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Introduction 
 

Allied Arts of Whatcom County Fire & Safety Manual and Emergency Preparedness Plan (“the 

Plan”) is developed and maintained in accordance with Chapter 4, Emergency Planning and 

Preparedness, of the 2015 International Fire Code as adopted by the State of Washington and 

the City of Bellingham. 

The Administration of Allied Arts of Whatcom County takes seriously the responsibility to plan 

for the protection of life safety, and property in the event of a fire or other emergency.  

Therefore, adherence to the policies and procedures contained in the Plan is mandatory and 

binding on all personnel associated with the operation of the facility. 

Regular, quarterly drills shall be conducted to ensure familiarity with components of the Plan, 

and to gain practical knowledge of how to conduct operations should a fire or other emergency 

arise.  Participation in these scheduled drills is necessary to achieve an adequate state of 

preparedness. 

Allied Arts is home to a collection of art objects and irreplaceable pieces of historical 

importance.  More importantly, Allied Arts plays host to hundreds of patrons, volunteers, and 

staff members whose life and safety is of utmost value. 

Each of these categories, human lives and art treasures, is mutually exclusive of the other when 

calculating the potential cost of a significant fire event.  Each is of paramount importance to 

consider in the development and implementation of the Plan. However, life safety must be 

emphasized as the driving factor and, therefore, is the focus of the Plan. 
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Scope 
 

The Plan covers a variety of areas required by law: 

 reporting of emergencies to emergency responders 

 implementation of the Plan in the event of a fire 

 emergency evacuation drills 

 fire safety 

 emergency egress or escape routes 

 assisted rescue 

 accounting for personnel after evacuation 

 notification methods and procedures 

 contact personnel 

 assembly point(s) 

 hydrant location(s) 

 routes of fire department vehicle access 

 floor plans denoting exits, evacuation routes, egress routes, fire extinguisher locations 

 major fire hazards, including maintenance and housekeeping procedures 

 maintenance and updating of the Plan 

 availability of the Plan for review by staff and fire officials 

Occupancy Rating 
 

The general requirements of the Plan are mandated by the occupancy rating of Allied Arts of 

Whatcom County as a Group A (Assembly) occupancy having an occupant load of 100 or more. 

General Procedure 
 

If you see a fire, remain calm, sound the alarm immediately, notify all staff in the building and 

proceed to the nearest exit.  

If you hear the fire alarm, remain calm and proceed to the nearest exit.  

Assist anyone in need, giving priority to the elderly, disabled, and persons under 18.  Do not 

stop for personal items or to shut windows, but the last person out of the building should ensure 

the door is closed. Go to the 'Assembly Point,' depicted in 'Figure 2,' which is the parking lot 

across Cornwall Ave. from AAWC. (1421 Cornwall Ave.) 

Do not reenter the building until told directly from the Incident Commander. The Incident 

Commander will be Kelly Hart of AAWC or other management on site. For off-site events, the 
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Incident Commander will be Kelly Hart and/or other managers staffed to include but not limited 

to event coordinators, teachers, and partnering management. 

Reporting Procedure 
 

When an unwanted fire is detected in the building, immediately note the location and contact the 

local Dispatch Center by calling 9-1-1.  Prepare to answer specific questions about the type of 

fire, location, address (1418 Cornwall Avenue in Bellingham between Magnolia and 

Commercial), and stay on the line if requested, our number is 360-676-8548.  Treat other 

potential or actual emergencies (e.g., gas odor, person complaining of chest pain, injury) 

likewise by contacting 9-1-1 and following the dispatcher’s instructions. 

Duplicate 9-1-1 calls are the rule.  To ensure emergency responders are notified, delegate more 

than one person, such as a bystander to call 9-1-1 and report the emergency. 

CPR and first aid may be administered by competent bystanders (including staff) but this is 

strictly voluntary. First Aid Kit is in the drawer next to the copy as is indicated in Figure 1 (Floor 

Plan) 

Emergency Contact: 
 
Kelly Hart 
Executive Director  
360-383-6470 
 
Contact the owner of the building as soon as possible: 
Daylight Properties  
1155 N. State St. #620 
Bellingham, WA 98225 
360-734-6600 
 

For non-emergencies, please contact Daylight Properties: admin@daylightproperties.com 

A person shall not give, signal or transmit a false alarm. 

