Making an Evacuation Plan


Worksheet 11: Non-Emergency Evacuation


Scenario #1 

Building Fire Alarm Sounds, No Smoke or Fire observed. 
The building fire alarm system sounds, the office manager checks hallway and finds no evidence of fire or smoke. The fire department will respond, check the building and shut off the alarm.


	Non-Emergency Evacuation Plan for:

	Business Name:
	

	Street Address:
	

	City:
	

	State:
	

	Zip:
	

	Phone:
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Detailed instructions to the location: 
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Building Description:





Notice to evacuate
The office will act on information received regarding hazardous conditions from weather alert radio, local police and fire services or from company management.

Person In-Charge
The person in charge of office operations at the time of the non-emergency evacuation notice will be responsible for supervising the evacuation.

Warning of Evacuation
Warning will be given by word of mouth to all personnel working in the building area at the instruction of the person in charge.

Assignment of Evacuation duties
The person in charge will assign duties to personnel in the building according to the evacuation plan.


Assigned Duties List
The Evacuation Check-Sheet, on next page, will have assigned duties detailed and listed. The person in charge should use this Check-Sheet for assignment purposes.

Phone Calls
Calls will be made to management as specified on the Emergency Management Call Sheet.

Records download
Equipment shut down, equipment protective covering and record removal to office manager’s vehicle will be made before leaving the facility.

Check for Personnel
The person in charge will make a final check of the building to verify that all personnel have evacuated safely.

Evacuation routes are posted throughout the building on walls. Emergency lighting is in all hallways should electrical power be lost.
PAGE  
1

