Making an Evacuation Plan


Worksheet 6: Training Personnel
Emergency Response Team Training 
The following exercise will guide you along the process of creating a training sheet for your emergency response team. This sheet should indicate the dates and types of training for each person.

· Schedule your local fire department to conduct the specialized fire training for the entire team.

· Identify specific training needs of each member of the team based on their responsibilities in shutting down of business operations.

· Identify employees who know these needed skills and arrange for them to be the trainers.

· Schedule and conduct the individual team member’s training sessions. 

· Keep training records for each individual.
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Training Exercise Record
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Training Personnel
Bring the Emergency Response Team together to conduct a tabletop scenario for all personnel. A tabletop scenario is a simple discussion around a table to play out what needs to happen in the evacuation.

Together plan an evacuation for all personnel for a non-emergency scenario. Layout what each employee will be doing during an evacuation. Discuss and refine the plan as needed. Have each person write their section of the non-emergency evacuation plan.

After making a written plan for all personnel call them together by organizational group. Do a tabletop exercise to make sure each person knows his or her role. Make any corrections needed and run the exercise until everyone knows their part.

Be sure to include the following information.
· Individual roles

· The details of the evacuation plans

· What to do during the evacuation

· Individual evacuation routes

· Where to assemble
· What will happen at the assembly site
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Evacuation Roster

	Name
	Area
	Time Required
	Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


After running the tabletop exercises do the real thing. Determine how long it takes to evacuate the building. Find out how long it will take for your Emergency Response Team to complete their procedures. 

If the plan moves too slowly you may have to rewrite some procedures.

Repeat all of the above steps, this time working on an emergency evacuation scenario.
Keep records on your training dates and setup regular training dates throughout the year. There should be at least two or three training exercises per year.

New hires should be instructed in evacuation procedures as a part of their orientation. A walk-through to the assembly area is advised.
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Training Exercise Record for New Hires

	Training Date
	Training Leader
	Participants
	Training Description
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