
 

 
 

 
NOTICE OF ADMINISTRATIVE DECISION 

 
APPLICATION NAME & NUMBER:    Seventh Day Adventist Temporary Emergency Shelter, PL17-131 

DECISION:    APPROVED WITH CONDITIONS 
 
This decision will be final unless an appeal to the hearing examiner is filed with 
the Development Services Department within 14 days of the date of the 
decision.  Information regarding the appeal process may be obtained by 
contacting the Development Services Department or by reading through 
Chapter 14.05 of the Mount Vernon Municipal Code that can be downloaded at:  
www.mountvernonwa.gov  
 
Permits to allow Temporary Homeless Encampments are Process II decisions per 
MVMC Chapter 14.05; where a final decision is made by the director or the 
director’s designee following a public comment period but without a public 
hearing.   
 

PROJECT DESCRIPTION:    The Seventh Day Adventist Church wishes to host a temporary emergency 
shelter for the homeless within the Church gymnasium at their below-described 
site.  The shelter will be contained inside the church and the applicant states 
they will have trained staff supervising the homeless individuals at all times.     

PROJECT LOCATION:    The project site is located at 4520 East College Way.  The parcel numbers are 
P109134 and P24796 and the site is located within the SE ¼ of Section 15, 
Township 34 North, Range 04 East, W.M.   

CONTACT PERSON:  Rebecca Lowell, Principal Planner 
Development Services Department 
910 Cleveland Ave. 
Mount Vernon, WA  98273 
(360) 336-6214 

The application and materials submitted by the applicant are available for review at the Development Services Department 
located at City Hall (910 Cleveland Ave, Mount Vernon).   
 
Further information may also be obtained by contacting the Development Services Department at the above-listed address 
and telephone number.  The City’s website:  www.mountvernonwa.gov contains project information and the Mount Vernon 
Municipal Code. 

DATE:  December 28, 2017 

 

http://www.mountvernonwa.gov/
http://www.mountvernonwa.gov/
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Project Location: 
4520 East College Way 

 
 DECISION & STAFF REPORT for 

TEMPORARY HOMELESS ENCAMPMENT 

 
PROJECT DESCRIPTION & LOCATION 
  
PROJECT NAME: Seventh Day Adventist Temporary Emergency Shelter 

 
PROJECT DESCRIPTION: The Seventh Day Adventist Church wishes to host a temporary emergency shelter for the homeless 

within the Church gymnasium at their below-described site.  The shelter will be contained inside the 
church and the applicant states they will have trained staff supervising the homeless individuals at all 
times.     
 

PROJECT LOCATION: 
 

The project site is located at 4520 East College Way.  The parcel numbers are P109134 and P24796 
and the site is located within the SE ¼ of Section 15, Township 34 North, Range 04 East, W.M.  Please 
see the vicinity and aerial maps below. 

  

 
MAP 1.0:  VICINITY MAP 
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PROJECT LOCATION 

East College Way 

Monte Vista 
Neighborhood 

N
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MAP 2.0:  AERIAL MAP  
 

MAP 3.0:  AERIAL MAP 
  

PROJECT LOCATION 
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EXHIBIT LIST: 
 

 1. Temporary Homeless Encampment Land Use Application 
 2. Project Narrative and Management Responsibility Plan from Encampment Sponsor/Manager 

 3. Maps from Encampment Sponsor/Manager 

 4. City’s Notices and Correspondence:   

  4a. Technically Complete Determination, December 7, 2017 

4b. Notice of Application and Public Meeting, December 8, 2017 

4c.  Affidavit of Mailing and Affidavit of Posting 

4d. Public Meeting Sign-In Sheet 

 5. Public Comments Received  

 6. Fire Safety Plan from Encampment Sponsor/Manager 

 7. Ordinance 3721 

 

PROCEDURAL: 
 

 11.21.2017 The subject application was submitted to the City 

 12.07.2017 Staff deemed the materials submitted technically complete for processing 

 12.08.2017 The Notice of Application (NOA) was mailed to property owners within 600 feet of the site 

 12.08.2017 The subject site was posted with a Land Use sign 

 12.21.2017 A public meeting was held 

 

EXISTING CONDITIONS/FINDINGS OF FACT: 
 
PROPERTY OWNER Western WA Corp. of Seventh Day 

Adventist  
ENCAMPMENT HOST Mount Vernon Seventh Day 

Adventist Church 
32229 Weyerhauser Way South   4520 East College Way 
Auburn, WA  98001 Mount Vernon, WA  98273 

