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LIST OF BUILDING AND FLOOR EMERGENCY COORDINATORS 
Please modify the table below or replace this table with one including the following information for 

the Building Emergency Coordinator (BEC), an alternate BEC and the Floor Emergency Coordinators 

(FEC).  

Role Name    Phone # Email 
Assigned Area for 
FECs 

BEC     

Alternate BEC     

FEC     

Alternate     

FEC     

Alternate     

FEC     

Alternate     

FEC     

Alternate     

FEC     

Alternate     
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 BUILDING EMERGENCY COORDINATOR CHECKLIST 

 
IN CASE OF FIRE: 
 Respond. Ensure the fire alarm has been activated and put on vest. Also confirm that both the 

Fire Department (911) and Campus Security (250-721-7599) have been contacted.  
 Evacuate the building using the nearest safe exit. 
 Proceed to the Annunciator Panel (or predetermined location). This will be the initial Incident 

Command Post. 
 Obtain verbal reports from the Floor Emergency Coordinators. 
 Provide information to the Fire Department and/or Campus Security regarding the status of the 

evacuation and the location and status of disabled or injured persons. 
 Continue to Communicate with the responding agencies (Police, Fire, Ambulance, etc.) as well 

as the University Site Response Team. 
 Wait until the “All Clear” is provided by the Fire Department or Campus Security before re-

entering the building. 
 
 

IN CASE OF EARTHQUAKE: 
 Drop, Cover and Hold On to heavy furniture. If in a hallway crouch low to the ground and 

protect your head. Prepare for aftershocks. 
 Wait for the shaking to stop. Do not pull the fire alarm unless there is a fire. 
 Assess whether there is any damage (e.g. broken glass, fallen ceiling tiles etc.). 
 If possible, Assist those with injuries or limited mobility. 
 Evacuate the building. Move cautiously and watch for shifted furniture/equipment and falling 

debris. Do not use elevators. 
 Proceed to the Campus Assembly Area. Do NOT go to the Building Assembly Point. 
 Report any information to Campus Security and Wait for further instructions. 

 

 

 

 

REMEMBER - YOUR SAFETY COMES FIRST 
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FLOOR EMERGENCY COORDINATOR CHECKLIST 

 
IN CASE OF FIRE: 
 Respond. Ensure the fire alarm has been activated and both the Fire Department (911) and 

Campus Security (250-721-7599) have been contacted.  
 Check to see if washrooms, offices and hallways in your assigned area have been evacuated and 

ensure all doors are closed. 
 Assist those who are injured or have mobility issues to a designated refuge area (typically 

stairwells). 
 Evacuate the building using the nearest safe exit. 
 Proceed to the Annunciator Panel and verbally Report on the status of the evacuation, the 

building and whether there are individuals who need assistance. 
 Move to the Building Assembly Point and ensure that individuals remain clear of the building 

and any fire lanes. 
 Wait until the “All Clear” is provided by the Fire Department or Campus Security before re-

entering the building. 

 
IN CASE OF EARTHQUAKE: 
 Drop, Cover and Hold On to heavy furniture. If in a hallway crouch low to the ground and 

protect your head. 
 Wait for the shaking to stop. Do not pull the fire alarm. 
 Assess whether there is any damage (e.g. broken glass, fallen ceiling tiles etc.). 
 If possible, Assist those with injuries or disabilities. 
 Evacuate the building. Move cautiously and watch for shifted furniture/equipment and falling 

debris. Do not use elevators. 
 Proceed to the Campus Assembly Area. Do NOT go to the Building Assembly Point. 
 Report any information to Campus Security and Wait for further instructions. 

 

 

 

REMEMBER - YOUR SAFETY COMES FIRST 
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FIRE DRILL PROCEDURES 

 

Requirement to Conduct Fire Drills:  

The B.C. Fire Code requires that fire drills in this building be held at intervals not greater than 12 

months.  

