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UNIT FIRE SAFETY PLAN 
 

Version Date Comments 
1 December, 2009 Initial Unit Fire Safety Plan 
2 March, 2012 Routine review 
3 February, 2015 Routine review 
 
A.  INTRODUCTION 
 
This Plan provides information to prepare university departments, employees, and students to 
respond to fires that may occur in campus buildings and work areas.   
 
B.  SCOPE 
 
Deaths and damages caused by fires can be mitigated if proper preparation and response 
procedures are taken by individuals during a fire.  This Plan provides information to help 
individuals plan, prepare, and respond to a fire.  This Plan should be used in conjunction with the 
Emergency Evacuation Guide. It is the responsibility of supervisors and faculty to ensure that 
employees and students are familiar with evacuation signals, evacuation routes, exterior 
designated assembly areas, and other procedures related to fire safety and evacuation. 
 
C.  PLANNING AND PREPARATION 
 
In order to plan and prepare for possible fire emergencies on campus, the following planning and 
preparation measures should be done by students, faculty, and staff:  
 

• Participate in fire drills: Whenever a fire alarm is activated, it is mandatory that 
all persons evacuate the building. Practicing evacuation procedures during drills and 
alarms is the best way to prepare for a real fire emergency.  

 
• Identify primary and alternate exits from the building: Exit route signs are 

posted in conspicuous locations throughout university buildings that identify 
primary and alternate exit routes.  All individuals should familiarize themselves 
with exit routes for the building(s) they occupy.  Reference the Emergency 
Evacuation Guide for additional information. 

 
• Learn to use a fire extinguisher: The Environmental Health and Safety Office 

(EHS) offers periodic training in the use of portable fire extinguishers. George 
Mason University faculty, staff, and students are not required to attempt to 
extinguish a fire, only to warn others and evacuate the building.  For more 
information on fire extinguisher training, training dates, and how to register for 
training, please contact EHS at safety@gmu.edu or (703) 993-8448.     

 

mailto:safety@gmu.edu
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D.  EVACUATION PROCEDURES 
 
Immediately reporting a fire, suspected fire, or fire alarm is the most important action necessary 
to mitigate fire damage, prevent injury or death, warn others, and avoid property damage. If you 
discover or become aware of a fire in your building or work area: 
 

1. Activate the building fire alarm using a manual pull station located near an exit 
door.   

2. Contact the Department of Police and Public Safety by dialing (703) 993-2810 
from any phone or 911 from any university landline and be prepared to give the 
exact location of the fire, including campus, building address, building name, and 
cause of the fire if cause is known.  The building address and campus name are 
located on emergency exit route signs.  

3. If you are confident you can control the fire with a portable fire extinguisher and 
have been properly trained in the use of portable fire extinguishers, attempt to 
extinguish the fire if it is safe to do so. 

4. Never allow a fire to come between you and an exit. Assist individuals with 
disabilities and those who appear to need direction. 

5. Evacuate the building as quickly as possible, using the primary or alternate exit 
routes. Exit route signs are posted in conspicuous locations throughout university 
buildings.  Alternate exit routes have been identified in case the primary 
evacuation route is obstructed by a hazard, is occupied by emergency response 
personnel, or cannot otherwise be used.   

6. Proceed to the designated assembly area and verbally warn others to evacuate the 
building as you exit the building. Designated assembly areas should be identified 
in the Emergency Evacuation Guide.  They are also identified on evacuation signs. 

7. If you are unable to exit the building due to fire, mobility challenge, or other 
hazard, notify a person that is exiting the building or notify police by dialing 
(703) 993-2810 from any phone or 911 from any university landline, shout for 
assistance, dropping an object to the ground from an exterior window, or hang a 
highly visible object from a window to get the attention of first responders. 

