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Introduction
• An evacuation will happen sooner 

or later at each and every site.
• To effectively handle anticipated 

emergencies we must plan, 
prepare and respond.
– People don't plan to fail, they fail to 

plan.
• There are many regulations 

enforced by several agencies that 
require for companies to plan, 
prepare and respond. These 
agencies include:
– Local Fire Department
– EPA
– OSHA 
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Regulations

• OSHA Emergency Action Plan regulation 
requires every employer to:
– Develop a written program
– Provide training to employees
– Develop and post evacuation route maps
– Develop headcount procedure
– Designate an Emergency Response Team (ERT) to 

assist in the evacuation
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Program Development

• The first step in developing a 
program is to generate a written 
emergency evacuation program.

• Once the program has been 
written, a training program must 
be developed and implemented 
for the Emergency Response 
Team (ERT) and employees.

• Upon completion of the training, 
a drill should be run to determine 
if the program and training are 
effective.
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Before the Evacuation

• Have evacuation routes and 
assembly areas been designated?

• Do employees know their evacuation 
route and assembly area location?

• Is there a sweep pattern for the ERT?
• Is there a headcount procedure in 

place?
• Assign an Incident Commander (IC) 

for each shift as well as a backup or 
specify first ERT at CP is IC.

• Assign an assembly area leader to 
each assembly area and designate a 
backup for each as well.
– This needs to be done for all shifts.
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Evacuation Maps
• Evacuation maps must be 

posted on each floor. 
• Evacuation maps should 

identify primary and backup 
evacuation routes. 

• Evacuation maps should 
identify the location of 
emergency equipment.

• Evacuation maps should be 
oriented so that the routes are 
pointing in the right direction.

• Maps should be updated if 
the building configuration or 
evacuation routes change.
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Evacuation Maps
• Evacuation maps must be posted 

on each floor. 
• Evacuation maps should identify 

primary and backup evacuation 
routes. 

• Evacuation maps should identify the 
location of emergency equipment.

• Evacuation maps should be 
oriented so that the routes are 
pointing in the right direction.

• Maps should be updated if the 
building configuration or evacuation 
routes change.
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Assembly Area

• Assembly areas should be:
– Marked so that they can be 

seen easily
– Designated by letter, number 

or color
– Assigned to departments so 

that there are not too many 
people reporting to the same 
assembly area

– Located away from dangers 
such as overhead power 
lines and chemical storage 
areas

– Easily accessible
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Training

• All employees should be 
trained on:
– When to evacuate
– Evacuation route (primary 

and backup)
– Location of the assembly 

area
– Headcount procedure
– Do�s and don'ts during 

evacuation
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Fire Alarm System

• Test the fire alarm system before the drill to 
make sure that it works and can be heard in 
all areas.

• In case of false alarm evacuate completely 
and count it toward a drill.

• Know how to activate the alarm, silence it as 
well as reset it.
– Recommend written procedures posted at the 

panel
– Usually the fire department does not want the 

alarm silenced until they authorize it
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Drills

• Coordinate with site management so that drill is run on 
a date and time that causes minimal interference with 
site operations such as:
– Month end
– Event
– Overtime
– Vacation
– Holiday
– Deliveries
– Clients 
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Drills
• Drills should be simple to start off and 

become more and more realistic and 
complicated as time goes by.

• Run drills on all shifts.
• Critique the drill after the drill to 

identify:
– Where the alarm cannot be heard
– Which departments did not know what to 

do and where to go
– Head counting problems
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When To Evacuate

• An evacuation may be 
necessary under the following 
circumstances:
– Fire
– Earthquake (lasting more than 5 

seconds) or other natural 
disaster

– Chemical release
– Gas Leak
– Fire alarm activation
– Power outage
– Verbal command from 

supervisory personnel or ERT
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Evacuation Initiation

• An area or building 
evacuation can be initiated 
by:
– Area manager or
– Area supervisor or
– ERT or
– Any employee in the absence 

of ERT, area supervisor or 
manager

• Use the building fire and/or 
evacuation alarm system to 
evacuate the building if one 
is available.
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During the Evacuation
• Listen carefully for instructions over the building’s public 

address system.
• Crawl low, under the smoke to breathe cleaner air if there is 

smoke. 
• Test doors for heat before opening them by placing the back of 

your hand against the door or door handle so you do not burn 
your palm and fingers. 

