Making an Evacuation Plan


Worksheet 14: Emergency Evacuation

	EMERGENCY Evacuation Plan for:

	Business Name:
	

	Street Address:
	

	City:
	

	State:
	

	Zip:
	

	Phone:
	


	Safety of persons is the #1 Priority




Person in charge makes the decision to follow or not to follow this check sheet. 
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Remove this plan and computer disks to safety. 


	Remove the Following Vital Records from the Office (if time allows)

	

	

	

	

	

	

	

	

	

	

	

	


	Shut Down, Unplug, and Cover the Following Vital Equipment

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Place all records removed in the office manager’s vehicle.

· Person in-charge makes a final check to ensure all personnel are clear of the building. 

· The person will then go the assembly area for "Safety" and "Accounting" of personnel.

· Close but do not lock doors. 


· Call management to inform them of the current building evacuation status and that all personnel are clear.
Attachments
1. Emergency Response Team Post Evacuation Procedures. 

2. Assembly Area Personnel Check-In Sheet. 

3. Assignments Sheet for all personnel.
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