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J. Sargeant Reynolds Community College 

 
FIRE PREVENTION PLAN 

 
PURPOSE 
 
The Fire Prevention Plan is a written document developed, approved and 
implemented by J. Sargeant Reynolds Community College to ensure protection 
for the faculty, staff and students of the college.  The primary goal of this plan is 
to reduce or eliminate fire related hazards in the workplace by heightening the 
fire safety awareness of all employees.  Also, the plan provides employees with 
the information necessary to recognize hazardous conditions and take 
appropriate action before such conditions result in a fire emergency.  The OSHA 
Fire Prevention Standards establish uniform regulations to ensure workplace fire 
hazards are evaluated, safety procedures implemented, and that the proper fire 
prevention information is transmitted to all affected workers. 
 
This plan coincides with the currently approved and established Emergency 
Preparedness Plan (EPP), which may be reviewed in its entirety on the Police 
and Security Services website. 
 
 
 WRITTEN PROGRAM 
 
 J. Sargeant Reynolds Community College’s Safety Manager will review and 
evaluate this plan on an annual basis, when changes occur to the standard, or 
when facility operational changes occur that require revision.  Effective 
implementation of this plan requires support from all employees. This written plan 
will be made available to all new employees, communicated to all staff through 
various training sessions and posted on the Police and Security Services 
website.  
 
 
DEFINITIONS 
 
Emergency: Any unplanned event that can cause death or injury to employees, 
students, or the public or that can shut down business, disrupt operations, or 
cause physical or environmental damage. 
Evacuation Route:  The shortest path from an effected area to an area of safety, 
a shelter area, or a location out of the building. 
Area of Rescue:  Designated stairwell(s) used as a temporary staging area for 
disabled/handicapped individuals during egress.  
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EMERGENCY PROCEDURES 
 
As outlined in the college’s Emergency Preparedness Plan, The Emergency 
Coordinator (Chief of Police and Security Services) or designee will be 
responsible for coordinating all emergency response actions at the college at the 
onset of a fire related emergency.  Evacuation procedures for faculty, staff and 
students shall be followed as set forth in the Emergency Preparedness Plan.  
The following information is given as general fire emergency or building 
evacuation procedures, however, please refer to the Emergency Preparedness 
Plan for detailed procedures and additional emergency related information. 
 
 
FIRE EMERGENCY OR BUILDING EVACUATION 
 

1. Sound the local alarm (i.e., activate fire alarm via pull station, contact 
Police and Security Services. 

2. Shut down equipment as necessary. 
3. Immediately exit the facility via the closest unobstructed exit route. 
4. Assist disabled/handicapped individuals to designed Area of Rescue 

stairwell and notify emergency personnel of their location. 
5. Remain at a point at least 300 feet from the facility. 
6. Account for people under your responsibility. 
7. Remain outside facility until ALL CLEAR message is announced. 
 
 

REPORTING AN EMERGENCY 
 
To ensure the safety of all college employees and facilities, all emergencies must 
be reported immediately.   
 
To report an emergency, call the college’s Police Communication Center by 
dialing  
-5911 from any college IP phone system.   
 
***Use of an analog or cell phone, the entire number must be dialed** 

523-5911 
 
Provide the following information to the communications dispatcher officer: 
 

 Your name and telephone number. 

 Exact location of the fire incident (campus building and room number, if 
applicable). 

 Description of source or extent of the fire. 
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 Any other relevant information. 

 Do not hang up the telephone until the dispatcher has indicated that you 
have provided all the necessary information. 

 
 
 
FOLLOWING THE EMERGENCY 
 

1. When it has been determined that the threat is over and it is safe to return 
to normal operations, the Emergency Coordinator, or designee shall 
broadcast an “ALL CLEAR”. 

2. The Emergency Coordinator will notify the Vice President of Finance and 
Administration that the college should resume normal operations and it is 
safe to resume duties. 

3. It shall be the responsibility of Police and Security Services and Facilities 
personnel to check for potential hazards in classrooms and work areas 
prior to resuming normal operations.  Faculty and staff should assist by 
contacting security if any hazards are observed. 

