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Policy Statement

Centennial Infant and Child Centre (CICC) acknowledges and respects the rights of everyone working and
participating in the Centre’s programs to a safe and healthy environment. We are committed to ensuring
that in the event of a fire, all staff, volunteers, and students understand their roles and responsibilities in
facilitating the safe evacuation of all occupants (children, staff, volunteers, students, and others).

Purpose

This policy outlines the roles and responsibilities of all occupants in the building in the event of a fire
emergency and during fire drills. It aims to ensure that everyone is prepared to act promptly and
efficiently, minimize, risks and ensure the safety of all occupants. It also outlines fire prevention
measures, evacuation procedures, fire drill requirements, and the responsibilities of staff and
management in responding to a fire emergency.

Emergency Evacuation Information
Staff will ensure that children are kept safe, accounted for and supervised at all times during a fire drill
or emergency situation.

For situations that require evacuation of the Centre, the Meeting Place to gather immediately is:
Front steps of Christ Church Deer Park
1570 Yonge St.
Toronto, ON MA4T 1Z8

If it is deemed ‘Unsafe to Return’ to the Centre, the evacuation site is:
Christ Church Deer Park
Basement Community Hall
1570 Yonge St.
Toronto, ON MA4T 1Z8




Important:

e All directions given by emergency services personnel will be followed under all circumstances,
including directions to evacuate to locations different than those listed above.

e All occupants, including children, staff, volunteers, students, and visitors, must remain at the
Designated Meeting Place or Evacuation Site until given the “all clear” by emergency services
personnel or another appropriate authority.

No person will re-enter the Centre until authorized to do so by emergency services personnel or

another appropriate authority.

For any emergency situation involving a child with an Individual Medical Plan or Anaphylactic Alert Plan,
the procedures in the child’s individualized plan will be followed.

If any emergency situation results in a serious occurrence, the Serious Occurrence Policy and Procedures
will also be followed. All emergency situations will be documented in detail by the Manager or designate
in the Daily Written Record.

If an emergency situation occurs that is not described in this policy, the Executive Director, Manager, or
any person designated to assume responsibility during an emergency will provide direction to staff
regarding the immediate response and next steps. Staff will follow the directions given.

Centre staff will participate in monthly fire drills. The date and time of each fire drill and evacuation will
be documented in the Daily Written Record.

Scope
This policy applies to all staff, volunteers, students, and other occupants within the building. It includes
procedures and actions to be followed during fire drills and actual fire emergencies.

Definitions

e All-Clear: A notification from an authority that the fire or other emergency has been addressed
and that it is safe to return to the Centre and/or resume normal operations.

e Authority: A person or entity responsible for providing direction during a fire or emergency
situation (e.g. emergency services personnel, Executive Director, Manager , or another person
designated to assume responsibility during an emergency).

e Emergency: A fire, fire alarm, or other situation requiring immediate action to protect the safety
of children and adults in attendance and/or requiring evacuation of the Centre.

e Emergency Services Personnel: Persons responsible for ensuring public safety and responding to
an emergency (e.g. law enforcement, fire departments, emergency medical services, rescue
services).

e Evacuation Site: The designated off-site location where shelter is obtained when the Centre has
been evacuated and it is deemed unsafe to remain at or return to the Centre.

Centennial Infant and Child Centre 2



e Licensee: The individual or agency licensed by the Ministry of Education that is responsible for
the operation and management of the Centre.

e Meeting Place: The designated location where all occupants gather immediately following an
evacuation of the Centre.

e Staff: Individuals employed by the licensee (e.g. Teacher, Educational Assistant (EA), Child Care
Support Staff (CCSS), Path Forward Classroom Assistant (PFCA), Early Childhood Intervention
(ECI) staff, Resource Consultation (RC) staff, therapists, and coordinators).

e Unsafe to Return: A notification from an authority that, following a fire, fire alarm, or other
emergency requiring evacuation, it is unsafe to return to the Centre.

