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The Loudoun County Fire Marshal’s Office has established the following conditions of 

permit and guidelines for activities during high risk social periods. Examples include but 

not limited to after prom parties, all night graduation parties, homecoming dances, and 

haunted houses. This publication is intended to assist schools and community groups with 

planning these events in a safe manner.   
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OVERVIEW 

 

Minimizing the fire and safety risks associated with activities during high risk social 

periods is of utmost importance.  Therefore, the following three step process has been 

created to assist with planning events in order to remain compliant with the Virginia 

Statewide Fire Prevention Code and the Codified Ordinances of Loudoun County. 

 

 STEP 1 – COMPLETE A WRITTEN EMERGENCY PLAN 

 STEP 2 – SUBMIT A FLOOR PLAN OF EVENT LOCATION DETAILING EVENT 

SPECIFICS 

 STEP 3 – COMPLETE A REQUIRED USE PERMIT APPLICATION 

 

Once the three steps have been completed, submit to the Loudoun County Fire Marshal’s 

Office for approval at least 30 days prior to the start of the scheduled event.  When 

the completed application packet has been received, the Fire Marshal’s office will review 

the information and schedule a site inspection on the day of the event. Once the site has 

been inspected and deemed code compliant the permit will be issued to the committee 

chairperson. The permit shall stay on-site with the Emergency Plan and be available for 

review throughout the event.   

 

STEP ONE – WRITTEN EMERGENCY PLAN 
 

The Written Emergency Plan shall have the following information: 

1) The school, group, or entity sponsoring the event. 

2) Name and address of the facility where the event will be held. 

3) Complete contact information for the following people (names, cellular telephone 

numbers, mailing address, and email addresses): 

o Facility owner.  

o Facility point of contact. 

o Event organizer or chairperson. 

o Alternate organizer(s) or chairperson(s). 

o Event representative who will be on site during the event.  

4) Date and time of the event. 

5) Estimated number of attendees to include staff/volunteers. 

6) Evacuation plan: 

o Means of egress for all attendees and staff/volunteers. 

o Location outside the building to assemble all occupants. 

o Accountability procedures. 

7) Procedure for reporting emergencies to Loudoun County Fire and Rescue and the 

appropriate local law enforcement agency (Loudoun County Sheriff’s Office, 

Leesburg Police Department, Purcellville Police Department, or Middleburg 

Police Department. 

8) Procedure for communicating with committee and volunteer personal. 

9) A plan to immediately stop any music, all audio visual or other special effects, 

and to turn on the lights in the event of a fire alarm or other emergency. 
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10) A letter from the facility manager if off Loudoun County Public School property. 

11) Documentation supporting decorative material is flame resistant or flame-

retardant (explained later).  

 

STEP TWO – FLOOR PLAN 
 

A hand written or computer drawn floor plan shall be submitted of the event location and 

include event specifics.  The following information shall be included: 

 

1) The facility floor plan. 

2) Location of all fire extinguishers. 

3) Location of all exits and exit stairways. 

4) Location of corridors, pathways and aisles not in use. 

5) Primary and secondary evacuation routes. 

6) Location outside the building to assemble and stage. 

7) Location of decorative displays. 

8) Location of portable power equipment such as a generator. 

9) Location of inflatable structures. 

10) Location of controls to stop any music, audio visual special effects, and to turn on 

the lights in the event of a fire alarm activation or other emergency. 

11) Brief description of individual activity areas including associated special 

amusement devices, audio visual and other special effects, and display of 

decorative materials/vegetation. 

 

STEP THREE – OPERATIONAL PERMIT(S) 
 

An operational permit for these events is required through the Loudoun County Fire 

Marshal’s Office.  The application can be located at www.loudoun.gov/firemarshal and is 

located at the end of this information packet.  A $90.00 check accompanying the permit 

application must be included to process the permit application.  Loudoun County Public 

School’s sponsored events are exempt from this fee. 

 

In certain circumstances additional permits may be required including, but not limited to, 

use of temporary tents over 900 square feet, the storage or use of liquefied petroleum 

gases, use of open flames, bonfires, and pyrotechnics.  The Fire Marshal’s Office can 

assist and make this determination based on the information submitted.   

