Making an Evacuation Plan


Worksheet 4: Post Evacuation Procedures

Make a detailed list of management personnel and supervisors to be included in the post evacuation procedures. Speak with each one individually and find out what records they consider critical, where these records are kept, and what business functions should be shut down. 

EMERGENCY MANAGEMENT CALL-UP LIST
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List, by priority, any manager to be called in the event of an emergency:


When management is contacted it will be their responsibility to contact the names after they are on the call sheet.

	Name
	Office #
	Cell Phone #
	Pager #
	Home #

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



The key is speaking with them individually. Get their ideas and reasons why they feel these needs are critical.

After you have spoken with each manger and supervisor, meet with top management to discuss the identified critical records and equipment to be shut down. At this time a determination needs to be made regarding the need for an Emergency Response Team. If it is not needed, then document how they want to manage business operations. This documentation will be included in the emergency evacuation plans.

If they do want to form an Emergency Response Team, then continue by revising the list of critical records and shut downs as appropriate from the above discussion and determine who will be responsible for carrying out each of the duties. 


Create a list your emergency response team members and include:

· Name and contact information 

· Overall evacuation responsibilities 

· Specific post evacuation procedures.
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Emergency Response Team Members Roster


	Name
	Phone  #
	Shut Down Area
	Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Review the edited individual responsibilities and procedures with each member of the Emergency Response Team. Then bring the entire team together to:

· Go over the duties and procedures of each member.

· Discuss and coordinate everyone’s duties and procedures.

· Revise responsibilities and procedures as needed.

· Finalize roles and procedures.

The Emergency Response team members will need:

· Specialized training to assure their safety and the ability to get their job done.

· Communication equipment to maintain communications with the person in charge of the evacuation and each other.

· Identify and obtain the communication equipment.
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