HUMAN RESOURCES

Owner: Centennial Infant and Child Centre Foundation
Address: 1580 Yonge St. Toronto ON M4T 1Z8
Executive Director: Shemina Ladak

Number of Staff: 25 (varies daily)

Maximum Number of 32

Preschool Children:

CICC Contact Persons: Executive Director

Shemina Ladak

Phone: 416-935-0200 ext. 235
Mobile: 437-324-3490

Email: sladak@cicc.on.ca

Managing Supervisor, Preschool Programs
Racquel Manzano,

Phone: 416-935-0200 ext. 261

Email: rmanzano@cicc.on.ca

Manager, Infant and Child Development Community Programs
Lorraine Chiarotto

Phone: 416-935-0200 ext. 246

Email: [chiarotto@cicc.on.ca
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OTHER IMPORTANT CONTACT NUMBERS

Designated Evacuation Site:

Christ Church Deer Park Anglican Church
1570 Yonge St. Toronto, ON M4T 178
Director of Parish Operations

Bryan Tran

Phone: 416-920-5211

Email: office@christchurchdeerpark.org

Building Security:

API Monitoring Station
Phone: 416-736-3000

Avante Control Centre (Dispatch)
Phone: 416-487-0098

Avante Head Office/Client Care
Phone: 416-923-6984 ext. 1

Ministry of Education,
Child Care Quality
Assurance and Licensing

Inspector, Early Years and Child Care Division (License # 16152)
Andrew Wu

Phone: 289-338-3567

Email: andrew.wu2@ontario.ca

City of Toronto,
Toronto Children’s Services

Consultant South District

Kim Pawluck

Phone: 416-338-0991

Email: Kim.Pawluck@toronto.ca

Toronto Fire Services Non-

Emergency Line

Phone: 416-338-9050
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Fire Prevention Procedures
Building and Fire Safety Responsibilities
The Executive Director shall:

Provide overall oversight of the Centre’s fire safety and evacuation procedures.

Liaise with the building owner or appropriate service providers regarding significant building-
related fire safety concerns, as required.

Ensure significant fire safety concerns are appropriately addressed and followed up on.
Ensure the fire emergency and evacuation policy is reviewed and updated as required.

The Manager or Designate shall:

Implement the Centre’s fire safety and evacuation procedures.

Ensure all staff are instructed on their responsibilities in the event of a fire before commencing
work for the first time.

Ensure staff are familiar with the Centre’s designated and alternate exits and their assigned
responsibilities during an evacuation.

Ensure staff are familiar with the operation of the fire alarm system, and the location of manual
fire alarm pull stations.

Ensure staff understand that fire doors are to remain closed and that exits, hallways, stairways,
and emergency evacuation routes must remain clear and accessible.

Ensure fire drills are conducted once each month.

Ensure fire drills provide opportunities for staff and children to practise evacuation using
designated and alternate exit routes, as appropriate.

Ensure sufficient staff are available to assist children who require additional support during
evacuation.

Ensure written approval or confirmation for use of the designated Evacuation Site is maintained
and updated as required.

Ensure required records of fire drills, fire alarm tests, and fire protection equipment tests are
maintained for a minimum of two years.

Ensure fire drill records identify the date and time of the drill and document any concerns,
deficiencies, or corrective actions identified.

Ensure identified fire safety concerns are addressed or reported to the Executive Director,
building owner, or appropriate service provider, as applicable.

Ensure staff participate in fire drill debriefings and that identified concerns are followed up on.
Ensure children’s individualized emergency needs are considered in fire evacuation planning,
including needs identified in Individual Medical Plans and Anaphylactic Alert Plans.

Ensure the Emergency Evacuation Bag and Emergency Binder are maintained and available for
use during an emergency.

Ensure the Emergency Evacuation Preparedness Checklist (Appendix A) is completed at least
once each month.

Ensure any deficiencies identified through the checklist are addressed.
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The Administrative Assistant shall:

Maintain required fire safety and emergency records.

Support the scheduling and documentation of monthly fire drills.

Maintain current emergency contact information, including building security and the designated
Evacuation Site.

Maintain documentation received regarding fire alarm testing, fire protection equipment testing,
inspections, maintenance, and repairs, as applicable.

Notify the Manager or Designate of missing, expired, or outdated fire safety documentation.
Support emergency communication and documentation as directed by the Manager or
Designate.

Maintain the Emergency Evacuation Bag and Emergency Binder in the designated location and
ensure they remain readily accessible.