 

INFORMATION ON FLAME RETARDANT PRODUCTS 
 

The Virginia Statewide Fire Prevention Code, which references the National Fire 

Protection Association 701 (Standard Methods of Fire Tests for Flame Propagation of 

Textiles and Films), addresses decorations.  The Loudoun County Fire Marshal’s Office 

recommends that all decorations be purchased from the manufacturer with a fire retardant 

applied.  Currently, there is no known local third party flame retardant acceptance testing 

provided in the region.  Therefore, the Loudoun County Fire Marshal’s Office 

http://www.loudoun.gov/firemarshal
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recommends certified flame retardant be applied during the manufacturing process of the 

decoration.   

 

KEY POINTS WHEN PLANNING ACTIVITIES DURING HIGH 

RISK SOCIAL EVENTS 
 

OCCUPANCY LOAD 

 The occupancy load for the space used shall be posted in a conspicuous location. 

 At no time shall the posted occupancy load of the area be exceeded, and 

depending on the equipment furnishing or amusement devices, etc. the occupancy 

load may be reduced. 

 

FIRE DEPARTMENT ACCESS 

 Designated fire lanes shall remain free from any obstruction. 

 Parking within fifteen feet of a fire hydrant is prohibited.  

 Fire alarm panels, fire sprinkler heads, fire department hose connections, pull 

stations, audible and visual alarm devices, and fire extinguishers shall not be 

obstructed from view or operation. 

 Maintain a minimum of a three feet clearance around any fire hydrant.  

 

EXITS 

 Exits and exit pathways shall not be obstructed. 

 Roping or chaining exit doors closed is prohibited.  

 All means of egress shall remain free of obstruction. 

 Tripping hazards in the path of travel shall be removed. 

 Decorations shall not obstruct any exit.  Exit enclosures, stairwells, and corridors 

shall be kept free of obstruction, combustible materials, tables, displays, and 

decorations. 

 Occupants shall not travel underneath any suspended decoration while traveling to 

or in an exit egress. 

 All exit signs shall be illuminated and clearly visible. 

 Emergency lighting shall be operational. 

 

DECORATIONS 
 Decorations shall not obstruct or hang from any fire protection devices (fire 

sprinkler system, emergency lights and/or fire alarm). 

 Decorations shall not obstruct or hang from any exit signs or means of egress. 

 Decorations hung on the wall shall not cover more than twenty percent of the wall 

and ceiling. 

 Decorations suspended near walls (such as curtains) shall meet the flame 

propagation testing evidenced through an approved test report and must be 

independently supported.  This report must accompany the permit application and 

available on site at the time of inspection.   
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 The locations of all decorations hung from the ceiling shall be approved by the 

Fire Marshal’s Office. 

 Furnishings, contents, and decorative materials that pose an extreme fire potential 

(such as hay bales, dry vegetation, foams, etc.) shall be prohibited. 

 

SAFETY 

 All light strings, lighting decorations, extension cords and electrical appliance 

shall be tagged with a UL or FM rating. 

 Extension cords shall be intact and free from exposed wire, shall not be plugged 

together to make them longer. 

 Extension cords shall be taped down to minimize tripping hazards. 

 Multi-plug adapters shall not be used, with the exemption of UL listed approved 

surge protection devices.  

 

OPEN FLAMES 
 Candles, lanterns, pyrotechnics (fireworks) and any open flame devices are 

prohibited in any building. 

 Sky lanterns are prohibited from use in the county, unless tethered and attended. 

 Smoking shall be permitted in an approved area away from the building. 

 

SPECIAL EFFECTS, DJ’S AND AIR STRUCTURES 
 All music and audio-visual special effects shall turn off in the event of a fire 

alarm activation or emergency. 

 Smoke machines or dry ice shall not be used due to the possibility of fire alarm 

activation and obstructing visibility.  

 

COOKING  
 Tents where cooking is performed shall be considered “cooking only” and shall 

be separated from other tents, canopies or membrane structures by a minimum of 

twenty feet  

 All outdoor cooking grills (propane or charcoal) shall be no closer than fifteen 

feet from any building, and shall not be used under tents unless “cooking only”.  

 Propane cylinders shall not be stored under tents. Storage of propane cylinders 

shall be twenty feet from the tent and secured to prevent propane tanks from 

falling/tipping over. 

 Operations such as warming of foods and similar operations that use solid 

flammables, butane or other similar devices shall be approved prior to use. 

 Outdoor cooking that produces sparks or grease-laden vapors shall not be 

performed within twenty feet from an occupied tent, canopy or membrane 

structure.  Per the Loudoun County Health Department, outdoor cooking requires 

a separate tent from the tent designated for event occupants. 

 “No Smoking” signs shall be posted inside the tent. 
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