• Do not open a hot door, but find another exit route. 
• Keep “fire doors” closed to slow the spread of smoke and fire.
• Go directly to the nearest fire-free and smoke-free stairwell 

recognizing that in some circumstances the only available exit 
route may contain limited amounts of smoke or fire.
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During the Evacuation
• When the evacuation is 

initiated, stop work and 
immediately evacuate using 
your pre-assigned evacuation 
route.

• Once out of the building, go to 
your pre-assigned assembly 
area. 

• Check-in with your supervisor 
and await further instructions. 
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During the Evacuation

• If at the time of an evacuation 
an employee was in a different 
part of the same building they 
are to evacuate with the others 
to THEIR Assembly Area.
– Once at their Assembly Area they 

are to tell the area supervisor that 
they do not belong to their 
Assembly Area and that they will 
report to their own pre-assigned 
Assembly Area

– This ensures that the area 
supervisor knows that a visitor to 
their area has evacuated from 
their area safely.
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During the Evacuation

• If at the time of an evacuation an employee 
was in a different building than they were 
assigned to, they are to evacuate with the 
others to THEIR Assembly Area.
– Once at their Assembly Area they are to tell the 

area supervisor that they you do not belong to this 
building and that they will go back to your own 
building

– If their own building has also evacuated (ex. 
Earthquake) they are to report to their Assembly 
Area, otherwise do not report to the Assembly Area 
for apparent reasons

• If an employee is unable to reach their 
Assembly area, they are to report to the 
nearest Assembly area. 
– Once at the nearest Assembly Area inform the 

Assembly Area Leader (AAL) of your situation
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During the Evacuation
• Assembly Area Leaders should wear orange vests to allow 

employees to easily identify them.
• Contractors (janitors) and visitors shall evacuate with the area 

personnel to the Assembly Area assigned to the area in which 
they were in at the time of the evacuation.
– After checking with the area supervisor the contractors or visitors will be 

allowed to leave the Assembly Area
• Use all exits including the alarmed exits during emergency 

evacuations.
• There is no difference in procedures to be followed during an 

evacuation drill versus an actual emergency evacuation.
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During the Evacuation

• Shut down hazardous operations according to your area 
contingency plan prior to leaving the area.

• Once at their assigned Assembly Area, employees are not 
to leave unless:
– Directed or authorized to do so by their supervisor, Assembly 

Area Leader, ERT or Fire Department
– Staying at the Assembly Area endangers their safety or health
– Employees are not to reenter any evacuated area or building 

unless the area or building has been cleared by the ERT or Fire 
Department
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During the Evacuation

• If trapped:
– Stay calm and take steps to protect 

yourself.
– Go to a room with an outside window, 

and telephone for help if possible.
– Stay where rescuers can see you 

and wave a light-colored cloth to 
attract attention.

– Open windows if possible, but be 
ready to shut them if smoke rushes 
in.

– Stuff clothing, towels, or newspapers 
around the cracks in doors to prevent 
smoke from entering your room.
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DO NOT

• During an evacuation:
– Do not pick up personal belongings or go to 

your locker
– Do not run in the hallways
– Do not go to the bathroom
– Do not light a cigarette or smoke
– Do not go near hazardous areas such as power 

lines and chemical storage areas unless 
equipped and trained to do so

– Do not use the elevator



SLIDE-234-2019

Enviro
Safetech

Supervisory Personnel

• Upon initiation of an evacuation, the 
area supervisor or manager shall 
ensure that:
– All work is stopped and
– Critical operations are shut down according 

to the site contingency plan
– All employees, contractors and visitors 

evacuate the building quickly and in an 
orderly manner using the predesignated
evacuation route

– They are the last person to leave their area
– Close the door to their area (DO NOT 

