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Applicability 

 

This ADM applies to both State Sponsored and Agency Sponsored Family Care 

programs.  

 

Purpose 

 

This memorandum describes the required oversight, documentation practices, and 

minimum frequencies of fire drill evacuations for Family Care Homes (FCH). The intent 

of this memorandum is to standardize the documentation and processes statewide for 

both State Sponsored and Agency Sponsored Family Care. 

 

The attachments to this memorandum include the following documents: 

 

• New policy sections of the Family Care Manual: Fire Drill Evacuation 

Requirements (Section 6.2) and Essential Elements of a Fire Evacuation Plan 

(Section 6.3) 

 

• A Family Care Home Fire Drill Evacuation Report Form that all Sponsoring 

Agencies must use to document each fire drill evacuation. This form will replace 

all current fire drill forms in use in the field.  

 

• A sample Fire Evacuation Plan template to help agencies guide plan 

development and ensure the required elements outlined in the policy section 

Essential Elements of a Fire Evacuation Plan (Section 6.3) are included. 

 

Background 

 

The Office for People With Developmental Disabilities (OPWDD) has standardized the 

required oversight, documentation practices, and minimum frequencies of fire drill 

evacuations for FCHs.  All FCHs must have a Fire Evacuation Plan which considers the 

unique characteristics of the home and the needs of the individuals living there.  An 

evacuation plan is not limited solely to fire situations and is essential for other reasons, 

including but not limited to, a gas leak or an impending flood. 

 

Essential Elements of a Fire Evacuation Plan  

 

The Sponsoring Agency is responsible for developing/updating Fire Evacuation Plans 

and training Family Care Providers (FCP) on the implementation of the plan, for each 

FCH under its auspices. Substitute Providers, if providing services in the FCH, must 

also be trained on the implementation of the plan.  A record of these trainings must be 
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maintained by the Sponsoring Agency. Monthly reviews of the Fire Evacuation Plan are 

required by the Family Care Home Liaison and FCP, with updates occurring as needed. 

 

For Family Care Homes located within an apartment complex, evacuation plans should 
consider any emergency steps identified by the landlord or local housing authority.  
 

Components of an acceptable Fire Evacuation Plan include, but are not limited to 

the following: 

 

• Specific actions to be taken upon discovery of a fire, upon smelling of smoke, 

and actions to be taken when a smoke detector/carbon monoxide alarm sounds.   

 

• Instructions on how to safely enter rooms during the evacuation process. 

 

 

• Guidance for how to evaluate evacuation priority. Plans must reflect 

consideration given to the specific needs of the individuals residing at the FCH, 

their proximity to exits, and their location within the house. 

 

• Identification of the FCP responsibilities during the evacuation process.  FCHs 

with two providers on the operating certificate may benefit from evacuation plans 

that reflect specific assignments by floor or area, if there are multiple individuals 

residing in the home. 

 

• Identification of a site for the safe area.  All plans must identify a specific location 

(“safe area” away from the home) to gather after evacuating to determine if 

everyone evacuated safely.  

 

• Notification to the fire department.  During an actual fire or smoke event, the local 

fire department should be contacted after everyone has been safely evacuated 

from the home. The fire department does not need to be contacted when the 

FCH is practicing a fire drill evacuation. 

 

• Other information deemed necessary. Fire Evacuation Plans are developed to 

address the unique characteristics of each FCH and may require information in 

addition to the details noted above. 
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Requirements for Oversight and Documentation of Fire Drill Evacuations 

 

FCPs must implement at least one (1) fire drill evacuation each month, at varied times 

of the day, different days of the week, and using varied exits where applicable. The drill 

must be documented on the standardized Fire Drill Evacuation Report Form.  This form 

identifies essential elements that will be recorded by the FCP for each evacuation that 

occurs at the FCH.  All household members that are home at the time of the evacuation 

must participate and evacuate the home.  Drills must be conducted at different times of 

the day, with at least one (1) fire drill evacuation each year occurring at nighttime when 

Family Care individuals are sleeping. 

 

The Sponsoring Agency must review and sign each Fire Drill Evacuation Report Form 

and maintain the document as part of the agency’s records for the FCH.   Each year, 

the Sponsoring Agency must observe at least one (1) fire drill evacuation at each FCH. 

Observed drills can occur during the Family Care Home Liaison’s monthly visit.   

 

Immediate steps must be taken by the Sponsoring Agency to address fire drill 

evacuations that are deemed problematic.  Examples of problematic drills may include 

but are not limited to: an individual refusing to exit, an individual experiencing a 

behavioral challenge, or an accident or injury occurring as a result of the drill. The Fire 

Safety Requirements for Oversight and Documentation policy provides an overview of 

potential steps that can be considered when addressing problematic evacuations but 

should not be considered all inclusive.   

 

Records Retention 

 

Fire Evacuation Plans, Fire Drill Evacuation Report Forms, and training documentation 

must be maintained by the Sponsoring Agency for a period of six (6) years.  

 

  