 
ENCAMPMENT 
MANAGER 

Skagit Valley Hospitality 
Association, dba  
Friendship House 

ENCAMPMENT 
SPONSOR 

Skagit Valley Hospitality 
Association, dba  
Friendship House 

P.O. Box 517 P.O. Box 517 
Mount Vernon, WA  98273 Mount Vernon, WA  98273 

 
SITE ACREAGE P109134 = 2.50 acres and P24796 = 3.21 acres 

 
SITE ZONING Public (P) SITE COMPREHENSIVE PLAN 

DESIGNATION 
Church (CH) 
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EXISTING SITE USE & 
IMPROVEMENTS 

The Skagit County Assessor provided the below listed information with regard to the existing 
improvements on the subject site:    17,353 square foot church building constructed in 1996. 

 
SURROUNDING LAND 
USES 

• Abutting the site to the north is East College Way   
• Abutting the site to the east is a church named Faith Community Fellowship that exists 

on a 3.18 acre property 
• Abutting the site to the south are six (6) single-family residential homes that take 

access off of Edgemont Place and a Native Growth Protection Area (NGPA) owned by 
the City of Mount Vernon 

• Abutting the site to the west is a duplex dwelling unit  
 
APPLICABLE MVMC: Title 14 Land Use and Development 

 Chapter 14.05 Administration of Development Regulations 
  
Title 15 Buildings and Construction 

Chapter 15.04 Building Code 
Chapter 15.08 International Fire Code and Fire Prevention Bureau 

 
Title 17 Zoning  
 Chapter 17.210 Temporary Homeless Encampments 
  

 

PERMIT REQUIREMENTS: 
 
MVMC 17.110.030 states that temporary homeless encampments must meet all of the below listed  requirements: 
 
 1. The property or building must be of sufficient size to accommodate the proposed number of tents and 

residents and the on-site facilities required by this section. 
 

  STAFF ANALYSIS: Outdoor tents are not proposed.  The occupancy of the structure has been determined 
by the City’s Fire Marshall and is discussed in greater detail within item #6, below. 
 

 2. Adequate provision must be made for the provision of drinking water, disposal of human waste, disposal of 
garbage and other solid waste, and the provision of other services, including, but not limited to, the 
following facilities: 

a. Sanitary portable toilets or other restroom facilities in the number required to meet health 
regulations for the residents and staff of the temporary homeless encampment; and 

b. Hand washing stations by the toilets or restrooms and by food service areas; and 
c. Refuse receptacles meeting the requirements of the city’s solid waste division; and 
d. A food service tent or other food service building or facility meeting health department 

requirements; and 
e. A management tent or other management office or facility providing administrative and security 

services and readily identifiable to residents and visitors. 
 

  STAFF ANALYSIS: The structure within which this encampment is proposed is connected to a potable 
water supply, has bathroom facilities for disposal of human waste, sinks for washing 
hands, and the encampment manager has stated they will dispose of garbage and other 
solid waste in receptacles meeting the requirements of the City’s Solid Waste Division.  
Food preparation is not proposed.  The encampment Manager will be required to 
provide administrative and security services readily identifiable to residents and 
visitors. 
 

  



  

Temporary Homeless Encampment Permit                                                                                                                                           Page 5 of 9 
Seventh Day Adventist, PL17-131 

 
 

 3. The temporary homeless encampment shall meet all setbacks for the zoning district in which the property is 
located; provided, that where the temporary homeless encampment abuts property containing residential 
uses, the temporary homeless encampment shall be set back 20 feet from the property line or the minimum 
setback provided in the Mount Vernon Municipal Code, whichever is greater. 
 

  STAFF ANALYSIS: This item is not applicable because the subject proposal is for an encampment located 
within an existing building. 
 

 4. A six-foot-tall sight obscuring fence shall be provided around the perimeter of the temporary homeless 
encampment unless the Director determines that there is sufficient vegetation, topographic variation, or 
other site conditions to provide equivalent screening of the use from adjacent properties. 
 

  STAFF ANALYSIS: This item is not applicable because the subject proposal is for an encampment located 
within an existing building. 
 

 5. Any and all exterior lighting for the temporary homeless encampment shall be directed downward and away 
from adjacent properties to minimize light impacts. 
 

  STAFF ANALYSIS: This item is not applicable because the subject proposal is for an encampment located 
within an existing building. 
 