It shall be unlawful to interfere with, attempt to interfere with, conspire to interfere with, obstruct 
or restrict the mobility of or block the path of travel of a fire department emergency vehicle in 
any way, or to interfere with, attempt to interfere with, conspire to interfere with, obstruct or 
hamper any fire department operation. 

  

mailto:admin@daylightproperties.com
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Internal Notification 
 

Notify patrons and Allied Arts of Whatcom County personnel by voice and/or intercom, if 

feasible, of the presence of a fire in the building using neutral voice tone and audible voice 

volume by stating calmly,  

“I need your attention!  There is a fire located in the building.  Come this way and leave 

the building.  The fire department is on its way.”  Instruct persons to walk calmly to the exits, 

not run. 

Before leaving an area, loudly shout, “Is anybody in here?” multiple times; do a visual sweep 

to see anyone who might still be in the area.  Get their attention and direct them to “Come this 

way!” 

Evacuation Procedure 
 

When escape from smoke and/or fire is warranted, direct members of the public and Allied Arts 

of Whatcom County staff to walk along designated emergency egress routes.  Stay calm and 

use an assertive voice tone to get the attention of persons in your vicinity while announcing 

“Come this way!”  Point to the nearest, safe route and give clear, concise instructions on how 

to proceed to the exit and out of the building. 

See Figure 1 (Floor Plan) for locations of exits, fire extinguishers, stairwells and telephones. 

Persons requiring assistance shall be given assistance to proceed out of the building:  delegate 

a bystander to assist if necessary.  Assist the elderly, the disabled, children and any other 

person obviously in need of assistance to escape. 

Complete evacuation of the building is the policy of Allied Arts of Whatcom County.  Return to 

the building can only be authorized by the Incident Commander or an Allied Arts of Whatcom 

County official designated by the Incident Commander. 

Accountability 
All Allied Arts of Whatcom County personnel, and as much as practicable, everyone else 

evacuated from the building shall be instructed to move to the parking lot to the east of the 

building (the “assembly point”.)  The purpose is to physically account for everyone who was in 

the building at the time of the emergency evacuation.  Employees of Allied Arts of Whatcom 

County shall take responsibility for doing a “head count” to verify no one is still inside following 

the evacuation. 

See Figures 2 and 3 for evacuation route and areas to avoid congregation. 

Figure 1 
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Floor Plan 
 

(EXIT TO ALLEY)

     
     (EXIT TO CORNWALL AVE.) 

 

Figure 2 
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Site Plan 

       Route to Assembly Point 
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Figure 3 

Fire Hydrant Locations 

Please take caution when exiting the building to watch for civilian traffic as well as 

emergency response vehicles in need of access to the building and/or fire hydrants. Do 

not block access for emergency personnel or vehicles. 
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Use of Portable Fire Extinguishers 

As life safety is the primary objective, firefighting is of secondary importance to evacuation.  

There are A-B-C fire extinguishers located throughout Allied Arts of Whatcom County (see 

Figure 1.)  The A-B-C designation indicates these extinguishers, although limited in size, can be 

effectively deployed to put out most types of fires if used correctly.  If you are in a position to 

protect your life and safety, have a clearly accessible egress route and have completed 

evacuation duties you may choose to use the nearest extinguisher(s) to combat the fire.  If you 

are unsuccessful at putting out the fire, escape immediately.  Regardless, leave the building and 

report to the assembly point. 

Designated Contact Persons  

 
The Director, or delegate, is the designated representative responsible to coordinate with the 

Incident Commander regarding the “head count,” building layout or other information as 

requested. 

