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INSTRUCTIONS FOR COMPLETING THE FIRE SAFETY PLAN
Filling in the Information

When you open the Fire Safety Plan on the CD, the document is in the “Protected Document” mode. To confirm this, look at the word document Toolbar Menu at the top of the computer screen where you will see the menu option “Tools”. By clicking on Tools, the drop-down menu will have a toolbar title called “Unprotect Document”. This will confirm the document is protected and you will be able to fill in all the required information fields on the plan. Do not change this setting until you have fully completed the plan.

You cannot make any changes to the document in the “Protected” mode. The “Tab” key on the keyboard will cause the cursor to move to the next text box automatically after filling in the text area. 

Where instructions are given in the grey text area on the plan, type over this wording and remove it from the plan; it has been placed there to assist you in completing the document. If the sample wording provided in certain text boxes does not meet the requirement for your building, type over the sample and put in the wording that best explains your property.

At each “Check” box on the plan (no or yes, etc.) you can enter this information 2 ways. First, you can “tab” to the correct check box and when highlighted, hit the “x” key to make the entry in the box. Secondly, you can place the mouse cursor (arrow) over the correct check box and left-click the mouse to place an “x” in the box.

Fill out all sections that are pertinent to your building. Some of the fire safety systems noted on this generic fire safety plan may not be a requirement or installed in your building. Please fill in the “No” or “Yes” check boxes for these systems anyways as it gives the person reviewing the plan a quick indication of the systems installed or missing from the building. Do not delete these boxes from your plan.

For example, if your building does not contain a sprinkler system or a standpipe system, insert an “x” into the “ FORMCHECKBOX 
 No” box. The rest of the section relating to both systems can be later deleted as it does not relate to your building. Each fire safety plan must be “tailored” to each individual property. Do not place information in the plan related to any system that is not installed in your building.

Once you are satisfied the fire safety plan contains all pertinent information, you will note that the plan has been pushed down on the paper and there may be large gaps between some sections. This will be corrected upon completion of the plan

Schematic Drawings
You are required to provide floor plan drawings of your building, including a site plan. If you do not have proper drawings, a specialist can do these for you for a fee. You can provide your own drawings using a computer program or hand drawn if they are well done and are a good facsimile of the building. 

The drawings need not be to scale, but must visibly be the same in size and appearance. All items on the schematics page (contained in the plan) must be included on each drawing. Once the drawings are complete, the new schematic plans pages can be inserted into the Fire Safety Plan document to replace the sample pages within the document (see below). A legend is to be included on each page of schematics, and the reference page in the plan (showing sample icons) can be deleted as well when finished.
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Fire Safety Plan Clean-up & Formatting
Once all pertinent information has been added to the plan, you may have a lot of information remaining on the plan that is not pertinent to your building. As this is a generic plan, the unnecessary information is to be deleted from the body of the plan. To do this, you must remove the protection on the document to make the changes and to insert your drawings/schematics.

To do this, go up to the Windows toolbar at the top of your computer screen with your mouse and left-click on “Tools” The drop-down menu under Tools will have a toolbar title called “Un-Protect Document”, as mentioned at the beginning of these instructions. Click your mouse cursor on “Unprotect Document” and a side bar menu will open on the right of the screen. Your document is now unprotected and you can delete anything you need to at this point. You can also easily import your schematic drawings at this point as well.

After deleting all unnecessary information, your remaining text must be moved up on the preceding pages to close any gaps in the text. Keep forms and contact information on a single page if possible. This is helpful if you need to change information and provide the new page for approval. 

You may end up having blank sections on pages within the plan, but this is acceptable if the document looks need and orderly. Your plan should flow nicely and be easily understood. DO NOT delete any of the No/Yes Boxes, as these quickly identify what systems are or are not installed within your building. Sections 5 and 6 must be on separate pages to keep the Firefighter’s Plan section separate from the remainder of the Fire Safety Plan.

Once finished, go back up to the Windows toolbar at the top of your computer screen with your mouse and left-click on “Tools” The drop-down menu under Tools will have a toolbar title called “Protect Document”. Click on this setting and on the sidebar that opens, click on “Start Enforcing Protection” box. No password is required; you only need to click on “OK”.   Now go to the Table of Contents and enter the correct page numbers. 

Print 2 copies of the plan and submit to the Fire Department for approval by the Chief Fire Official. Prior to the printing of your plan, you may wish to email a copy to the Chief Fire Official for review to have questions answered or to see if sufficient detail has been included in the Fire Safety Plan. Contact the Fire Prevention Office at (613) 392-2841 EXT 7465 for the correct email address to send the plan to.

The 2 copies are to be delivered or mailed to:

Quinte West Fire Prevention Office

165 Front St, 

Trenton ON, 

K8V 4N6
Attention: Senior Fire Prevention Officer 

If you have any questions regarding the completion of this plan, contact the Fire Prevention Division at the phone number above. 

If you do not feel you can properly complete the plan or provide proper schematic drawings required for the plan, agencies are available that will provide this service. Fees for this service are determined by the individual companies and are usually based on the complexity of your plan.