 6. The maximum number of residents within a temporary homeless encampment shall not exceed 100. 
 

  STAFF ANALYSIS: The City’s Fire Marshall has set the occupancy for the 4,214 square foot area where 
occupants will be sleeping at 25 based on residential allowances of table 1004.1.2 of 
the International Fire Code. 
 

 7. Parking for at a minimum five vehicles shall be provided and otherwise comply with Chapter 17.84 of the 
MVMC. 
 

  STAFF ANALYSIS: The church has 110 existing parking spaces with six (6) of these spaces being ADA 
compliant. 
 

 8. No children under the age of 18 shall be allowed in the temporary homeless encampment. If a child under the 
age of 18 attempts to reside at the temporary homeless encampment, the Encampment Sponsor, the 
Encampment Host, or the Encampment Manager shall immediately contact Child Protective Services. 
 

  STAFF ANALYSIS: The Encampment Manager has stated, “No children under the age of 18 will be 
admitted into the shelter.  Child Protective Services will be notified as appropriate”.   
See the accompanying Exhibit 2.    
 

 9. No animals shall be permitted in the temporary homeless encampment, except for service animals. 
 

  STAFF ANALYSIS: The Encampment Manager/Sponsor has requested a hardship exemption for this item.  
Hardship exemptions are allowed per MVMC 17.210.040.  See the accompanying 
Exhibit 2 and the conditions upon which this hardship exemption has been approved 
contained under the heading Decision & Conditions.   
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 10. The Encampment Sponsor and/or the Encampment Host shall submit a code of conduct for the temporary 
homeless encampment and a statement describing how the code of conduct will be enforced. The code of 
conduct shall, at a minimum, contain the following: 

a. A prohibition on the possession or use of illegal drugs or alcohol. 
b. A prohibition on the possession of guns, knives with blades in excess of three inches, and weapons of 

all kinds. 
c. A prohibition on violence. 
d. A prohibition on open flames. 
e. A prohibition on trespassing into private property in the surrounding neighborhood. 
f. Hours during which quiet is to be observed. 
 

  STAFF ANALYSIS: The accompanying Exhibit 2, submitted by the Encampment Manager, contains each of 
the code of conduct items that are listed within this item. 
 

 11. A transportation plan must be submitted providing for access to transit. All temporary homeless 
encampments must be located within one-half mile of transit service.  This measurement shall be taken in a 
straight line from the closest property line where the temporary homeless encampment is proposed to the 
existing transit service provided by Skagit Transit.   During hours when public transportation is not available, 
the Encampment Sponsor, Encampment Host, or Encampment Manager shall also make transportation 
available to anyone who is rejected from or ordered to leave the Temporary Homeless Encampment. 
 

  STAFF ANALYSIS: The accompanying Exhibit 2, submitted by the Encampment Manager, contains the 
transportation plan required within this item. 
 

 12. The Temporary Homeless Encampment must comply with all regulations of Washington State, the City of 
Mount Vernon, and the Skagit County Public Health Department. The Temporary Homeless Encampment shall 
comply with the requirements of the International Fire Code and Washington Cities Electrical Code as 
adopted by the city of Mount Vernon. The Encampment Sponsor and Encampment Host shall permit 
inspections at all reasonable times by appropriate public officials from the agencies enforcing these codes for 
code compliance. 
 

  STAFF ANALYSIS: The encampment host, sponsor, and manager have all been made aware that the 
existing church building constructed in 1996 while under the jurisdiction of Skagit 
County – not the City of Mount Vernon – does not comply with current Building or Fire 
codes contained within MVMC Chapters 15.04 (Building Code) or 15.08 (International 
Fire Code and Fire Prevention Bureau) primarily due to the lack of an automatic fire 
sprinkler system and existing infrastructure to safely deliver fire suppression flow per 
the Public Utility District #1’s  required criteria. 
 
A hardship exemption for this item has been requested and the Encampment Manager 
has stated they will have a minimum of two (2) staff members awake and alert to keep 
a fire watch and conduct regular fire inspections.  Additionally, they have agreed to 
perform emergency drills with the occupants.  The conditions upon which this hardship 
exemption has been approved are contained under the heading Decision & Conditions.   
 