Fire Hazards 
 

Fire hazards associated with the normal use and occupancy of the premises include: 

 Waste paper 

 Wood shelving and cases 

 Extension cords 

 Flammable solvent 

 Congested aisle ways 

Any and all hazards can be mitigated through careful attention to storage and housekeeping 

procedures.  Allied Arts of Whatcom County personnel are responsible for safe practices, and to 

report or rectify unsafe practices and conditions: 

 Follow good housekeeping practices (e.g., clean up solvent spill) 

 Read and attend to label information as to handling and storage requirements 

 Turn off and/or unplug electrical equipment when not in use 

 Empty trash receptacles regularly 

 Keep aisle ways and hallways clear (ADA accessible) 

 Prohibit smoking and open flame on the premises 
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Emergency Evacuation Drills 
 

As indicated by the Fire Code in Table 405.2, Group A occupancy facilities shall schedule and 

conduct evacuation drills on a quarterly basis. 

The purpose of the emergency drill is to familiarize all occupants (i.e., employees, volunteers 

and interns) with the Plan and drill procedures.  

“Drills shall be held at unexpected times and under varying conditions to simulate the unusual 

conditions that occur in case of an emergency.” (IFC 405.4 Time) 

Records shall be maintained of required emergency evacuation drills and include the following 

information: 

 Identity of the person conducting the drill 

 Date and time of the drill 

 Notification method used 

 Staff members on duty and participating 

 Number of occupants participating 

 Special conditions simulated 

 Weather conditions when occupants were evacuated 

 Time required to accomplish complete evacuation 

Responsibilities 
 

Management is responsible for seeing that fire-prevention procedures are established and 

enforced; fire suppression systems are inspected regularly and maintained; supervisors are 

trained to use fire extinguishers for incipient fires; and employees are trained to use evacuation 

routes and procedures. 

Supervisors are responsible for monitoring the use of flammable materials; training employees 

in safe storage, use and handling of flammables; and ensuring that storage areas for 

flammables are maintained properly.  

Employees/Volunteers are responsible for following company procedures for the safe storage, 

use and handling of flammable materials, and reporting violations of the AAWC fire prevention 

plan. 

  



 

Fire Safety and Emergency Preparedness Plan   12 
 

Training 
 

Allied Arts of Whatcom County personnel shall be trained in these emergency procedures and 

the specifics of the Plan as part of new employee orientation and at least annually thereafter. 

Training shall include fire prevention, evacuation and fire safety, as well as special topics of 

interest.  Records of training shall be maintained in the office of the Director to be made 

available to Allied Arts of Whatcom County and fire code officials upon request. These policies 

and procedures transfer to any off site Allied Arts Events as well.  

Employees shall be periodically instructed and kept informed of their duties and responsibilities 

under the Plan. Records of instruction shall be maintained. Such instruction shall be reviewed 

by the staff not less than every two months. A copy of the Plan shall be readily available at all 

times within the facility. 

Plan Review and Updating 

The Plan shall be reviewed or updated annually as necessitated by changes in staff 

assignments, occupancy or the physical arrangement of the building. 

The Plan shall be available in the workplace for reference and review by employees, and copies 

shall be furnished to the fire code official for review upon request. 

 

References: 

International Fire Code (IFC) 2015 edition 

http://sfmd.az.gov/documents/2016/03/2015-ifc.pdf 

 

 

 

 

 

 

  

http://sfmd.az.gov/documents/2016/03/2015-ifc.pdf
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Safety Policy 
Last Revised: March 2021 

 

Commitment to Safety 

The Occupational Safety and Health Act of 1970 clearly states our common goal of safe and 

healthful working conditions. The safety and health of our employees and volunteers continues 

to be the first consideration in the operation of Allied Arts of Whatcom County (AAWC).   

Safety and health in our organization must be a part of every operation. Without question, it is 

every employee and volunteer's responsibility at all levels.  

The personal safety and health of each employee and volunteer at AAWC is of primary 

importance. The prevention of occupationally induced injuries and illnesses is of such 

consequence that they have precedence over operating productivity whenever necessary. To 

the greatest degree possible, AAWC will provide all mechanical and physical facilities required 

for personal safety and health in keeping with the highest standards.  

Our objective is a safety and health program that will reduce the number of injuries and illnesses 

to an absolute minimum, not merely in keeping with, but surpassing, the best experience of 

operations similar to ours. Our goal is zero accidents and injuries.  

Our safety and health program will include:  

1. Providing mechanical and physical safeguards to the maximum extent possible. 
2. A program of safety and health inspections to identify and eliminate unsafe working 

conditions or practices, to control health hazards, and to comply fully with the safety and 
health standards for every job.  

