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BUILDING TOUR
RoutE
3rd Floor:

Walk to SW hallway to show light switch across from Angie’s office and show first aid room 
Walk pass West Emergency Exit

Walk to the main Stairwell (refer to Fire Alarms information below)
Walk to NE hallway to show light switch across from room 310 and go down East Emergency Exit
Show where emergency flashlights are located in the Emergency exits on each floor. (refer to Fire Alarms information below)
Enter 2nd floor:

Walk towards 2nd floor central light switch right of electrical/telephone room
Walk to light switch left of room 204

Walk towards 2nd floor West Emergency Exit and go down the stairs to Moss Street.  Meet across the street by Purdy’s

Ground Floor:

Walk around to front sliding doors (refer to Doors information below)

Out through the back side door

Parkade:

In through the parkade gate (Refer to Parkade information below)

Walk down to P2 and back up to P1 (refer to P1 information below)

Into the P1 elevators (refer to Elevator information below)

CENTRE HOURS
· Centre’s working hours are 8:30am to 4:30pm.
LIGHT SWICHES

· The central light switches on the 3rd floor are located across from of Angie’s office and on the wall across from meeting room 310.

· There are sets of Power Smart Light switches located on the 2nd floor, right of the electrical/telephone room and 2nd floor, left of the boardroom.  Instead of turning of the light for the whole building, there are light switches for certain areas to turn off when not in use. 
FIRE ALARMS

· In the case of a fire alarm do not use the main stairs or the elevators.  Fire fighters need to access these.  Instead, use the emergency exit stairwells and refuge areas on the second and third floor.

· A person in a wheelchair can remain in the refuge area if on the 2nd & 3rd floor safely East refuge area.
· Go down the emergency exit stairwells and exit onto Moss Street.  Meet across the street by Purdy’s.
DOORS
· If you are the first to enter the building, enter from a door with a delay circuit such as sliding glass doors on the main floor or the doors from the parkade to the elevator.

· The sliding door key (lock to the right of the doors) will open the front doors.

· You have 30 seconds to enter your pass code into the alarm panel to the right of the elevators followed by a “1.”

· The same is true for the doors from the parkade into the P1 or P2 elevators.

· The front sliding doors also have a small white button to the left of the doors that will open them in case you need to let someone in from outside who does not have a key.

· The side exit door to the right of the back sliding doors can be an easier exit if you’re arming or disarming the system. 
· To arm the system, enter your pass code followed by a “2.”  You then have 60 seconds to exit the building.
PARKADE
· To open parkade gate press your parkade card into the sensor.  You will then have 10 seconds to enter before it closes.
· There is a sensor near the ground that will detect whether or not someone or something is under the gate and will prevent it from closing.
· Please wait for the gate to close before driving off.  There is a sign “Stop for the Gate” hanging from the ceiling shortly after you enter the gate.

· Please do not follow another car to enter the parkade.  Always use your own parkade pass to enter the parkade. Wait for the car in front to going in first and the gate to close before using your parkade pass to open the gate. 

· There is a bike rack on P2 as well as another refuge area
ELEVATORS

· For after hours access to 2nd and 3rd floor, you must use your elevator to turn 2nd and/or 3rd floor to “on”. 
P1
· There is a washroom and a shower available to all staff.
· There are two storage rooms for records and equipment.

· Stanley’s workshop and office are located here. 
I have attended the building tour:

Name:  


Date:
                   
Signature: _______________________________________
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