 13. The Encampment Sponsor shall take all reasonable and legal steps to obtain verifiable identification from 
prospective residents of the temporary homeless encampments and use the identification to obtain sex 
offender and warrant checks from the appropriate agency. If the warrant and sex offender check reveals that 
a prospective resident or existing resident is a sex offender who is required to register with police or that the 
prospective resident has an outstanding warrant, the Encampment Sponsor shall reject the prospective 
resident or evict the existing resident. 
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  STAFF ANALYSIS: The permit for this encampment has been conditioned such that the encampment 
manager/sponsor is required to take all reasonable and legal steps to obtain verifiable 
identification from prospective residents to obtain sex offender and warrant checks 
from appropriate agencies and to reject or evict those that do not comply with the 
criteria of this item. 
 

 14. Adequate access for fire and emergency medical apparatus shall be provided. 
 

  STAFF ANALYSIS: In its existing condition the church property has adequate access for fire and emergency 
medical apparatus.   
 

 15. Adequate separation between tents and other structures shall be to limit fire exposure and provide for 
emergency exiting by residents. 
 

  STAFF ANALYSIS: This item is not applicable because the subject proposal is for an encampment located 
within an existing building and tents and other structures are not proposed.   
 

 16. Temporary homeless encampment permits may be approved for a time period not to exceed 90 days on any 
single property regardless of whether or not an Encampment Manager or Sponsor is different. No temporary 
homeless encampment shall be permitted on any single property for more than 90 days in any calendar year.  
In addition, minimum of 120 days must lapse before an encampment can be allowed to locate on a site 
previously occupied by a temporary homeless encampment. 
 

  STAFF ANALYSIS: The subject permit will be issued for 90 days and will contain the timing limitations 
outlined within this item.   
 

DECISION & CONDITIONS: 
 
 The Temporary Homeless Encampment Permit hosted by the Mount Vernon Seventh Day Adventist Church, file 

number: PL17-131 is hereby APPROVED by the Development Services Department subject to compliance with the 
standards of the Mount Vernon Municipal Code and the following specific requirements placed on this action that 
allow this permit to be issued: 
 

1. The Encampment shall be operated consistent with the Encampment Management Responsibility Plan, 
accompanying this permit identified as Exhibit 2, and all of the additional requirements outlined below that 
are conditions of approval for this permit. 
 

 2. A hardship exemption per MVMC 17.210.040 with regard to having animals at the encampment is hereby 
granted subject to all of the following: 
a. All animals must be pre-screening by the Encampment Manager to ensure that the subject animal is not a 

threat to people, other animals, property, and can be controlled by their owner.   
b. Animals shall be required to be kept on-leash at all times.   
c. The Encampment Manager is responsible for providing on-site crates to contain animals.   
d. A designated and supervised outdoor area where pets can urinate and defecate shall be created by the 

Encampment Manager.  Animals shall be taken inside after urinating/defecating and shall not be outside of 
the church building for any other reason.   
 

 3. A hardship exemption per MVMC 17.210.040 with regard to complying with Building and Fire codes is hereby 
granted subject to all of the following: 
a. Occupants and encampment staff, during encampment hours, shall not occupy the educational wing, 

sanctuary, lobby or administrative offices. 
b. A minimum of two (2) qualified personnel shall be on duty when the encampment is open. One of the 

staff members is to remain in the sleeping area at all times. The other member is required to walk the 
building every 30 minutes and complete the below-described activity log. 
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c. An activity log shall be maintained by encampment staff/manager. The activity log shall include all of the 
following. 
i. Name of the person completing the log 
ii. Date and time of activity 
iii. Inspection of exit doors for operation, clear pathways, and to make sure they are not locked or 

blocked from the inside.  These inspections shall occur every 30 minutes.   
iv. Inspection of unoccupied and occupied areas.  These inspections shall occur every 30 minutes.   
v. Inspection of fire extinguishers before the encampment opens every evening. 
vi. Inspection and testing of emergency lights and exit signs before the shelter opens every evening. 
vii. Garbage cans emptied daily while the encampment is in operation.   
viii. Inspection to make sure that emergency evacuation plan is posted at all exits in the sleeping area 

before the encampment opens every evening. 
ix. Verify that the emergency evacuation plan is practiced by occupants each and every day the 

encampment is in operation.   
x. Verify that information is compiled in writing and provided to the staff in charge that lists/describes 

each of the occupants at the encampment every day the encampment is in operation.  This form will 
be used to account for everyone in the building in the event of an emergency 

d. The two encampment staff on duty shall have certified fire extinguisher training in the last 12 months. 
Each member shall have their card upon request. 

e. No cooking in the church kitchen will be allowed for encampment occupants or staff. 
f. No smoking or open flame allowed in building.  Smoking may take place at least 25 feet from the building. 

