
1515 & 1555 Poydras Buildings 
Fire Warden Meeting 

December 9, 2020 
 

I. Welcome/Introductions 
a. JLL Team 

 
II.  Safety Moment – Christmas Tree Reminders 

 Artificial trees must be labeled as flame retardant. Approved electrical (UL listed) lighting 
is permitted. 
 

 Live trees: All “cut” formerly live Christmas trees, regardless of size, must be treated with 
a flame-retardant chemical approved by the State Fire Marshal. Cut trees must display 
evidence of SFM certification for flame retardant treatment. Approved electrical lighting 
is permitted.  

 
 Live Untreated Tree: only acceptable if installed for less than three (3) weeks total.  NO 

ELECTRICAL LIGHTING IS PERMITTED. 
 

 Please plug directly into a multiple outlet surge protector that is plugged directly into the 
wall.   

 
 The use of candles and fragrance plug-ins are prohibited in any office space at all times. 

 
 If you are to displaying a Christmas tree in your office this year, please submit request 

through our online work order system 360facility.net and our engineers will verify the 
above requirements.   
 

III. Fire Protection Systems 
a. Why, when, and how the building goes into alarm. 
b. When any floor in the building goes into alarm, the life safety systems are activated. 

 
IV.  Role of the Fire Warden & Deputy Fire Warden 

a. You are key to working with us (Building Management and N.O. Fire Department) to 
encourage fire safety responsibility within your firm.   

b. REMAIN CALM – Panic spreads quickly! 
c. Keep a watchful eye for potential safety hazards at all times. 
d. Assume responsibility for helping people should an emergency arise. 
e. Walk the floor in emergencies and drills to make sure doors are shut (NOT LOCKED) 

and that people are evacuating as they should. 
i. You are responsible for ensuring that your space has been cleared of all 

employees and guests.   
ii. Refer to the Persons in Need of Assistance section below.  

f. Familiarize yourself with the methods and requirements for evacuation routes, 
emergency procedures, and what is expected in this role.   

g. Ensure your team (and firm) is familiar with the procedures for safe evacuation from the 
building, as well knowing your firm’s designated path away from the building. 

https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsecured.360facility.net%2Fpoydras%2F360LoginScreen.asp&data=04%7C01%7CChelsea.Ruiz%40am.jll.com%7C4df46d1bbc324a95374508d8872ddb24%7Cbfef2b06d2564f8ebd038d3687987063%7C0%7C0%7C637407978339301878%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=rRHT1GKy07RpFnFrDXwdYK6l876MQlViyfCCOa0x5S8%3D&reserved=0


h. Upon exiting the building, the Fire Warden is to notify a JLL team member (in yellow hats 
and/or reflective vests) that their area of responsibility has been cleared. 

i. If there are any persons in need of assistance left on the floor, provide their 
location (stairwell A or B).  

i. After everyone has evacuated their premises, report to the firm’s designated meeting 
place away from the building.  

i. No one may re-enter the building until an all-clear announcement is made. 
j. Do not take food, drink, or any hand carried items such as a laptop into the stairwells 

during an evacuation!  
i. These items can become a tripping/slipping hazard if dropped.   

k. If the Fire Warden is out of the office, the Deputy Fire Warden should always be ready to 
fill in.   
 

V. Fire Emergencies 
a. The Fire Department assumes building operations upon arrival. 
b. The last person out of the suite (this should be the Fire Warden) should close the doors 

on their way out. 
i. Do not lock.  

c. If items/documents MUST be secured, do so before suite evacuations begin.   
i. Remember-No one will be allowed back into the space until the Fire Department 

gives the all clear.  You should have a plan for items that need to be secured 
(What, where, and who).  Limit such items to those that ABOSULTELY must be 
secure. 

d. Everyone should evacuate using the stairwells, which are fire-rated.  DO NOT USE THE 
ELEVATORS.   

i. The evacuation should be single-file and at the center of the stairwell so other 
floors can join the evacuation at their level.  

e. If stairwells are blocked, go to the perimeter of the building and place signs in the 
windows to alert people outside.   

i. Put as many doors as possible between you and the smoke/fire.  
ii. Call 911 and alert them of your specific location in the building.  If possible, 

advise them of the specific location of the fire (they will radio the firemen site).  
Persons in this situation would be rescued first.  

f. Do not try to put out the fire with an extinguisher! 
i. Inexperienced persons using fire extinguishers can accelerate the spread of a 

fire. 
ii. Attempts are only useful if the fire is very small and emits only lightly colored 

smoke. 
g. Do no attempt to go back up the stairs until an all clear is given by the Fire Department   

i. Even if your floor is not in alarm, you will not be permitted back into the building 
until the all clear signal is issued.  

ii. “All clear” signals are issued by the Fire Marshall to the Chief Engineer, who 
informs other property team members.   

h. JLL will conduct one fire drill every year. 
i. During the drill, if anyone cannot hear the alarm or understand the public address 

announcement, notify Management Office, in writing, as soon as possible.  
 



VI. Plans for Persons in need of assistance during evacuations 
a. All individuals in need of assistance should have two designated buddies and be 

assisted to the nearest stairwell. 
b. If there is imminent danger of smoke or fire on their floor, they should enter the stairwell 

immediately and wait for assistance with one of the buddies.   
c. The other buddy should proceed down the stairs and advise the JLL designated 

employee, outside of the building, of the location of the person in need of assistance. 
d. People in need of assistance include those with walking disorders, pregnant women, 

those confined to wheelchairs, those with temporary injuries to feet or legs, and anyone 
who has trouble walking.  A current list of any People in need of assistance should be 
provided to the Management Office.  

i. This list is kept in the Fire Control Room for use by the Fire Marshall and the Fire 
Department.  It is imperative that this list be updated as needed.  

e. Evacuation of Persons in need of assistance will occur only if it is deemed necessary by 
the Fire Department.  Their evacuation will only take place if they are in danger.  

 
 

VII. Fire Drill to be held next Wednesday, December 16th at 1:00 PM.  Do 
NOT evacuate as done in previous drills.  Due to COVID-19, this year’s drill is solely to 
familiarize new employees with the sounds of a fire alarm in the building.  Please use this 
opportunity to review fire and all other emergency procedures with your entire firm.   
 

VIII. Other emergencies are addressed in our Tenant Emergency Handbook and can be found on 
our website.  It is your responsibility to train your employees on your firm’s emergency 
procedures, as well as the building’s emergency procedures.  
 

IX. Questions?  
 

Thank you for joining us! 
 
 