 
 
 
 
SPECIAL ARRANGEMENT PROCEDURES FOR UNATTENDED COOKING IN 
THE CULINARY ARTS PROGRAM 
 
Due to the nature of certain program activities and student learning experiences, 
at times it may be necessary for food materials (stock) to cook after the closing of 
the DTC facility (overnight).  It is noted that this activity should be as limited as 
much as possible and all pertinent safety and notification processes must be 
followed.  In an effort to minimize the risk of incident, the following measures are 
given. 
 

 Cooking shall to be limited to the electric steam-jacketed kettle and the 
Rational Clima plus Combi convection oven in DTC 674.  Should the 
electric steam-jacketed kettle or convection oven not be available or 
inoperable, no substitute method of unattended cooking shall be utilized. 

 The hood ventilation system and the fire suppression system associated 
with the hood shall be inspected by the Facilities Department on an annual 
basis. 

 Should the hood and/or the fire suppression system be inoperable, 
overnight cooking shall be discontinued until repairs are complete and 
tested. 

 All Police and security officers will be trained in the proper shut-off 
procedures of the equipment. 
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Notification Process 

 
In the event unattended cooking takes place, the following measures must 
be implemented: 

. 

 Faculty member(s) must e-mail the DTC Police Sgt. of the event 
noting date, activity, time frame and location.  The Safety Manager 
is to be copied on this notification.  Also, the faculty member(s) 
must contact and inform the college’s Police Communication 
Center at -5219 of the event. 

 As an additional notification, the faculty member shall place a 
notice on the door of DTC 674 announcing the cooking activity prior 
to the start of the event. 

 The Police Sgt. will notify appropriate shift staff of the event. 

 If a concern is noted by the Police or security officer on duty during 
the event, the Police or security officer will contact either of the 
department staff listed below in an effort to resolve the concern.   
(Contact phone numbers made available to police/security staff).  
The officer on duty should also contact the campus Police Sgt. 
Department staff to be contacted:  Dave Barrish, John Maxwell 
and/or Eric Breckoff. 

 In all instances, it shall be the responsibility of the on duty Police or 
security officer(s) to apply proper emergency actions based on the 
nature of the incident.  Appropriate action will be conducted and 
reported as required. 

 Should the on-duty officer encounter any concern during a periodic 
check, the officer will turn off the cooking unit and notify the 
appropriate Culinary Arts department staff. 

 
 
 
 
FIRE PREVENTION 
 
 
Employee Responsibilities 
 
All employees are responsible for reporting potential fire hazards to supervisors 
and the Safety Manager immediately.  As stated in the Emergency Preparedness 
Plan, each department is responsible for conducting a quarterly fire hazard 
inspection as part of its safety audit.  Please refer to Addendum B:  Fire 
Inspection Checklist, for a general inspection check sheet for your use in 
evaluating potential fire hazard conditions in your respective work area.  In 
addition to this check sheet, the following common workplace fire hazards and 
prevention techniques are given. 
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Workplace Fire Hazards/ Prevention Techniques 
 

 Keep storage, working areas and offices free of trash and clutter. 

 Keep oily rags in a covered metal container and dispose of properly. 

 Don’t overload electrical outlets. 

 Ensure that all passageways and exits remain unobstructed.   

 All exit doors shall remain unlocked when the building or a portion of the 
building served by the exit is occupied. 

 Stairwell doors shall never be propped open and materials shall not be 
stored in stairwells or on landings. 

 Remove accumulations of combustible dust. 

 Store flammable and combustible liquids in approved storage containers 
and cabinets. 

 Maintain free and clear access to electrical panels.  Do not stack or store 
materials within 3 feet of the electrical panel. 

 Do not store combustible materials of any kind in mechanical rooms. 

 Conduct regular maintenance of all mechanical equipment. 

 Maintain free and clear access to fire extinguishers and fire alarm pull 
stations. 

 Follow proper storage and handling procedures as directed by the product 
manufacturer. 

 Check equipment wiring for frayed or damaged wires and replace 
immediately. 

