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NOTICE OF EXAMINATION FOR
Title: Examination for the Certificate of Fitnessfor Fire Drill Conductor-PA
(F-33), FireDrill Conductor - Ingtitutions (F-34), Fire Drill Conductor-
FactoriesLL-(F-35)

Date of Test: Written tests are conducted Monday to Friday (except legd holidays)
9:00 AM to 2:30 PM.

QUALIFICATION REQUIREMENTS

=

Applicants must be at least 18 years of age.

Applicants must have a reasonable understanding of the English language.
Applicants must present aletter of recommendation from hisher employer.
The letter must be on officid letterhead and must sate the applicant’ s full name,
character, physical condition, experience, and address of premises where
goplicant will be employed.

4. Applicants must present two (2) forms of satisfactory identification i.e,
driver’slicense and passport picture I1D.

wWn

APPLICATION INFORMATION

Application Fees: $25.00 for originas and $5.00 for renewals. The fee may be paid in cash,
money order, or persond check payable to New Y ork City Fire Department. The $25.00
fee must be payable by dl applicants prior to taking the Certificate of Fitness test.
Application forms are available at the Public Certification Unit, 1% floor, 9 MetroTech
Center, Brooklyn, NY 11201.

TEST INFORMATION

Test: Thetest will be of the written, multiple choice type. A passing score of at least 70%
isrequired in order to secure a Certificate of Fitness.

©2000 New York City Fire Department - All rights reserved
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This sudy materid will help you prepare for the examination for the Certificate of Fitnessfor Fire
Drill Conductor. The study materia includes information taken from the Fire Prevention Code and
the Fire Prevention Directives of the Bureau of Fire Prevention, NYFD. The study material does
not contain dl of the information you need to know in order to perform the job of Fire Drill
Conductor. It isyour respongbility to become familiar with al applicable rules and regulations of
the City of New Y ork, even if they are not covered in this materid.

All questions on the Certificate of Fitness examination are multiple choice, with four dternative
answersto each question. Only one answer is correct for each question. If you do not answer a
guestion or mark more than one aternative your answer will be scored asincorrect. A score of
70% correct is required on the examination in order to qualify for the Certificate of Fitness. Read
each question carefully before marking your answer. Thereis no pendty for guessng.

Sample Questions

1. Who wasthefirst President of the United States?
(A) Bill Clinton.
(B) Mdcolm X.
(C) Bill Coshy.
(D) George Washington.

The correct answer is"D". 'Y ou would touch "D" on your touch screen monitor.

2. What sportsteam playsat Shea Stadium in New York?
(A) Giants.
(B) Mets.
(©C) Cardinds.
(D) Jets.

The correct answer is"B". 'Y ou would touch "B" on your touch screen monitor.



FIRE DRILL CONDUCTOR

Fire drill conductors are required in many locations. For example, fire drill conductors are required
in hospitds, factories, and places of public assembly. The main purpose of afire drill isto dlow
employees and occupants of alocation to practice emergency evacuation procedures. The correct
evacuation procedures for alocation are outlined in the fire sefety plan for the building. Practicing
the procedures teaches employees and occupants what to do in case of ared fire emergency. The
fire drills should be unscheduled. Employees and occupants of alocation should not know ahead
of time the date and time that afire drill will be conducted. Thiswill help ensure thet the fire drill
istaken serioudy. The fire drill conductor must make sure that the fire drills are conducted in a
safe and orderly manner.

FIREDRILLS

The loca Fire Department company and central monitoring stations must be notified before fire
drills are conducted. Noatification will reduce the number of responses by the Fire Department to
fdsedams. During the fire drill the phone lines to the Fire Department must be tested. The
phone lines are tested by cdling the Fire Department directly. Thefire drill conductor must then
tell the Fire Department that the telephone communication system is being tested. Many
communications systems have a direct line to the Fire Department. The Fire Department is
contacted as soon asthe receiver islifted from the cradle. Some communication systems require
the fire drill conductor to did atelephone number. The Fire Department may be contacted by
diding 911. The Fire Department borough offices may aso be contacted by diding the numbers
listed below. These phone numbers should be posted next to the phones most likely to be used in
case of an emergency.

MANHATTAN 212-999-2222
QUEENS 718-999-5555
BRONX 212-999-3333
STATEN ISLAND 718-999-6666
BROOKLYN 718-999-4444

Internal communications systems must aso be tested during afire drill. For example, radios, bull
horns, and public address systems must be tested during the fire drills

Thefiredrill conductor must keep alog of dl firedrills. Thefire drill conductor's name and
certificate of fitness number must be recorded inthelog. The date of the drill, the type of darm
sounded and the results of the fire drill must berecorded . The logs must be kept by the fire drill
conductor for aperiod of at least three years. The logs must be made available to any
representative of the Fire Department upon request.

