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Preparing
FireWardens

By John Hewitt

As companies develop fire-safety plans, they
should not overlook the importance of recruiting and
training personnel to serve as fire wardens. Unlike security
personnel, who handle fire safety as a part of their as-
signed duties, fire wardens are volunteers from among the
ranks of company employees.

These volunteers are entrusted with the critical task of
helping to ensure that all staff members are safely evacu-
ated from the building during an emergency. Although
some fire wardens are chosen because of special skills,
such as EMS training, most wardens are volunteer leaders
who have simply agreed to assist in companywide evacu-
ations. Training these wardens is, therefore, a critical step
in ensuring that the evacuation plan is carried out as in-
tended in an emergency.

Key skills thar wardens must be

Retaining volunteers. Although my
taught include how to search a floor

client companies have never had dif-

for any remaining staff who did not
respond to the alarm and how to fa-
cilitate the movement of employees
who are trying to evacuate to desig
nated exits. Wardens also have a role
to play in training other employees.
Thus, after wardens are fully in-
structed in the evacuation procedures,
they should be directed to dissemi-
nate all aspects of the plan to em-
ployees in their areas.

Security directors should also con-
sider inviting employees not desig-
nated as wardens to the training ses-
sions. Opening the training to all em-
ployees will help them understand
the company's fire-safety procedures
and will make the warden's job easier
during an evacuation.

Companies should consider the fol-
lowing rules of thumb when devel-
oping fire-safety plans and training
for wardens.

Selecting wardens. One warden per
50 employees is sufficient. Wardens
with more than 50 people under their
direction may not be able to ade-
quately account for their employees.
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ficulty recruiting employees for the
warden job, retaining volunteers can
be a different story. It is recom-

mended that managers have 2 fiank
conversation with prospective war-
dens, detailing the company’s expec-
tations. In addition, companies
should consider giving wardens in-
centives, such as a small monetary
bonus, to keep participation and mo-
tivation high.

Deputies and assistants. Two deputy
or assistant wardens should be ap-
pointed on each floor in case the des-
ignated fire warden is unavailable.
These deputy wardens should go
through the same training as the fire
wardens and should, like the war-
dens, become familiar with the floor
and each employee’s location and spe-
cial needs, if any, in the event of an
evacuation.

Mustering nonemployees. Fire war-
dens and their backups should be
made aware of any contractors, cus-
tomers, or vendors working on their
floor. Although most full-time em-
ployees will know the evacuation
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[image: image2.png]procedure, these temporary employees
and guests may not. It's the warden's
responsibility to ensure that they exit
safely. One method for doing this s o
have the front-desk receptionist send
an e-mail to each warden that tells him
or her when a visitor or contractor is
on his or her floor.

Visibifity. Fire wardens and depury
wardens should be given a brighdy
colored hat, armband, or vest that des-
ignates their position. The warden
should wear this during drills and
aining sessions to familiarize employ-
ces with what to look for in the event
of a real evacuation.

Response time. Wardens should he
trained to perform their evacuation re-
sponsibitities immediately when the
alarm sounds and should not call sc-
curity to see what they should do.

Updates. The fire-safety director will
need to update fire plans and evacua-
tion procedures from time to time.
When that happens, the director
should advise the wardens in writing
of any changes. The new plan should
also be distributed o everyone in the
company, with changes emphasized.

Refresher courses. Refresher courses
should be held quarterly for wardens,
and other employees should be en-
couraged to artend these sessions.
Local fire department personnd! are a
good resource for this training and are
often available to wain on several top-
ies, including fire-extinguisher equip-
ment wraining At my company; fire ex-
tinguisher training is held at least once
a year, and all wardens are asked to at-
tend.

Brifls. Companies should conduct
regular fire drills. Although some com-
panies feel that fire duills are 2 nui-
sance, they are an important tool in
wraining and life safery. Safety directors
should keep records of all drills and
make special note of any problems.

Postmortems. Afier each drill, war-
dens should be asked o fill our a feed-
back form that details how effective
the drill was. The form should ask the
wardens to comment on any em-
ployee’s failure to participate and any
equipment problems such as faulty
speakers and strobes. Although there is
no standard form to follow, companies
should be sure to ask questions that

relate to each aspect of the five-safer;
program, which could also includ:
magnetic strike doors that fail to open

Crafting a good evacuation plan i
the first step toward ensuring that nc
lives will be lost in a fire, Companies
must then make sure to recruit and
properly train the crirical volunteer fire
warden corps, who will be charged
with implementing many of the evac-
uation procedures. Only then can
management be certain that everyone
will react with confidence if the eriti-
cal moment comes. M
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