Complete the Emergency Evacuation Preparedness Checklist (Appendix A) at least once each
month, as assigned by the Manager or Designate.

Notify the Manager or Designate of any missing, expired, damaged, or outdated supplies or

information identified during the monthly check.

The Student and Volunteer Program Coordinator shall:

Ensure students and volunteers are instructed on their responsibilities in the event of a fire
before commencing work or placement.

Ensure students and volunteers are familiar with the Centre’s fire evacuation procedures,
designated exits, Meeting Place, and Evacuation Site.

Maintain documentation of fire safety orientation provided to students and volunteers, as
applicable.

Ensure students and volunteers participate in fire drills and follow their assigned responsibilities.
Report fire safety concerns involving students or volunteers to the Manager or Designate.

The Kitchen and Housekeeping Assistant shall:

Ensure all exits, hallways, stairways, and emergency evacuation routes clear and free of
obstructions at all times.

Ensure access to fire extinguishers, fire alarm pull stations, exits, and other fire safety
equipment clear.

Ensure fire doors closed and free from obstruction.

Store flammable and combustible materials safely and in accordance with applicable
requirements and ensure they are inaccessible to children.

Ensure combustible waste is disposed of appropriately and does not create a fire hazard.
Report damaged electrical cords, appliances, outlets, or other potential fire hazards to the
Manager or Designate.

Report blocked exits, fire doors, fire equipment, or other fire safety concerns to the
Manager or Designate.

Follow the Centre’s fire safety and evacuation procedures.
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Preschool Teachers shall:

Maintain a safe environment for children and report potential fire hazards.

Ensure exits and evacuation routes used by their class remain clear and accessible.

Ensure combustible artwork and teaching materials attached to walls do not exceed 20% of the
area of the walls, in accordance with the Fire Code.

Ensure children are familiarized with fire drill and evacuation procedures in an age-appropriate
manner.

Ensure attendance information is available for use during an evacuation.

Ensure children who require additional assistance have appropriate evacuation support.
Participate in monthly fire drills and follow assigned responsibilities.

Report concerns, barriers, or deficiencies identified during fire drills to the Manager or
Designate.

Record fire drills and evacuations in the Daily Written Record, as required.

Educational Assistants shall:

Be familiar with the Centre’s fire emergency and evacuation procedures and assigned
responsibilities.

Be familiar with the Centre’s designated and alternate exits.

Assist children who require additional support during fire drills and emergencies.

Follow applicable Individual Medical Plans, Anaphylactic Alert Plans, and other individualized
emergency procedures.

Report fire hazards or other fire safety concerns to the Teacher, Manager, or Designate.
Participate in monthly fire drills.

All staff, students, and volunteers shall:

Be familiar with the Centre’s fire emergency and evacuation procedures.

Know the designated and alternate exits, Meeting Place, and Evacuation Site.

Know their assigned responsibilities during a fire drill and fire emergency.

Keep exits and evacuation routes clear.

Keep fire doors closed and unobstructed.

Report fire hazards, blocked exits, damaged electrical equipment, or other fire safety concerns to
the Manager or Designate.

Participate in monthly fire drills.

Follow the directions of the Manager, Designate, and emergency services personnel.

Fire Alarm and Fire Protection Systems

Staff shall be familiar with the operation of the Centre’s fire alarm system, and the location of
manual fire alarm pull stations.
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e Fire alarm systems and fire protection equipment shall be inspected, tested, maintained,
serviced, and repaired as required.

e  CICC staff shall not perform technical inspection, testing, maintenance, or repair of fire
protection systems unless appropriately qualified and authorized to do so.

e Any concern regarding the fire alarm system, fire extinguishers, emergency lighting, fire doors, or
other fire protection equipment shall be reported to the Manager or Designate.

e The Manager or Designate shall ensure the concern is referred to the appropriate person or
service provider for follow-up.

Fire Drills
Fire drills shall be conducted once each month during the Centre’s hours of operation.