8. Do not re-enter the building until informed it is safe to do so by University Police 
or the fire department.  

 
Keep in mind these tips as you follow the steps listed above: 
 

• Feel door handles with the back of your hand before opening a door(s). 
• If the door handle is hot, don’t open it.  Go to a phone or window and call for help. 
• If the handle is not hot, open it cautiously. 
• Check for smoke, heat or fire before going out. 
• If smoke is present, stay as low as possible and crawl to an exit door.  Keep  
 one shoulder against the wall as you exit the building to avoid becoming lost. 
• Do not use elevators.   
• Knock on closed doors as you leave and yell “FIRE!” on your way out. 
• Make note of the location of anyone who may have been unable or refused to 

evacuate.  
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Additional information regarding emergency evacuation for fire or other emergencies is 
available in the Emergency Evacuation Guide.  This Unit Fire Safety Plan must be used in 
conjunction with the Emergency Evacuation Guide. 
 
E.  FIRE DRILLS  
 
Emergency evacuation and fire drills are required for most university buildings, depending upon 
occupancy and use, and must be conducted in accordance with the Virginia Statewide Fire 
Prevention Code. All emergency evacuation drills are scheduled and conducted by EHS. The 
frequency and required participation of fire drills is as follows: 
 

Group or Occupancy Frequency Examples 
Assembly Buildings 

Group A Quarterly Patriot Center, Center for the Arts, Johnson Center 

Educational / Business 
Group B Annually Innovation Hall, Research I, Thompson Hall  

Adult and Child Care 
Group E Monthly Child Development Center 

Residence Halls 
Group R-2 Four Annually Northern Neck, Commonwealth Hall, Wilson Hall 

 
G.  FIRE SAFETY PLAN 
 
Per the requirements of the Virginia State Wide Fire Prevention Code and U.S. Code of Federal 
Regulations (CFR) Section 29, part 1910.39, George Mason University maintains a Fire Safety 
Plan.  The Fire Safety Plan outlines the university’s fire prevention, protection, and safety 
programs.  A copy of George Mason University’s Fire Safety Plan is available on the Fire Safety 
Program page of the EHS web site (ehs.gmu.edu).  
 
H.  UNIT FIRE SAFETY PLAN 
 
In addition to a university-wide Fire Safety Plan, individual units must complete a Unit Fire 
Safety Plan that identifies specific fire hazards and fire safety procedures unique to their building 
or work area, see Appendix A. Completed or updated Unit Fire Safety Plans must be submitted 
to EHS (safety@gmu.edu) for review.  Plans must be made available upon request to EHS, 
building occupants, the Fire Marshall, and state officials.  Please contact EHS if you have 
questions about the Unit Fire Safety Plan or need assistance to complete the plan.  
 
I.  ADDITIONAL RESOURCES 
 
For additional information on emergency evacuation procedures and drills, please refer to the 
Emergency Evacuation Plan and the university wide Fire Safety Plan located on the EHS 
website (ehs.gmu.edu).  For more information on fire safety at home, work, and school please 
visit the following links.  
 
 

http://ehs.gmu.edu/
mailto:safety@gmu.edu
http://ehs.gmu.edu/
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• National Fire Protection Association - http://www.nfpa.org/   
• FireSafety.Gov - http://www.firesafety.gov 
• U.S. Fire Administration - http://www.usfa.dhs.gov/index.shtm  

   
 
 

http://www.nfpa.org/
http://www.firesafety.gov/
http://www.usfa.dhs.gov/index.shtm
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Unit Fire Safety Plan

SECTION 1 - FIRE HAZARDS

SECTION 2 - MAINTENANCE

SECTION 3 - OPERATION/SHUT OFF PROCEDURES

Unit

Campus Building

List fire hazards associated with the normal use and occupancy of the building or work area.

Identify the individuals responsible for maintenance of fire safety and protection equipment.

Employees that are required to remain behind to operate or shut off equipment must be approved by EHS and the pro-
cedures that they are required to follow must provide a reasonable level of protection to human and animal health, the 
environment, and facilities.

Cooking (commercial kitchen) Use of Flammable or Combustible Liquids
High Voltage Equipment Engine Repair
Machinery Other: (please specify)
Hot Work (cutting or welding) Other: (please specify)
Chemicals (laboratory or workshop) Other: (please specify)

Fire Safety and Protection Equipment Individual(s) Responsible for Maintenance

Sprinkler System Tested quarterly by EHS and maintained by George Mason 
University Facilities Management. 