3. Training all employees and volunteers in good safety and health practices.  
4. Providing necessary personal protective equipment and instructions for its use and care.  
5. Developing and enforcing safety and health rules and requiring that employees and 

volunteers cooperate with these rules as a condition of employment and volunteer 
status. 

6. Investigating, promptly and thoroughly, every accident to find out what caused it and to 
correct the problem so that it will not happen again.  

7. Inspecting and analyzing workplace hazards and creating an action plan for addressing 
each issue. 

8. AAWC will post all Federal and state OSHA standards related to safety and work-related 
illnesses and injuries. 

 

We recognize that safety and health are shared responsibilities: 

1. The employer accepts responsibility for leadership of the safety and health program, for 
its effectiveness and improvement, and for providing safe conditions. 

2. Supervisors are responsible for developing the proper attitudes toward safety and health 
in themselves and in those they supervise, and for ensuring that all operations are 
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performed with the utmost regard for the safety and health of all personnel involved, 
including themselves. 

3. Employees and volunteers are responsible for compliance with all rules and regulations 
and for continuously practicing safety while performing their duties. 

 

General Safety Policy 

1. All employees and volunteers of AAWC shall follow these safe practice rules, render 
every possible aid to safe operations, and report all unsafe conditions or practices to the 
supervisor/employer.  

2. Supervisors shall insist that employees and volunteers observe and obey every rule, 
regulation, and order necessary to the safe conduct of the work and take such action 
necessary to obtain compliance.  

3. Supervisors shall insist that all employees and volunteers report hazards and unsafe 
workplace practices. Every individual has the right to be heard in confidence. 

4. All individuals should be given the opportunity to make suggestions for improvements 
and may implement them after discussion with supervisors. 

5. All employees and volunteers shall be given frequent accident prevention instructions. 
Instructions, practice drills, and articles concerning workplace safety and health shall be 
given at least once every 90 working days.  

6. Anyone known to be under the influence of alcohol and/or drugs shall not be allowed on 
the job while in that condition. Persons with symptoms of alcohol and/or drug abuse are 
encouraged to discuss personal or work-related problems with the supervisor/employer.  

7. No one shall knowingly be permitted or required to work while his or her ability or 
alertness is impaired by fatigue, illness, or other causes that might expose the individual 
or others to injury.  

8. Employees and volunteers should be alert to see that all guards and other protective 
devices are in proper places and adjusted, and they shall report deficiencies. Approved 
protective equipment shall be worn in specified work areas.  

9. Horseplay, scuffling, and other acts that tend to endanger the safety or well-being of 
employees are prohibited.  

10. Work shall be well planned and supervised to prevent injuries when working with 
equipment and handling heavy materials. When lifting heavy objects, employees and 
volunteers should bend their knees and use the large muscles of the legs instead of the 
smaller muscles of the back. Back injuries are the most frequent and often the most 
persistent and painful type of workplace injury.  

11. When using a ladder, always face the steps and use both hands while climbing. 
12. Workers shall not handle or tamper with any electrical equipment, machinery, or air or 

waterlines in a manner not within the scope of their duties, unless they have received 
instructions from their supervisor/employer.  

13.  Firearms, weapons, or explosives are not permitted on company property. 
14.  Keep work areas clean and aisles clear. Do not block emergency equipment of exits. 
15.  Machinery 

a. Do not attempt to operate machinery or equipment without special permission 
unless it is part of your regular duties.  

b. Loose or frayed clothing, dangling ties, finger rings, etc., must not be worn 
around moving machinery or other places where they will become caught. 

c. Machinery shall not be repaired or adjusted while in operation. 
16.  All injuries shall be reported promptly to the supervisor/employer so that arrangements 

can be made for medical and/or first aid treatment. First aid materials are located in 
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bottom drawer of cabinet by copier; emergency, fire, ambulance, rescue squad, and 
doctors’ telephone numbers are located next to the security alarm control panel; and fire 
extinguishers are located by the copier and in the hallways. (See Fire Safety and 
Emergency Preparedness Plan) 

17.  Failure to follow the above rules may cause serious injury and/or illness. Disciplinary 
action, up to and including termination, will be used to assure rule enforcement. Please 
use common sense and think before you act. If you are not sure how to complete a job 
or task safely or have any questions, ask your supervisor. 