Fire drills shall:
e Provide staff and children with an opportunity to practise the Centre’s evacuation procedures.
e Include the areas of the Centre used by children.
e Provide opportunities for staff to practise their assigned responsibilities.
e Use different days and times, where practical, so that evacuation procedures are practised under
different operating conditions.
e Include consideration of children or adults who require additional support.
e Be followed by a review of the drill to identify concerns, barriers, or improvements.
e Be documented, including the date, time, and any observations or corrective actions identified.
o The Record of Fire Drills in Appendix B shall be used to document each fire drill.

Frequency
Fire drills are required to be conducted at least once every month in accordance with applicable
requirements under the Ontario Fire Code and the Child Care and Early Years Act, 2014 (CCEYA).

Records

Records of each fire drill, including the date, time, participants, evacuation time, and any observations or
corrective actions, will be maintained for a minimum of two years.

Fire Extinguishment, Control or Confinement

The Fire Department is primarily responsible for fire extinguishment and control.

If a fire is small and manageable with a portable extinguisher, an experienced staff member may attempt
to extinguish it only if it is safe to do so and the person has been trained in the use of the extinguisher.

If the fire cannot be controlled, leave the area immediately, close the door to confine the fire where
possible, activate the fire alarm, and evacuate the building.
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Fire Response Procedures

In the Event of Fire
Staff shall:

Remove children and other occupants from the immediate fire area and close doors behind
them where possible.
Activate the fire alarm using the nearest fire alarm pull station, if it has not already been
activated.
Call 911 from a safe location and provide the Centre’s address and any information requested.
Evacuate the Centre using the nearest safe exit.
Proceed to the designated Meeting Place:

Front Steps of Christ Church Deer Park Anglican Church

1570 Yonge St.

Toronto, ON M4T1Z8

Take attendance and account for all children, staff, volunteers, students, visitors, and other
occupants.

Do not leave or re-enter the Centre until emergency services personnel have declared it safe to
do so.

If the Fire Alarm Sounds or a Fire Is Reported
Staff shall:

Stop activities and prepare children for immediate evacuation.

Before opening a door, check the door and doorknob for heat and look for smoke.

If the exit route is safe, evacuate through the nearest safe exit.

If the usual exit route is blocked by fire or smoke, use an alternate safe exit.

Close doors behind you where possible without delaying evacuation.

Proceed to the designated meeting place and follow the instructions of the teacher, Manager or
Designate, and emergency services personnel.

If Trapped Inside:

If evacuation is not possible:

Close the door and seal cracks with wet towels or sheets.

Call 911 and provide the Fire Department with your exact location.

Stay low if smoke enters the room.

Signal your location to emergency responders using a visible object or other available means.
Wait for assistance from emergency services personnel.

Evacuation Procedures

In the event of a fire, fire alarm, or fire drill, all occupants shall evacuate the Centre using the nearest

safe exit and proceed to the designated meeting place. Staff shall follow their assigned responsibilities

and maintain the safety and supervision of children throughout the evacuation.
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Nearest and Alternate Exits
Staff and other occupants shall evacuate using the nearest safe exit. Staff shall be familiar with the
designated exits and alternate evacuation routes for the areas in which they work.

e 1st Floor: Front (east) exit

e 2nd Floor: Side (south) exit

e Gym: Use the nearest safe exit, as appropriate:
o Kitchen door
o Side (south) exit
o Service stairs to the front (east) exit

If the nearest exit is blocked by fire, smoke, or another hazard, staff shall use the nearest available safe
alternate exit. Staff shall not attempt to pass through an area affected by fire or smoke.

First Aid
1. Provide first aid as required and within your training and scope of responsibility.
2. Use the First Aid Kit when needed and when it is safe to do so.
3. Notify the Manager or Designate of any injury or medical concern.
4. Call 911 when emergency medical assistance is required.
5. Follow the instructions of Emergency Services personnel.

Responsibilities During Evacuation
Manager or Designate:
1. Check the Centre, including washrooms, storage areas, Snoezelen rooms, and other areas where
children or occupants may be present or hiding, if it is safe to do so.
Proceed to the Designated Meeting Place and coordinate the emergency response.
Confirm that 911/emergency services have been contacted.
4. Collect attendance information from Teachers and the Student and Volunteer Program
Coordinator.
5. Confirm that all children, staff, volunteers, students, visitors, and other occupants are accounted
for.
Immediately report anyone missing or unaccounted for to emergency services personnel.
Communicate with emergency services personnel and provide any requested information.
Ensure children remain supervised and required ratios are maintained.