Number of FireDrills Required
The number of fire drills required over a period of time differs according to the location. Thefire

drill conductor must make sure that the correct number of drills are conducted as required. The
required fire drills for each location are summarized below.



Places of Public Assembly. Firedrill conductors are required in places of public assembly when
such places are licensed by the Department of Consumer Affairs. Places of public assembly
include cabarets and discos, live theaters and motion pictures (if non-fireproof), etc. Monthly fire
drills must be conducted at places of public assembly. The drills are for the employees and not for
the patrons. The drills must be unscheduled and conducted & varying times during the day.

Hospitals. Unscheduled fire drills must be conducted a hospitals and smilar indtitutions. At leest
twevefire drills must be conducted per year in these indtitutions. Six of the fire drills must be
conducted during the evening shift. Three of the fire drills must be conducted during the day shift.
Three of the fire drills must be conducted during the night shift.

Factories. Itisthe responghility of the owner of the building or the tenant with factoriesto
conduct monthly fire drills at least once amonth at varied hours of the day and dl occupants shal
participate. Firedrillsare required to be held at various times monthly, at various days of the
week, and a different hours of the day. Factories with weekend schedules must make
arrangementsfor fire drills for these employees. All fire drills must be unscheduled.

All occupants of the building at the time of thefire drill including vistors, management and
building gaff must participate in Fire Drills

Firesin factories become very important in New Y ork City after the 1911 Triangle Shirt Company
that resulted in the death of over 140 people. Locked and obstructed exits and unfamiliarity by
employees with the exit locations attributed to their desths. Fire Drill Conductors should be aware
that these conditions may gl exigt in their buildings today and ingpect their buildings regularly for
conditions that might cause adelay in a building evacuation.

A record of al fire drills must be kept at the factory. The record must show the date of the fire drill
and the amount of time it took for the occupants to reach the street or the safety area. The record of
the monthly fire drill must be available for ingpection by the Fire Department.

Fire Emergency Team. Severd people may hdp thefire drill conductor during the fire drills. For
example, fire wardens, searchers, and fire brigade members may assist the fire drill conductor. The
firedrill conductor must make sure that al members of the fire emergency team are dependable.
Every member of the team must be well trained in their fire safety duties by the fire drill conductor.

Fire Brigade/Fire Squad Members. A fire brigadeis required in many buildings Thefire
brigade may be known by different namesin various locations. For example, the fire brigade may
be called the fire squad in some factories. When afire occurs on the ground floor the fire brigade
members must respond to the location where the darm was sounded. When thefire islocated
above the ground floor the fire brigade must respond to the floor below the fire. Whenthe fire
brigade members arrive they must sart the evacuation procedures. They must dso close dl fire
doors and windows to prevent the spread of the fire. One member of the fire brigade must remain
on the floor below the fire during an emergency. This person must describe the fire conditions to
the Fire Department personnd when they arrive. Members of the fire brigade should also be
trained in how to use the fire extinguishing devices correctly.



FireWardens. The fire wardens must asss in the evacuation of the building. They must direct

the occupants toward the emergency exits. The fire wardens must make sure that occupants use the
gairs during the evacuation. The devators should not be used without the permisson of the Fire
Department. They are reserved for the use of the Fire Department during a fire emergency.

Searchers. Searchersarerequired in many buildings. They are respongble for checking al rooms
inthe building. By checking the rooms they make sure that everyone has been safely evacuated.
Both mae and femde searchers are usudly required in order to check bathrooms and dressing
rooms. The searcherswill also assigt the fire wardens in helping any persons who need
assistance.(test 35 g 4 and other tests).

Gengdly, the fire wardens and searchers are employees of tenantsin the building. They may dso
be occupants of the building. Members of the fire brigade usudly work for the owner of the
building in another capacity aswell. For example, they might work on the maintenance crew.

Thefire drill conductor must communicate with members of the fire emergency team during the
firedrills. Radios, bullhorns and telephones may be used as communication devices. Thefire drill
conductor will usudly issue evacuation ingructions from the fire command station during the fire
drills. The fire emergency team must follow these ingtructions carefully.

All persons at alocation are required to participate in the fire drills. Employees of tenants of a
building are not required to leave the building. If someone refusesto participate in afire drill the
person should be reported to the building supervisor. The building supervisor will take action to
correct the Stuation.