 Smoking is permitted in designated areas only.  Use proper receptacles to 
discard butts. 

 Do not refuel gasoline-powered equipment while it is hot. 

 Candles/incense/open flames are not permitted in any setting except for 
supervised classroom and/or lab functions. 

 Candle warmers are not permitted. 

 Small electrical items/coffee makers shall not be placed on combustible 
surfaces (plastic or cloth mats, wood countertops).   

 Ensure that coffee pots are not left on or unattended for long periods of 
time. 

 Extension cords should only be used for temporary connections. 

 Keep storage 18 inches away from sprinkler deflectors and 24 inches from 
the ceiling in non-sprinkler buildings. 

 Maintain free and ample space around any heat source. 

 The only space heaters allowed for use must have been recently obtained 
through the college’s warehouse system.  The approved heater will have 
safety features that include:  auto safety shut-off, manual user reset, back-
up overheat fuse and cool touch plastic housing.  Under no circumstance 
should heaters containing exposed heat coils be used.  If in doubt, contact 
the college’s Safety Manager to inspect the heater prior to use. 
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In addition to the employee conducting their routine fire safety inspections, the 
Safety Office will perform and document random inspections and provide 
inspection results to the appropriate individual(s).  These results will be 
communicated via the use of an “Inspection Checklist” which will be forwarded to 
the responsible individual and their supervisor.  Should the infraction not be 
eliminated within the deadline, a copy of the “Inspection Checklist” will be 
forwarded to Tim Brown, Vice President of Finance and Administration for further 
action. 
 
 
 
 
 
FIRE DETECTION, ALARM AND SUPPRESSON EQUIPMENT 
 
 
The Director of Facilities Management will be responsible for maintaining 
equipment to prevent or control sources of ignition or fires as well as the proper 
mandated testing thereof.  Documentation of the testing will be forwarded to the 
Safety Office. 
For a list of the college’s fire suppression equipment by individual location, 
please refer to Addendum A.   
 
All fire extinguisher purchases or replacement and annual contracted inspection 
will be the responsibility of the Facilities Management and Planning department.  
A copy of the annual inspections certification will be forwarded to the Safety 
Office.  Documented monthly inspections will be conducted by the Police and 
Security Services department and maintained in the department on the 
respective campus.  The Safety Office will conduct a random semi-annual 
inspection of fire extinguishers.  The exact location of all fire extinguishers at 
each facility will be maintained in the Police and Security Services Department 
on the respective campus.  The Safety Office and Facilities Management and 
Planning department will maintain a master copy of all fire extinguisher locations 
throughout the college. 
 
Designated Police and Security Services and Facilities staff will be trained in the 
proper use of fire extinguishers.  Additional identified college staff will be trained 
as necessary. This training will be conducted periodically as needed.  Training 
records will be maintained in the Safety Office. 
 
 
 
TRAINING 
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All employees shall receive and review the Fire Prevention Plan upon initial 
assignment.  Questions or comments regarding the plan shall be addressed to 
the Safety Manager.  Fire drills will be conducted through out the year as 
specified in the Emergency Preparedness Plan.  All employees are mandated to 
participate in the fire drills.  All drills are to be responded to as if a real event.  
Post Incident Reviews will be conducted following any fire related drill or event.  
Additional fire prevention related information and/or training will be offered 
periodically.  All fire prevention training activity records will be maintained in the 
Safety Office. 
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FIRE PREVENTION PLAN 
Addendum A:  Fire Suppression Equipment 

 
 
 
PARHAM ROAD CAMPUS 
 
SPRINKLER SYSTEMS 
 
1 EACH – FIRE PUMP/FLOW TEST 
1 EACH – WET PIPE SPRINKLER SYSTEM (PARTIAL 20%) 
2 EACH – STANDPIPE & HOSE (WET) 
 
 
FIRE ALARM SYSTEMS 
 
1 EACH – NOTIFIER AFP-1010 ADDRESSABLE FIRE ALARM CONTROL 
PANEL 
1 EACH – NOTIFIER VAM1010 VOICE ALARM MULTIPLEX AUDIO SYSTEM 
1 EACH – NOTIFIER 411 UD DIGITAL COMMUNICATOR 
52 EACH – PULL STATIONS 
28 EACH – HEAT DETECTORS 
126 EACH – SMOKE DETECTORS 
34 EACH – DUCT SMOKE DETECTORS 
239 EACH – HORN/STROBE DEVICES 
1 EACH – BATTERY BACK-UP POWER SUPPLY 
 