L 00 N

Remain at the Designated Meeting Place/Evacuation Site until emergency services personnel
provide further direction and children have been safely released to their families or other
authorized persons.

10. Debrief with staff, excluding children, following the emergency, when appropriate.

Teachers:
When the Entire Class Is Together in the Classroom
1. Announce the fire or fire drill.
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Direct volunteers and students to gather the children and line them up for evacuation.

Ensure that all children are evacuated and that other occupants in the area are included in the
evacuation.

Teacher 1: Gather the Main Attendance Binder and Medication Box and lead the group.
Educational Assistant: Monitor the group and assist the children as needed.

Teacher 2: Check all areas, including washrooms and Snoezelen rooms, for remaining occupants,
if safe to do so and without delaying evacuation. Follow at the back of the group and close doors
behind them where possible.

Lead the group through the nearest safe exit.

Proceed to the Designated Meeting Place.

When Children Are in Small-Group Activities

1.
2.
3.

N oy ok

Gather the children in your care and prepare them for evacuation.

Bring the group's attendance record and Medication Box, if applicable.

Ensure that staff, volunteers, students, PFCAs, and other occupants in the area are included in
the evacuation.

Evacuate through the nearest safe exit.

Check the area for remaining occupants, if safe to do so and without delaying evacuation.
Direct the last person leaving the area to close doors behind them where possible.

Proceed with the children to the Designated Meeting Place.

Once at the Designated Meeting Place

1.

L ® N o

Take attendance by calling each child's name from the Main Attendance Record and visually
confirming the child.

Confirm that all staff, volunteers, students, and other occupants in the group are accounted for.
Immediately report any child or other person who is missing or unaccounted for to the Manager
or Designate.

Provide attendance information to the Manager or Designate and Student and Volunteer
Program Coordinator when requested.

Maintain required ratios and conduct ongoing visual checks and head counts of the children.
Maintain constant supervision of the children.

Keep the children calm and engage them in appropriate activities where possible.

Record each child's departure time on the appropriate attendance record.

Remain at the Designated Meeting Place until all children have been picked up by their families
or other authorized persons, or until further direction is provided.

1:1 Child Care Support Staff (CCSS)

1.

2.
3.
4

Stop and listen to the instructions given by the Teacher.

Pick up and carry the child in your care and evacuate through the nearest safe exit.
Proceed with the child to the Designated Meeting Place.

Remain with the child and keep the child calm and reassured.
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5.
6.

Respond when your name or the child's name is called during attendance.
Follow the instructions of the Teacher or Manager or Designate.

Volunteers/Students

IS A S o

~

Stop and listen to the instructions given by the Teacher.

Assist with evacuating the children as directed.

Pick up and carry a child if able and directed to do so.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Stay with the child and provide reassurance. Keep them calm and engaged while waiting for
instructions.

Respond when your name or the name of the child you are assisting is called during attendance.
Remain at the Designated Meeting Place and follow the instructions of the Teacher or Manager
or Designate.

Path Forward Classroom Assistants (PFCAs)

vk wN e

Stop and listen to the instructions given by the Teacher or staff.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Respond when your name is called during attendance.

Remain at the Designated Meeting Place and follow the instructions of the Teacher or Manager
or Designate.

Therapists

1.

oA wWwN

Stop and listen to the instructions given by the Teacher.

Assist children with evacuation as needed.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Remain with the group and follow the instructions of the Teacher or Manager or Designate.
Respond when your name is called during attendance.

Student and Volunteer Support Coordinator

o vk wnN e

Assist with the evacuation of children, staff, volunteers, and students as needed.
Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Confirm that all volunteers and students are accounted for.

Report any missing or unaccounted-for person to the Manager or Designate.

Contact the emergency contacts of volunteers or students, as directed by the Manager or
Designate.

Remain at the Designated Meeting Place and follow the instructions of the Manager or
Designate.
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Office Administrator

1.

©® N O Uk wWwN

Take the Emergency Evacuation Bag and Emergency Binder, if safe to do so and without delaying

evacuation.