Thefire drill conductor and his assstants must remain composed and in control of the Stuation
during the fire drills. Thefire drill exercise must be taken serioudy. Thiswill hep the fire drill
conductor and assigting personnel behave properly during an actud fire emergency. Ingtructions
must be given in aclear and Smple manner.

The behavior of trained fire emergency personnd has amgjor influence on the behavior of others
during ared fire emergency. Patrons and employees are lesslikdly to panic when they see that the
fire emergency team isin control. Controlling panic by those who are being evacuated is the most
important thing the fire emergency team can do in case of afire,

General Inspection Checklist for FireDrills

Ingpections may be conducted as part of thefire drill. The ingpections will vary depending on the
layout of the specific location. The following generd guidelines may be used for dl locations.

(@ All exits, stairways, hdlways must be kept free of obstructions. Obstructions may prevent
occupants from exiting the building in case of an emergency. An exit ade at least 3 feet wide must
be maintained a dl times.



(b) Commonly sdf-closing doors are ingtdled in the buildings. These doors are designed to
prevent the spread of afirein case of an emergency. The fire drill conductor must make sure that
these doors are never propped open.

() Locks, balts, or chains must not be ingtalled on exits while there are people in the building. If
locks are discovered they must be removed immediately. These doors may be secured with panic
bars only.

(d) The entire premises must be checked daily for potentia fire ignition sources. Any potentia
ignition sources that are discovered must be corrected or removed immediately. For example,
frayed eectrica wires and defective dectronic components must be either repaired or removed.

(&) Trash or garbage must not to be alowed to accumulate anywhere inside the building.
Accumulated trash is afire hazard. It may be easily ignited by astray spark. All trash or garbage
must be removed from the premises.

(9) All required Fire Department permits and certificates must be current. Theresults of dl tests
and inspections must be recorded in the inspection log. The log, permits and certificates must be
mede available to Fire Department representatives upon request.

(h) When sprinkler and/or standpipe systems are indtdled they must be visudly inspected monthly.
Defects must be corrected and recorded in the inspection log.  Serious defects must be reported to
the Fire Department. For example, a defective water control valve must be reported to the Fire
Depatment. Thiswill dlow the Fire Department to modify it's fire fighting srategies for the
building.

(1) All fire extinguishers must be dearly vishle. Signs must be posted indicating the location of

the extinguishers. Signsindicating how to use the fire extinguishing devices must be posted dso.
The fire drill conductor must make sure that the extinguishers are recharged annudly and after eech
timethey are used.

() Thefireman's service evator test must be conducted monthly. Thistest must be recorded in
the ingpection log.

(k) Therisersand control valves must be kept free of obstruction a al times. Thiswill dlow the
Fire Department to quickly access the risers and control vavesin case of an emergency.

Defectsin the Fire Protection System

Sometimes defects in the fire protection system are discovered while conducting the fire drills. If a
sprinkler or standpipe system is used any leak or break - no matter how smal - must be reported to
the local Fire Department immediately. Any complete or partia shut down (e.g., for repairs)

should dso be reported to the local Fire Department immediatdy. Thiswill dlow the Fire
Department to modify its fire fighting strategies for the building. Arrangements must be made to
have the defects repaired as soon as possible.



Fire Safety Plan

A fire safety plan must be developed by the owner of the building. The fire safety plan outlinesin
detall the procedures that must be followed during afire emergency. Thefire safety plan must be
submitted for gpprovd to the Fire Department. Each employee must familiar with the fire sefety

plan.

Sections of the fire safety plan must be included in an Emergency Ingruction Chart. The
emergency instruction chart must be posted at severa locationsin the building. The emergency
indruction chart summarizes the duties that must be performed during fire emergencies. An
example of an emergency indruction chart is shown below.

KEEP POSTED AT FRONT DESK

IN THE EVENT OF FIRE OR OTHER INCIDENT
REQUIRING THE SERVICES OF THE FIRE DEPARTMENT

1. WITHOUT DELAY call the Fire Department at

2. Ascertain, if possible, information about the fire:
LOCATION ~ FLOOR — ROOM NUMBER - IS ROOM OCCUPIED - NUMBER OF OCCUPANTS

3. Return elevators to the lobby and hold them for Fire Department use.
NOTE: Elevators are not to be used by shelter occupants when there is a fire in
the building unless their use is deemed to be safe by Fire Department officials.

