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Emergency Action Plan

GENERAL EMERGENCY GUIDELINES:

FIRE:

1.

Stay calm and think through your actions

Know the emergency numbers:

—  Fire/Police/Ambulance 9-911

— Internal Emergency Number (if applicable)
— Human Resources

— Page

—  Operator “0”

Know where the stairwell exits are located
In the event of any emergency, do not take elevators, use the stairs

Do not hesitate to call/alert others if you believe that an emergency is occurring — you will not “get in
trouble.”

Know where emergency equipment is located: (insert location)

EVACUATION

Employees will be notified of a fire alarm either by the fire alarm system or by a paged announcement.

Upon becoming aware of a fire alarm, employees should immediately evacuate the building using the closest
stairs. Do not delay evacuation to get personal belongings or to wait for co-workers. Also, all doors should be
closed as the last person passes through. (Note: never use elevators during fire alarm situations).

Supervisors should be the last persons to leave the area. Check in conference rooms, lavatories, and offices to
be sure that all personnel have evacuated.

Any employee having a mobility, visual, hearing, or other condition, which may hinder them from becoming
aware of an emergency or evacuating, should request special assistance through Human Resources.

Upon exiting the building, personnel should report to [insert meeting location] for a headcount. [Insert
department] personnel should gather and be accounted for by [insert name]. [Insert department] personnel
should gather and be accounted for by [insert name].

If any employee is missing, an immediate report should be made to [insert name of incident commander] who
will in turn report to the first available fire department officer.

Employees should stay together in a group so that periodic updates on the situation can be issued.
The order to re-occupy the building will be issued by [insert name of incident commander].

In the event of inclement weather, [insert name of incident commander] will make arrangements for all
personnel to move to shelter.

EMPLOYEE DISCOVERING A FIRE:

Alert other persons in the immediate hazard area.
Activate a fire alarm or call [insert name] to page an emergency announcement.
If you have been trained, you can decide to use a fire extinguisher following these instructions:

-P=Pull the safety pin

-A=Aim the nozzle at the base of the fire
-S=Squeeze the operating lever

-S=Sweep side to side covering the base of the fire

*When using a fire extinguisher always stay between the fire and an exit; stay low and back away when the fire
is extinguished.

*Never feel that using a fire extinguisher is required. If the fire is too hot, too smoky or you are frightened,
evacuate.

e Have someone notify [insert name of incident commander] where the emergency is located. He/she will
relay this information to the fire department.
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3. MEDICAL EMERGENCY: (chest pains, loss of consciousness, fall from a height, etc.)

Upon discovering a medical emergency, call 911.
Call the operator (*O”) and report the nature of the medical emergency and location.

Stay with the person involved being careful not to come in contact with any bodily fluids, unless properly
trained and equipped.

Send two persons (greeters) to the building entrance, [insert building entrance], to await the fire
department. (One person should call and hold an elevator car. Often two fire department units will arrive,
so the second greeter should wait at the entrance to receive the second unit while the first greeter escorts
the fire dept. personnel to the scene).

Employees in the immediate vicinity of the emergency, but not directly involved, should leave the area.

Human Resources will make any necessary notifications to family members of the person suffering the
medical emergency.

4. SEVERE WEATHER:

The receptionist will monitor a weather alert radio. If a severe weather report is issued, she/he will
immediately page the following announcement: [insert announcement]. (This announcement will be
repeated three times).

Employees will shut down office equipment and will be instructed where to go for safety.

The receptionist will take the weather radio with her/him. When the severe weather warning is cancelled,
she/he will send runners to advise that it is safe to return to office areas. A general announcement will
also be made.

5. WORKPLACE VIOLENCE:

Any employee who feels that she/he has been threatened should immediately report their concern to their
manager and to Human Resources.

If any person is observed exhibiting threatening behavior or making threatening statements, the person
discovering the situation should warn others in the area and immediately notify Human Resources and
stay away from the person exhibiting threatening behavior.

Depending upon the level of concern, the [insert police department] (911) should be called immediately.
Never attempt to confront any person exhibiting threatening behavior.

*If you have reason to believe that events in your personal life could result in acts of violence occurring at work,
you are urged to confidentially discuss the issue with Human Resources so that a prevention plan can be
developed.