Smoking materials to be place in an approved metal container. Smoking signs to be posting in areas 
where occupants are permitted 

g. The buildings fire alarm shall be operational at all times, if the fire alarm becomes inoperable for any 
reason the encampment shall be closed until the alarm is repaired. 

h. Occupant load - The maximum occupant load for the encampment will be 25. The occupant load is based 
on residential allowances of table 1004.1.2 of the International Fire Code.  A sign listing this occupancy 
shall be posted within the sleeping area. 

i. Partitions used shall be non-combustible or limited so that it is not easily ignited by open flame. 
 

 4. A hardship exemption per MVMC 17.210.040 with regard to complying with the code requirements for 
backgrounds checks is not granted and the encampment manager/sponsor shall take all reasonable and legal 
steps to obtain verifiable identification from prospective residents of the encampment.  The encampment 
manager/sponsor shall obtain sex offender and warrant checks from appropriate agencies. If the warrant and 
sex offender checks reveal that a prospective resident or existing resident is a sex offender who is required to 
register with police or that the prospective resident has an outstanding warrant, the Encampment 
Manager/Sponsor shall reject the prospective resident or evict the existing resident. 

 
 5. The encampment can operate for 90 days at the subject site.  The 90 day period shall toll from the first day 

the encampment opens following approval of the subject permit and shall run consecutively.  For example, if 
the encampment opens for the first time on December 29, 2017 it can continue operating until March 28, 
2018.  

 
 6. The Encampment Manager/Sponsor shall call the City for an inspection of the encampment facility for 

compliance with this permit prior to becoming operational for the first time.   

 7. The Encampment Manager/Sponsor shall submit reports with supplemental evidence verifying that all 
conditions of approval of this permit are being complied with including, but not limited to, background checks 
and activity logs described within condition 3 (above).  These reports shall be submitted to the City every 30 
days while the encampment is in operation. 
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SIGNATURE: 
  

December 28, 2017 
Rebecca Lowell, Principal Planner  Date 

 

NOTES TO THE APPLICANT AND PARTIES OF RECORD 
 
Permits to allow Temporary Homeless Encampments are Process II decisions per MVMC Chapter 14.05; where a final 
decision is made by the director or the director’s designee following a public comment period but without a public hearing.   
 
This decision may be appealed in an open record appeal hearing to the hearing examiner within 14 days of the date this 
document was signed by the approval authority, as noted above.   
 
Further information regarding the appeal process may be obtained by contacting the Development Services Department at:  
910 Cleveland Ave / P.O. Box 809, Mount Vernon, WA  98273, (360) 336-6214; or by reading through Mount Vernon 
Municipal Code Chapter 14.05:  www.mountvernonwa.gov 
 

 

http://www.mountvernonwa.gov/
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From: Beacham, Linda
To: "T. Hotaling"
Subject: RE: Proposed New Cold Weather Shelter
Date: Wednesday, December 27, 2017 3:05:00 PM

Hello,
Your comments have been added to the record. In response to your questions:
A background check through the Washington State Patrol is done on the individuals.
Individuals under the influence may be allowed to stay at the shelter. A bus will transport them in
the morning to the Friendship House.
 
Linda Beacham
Administrative Assistant
Development Services
360-336-6214, ext. 2104
 

From: T. Hotaling [mailto:trinahotaling@yahoo.com] 
Sent: Tuesday, December 26, 2017 3:10 PM
To: Beacham, Linda <lindabe@mountvernonwa.gov>
Subject: Proposed New Cold Weather Shelter
 
Hello,
I recently learned that a new cold weather shelter could be opening on College Way in the Seventh Day
Adventist church. Some of the facts shared on Nextdoor.com concern my family and I. We own a home
between N 18th & Fir, right off College Way, near the walking trail and Little Caesars. We've had issues
with homeless living in the woods on the trail, and recently had an incident with an individual shooting up
drugs in our driveway (which was reported to police).
 
We greatly empathize with the homeless situation in our county, and want there to be options in the
community to help them. However two things shared on Nextdoor.com are really troubling for us. 

1. Is it true that individuals may stay at the cold weather shelter without having a background/sex offender
check? We have two school age children, and this is extremely troubling to us if it's true.
 
2. Is it true that individuals under the influence will be bused to and allowed to stay at the shelter? If yes,
when the shelter closes in the morning - will they be bused back downtown, or left to roam our residential
neighborhoods high and drunk?
 
