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1. Exit drills are intended for t he protection and safety of the occupants of 
buildings, and in order to make them effectiv~ every person taking part must 
realize his or her ovm res~}onsiOUi ty and assist in conducting them in an order­
ly manner .. 

:!llxit drills shall be conducted once in every calendar month and all occupe.nts 
shall participate therein, 

ORGAlHZA::::IOH. 

2. Every esta'olishment shall appoint, train and me.intain the following or­
ganization for the purpose of conducting exit drills: 

Chief of Exit Drill 
Floor Chiefs 
Roo:n CaJJtains 
Exit GUEl.rds 

Searchers 
~IIoni tors 
Inspector 

1fu.ere two or r:1ore establishments jointly occup:r a building whe .. ~e in e:dt drills 
are re(luired, the several e sta'oli shment s shall confer together and select two 
employees who shfl.ll be desi p 1ated as chief of exit drill and assistant chief 
of exit drill respectively. They shall have the same duties as provided for 
those officers in establishments which are sole occupants of a building. Each 
particular establishment \·.ri thb such a building shall appoint their O\om fleor 
chiefs and room captains, e tc., 1.-rhose duties slw.ll be the snme as provided 
for those positions in establishments which are sole occupants of a building. 

DUTIES: 

3, CEIEF OF EXIT DRILL, He will have gener~:~l cha rge of all mP.tters pertain­
ing to exit drills and organization; fix the time for holding dril J.s; enforce 
disciplinary measures for failure on the l1Hrt of occupants to observe rules 
and requireme~ts; see that ove rcrowding in rooms or e lsewhere is prevented 
and that suff icient sp1=tce is given to aisles Pnd passageways to permit quick 
access of nll the exi ts. He shall supervise t he builcUng alnrm system. 

(a) 

(b) 

(c) 

He shall prepnrc a..'ld have conspicuously posted on each floor of 
each builc ing a notice of the schedule of evacuation and the duties 
of OCCU¥~nts in case of An Rlarm. 
He shallmakc a survey of the building to ~etermine the capacity of 

all exit faciliti e s in accordance with standard requirements. 
He slw.ll make a census o~ the r e gular occupRnts of the building and 
estimate the maximu.rn number of visitors by rooms and floors in order 
to de t e rmine vJhether the required rno<' :i.lS f'Jf egress are adequate. 
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(d) 

(e) 

(f) 

(g) 

(h) 

( i) 

( j) 

Page 2 

If the results of the survey ~nd census show that the egress fa­
cilities are inadequate he shall advise the proper authorities 
of such discrepnncy fU'ld indicP.to measures which would bring them 
up to the standard requirements. 
He shall fl.ssign at least two exits for the occupants of each room 
in accordanco with fP.cts developed in the survey and the results 
of actual tests of exit time required. One of these should be the 
regular entrance. 
If possible, one or more exits shall be reserved as entr~mces for 
firemen. 
He shftll A-ssign el (wators tf') cert~. in floors deponding upon · the 
building alRrm signAl given. 
When chA-nges arc made in tho occupP~cy conditions he slli~ll make such 
chEmges in the assignment of exits Rs may be necessA-ry. 
He will notify all members of the exit drill organization regnrding 
the general i;lnn of oxi t ?.ssignment and the dett'l.ils pertinent to 
their specific duties, and eXRmino them orally as to their familia~ 
ity therein, going over tho ground when necessary. 
He shall be responsible for planning the ~hutting off of electricity, 
power, gas, oil, etc., in c.<tse of [l_larm or fire. 

Note: ~1.is position is differentiated from tlli~t of Chief of Fire 
Brigade, as tho duties of the t\vO officers h?.ve opposite purposes; 
ono conducts p;; rsons away from the scone of R fire, while the 
other assembles men nnd apparatus to fight fire. 

4. FLOOR CP.IEF: lie shnll have immodiRte chPrge of all occupRnts on his floor 
in all matters pertEdning to oxi t drills. He shF~.ll be responsible for the 
enforcement of rules and will report in fractions to the chief of exit drills. 

(a) 

(b) 

(c) 

He shall personally supervise the sounding of the gent' ml building 
aln:::·.m on his floor. nnd see that ench movement corresponding to the 
nla rm signal is promptly and properly executed. · 
He shall be responsible for the condition of Rll aisles and pc':tssage-
~~s. and shall soc that chRirs, benches and stock in transit are 
promptly removed to insure unobstructed pRssageways. 
lie sll .. .rtll select nnd d c signPto the exits to be used by the occupants 
on his floor. 

