(Company Name)
Facility Evacuation Procedure

Purpose:

The intent of this procedure is to provide for a safe orderly evacuation of employees and visitors from the (Company Name) facility.  This procedure has been written as an addendum to the (Company Name) Emergency Action Plan.
Definitions:

· Safety Coordinator- This individual is responsible for coordinating and maintaining the (Company Name) Emergency Evacuation Plan and related training and documentation.

· Chief Floor Wardens-These selected individuals are responsible for identifying the floor wardens in his/her department, coordinating the emergency evacuation procedures, reporting to the Safety Coordinator when an emergency evacuation takes place and attending the post-evacuation meetings.

· Floor Wardens-Employees designated in each department who are responsible for “sweeping” their assigned area to insure that all employees and visitors are safely evacuated from the building when necessary.  They report to their Department Chief Floor Warden regarding the accountability of those individuals in his/her assigned area.

Responsibilities:
A. Safety Coordinator will coordinate and maintain the (Company Name) Emergency Action Plan and related training and documentation.

B. Department  Chief Floor Wardens
1. Designate Floor Wardens and Alternates in his/her department;
2. Act as the main contact for the Safety Coordinator;

3. Be familiar with the entire layout of the his/her area of responsibility and have a general idea of all employees and visitors in the same;

4. Advise the Safety Coordinator any time a name or phone number of a Department Floor Warden or Alternate in his/her respective department changes;

5. Disseminate information received from the Safety Coordinator;

6. Work closely with the Safety Coordinator to ensure that Department Floor Wardens and Alternates have sufficient training and will offer suggestions of needed training or support.

7. Ensure that all staff members have a copy of the (Company Name) Emergency Evacuation Plan and this Emergency Evacuation Procedure.

C. Department Floor Wardens
1. The Department Floor Warden’s primary responsibility during an emergency evacuation is to “sweep” his/her assigned area to insure that all employees and visitors are safely evacuated to the designated assembly area (identify assembly area).

2. After the Floor Warden has insured that employees and visitors in their assigned area have evacuated, he/she must report to their Department Chief Floor Warden.

a. Report if you have noted any suspicious items during your evacuation inspection.

b. Report the location of any mobility impaired individual(s) who was unable to evacuate. 

c. Keep access lanes clear for emergency equipment.

d. Instruct employees and visitors to go to the designated assembly area.

3. Report any violation of this policy to the Safety Coordinator.

D. Employees
1. In the event of an emergency situation, employees are responsible for their personal safety.
2. Employees are responsible to comply with the directions of any Department Floor Warden during an emergency evacuation.

Planning for an Evacuation: 

· Evacuation maps have been posted throughout the (Company Name) facility to display location, evacuation routes and exits.  
· Employees in your departments must know in advance the location of fire alarms and primary and secondary evacuation routes designated for their work areas and the routes they will follow to reach those exits in case of an emergency. NOTE: The secondary evacuation route should be use only if the primary exit is obstructed or unsafe to use.
Emergency Evacuation Procedure:

When a fire alarm or alert is sounded or a fire is reported by an employee, regardless of the reason for the alarm or the severity of the fire, ALL EMPLOYEES must take the following action immediately:

1. Alert others around you.
2. Shut down any operations, which may create additional hazards if left unattended.  This step should be performed only if you can do so without endangering yourself.
3. If you are on the telephone when an alarm sounds, the call should be courteously terminated and you should prepare to evacuate.
4. If safe to do so, secure sensitive documents.

5. You should:
a. Follow the instructions of the Department Chief Warden or Floor Warden.

b. Proceed to the nearest exit.   Use alternate routes only if the primary exit is obstructed or unsafe to use.  ELEVATORS ARE NOT CONSIDERED EXITS DURING A FIRE.

c. Walk, do not run and keep noise to a minimum.

d. Remove high heels to avoid tripping.

e. Do not push or crowd, use handrails in stairways-stay to the right.

f. Check doors for heat before opening.

g. Assist people with disabilities if they are present.

7. Department Floor Wardens must “sweep” all areas of their respective departments to verify that employees and visitors have safely evacuated the building.

8. When outside the building, proceed to the designated assembly meeting area.  You should:

a. Once outside, move away from the building quickly and to the designated assembly area (identify assembly area)
b. Watch for falling glass.

b. Do not talk to the press.  If asked any questions, refer them to the Safety Coordinator.  Misinformation or partial information can cause bigger problems.

9. The Department Chief Floor Warden must take a head count to insure all employees and visitors were safely evacuated from the building and ask if any employee or visitor are in need of medical assistance. When one or more employees or visitor are unaccounted for, employees are not to re-enter the building to conduct the search.  The Safety Coordinator will pass the names and the approximate location of the employees or visitors on to the ranking fire or other emergency response official in charge.
10. Employees must remain at the designated assembly area until directed otherwise.

11. Do not re-enter the building for any reason until you are notified that it is safe to do so.
12. Should the evacuation be extended for a period of time, the Safety Coordinator will provide employees with further instructions on leaving the scene to go home or providing transportation to an offsite location. 
Post Emergency Evacuation:

1. The Department Chief Floor Wardens and Safety Coordinator will hold a post-evacuation meeting to discuss any observations or safety concerns observed during the evacuation.  These findings will be compared with the expected actions as addressed in this Emergency Evacuation Procedure and action items for improvement will be discussed.
2. Action items for improvement will be documented on the Emergency Evacuation Log and responsibilities and target dates will be assigned for completion of these action items.  
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