Making an Evacuation Plan


Worksheet 5: Accounting for Personnel after an Evacuation
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Prepare a check sheet for accounting for all personnel.  You prepared a list of personnel in a Section 2 Worksheet. Make sure a copy is available at the assembly area so you can verify that all personnel are out.


	Name
	Area Name
	Supervisor’s Name
	Personal Contact Name
	Work #
	Home #
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Identify one person to be responsible for the assembly site and to keep track of all personnel who have been evacuated. Name that person now.
 


On your personnel roster identify the names of your Emergency Response Team members and indicate where they are usually located in the building. Revise your roster now.
Draw some lines in the sand, put time frames on everything and don’t let anyone leave until everyone had been located.
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How long will you keep your personnel at the assembly point?
 

 
Document the following information. 
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Where will personnel assemble?
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What route will they take to get there?
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Who is in charge of the assembly area?
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How long will personnel stay there after all are accounted for and are assembled?
 


Have a first aid kit at the assembly area.
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If you do not already have a first aid kit create one, write "Y" when complete.       
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Who will be responsible for assisting with first aid?




 
You should have a cellular phone at the assembly area. 
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Determine if a cellular phone is available, write "Y" when complete. 
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Determine who will be responsible for using the phone.
 


Arrange for communications for your emergency response personnel. 
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Specify the communication arrangements.
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Detail equipment needed, how it will be used, and who is responsible for equipment. 
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Confirm communications portion is complete by writing a "Y" in the box.
Now that you have created the evacuation routes and planned the assembly site in detail make an appointment with the appropriate person from your local fire department to arrange a site visit to review both the evacuation route and site plans. After their evaluation, update the evacuation routes and assembly site plans if needed. 
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