FIRE EXTINGUISHERS 
 
85 EACH – MULTIPLE SIZE/TYPE HAND HELD 
 
 
 
 
 
DOWNTOWN CAMPUS 
 
SPRINKLER SYSTEM 
 
1 EACH – FIRE PUMP/FLOW TEST 
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1 EACH – WET PIPE SPRINKLER SYSTEM(S) 
1 EACH – DELUGE/PREACTION SPRINKLER SYSTEM 
5 EACH – BACKFLOW PREVENTION DEVICE(S) 
2 EACH – STANDPIPE & HOSE (WET) 
7 EACH – KITCHEN HOOD SYSTEM CO2 
 
FIRE ALARM SYSTEM 
 
1 EACH – SIMPLEX 4100/4020 PROGRAMMABLE FIRE ALARM CONTROL 
PANEL 
45 EACH – PULL STATIONS 
13 EACH – HEAT DETECTORS 
53 EACH – SMOKE DETECTORS 
15 EACH – DUCT SMOKE DETECTORS 
47 EACH – HORN/STROBE DEVICES 
22 EACH – VISUAL STROBE DEVICES 
1 EACH – BATTERY BACK-UP POWER SUPPLY 
 
 
 
FIRE EXTINGUISHERS 
 
133 EACH – MULTIPLE SIZE/TYPE HAND HELD 
 
 
 
 
 
DOWNTOWN CAMPUS – PARKING DECK 
 
FIRE ALARM SYSTEM 
 
1 EACH – SIEMENS FS-250 CONTROL PANEL 
9 EACH – HEAT DETECTORS 
14 EACH – SMOKE DETECTORS 
 
FIRE EXTINGUISHERS 
 
133 EACH – MULTIPLE SIZE/TYPE HAND HELD 
 
 
 
 
 
WESTERN CAMPUS 
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SPRINKLER SYSTEMS 
 
2 EACH – WET PIPE SPRINKLER SYSTEM(S) 
1 EACH – PREACTION SPRINKLER SYSTEM 
5 EACH – BACKFLOW PREVENTION DEVICE(S) 
1 EACH – KITCHEN HOOD SYSTEM CO2 
 
FIRE ALARM SYSTEM EQUIPMENT 
 
1 EACH – FCI FC7200A ADDRESSABLE CONTROL PANEL 
1 EACH – D7212 DIGITAL COMMUNICATOR 
17 EACH – PULL STATIONS 
3 EACH – HEAT DETECTORS 
26 EACH – SMOKE DETECTORS 
11 EACH – DUCT SMOKE DETECTORS 
53 EACH – HORN/STROBE DEVICES 
46 EACH – VISUAL STROBE DEVICES 
 
AREA OF RESCUE ASSISTANCE COMMUNICATION SYSTEM  
 
1 EACH – CORNELL MASTER STATION 
1 EACH – AUDIO-VISUAL CALL STATION 
1 EACH – BATTERY BACK-UP POWER SUPPLY 
 
FIRE EXTINGUISHERS 
 
46 EACH – MULTIPLE SIZE/TYPE HAND HELD 
 
 
 
 
  

 
 
 
 
 
 

 
 
 
 

 
 
 
 



JSRCC Fire Prevention Plan 

 13 

 

 

 
 
 
 
 
 
 
 

FIRE PREVENTION PLAN 
Addendum B:  
Fire Inspection Checklist 
 

 Initials:  __________   

Date:  _________ 

 

General Work Environment Yes No N/A Comments 

Is your local fire department well acquainted with your 
facilities, its location, and specific hazards? 

    

If you have a fire alarm system, is it certified as required?     

If you have a fire alarm system, is it inspected annually?     

Are fire doors and shutters in good operating condition?     