4. Post a simple diagram at the front desk detailing the general layout of the
Building. Indicate elevators and stairways. Indicate which stairways go to the
roof and which stairways have standpipe risers.

5. Keep the telephone switchboard manned. Give priority to calls from the fire
floor and the floor above. Prepare a list for the Fire Department of rooms in
which persons report they are trapped by fire or smoke. If possible, provide an
interpreter for non-English speaking occupants.

6. If smoke conditions are causing people to leave their rooms, direct them to two
Floors below the fire, VIA STAIRWAYS.

7. Request police assistance to clear the lobby so Fire Department operations
Will not be delayed.

8. Keep a supply of each typical floor plan at the fire command station for Fire
Department use.

9. Keep a supply of master keys (minimum one set per floor) at the fire command
Station for Fire Department use.

10. Have the Fire Safety Coordinator or other knowledgeable person meet the Fire
Department when they arrive. Give them all available information, including
Master keys and building floor plans.

TO REPORT A FIRE, DIAL 911 OR THE APPROPRIATE BOROUGH
COMMUNICATION OFFICE (insert appropriate telephone number in item No.1 above)

Manhattan (212) 999-2222
Queens (718) 999-3333
Bronx (718) 999-4444
Staten Island (718) 999-5555
Brooklyn (718) 999-6666

A Typical Emergency Ingtruction Chart



General Safety Requirements

The fire drill conductor must make sure that the required fire safety Sgns are posted on the
premises. The sgns are designed to ensure the safety of occupants. For example these Sgns may

indicate:

(@ The generd fire safety procedures to be followed during a fire emergency.

(b) Thelocation of fire extinguishers and emergency exits. The signs above the exit must be

illuminated a dl times.

(c) How to use the fire extinguishers and rdated fire fighting equipment.

(d) How to sound the fire darm in case of an emergency.

(e) That devators must not be used in case of afire unless otherwise ingructed by the Fire

Department.
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Typical Fire Safety Signs



Recommendations Concer ning the Fire Safety Plan

The fire safety plan is designed to ensure the safety of the building's occupants. Thefire safety
plan should be reviewed regularly to improve fire emergency procedures. The fire drill conductor
may offer suggestions to improve the fire safety plan. These suggestions should be submitted to
the Fire Department for review.

FireDrillsin Health Care I ngtitutions

Specid fire emergency procedures are required in hospitals and other health care inditutions.

Hedth care occupants will often be physicdly disabled. Many of the patients may not be able to
move eadly from the building. The patients will require assstance from the staff. Movement of

these patients may not be practica except asalast resort. Bedsin most hospitals are designed to be
movable in cases of emergency. However, the norma practice in most hospitasisto move

patients on narrow carts or in whedlchairs. As aresult hospitals often have little practice in moving
patientsin large beds. Furniture in a patient's room also makes it difficult for the bed to be moved.

In cases of areal emergency this takes extratime that adds to the danger.

It is often not practical or possible to evacuate dl of the patients. The emphessin evacuaing
patientsin hospitasis on those who are in grestest danger. Peatients in the room where thefireis
located are moved away from thefire horizontally. This means the patients stay on the same floor,
but are moved to a safer area. Other patients who may be in danger of exposure to the fire are dso
moved. Patients who are not immediately threstened during the fire are confined to their rooms.

Firedrillsin hospitds are usudly conducted without disturbing the patients. Doors to the patients
rooms or wards are closed before the drill is started.

FIRE ALARMS

All employees must be trained how to manudly activate the fire darm pull boxes. Generdly, these
pull boxes are inddled at severd locations on the premises. The fire darm boxes are usudly
located near the naturd exits from abuilding. There must be at least one fire darm box on every
floor of abuilding. There are two types of fire darm boxes. They are cdled sngle action and
double action gtations.

Single Action Pull Stations. Single action stations require only one step to activate the darm. For
example, the darm might be activated by pulling down on alever. Two examples of asingle

action station are shown below. These two kinds of darm stations are often found indoors, eg., in
hospitals. The cover on these darm stations serves as alever. When the cover is pulled down, it
dlowsaswitchindgdeto close. Thissendsthedam signd. The darm station on the right is often
caled a"breskglass station.” Another kind of single action breskglass ation requires someone to
bresk a amd| pane of glass with asmdl metd mdlet.
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Single Action Pull Station

Double Action Pull Stations. Double action stations require two steps in order to activate the
darm. The user must firgt break a glass, open adoor or lift acover. The user can then gain access
to aswitch or lever which must then be operated to initiate an darm. Two kinds of double action
gations are shown below. To activate the fire dlarm station on the left the cover must be lifted
before the lever ispulled. Thiskind of double action Station is often found indoors.