Note: It is required tlli~t he instruct tho occupants in the use 
of all moans of ogress so tlm t they ,rill be famili::>.r with ?..11 
routes. 

5. ROOH CAPTAINS: Whenever floors arc subdivided into two or more rooms thoro 
slli'1-ll bo cA-ptains in oacl:' room 'I;Jho "rill see tl'..,'l.t e.<1.ch movement corresponding 
to tho alarm signP.l is ;:romptly executed. He '!;Jill r eport to and obey tho 
floor ch ief on his floor. 

Hotc: Assistn.nts should be design<"l.ted for cnch of those positions 
cnpc"l.ble of ?.ssuming the full duties thereof and in suffi cicnt num­
ber to insure adequate supervision of exit drills in all pRrts of 
buildings. In l.?.r go rooms it is A.dvis.<1.l1lo to have an AssistPnt 
Room Captain for eve ry 50 occup.qnts. 

6. EXIT GUA...'illS: Exit <J.unrds are subject to the orders of the floor chief or 
room CP.ptaL1.s. They shnll see thP.t t he march from the rooms n.nd in stainvRys 
is orderly, .,_~i thout crowding a nd nt UJliform speed, with cP..rcf ul obscrvnnco 
~f spP,cing oo'hmen files; they shall be cx.pocially w~tchful to prevent stum't­
ling , trampling or conditions "'h ich 'tTould r equire hn l ting of exit march. 

You're viewing an archived copy from the New Jersey State Library.



Page 3 

(n) Guards shall be stationed as follows: (l) One gw.rd on the room 
side of tho exit door who shall see that it is opened promptly after 
the first signal and is kept open u11.til Ft.ll the occup~ts have left 
the room and then that it be closed; (2) at horizontal exit doors, 
in corridors and on stairway landings or turns. Guards will follow 
in the roar of the exit column and assist stragglers. 

7. SEARCH:ERS: There should be at least one man and one woman searcher on 
each floor. Upon sounding of building alarm they shnll visit the toilet rooms 
and any rooms used and frequented by their sox in which there may be occupants 
who cannot heP.r the signal. They shall look out for nny people who may become 
hystorice.l and faint. They shP.ll leFI.ve the floor ns soon as possible after the 
lnst squad le .<wes. 

B. MOlTITORS: ~ioni tors shall hnve charge of squads of occupants, not to exceed 
30 in any one squad; they shc'lll see that tho members of the ir squad quickly 
form in line, two abreast; they shall cause visitors in their territory to fall 
in with the ir sqllads. 1'-ionitors shall march at the ho.ctd of their squads to the 
room exit assigned and thon load the march through corridors and stairways as 
directed by tho exit guards. 

(a) 

(b) 

(c) 

'\Vben directed to t ho sidevmlk, monitors shRll preserve squad forma­
tion tmd lead them a sP.fo distance awEty from the building. 
1vhcn the :prope r signal is given they shall r e turn to their respective 
floors at tho head of their sql.lll.ds. 
Honitors shallsoe tha t those in chArge conduct the ms elved in an order­
ly mn:.-mcr. They shall see that aisles and. ::pe.~sagewRys arc cleared of 
obstructions. 

9, ZNSPEOTOR: He shall ro~1ort to e>.nd ooo;v the chief of exit drill. He shA.ll 
examine each morning the condition of all doors, stairway s, fire escape s c:tnd 
roof o:xi ts, if PlJ.Y, and r eport i mmedi[l,t ely to the chi ef of exit drill any o"t­
structi ons or othe r u.nusUt:"'-1 concli t ions. He shrtll tent tho building firo ala rm 
system. 

10. SUBSTITUTES: Thoro shnll be a substitute assigned t o cover eve ry p osition 
in the exit drill formtttion except the position of exit gu.."trds, for 'tlhich t horo 
shall be one substi tutc fDr evoT"T-J two persons r cgum. rl;y· assigned. 

SELECTIOtJ OF P:sRSOl'lHEL. 

11. The chief of tho exit drill should be some one whoso position comm.n.nds 
r e spect and ins uros compliance vri t!'t all orde rs t-tnd instructions relating to 
o;;:i t drills. Previous fir e dcpn.rt mont or mili t A.r ;v- oxporicnco is desira'ble . 