Are fire doors and shutters unobstructed and protected 
against obstructions, including their counterweights? 

    

Are fire doors and shutter fusable links in place?     

Are sprinkler heads protected by metal guards, when 
exposed to physical damage? 

    

Is an 18” clearance maintained below sprinkler heads?     

Are fire extinguishers mounted in readily accessible 
locations? 
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Are fire extinguishers recharged regularly and noted on 
the inspection tags? 

    

Are fire extinguishers checked monthly when flammables 
or chemical are present? 

    

Are fire extinguisher locations identified by signage?     

Are all worksites clean and orderly?     

Is combustible scrap, debris, and waste stored safely and 
removed from the worksite promptly? 

    

Are accumulations of combustible dust routinely removed 
from elevated surfaces, including the overhead structure 
of buildings, etc.? 

    

Is combustible dust cleaned up with a vacuum system to 
prevent the dust going into suspension? 

    

Are covered metal waste cans use for oily and paint-
soaked waste? 

    

Are paint spray booths, dip tanks, etc., cleaned regularly?     

Are fire watcher assigned when welding or cutting is 
performed in locations where a serious fire might 
develop? 

    

Before hot work is begun, are used drums, barrels, and 
other containers thoroughly cleaned so that no 
substances remain that could explode, ignite, or produce 
toxic vapors? 

    

Walkways Yes No N/A Comments 

Are aisles and passages kept clear?     

Are changes of direction or elevations readily identifiable?     

Exits or Egress Yes No N/A Comments 
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Are all exits marked with an exit sign and illuminated by a 
reliable light source? 

    

Are the directions to exits, when not immediately 
apparent, marked with visible signs? 
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Are doors, passageways or stairways, that are neither 
exits nor access to exits and which could be mistaken for 
exits, appropriately marked “Not an Exit,” “To Basement,” 
“To Storeroom,” etc.? 

    

Are exit signs provided with the work “Exit” in lettering at 
least 5 inches high and the stroke of the lettering at least 
½ inch wide? 

    

Are exit doors side-hinged?     

Are all exits kept free of obstructions?     

Are at least two means of egress provided from elevated 
platforms, pits, or rooms where the absence of a second 
exit would increase the risk of injury from hot, poisonous, 
corrosive, suffocating, flammable, or explosive 
substances? 

    

Are there sufficient exits to permit prompt escape in case 
of emergency? 

    

Do exit doors open outward, to a level surface or stairs?     

Are emergency lights provided and inspected?     

Do all exits operate during a power failure?     

Are exits checked regularly for blockage from outside?     

Exit Doors Yes No N/A Comments 

Are doors which are required to serve as exits designed 
and constructed so that the way of exit travel is obvious 
and direct? 

    

Are exit doors openable from the direction of exit travel 
without the use of a key or any special knowledge or effort 
when the building is occupied? 
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Is a revolving, sliding, or overhead door prohibited from 
serving as a required exit door? 

    

Where panic hardware is installed on a required exit door, 
will it allow the door to open by applying a force of 15 
pounds or less in the direction of exit traffic? 

    

Are doors on cold storage rooms provided with an inside 
release mechanism which will release the latch and open 
the door even if its padlocked or otherwise locked on the 
outside? 

    

Where exit doors open directly onto any street, alley, or 
other area where vehicles may be operated, are adequate 
barriers and warnings provided to prevent employees 
stepping in the path of traffic? 

    

Spraying Operations Yes No N/A Comments 

Is adequate ventilation assured before spray operations 
are started? 

    

Is mechanical ventilation provided when spraying 
operations are done in enclosed areas? 

    

Is the spray area free of hot surfaces?     

Is the spray area at least 20 feet from flames, operating 
electrical motors, and other ignition sources? 

    

Do solvents used for cleaning have a flash point of 100 
degrees F or more? 

    

Are fire control sprinkler heads kept clean?     

Are “No Smoking” signs posted in spray areas, paint 
rooms, paint booths, and paint storage areas? 

    

Is the spray area kept clean of combustible residue?     
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Are spray booths constructed of metal, masonry, or other 
substantial noncombustible material? 