Arranging a Fire Drill 

UVic Emergency Planning will work with the building representatives to arrange for building evacuation 

drills throughout the year.  

When arranging an evacuation drill, the Building Emergency Coordinator (BEC) should contact building 

stakeholders where necessary and the Office of the Registrar (Student Support Services – Room 

Bookings) to identify suitable dates/times for a drill (Tues-Thursday is preferable).  

 

Once preferred dates/times are known, contact epedu@uvic.ca and provide your preferred 

dates/times. One of the Personal Safety Coordinators or the Manager, Emergency Planning will 

coordinate the drill with the appropriate Fire Department, Campus Security Services staff, and Facilities 

Management electricians, and provide you with a confirmation. 

 

On the Day of the Drill 

1. All fire alarms on campus ring through to the Saanich Fire Department (even if the building is 
located in Oak Bay), as well as to Campus Security Dispatch.  For this reason, 5 minutes prior to 
the alarm being activated, the Drill Monitor (Personal Safety Coordinators or the Manager, 
Emergency Planning) or the Fire Department representative MUST contact the Saanich Fire 
Department Dispatch at 250-475-6111 to confirm that a drill is about to be conducted. 
 

2. Once the drill is completed, the Saanich Fire Department Dispatch MUST be informed that the 
system has been re-set. This is usually done by the drill monitor. 
 

3. Keep a written record of all fire drills / evacuations. 
 

4. A debrief meeting will be held with the Building and Floor Emergency Coordinators and the Drill 
Monitor to discuss the evacuation and possible improvements. Whenever possible this will 
include Fire Department and Campus Security Services representatives. 
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BUILDING EMERGENCY STATUS FORM 
 

The following form (next page) is intended to be used by the BEC (or FECs) when there is concern 

about the health and safety of building occupants and / or damage to the building/utilities. The 

primary use of this form is for any emergency event impacting a number of buildings on campus (e.g. 

earthquake). 

Deliver the completed form to the Campus Security Building near the UVic Bookstore and bus loop or 

to the Campus Evacuation Area. 
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BUILDING EMERGENCY STATUS 
 

Building:_____________ Time:_________ Completed by: ________________________Department:__________________ 

Contact info: (campus)__________(home)________________(cell)__________________(other)_____________________ 
g 
 
 
 
 
 
 
 

OCCUPANT STATUS Yes 
(Number) 

Don’t 
know 

No 
(Number) 

Location 

Building evacuated?     

 People accounted for     

 People suspected missing     

Requiring medical attention?     

 Urgent     

 Minor     

 Unknown     

Individuals trapped?     

 In building     

 In elevator     

Special events taking place in the building 
today? 

    

 
 

BUILDING STATUS Yes 
Don’t 
know 

No Location 

Fire?     

Damage?     

 Severe damage (partial building or 
floor collapse) 

    

 Moderate damage (furniture 
overturned, light fixture down) 

    

 Minor damage (small cracks, books 
off shelves) 

    

 No damage     

Utilities Impacted?     

 Electricity     

 Emergency power     

 Water     

 Gas     

 Phones     

 Computer networks     

Hazardous Materials Impacted?     

 Chemical spills     

 Biological hazards     

 Radiation contamination     

 Other hazards     
 

 

URGENT NEEDS (e.g., rescue, first aid, fire, severe flooding from plumbing break, etc.):  

 

Other Observations/Needs:  

Deliver the completed form to the Campus Security Building near the Bookstore and Bus Loop or to the Campus Assembly Area.  
 

   January 2015 
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BUILDING EMERGENCY ASSEMBLY POINT(S) MAP 
 

Note to BEC: Please replace this page with the most current Building Emergency Assembly Point Map 

for your building.  

These are available online at http://www.uvic.ca/services/emergency/home/evacuations/index.php 

 

http://www.uvic.ca/services/emergency/home/evacuations/index.php
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