(a ) 

(b) 

(c) 

(d) 
(c) 

(f) 

Floor chi efs should bo men or women in r osponsi blo position s \-Tho have 
tho trust Et~1d confidence of the ir a ssocir' t e s, Rnd s elf-possessed and 
capC1.blo df spoakine; the ln.ngut=tgo of tho occupants on their floor. 
Ro om cnptRins should posse ss qu1'tlifications similn r to those of 
floor chiefs., 
~it gurt rds should be strong mon ,, alert, cool h eaded nnd CC'l.pable of 
act ing quicldy i n emer gencies . 
SeE~.rchors should be strong , co ol headed men Rnd women. 
i'Ionitors sho" ld be s cJ octcd from among the occupc'l.nts for their f it­
n ess as l eaders nnd disciplinn rians. 
Inspectors should bo nctivo mon, p r efe rnbly those ""'ho hnvo had fire 
dopn rtmont cxporicncc . In l <>. r go e s tA.'bli shmrmts they should be uni­
formed. 
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DRILL EX:8RCISES. 

l2 • The course of nction to be followed by nny persons discoverbg fire shall 
be to:-

1. '1/c•,rn others VJho are or me.;v become endangered, utilizing the avA.ilaole 
alP..rm system or such other moans as m..·:w be nt their disposal. 

z. Notify public fire de~~rtrncnt or regularly organized fire brigade us­
ing al;um box if nvnilablo, 

3. Proceed in accordrtncc with assigned duties in ovacuA.t ion of occupants 
or usc of fire fighting equipment. 

For .-,bvious ronsons, drill exe rcises should follovl the same routine, although 
sounding of ·public fire alerm may be simulated instead of 11ctur'1.l. In ln.rgc 
ostnolishmcnts 1t1hc re tho disc11Etrging of crowds upon sidewn.lks might cause un­
informed persons to turn in Rn alA.rm, under tho i.r!!prcssion that thc•ro was 
actual fire, arrangements should bo to notify the loCP.l department r egarding 
tho time and place of exit drills, 

13, It is r>dvisablo thc'1 t tho all:'.rms announcing drills should orig inate on 
diffe rent floors in order to Rffo:cd practice in. changing tho order of proced­
ure for i:JOssossior.. of stnirvmys: excepting thRt drill evolutions may be so 
arranged as to tP..kc adv1:1.ntngo of tho additional time required for the descent 
of those from tho uppe r floors by dismis sing such of the lowe r floors as v!ould 
not delay tho ocrc ss of t ho former. 

14, The marching speed should not exceed 130 stops per minute, wi.thout running. 

SIGNALS. 

15, FIF.E .ALArl.H: The bu:lldi::-:r; e..l;:n·m will so1md simultane ously throughout each 
building nncl mny bo so de sio wd thP.. t it will i ndicPto the gon orP.l locr>-li ty 
of t he fire, 

(a) 
(b) 

(c) 

Fire al~"rm signals co;1sist of t;onc s or horns. 
ARM SIGNALS: Those \<>Till be us~) d to r egulate line moveme nts. 
1. FOR'\ti.A.RD, r n ise t ho right arm vcrticF~.lly noovo tho head: 
z. N .. .'·\.F.C:t:I , lov;ur tho <'..rm in tho direction t o ·:)c followed by the lino , 
3, HALT, e:t:tcnd both AMes horizontally acro ss tho line of march, 

holdine; this 1)osition U."ltil sit;nR,l is oocyc d, 
As soon ns the fire al~rm g ongs or horns op rP to , tho first stroke 
of tho building alnrm, 0.11 occu]JfL'1ts n r c to cease work. The succeed­
ing movements of all occupants of the building vlill "be A. S follows: 
1. Each occupnnt ·Hill r emove ftny stock, chnirs or benches no~. ro st 

him in tho rdslcs, p:Ja cing snme d thcr Ul1dor or on top of tho 
•·10rk tr1)lo , macb.ine or dc slt. 

z. Sq_Ur'l.ds vlill form douolo lines :facL1g tho exit to be used, each 
couple j oinL1g hr>ncl s and monitors 1·:Ul tP.k c ,)o sitions at tho end 
~f l L1cs n cr.rost oxi t, 

3. Lines t o move wi th the ir r espective monitors to tho door of 
oxi t l)ftSsngc . E::1.ch fil e will move forw<'.rd, observing a ono-paco 
i n t orvnl or;. tho l cv nl and D.llovTing one cloP.r stn ir tread be­
tween files en stainmys11 The subsequent line movements will 
bo coEtrollod by arm sip 1n.ls of oi t ho r the room captA-in or flo or 
chief. Aft e r l enving r oom , movement will be di rect ed by P.rm 
signnls of exit g~~rds. 
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