    

Are spray booth floors and baffles noncombustible and 
easily cleaned? 

    

Is the spray booth completely ventilated before using the 
drying apparatus? 

    

Are lighting fixtures for spray booths located outside of the 
booth and the interior lighted through sealed clear panels? 

    

Are the electric motors for exhaust fans placed outside the 
booths or ducts? 

    

Are belts and pulleys inside the booth fully enclosed?     

Do ducts have access doors to allow cleaning?     

Do all drying spaces have adequate ventilation?     

Flammable and Combustible Materials Yes No N/A Comments 

Are combustible scrap, debris, and waste materials (oily 
rags, etc.) stored in covered metal receptacles and 
removed from the worksite promptly? 

    

Are approved and labeled containers and safety cans and 
tanks used for the storage and handling of flammable and 
combustible materials? 

    

Are all connections on drums and combustible liquid 
piping , vapor and liquid tight? 

    

Are all flammable liquids kept in closed containers when 
not in use (e.g. parts cleaning tank, pans, etc.)? 

    

Are bulk drums of flammable liquids grounded and 
bonded to containers during dispensing? 
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Do storage rooms for flammable and combustible liquids 
have explosion-proof lights? 

    

Do storage rooms for flammable and combustible liquids 
have mechanical or gravity ventilation? 

    

Is liquefied petroleum gas stored, handled, and used in 
accordance with safe practices and standards? 

    

Are “No Smoking” signs posted on liquefied petroleum 
tanks? 

    

Are liquefied petroleum storage tanks guarded to prevent 
damage from vehicles? 

    

Are all solvent wastes, and flammable liquids, kept in fire-
resistant, covered containers until they are removed from 
the worksite? 

    

Are fuel gas cylinders and oxygen cylinders separated b a 
20 foot distance, or by fire-resistant barriers, while in 
storage? 

    

Are appropriate fire extinguishers mounted within 75 feet 
of outside areas containing flammable liquids, and within 
10 feet of inside storage areas for such materials? 

    

Are extinguishers free from obstructions or blockage?     

Are “No Smoking” signs posted where appropriate in 
areas where flammable or combustible materials are used 
or stored? 

    

Are all spills, of flammable or combustible liquids cleaned 
up promptly? 

    

Are “No Smoking” rules enforced in areas involving 
storage and use of hazardous materials? 

    

Electrical Yes No N/A Comments 

Are multiple-plug adaptors prohibited?     
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Are extension cords prohibited from being run through 
doors and windows? 

    

If you have any electrical installations in hazardous dust 
or vapor areas, do they meet the National Electrical Code 
(NEC) for hazardous locations? 

    

Is exposed wiring and cords with frayed or deteriorated 
insulation repaired or replaced promptly? 

    

Are flexible cords and cables free of splicing or taps?     

Fueling Yes No N/A Comments 

Is it prohibited to fuel an internal combustion engine with a 
flammable liquid while the engine is running? 

    

Are fueling operations done in such a manner that 
likelihood of spillage will be minimal? 

    

When spillage occurs during fueling operations, is the 
spilled fuel washed away completely, evaporated, or other 
measures taken to control vapors before restarting 
engine? 

    

Are fueling hoses of a type designed to handle the 
specific type of fuel? 

    

Is it prohibited to handle or transfer gasoline in open 
containers? 

    

Are smoking, open lights, open flames, or sparking, or 
arcing equipment prohibited near fueling or transfer of fuel 
operations? 

    

Are fueling operators prohibited in building or other 
enclosed areas that are not specifically ventilated for this 
purpose? 

    

Where fueling or transfer of fuel is done through a gravity 
flow system, are the nozzles of the self-closing type? 
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Are “Turn Engine Off” and “No Smoking” signs posted at 
the fuel islands? 

    

Is a fire extinguisher available in case of emergency?     

Are fuel tanks appropriately labeled “No Smoking”?     

Are above ground tanks protected from spills by a dike?     

Other Yes No N/A Comments 

     

     

     

     

     

     

     

     

     

     

     

     

 

 