Thank you for your time,
Trina Hotaling, Voter & Homeowner
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From: T. Hotaling
To: Beacham, Linda
Subject: Proposed New Cold Weather Shelter
Date: Tuesday, December 26, 2017 3:10:07 PM

Hello,
I recently learned that a new cold weather shelter could be opening on College Way in the Seventh Day
Adventist church. Some of the facts shared on Nextdoor.com concern my family and I. We own a home
between N 18th & Fir, right off College Way, near the walking trail and Little Caesars. We've had issues
with homeless living in the woods on the trail, and recently had an incident with an individual shooting up
drugs in our driveway (which was reported to police).

We greatly empathize with the homeless situation in our county, and want there to be options in the
community to help them. However two things shared on Nextdoor.com are really troubling for us. 

1. Is it true that individuals may stay at the cold weather shelter without having a background/sex offender
check? We have two school age children, and this is extremely troubling to us if it's true.

2. Is it true that individuals under the influence will be bused to and allowed to stay at the shelter? If yes,
when the shelter closes in the morning - will they be bused back downtown, or left to roam our residential
neighborhoods high and drunk?

Thank you for your time,
Trina Hotaling, Voter & Homeowner
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From: Susie Wilson
To: Beacham, Linda
Subject: Re: Automatic reply: Cold Weather Shelter
Date: Saturday, December 23, 2017 6:47:19 PM

I wondered if that might be you!  Hope you have a good Christmas, especially since you will
be presumably sleeping in a warm bed!
Susie Wilson

On Sat, Dec 23, 2017 at 5:17 PM, Beacham, Linda <lindabe@mountvernonwa.gov> wrote:
Hello - I'm out of the office through December 27th.  If you need immediate assistance
please call 360-336-6214. Thank you.
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From: Susie Wilson
To: Beacham, Linda
Subject: Cold Weather Shelter
Date: Saturday, December 23, 2017 5:17:09 PM

I am responding to a post on Nextdoor from a resident of Monte Vista who is worried about the safety of her
neighborhood when the shelter is open. She suggested emailing you with our opinions but didn’t say anything about
what department you are with or what your relationship with the Shelter is.  At any rate, I wanted to say that after
having worked in the Community Well Shelter on numerous occasions, I don’t think she has any significant worries.
The density at the old location was greater than by the new church and I wasn’t aware of any neighbor complaints
there. I suspect this may be better organized even than the other place and sounds like there will be a permanent
night time staff to offer more continuity for knowledge of the clientele. I fully support the shelter, it’s location and
the coordination of various organizations trying to offer a short term solution to some individuals.

Susie
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Friendship House/Seventh Day Adventist Church Emergency Winter Shelter 

Fire Safety Plan 

 

 
The implementation of the Fire Safety Plan helps to ensure effective utilization of life safety 

features in a building to protect people from fire. This official document is to be kept readily 

available at all times for use by staff.  

 

 

General Fire Safety Related Duties 

 

 Keep the doors in fire separations closed at all times. 

 Keep access to exits inside and outside, clear of any obstructions at all times. 

 Do not permit combustible materials to accumulate in quantities or locations that would 

constitute a fire hazard. 

 Promptly remove all combustible waste from areas where waste is placed for disposal, if 

applicable. 

 Keep access roadways, fire routes and fire department connections clear and accessible for fire 

department use. 

 Maintain the fire protection equipment in good operating condition at all times. 

 Have a working knowledge of the building fire and life safety systems. 

 Conduct fire drill each night upon arrival to make guests know where the exits are how they 

are to exit and where to meet. Staff will have the list of guests with them, so they can check to 

make sure everyone is accounted for.  

 The Security guard will conduct regular fire watch checks and maintain a log of those checks.  

 
Procedures for Staff in Case of Fire 

 

 Leave fire area immediately and close doors if appropriate.  Alert occupants. 

 Sound Fire Alarm and follow the fire alarm evacuation procedures. 

 If it is safe to do so, supervise the evacuation of all occupants, including those requiring 

assistance. 

 Ensure that other staff and guests have been notified of the emergency conditions. 

 Call 9-1-1 from a safe location. 

 Exit the building via the nearest exit. 

 Gather occupants at an outside safe location 

 Await the arrival of the Fire Department at the gather point. 

 Upon the arrival of the firefighters, inform the fire officer of the conditions in the building and 

coordinate the efforts of the Supervisory staff with those of the Fire Department. 

 Provide access and information to the firefighters as to location of persons and fire, etc. 
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