LOCK IT)
• Once at the Assembly Area the area 

supervisor shall take a headcount of 
employees, contractors and visitors 
assigned to their area.
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Supervisory Personnel

• During the headcount determine how many 
are missing, if any. If anyone is missing from 
your headcount:
– Determine the name of the missing person(s) and
– Determine where they were last seen
– Determine if any of your employees are injured or 

ill
• Once the head count is taken, the area 

supervisors and area managers shall 
immediately report their headcount status to 
their AAL according to the pre-set chain of 
command. The status report shall include:
– If all are accounted for, or
– Number missing, their name(s) and the location 

that they were last seen
– Any injuries or illnesses ( number and type)
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Supervisory Personnel
• Area supervisors and managers are responsible for preventing 

employees from leaving the Assembly Area.
• Each area supervisor and manager shall designate a backup 

for their responsibilities in the case of their absence during an 
evacuation.
– The backup shall be trained by the area supervisor or manager as to the 

identity of those assigned to their headcount, and
– The identity of the person the headcount is to be reported to 

• New hires shall be trained by their respective supervisors on 
evacuation procedures ASAP.

• Identify personnel with special needs or disabilities who may 
need help evacuating and assign one or more people, including 
back-up personnel, to help them.
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Assembly Area Leader
• In the event of an evacuation the AAL shall:

– Immediately report to their assigned Assembly 
area, and

– Don the orange vest to identify them as an AAL
– The AAL shall obtain the headcount status from 

the area supervisors and managers assigned to 
their Assembly Area

– Track the number, names and department of 
missing employees along with location that they 
were last seen

– Track the number, name and types of injuries 
associated with any injured personnel reporting to 
their Assembly Area

• Each AAL shall be assigned a back up AAL 
in case the primary leader is not at the 
Assembly Area.
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Assembly Area Leader
• The AAL shall ensure that the information gathered  during the 

headcount is accurately and completely relayed to the ERT 
Incident Commander (IC).
– The headcount can be relayed either by runner or collected by the ERT.

• The AAL shall identify which employees in their Assembly area 
do not belong there.
– This may include misplaced employees, janitors, visitors and contractors

• Once the area or building has been cleared for re-entry, the 
ERT IC will notify each AAL to inform the area supervisors and 
managers to direct the employees back to their respective area 
or building.
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ERT Responsibilities
• Evacuate the building assisting others at the same time.

– If assigned sweep patterns do so

– Do not recommend sweeping high hazard areas during an evacuation

• Report to the CP and get your assignment from the IC.

– Obtain headcount from the Assembly Areas

– Report any missing or injured employees to the IC

• Search areas where missing persons were last seen using the buddy 
system and appropriate personal protective equipment.

– The buddies must be at least within sight of each other and preferably within 
audible range

– This applies to ERT and not employees

• Meet the first in engine from the fire department at the street and direct them 
to the emergency location, CP or IC.

– Report the headcount status to the captain of the first in engine
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Chain of Command
• One of the first and most important things to 

do during an evacuation is to establish the 
chain of command through the Incident 
Command System (ICS).
– Once an evacuation is initiated the shift ERT IC will 

take over as soon as they arrive and get debriefed
• The ERT is in charge of all operations and 

directs all in-house emergency response 
activities.
– The IC shall remain in control until the emergency 

has been terminated or sufficiently moderated as 
determined by the IC



SLIDE-304-2019

Enviro
Safetech

Chain of Command

• Once a representative from an outside 
agency (Fire Department) has arrived 
on the scene they may and usually 
assume command. 

• If the agency takes over command, the 
IC will then act as a liaison to the 
responding agency.
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Chain of Command

• Report your area headcount or the headcount reported to 
you according to the following chain of command:
– Supervisor to manager 
– Manager to director
– Director to VP
– VP to Assembly Area Leader
– AAL to IC
– IC to Fire department
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Equipment
• The following equipment may be useful during an evacuation:

– Incident Command vests
– Bullhorn
– Evacuation chair
– Walkie talkies