Fire Alarm System Tested annually by EHS and maintained by George Mason 
University Facilities Management. (Fire Alarm Shop).

Portable Fire Extinguishers Inspected and maintained by EHS.

Commercial Kitchen Hood System Inspected every six months and maintained by EHS and a 
third party contractor. 

Work Area Specific Equipment
(please specify):
Work Area Specific Equipment
(please specify):
Work Area Specific Equipment 
(please specify):

Employee 1 - Name or Position:
Equipment:
Procedures: 1.

2.
3.
4.

dnanda
Typewritten Text
Attachment A: Unit Fire Safety Plan Form
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Employee 2 - Name or Position:
Equipment:
Procedures: 1.

2.
3.
4.

SECTION 3 - CONTINUED

SECTION 4 - PERSONNEL RESPONSIBLE FOR RESCUE OR EMERGENCY MEDICAL AID

SECTION 5 - FIRE OR EMERGENCY NOTIFICATION FOR OCCUPANTS

SECTION 6 - REPORTING FIRES AND EMERGENCIES

University Police and EHS respond fire emergencies and provide or coordinate rescue and medical aid. University Police 
will request fire and emergency medical assistance and support if necessary.

Insert additional procedures that are available to warn occupants of emergencies or to facilitate a 
building evacuation.

Insert alternative means of reporting emergencies in the event that 911 phone lines are down.

The preferred means of notifying occupants of a fire is to activate the building fire alarm system. Once activated, employ-
ees shall ensure that others are aware of the alarm, assist those who may need assistance or may be unfamiliar with the 
location of the building exits, and then immediately evacuate the building. Occupants shall report to the designated assem-
bly area and attempt to account for all occupants.

The activation of the building fire alarm will immediately send a signal to the University Police Department Communica-
tions Center.  University Police will dispatch police officers and the appropriate fire department or emergency medical ser-
vices as necessary.  It is recommended that employees call the University Police Communications Center by dialing 9-1-1 
from a university phone or (703) 993-2810 from a cell phone. In the event that the George Mason University 9-1-1 phone 
system is unavailable, county, city, or local emergency services can be reached by dialing 9-1-1 from a cell phone.  

Additional Personnel Responsible for Rescue or Emergency Medical Aid
Employee Name or Position:
Assignment:

Employee Name or Position:
Assignment:
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Fire Safety Site Plans identify fire suppression equipment, utility shut offs, designated assembly areas, and building 
features to assist the fire department and emergency response personnel. Fire Safety Site Plans are available upon request 
from EHS, contact EHS at 703-993-8448 or safety@gmu.edu. Fire Safety Site Plans must be reviewed with students, fac-
ulty, and staff and include as an attachment to this Unit Fire Safety Plan. 

Fire Safety Egress Plans identify emergency egress routes, designated assembly areas, and fire safety equipment that 
may be necessary during an emergency. Fire Safety Egress Plans are available upon request from EHS, contact EHS at 
703-993-8448 or safety@gmu.edu. Fire Safety Egress Plans. Fire Safety Egress Plans should be reviewed with students, 
faculty, and staff and include as an attachment to this Unit Fire Safety Plan. 

Any questions related to the development, upkeep, review or approval of the Unit Fire Safety Plan should be directed to 
EHS at 703-993-8448 or safety@gmu.edu. This Unit Fire Safety Plan will be maintained and updated as necessary and 
made available to EHS, building occupants, the Fire Marshall, and state officials upon request or during routine inspec-
tions. 

SECTION 7 - DESCRIPTION OF THE FIRE ALARM SYSTEM

SECTION 8 - FIRE SAFETY SITE PLAN

SECTION 9 - FIRE SAFETY EGRESS PLAN

SECTION 10 - PLAN MAINTENANCE

SECTION 11 - ACKNOWLEDGEMENT

Insert a description of the fire alarm audible alarm and associated warning signals such as strobe lights, 
or facility features that are activated during a fire alarm.

Unit Representative: Date:

Date:EHS Representative:
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