Take the Attendance Log and Tablet, if readily accessible.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Contact emergency services if they have not already been contacted.

Contact the Designated Evacuation Site to arrange access, if required.

Notify families of the evacuation and provide instructions for child pick-up, as directed.
Remain at the Designated Meeting Place and follow the instructions of the Manager or
Designate.

Kitchen and Housekeeping Assistant

1.

IS

Stop work and listen to the instructions given by the Manager or Designate.

Assist with evacuating children and other occupants as directed.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Respond when your name is called during attendance.

Remain at the Designated Meeting Place and follow the instructions of the Manager or
Designate.

Executive Director or Designate

1.

vk N

Assist with the evacuation of children and other occupants as needed.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Respond when your name is called during attendance.

Remain at the Designated Meeting Place and follow the instructions of the Manager or
Designate.

Other Staff Members (El, RC, Foundation)

1.

IS O

Visitors
1.

Stop and listen to the instructions given by the Teacher or Manager or Designate.
Assist with evacuating children as directed.

Evacuate through the nearest safe exit.

Proceed to the Designated Meeting Place.

Respond when your name is called during attendance.

Remain at the Designated Meeting Place and follow the instructions of the Manager or
Designate.

Stop and listen to the instructions given by Centre staff.

Centennial Infant and Child Centre
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Leave the Centre through the nearest safe exit.

Proceed to the Designated Meeting Place.

Respond when your name is called during attendance.

Remain at the Designated Meeting Place and follow the instructions of Centre staff or

vk W

Emergency Services personnel.

Centennial Infant and Child Centre
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Appendix A — EMERGENCY EVACUATION PREPAREDNESS CHECKLIST

Centre: Centennial Infant and Child Centre

Person Completing Checklist:

Date Checked:

1. Emergency Evacuation Bag

Check each item to confirm that it is available and ready for use. Record any action taken if an item needs

to be replenished or replaced.

Item Available & Action Taken, Date Action
Ready for Use if needed Completed
First Aid Kit
Disposable gloves
Tissues
Blankets

Hand Sanitizer/wet wipes

Bottled water

Non-perishable food items

Diapers

Flashlight with additional batteries

Children’s activities (e.g. paper, crayons, books)

2. Emergency Binder

Confirm that the following information is present, current, and accessible in the Emergency Binder.

Emergency Binder Information

Present &
Current

Action Taken,
if needed

Date

Important Contact Information

Children’s Emergency Contact Sheet

Individual Medical / Anaphylactic Alert Plans

Dietary & Food Restriction Information

3. Comments / Follow-Up

Centennial Infant and Child Centre
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Appendix B - RECORD OF FIRE DRILLS

Date Conducted (dd/mm/yyyy):

Time Conducted (hh:mm, AM/PM):

Classroom Participating in the Drill:

Number of Children Present:

Number of Staff Present:

Number of Volunteers Present:

Number of Students Present:

Number of Visitors Present:

Time Taken to Evacuate the Centre:

Person Responsible for Initiating Drill:

O Yes O No

Were the written procedures

approved by the local fire chief

followed during the fire drill? If no, please provide rationale in the Additional

Comments section below.

Additional Comments:

Include, where applicable, the
rationale for the time taken to
evacuate the Centre, observations,
issues or concerns, children's
reactions, and next steps for
improvement.

Supervisor/Designate Name:

Supervisor/Designate Signature:
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Appendix C— FLOOR PLANS — SCHEMATIC DIAGRAMS
The following floor plans identify the Centre's exits, fire alarm equipment, fire protection equipment,

and other relevant emergency equipment.
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FLOOR PLANS — SCHEMATIC DIAGRAMS KEY

Symbol Description

Al Designates Model WBDL-ABCS Portable Fire Extinguisher (One Only)
A2 Model 3-A; 10B, C Portable Fire Extinguisher
HDSD Heat Detector or Smoke Detector

X Exit Sign (Lighted)

EXIT Actual Exit from Floor

P Manual Pull Station

cp Fire Alarm Control Panel

AP Annunciator Panel

Wcv Water Control Valve

SWCV Supervisory Water Control Valve

PC Pumper Connection

B Fire Bell
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