The double action station shown at the right is often found out of doors. The Station is specidly
enclosed to protect the alarm from bad weather. A guard must be lifted before the handle is pulled

to sound the darm.
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Double Action Pull Station

Type of Alarm Methods. There are three methods used to notify the occupants of a building in
ca of afire. Thefirg isthe generd darm method. This method activates dl sgnaling devices
throughout the building when afireis discovered. The second isthe sdective method. The
selective method activates the Sgnaing devices only in areas close to thefire. Thethird isthe pre-
sgnd method. The pre-signa method sends a signal to a control pand or amanned station. When
the sgnd is detected the Certificate of Fitness holder must investigate the cause of the darm.

When afireis discovered the Certificate of Fitness must manudly activate the generd firedarm.
Thedarm is activated by inserting a key into the manua fire darm sation. The darm method

used depends of the type of fire protection system ingtaled in the building.
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Testing the Interior Fire Alarm System

Theinterior fire darm system must be tested daily. The test must be conducted within one half
hour after the morning shift begins. Some fire darm systems may be tested by operating a test
switch on the centra control panel. Other systems must be tested by activating a fire darm station.
Each station must be tested at least once per month. Most stations are activated by pulling on a
lever. Breskglass stations must be activated using a specid key. They should not be activated by
bresking the glass during the test.

Generdly, the fire darm system may only be used to signa when there is afire on the premises.
However, the Fire Department may give permission to use the larm system for other purposes.
For example, the darm system might be used to sound the end of the work shift Sgndl.

Thefire drill conductor must be familiar with the fire darm control pand for the building. He must
know how to activate dl of the equipment on the panel. For example, the fire drill conductor must
know how to use the emergency public address system.

FIRE EXTINGUISHING DEVICES

Thefire drill conductor must make sure that employees are familiar with the different types of fire
extinguishersin the building. They must know how to operate the extinguishersin asafe and
efficient manner. They must know the difference between the various types of extinguishers and
when they are may be used. A description of the three classes of fires and the appropriate
extinguishers are described below.

Class A fires occur when ordinary combustible materiads areignited. For example, wood and
paper fires are classfied as Class A fires. Water type extinguishers should be used to extinguish
these fires. The water type extinguishers coal the fire while quenching the flame.

Class B fires occur when flammable liquids or greases are ignited. These fires must be
extinguished by smothering the flame. The flame may be smothered using CO2, dry chemica or
foam extinguishers. Water type extinguishers are not effective for Class B fires.

Class C fires occur when eectrica equipment catches fire. These fires must be fought with fire
extinguishers that do not conduct dectricity. CO2 and dry chemicd extinguishers must be used to
extinguish eectricd fires. Foam and water type extinguishers should not be used to extinguish
electrical fires.

A Multi-purpose dry chemicd fire extinguisher may be used to extinguisher either Class A, B, or
Cfires. Examples of Water type, CO2 and Dry Chemica extinguishers are shown below.
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Typical Fire Extinguishers

Symbols may dso be painted on the extinguisher. The symbols indicate what kind of fires the
extinguishers may be used on. Examples of these symbals are shown below.
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Typical Symbols Painted on Fire Extinguishers

The symboal with the shaded background and the dash indicates when the extinguisher must not be
used. Thefiredrill conductor must make sure that al employees understand these symbals.
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Usudly operating ingructions are clearly painted on the Sde of the fire extinguisher. They dearly
describe how to use the extinguisher in case of an emergency. An example of these ingtructionsis
shown below.

INSTRUCTIONS
® @ ®

KOLD UPRIGHT START BACK 20 FEET SQUEEZE LEVER
PULL RING PIN AIM AT BASE OF FIRE SWEEP SIDE T0 SIDE

()

Typical Ingtructionsfor Using the Fire Extinguisher

Thefiredrill conductor must make sure that the fire extinguishers are kept in good working order
at dl times. Care must be taken to make sure that they are kept fully charged at dl times. They
must be recharged by a qudified technician. The schedule for testing and recharging depends on
the type of extinguisher. All extinguishers must be tested at least once every six months to make
aure that they are fully charged. The extinguishers must dso be hydrogtaticaly tested at least once
evay fiveyears. After afire extinguisher has been operated the fire drill conductor must have it
promptly recharged. Testing and recharging dates, and the name of the technician must be
recorded on atag attached to the extinguisher. They must be recorded in the inspection log aso.
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