 

Recordkeeping 

AAWC will adhere to the OSHA recordkeeping system: 

1.  Obtain a report on every injury or job-related illness requiring medical treatment (other 
than basic first aid). 

2.  Record each injury or job-related illness on OSHA Form 300 (Log of Work-Related 
Injuries and Illnesses) using the instructions provided. 

3.  Prepare a supplementary record of occupational injuries and illnesses for recordable 
cases on OSHA Form 301 (Injury and Illness Incident Report).  

4. Every year, prepare an annual summary using OSHA Form 300A (Summary of Work-
Related Injuries and Illnesses). Post it no later than February 1, and keep it posted until 
May 1. A good place to post it is next to the OSHA Workplace Poster.  

5. Retain these records for at least five years. 
 

Workplace Violence 

AAWC is committed to providing a safe work environment and recognizes that workplace 

violence is a health and safety issue. All incidents and alleged incidents of workplace violence, 

no matter of what magnitude or whom it may involve, must be treated seriously and handled in a 

manner which includes immediate reporting to the supervisor/manager and, when required, the 

police. Whatever the cause or whoever the perpetrator, workplace violence is not to be 

accepted or tolerated. Sanctions will include immediate dismissal for perpetrators and criminal 

charges.  

Everyone has the right to an environment that is free from violence, the threat of violence, and 

to file a complaint when the environment is not free from violence.  

If you witness an act of workplace violence in progress or if an individual becomes violent and 

your safety is at risk, leave the area immediately and call 911. Notify supervisors as soon as 

possible. 

Any interference with the conduct of an investigation, or retaliation against a complainant, 

respondent or witness, may itself result in disciplinary action.  

 

Off-site Working Policy 
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The main purpose of the Off-site Working Policy is to provide guidelines for safe and effective 

working in all environments while working on behalf of AAWC. This includes education 

programs, events, and any other situation that requires representation of the organization. 

Off-site Programs and Events 

Employers and supervisors have the same obligations to ensure that off-site workers and 

volunteers are reasonably protected from harm as apply to office-based staff. Equally, 

employees and volunteers remain responsible for their own health and safety within their offsite 

or home working environment. This includes following the Safety Policy of AAWC and the safety 

policies and procedures of the host location. 

Communication among staff and supervisors remains pertinent to safe working practices to 

ensure that all members are following the appropriate policies and procedures during off-site 

programs and events. This includes but is not limited to hazards, emergency routes, unsafe 

work practices, threats, injuries, and expectations of the host. Any safety issues taking place 

during an AAWC program or event are the responsibility of the host. Reports are to be made to 

the AAWC supervisor on staff as well as the host supervisor. In case of emergency, contact 911 

immediately. 

All participants are required to complete an application process with references checked by 

AAWC staff as well as submit a Criminal History and Disclosure form to be confirmed by the 

host.  

Attendance records shall be kept by the AAWC supervisor on staff as well as the host 

supervisor to ensure the safety and accountability of all participants, including but not limited to, 

AAWC staff and volunteers. 

All efforts will be made to educate participants, such as youths and volunteers, on how to 

properly use tools and materials to avoid accidents. 

All AAWC staff, volunteers, and partnering organizations will never be left alone with youth and 

will always supervised by host staff. 
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Plan Review and Updating 

The Safety Policy shall be reviewed or updated annually as necessitated by changes in staff 

assignments, occupancy or the physical arrangement of the building.  

The Safety Policy shall be available in the workplace for reference and review by employees, 

and copies shall be furnished to the fire code official for review upon request. 

 

For any questions, concerns, or comments, please contact the staff members listed below: 

 

Kelly Hart Executive Director  

360-383-6470 

kelly@alliedarts.org 

 

References: 

OSHA Small Business Handbook 

OSHA Small Business Handbook (2005) 

mailto:kelly@alliedarts.org
https://www.osha.gov/Publications/smallbusiness/small-business.pdf

