Emergency Evacuation Plan ("EEP")

The company has developed a set of procedures that are designed to avoid injuries in the event of an emergency evacuation.  All employees are required to become familiar with these procedures.  

EVACUATION

Office floor plans have been posted in the break room and throughout the office.  This floor plan reveals the quickest and safest exit routes from all locations within the office, as well as where fire extinguishers are located.  

It is recommended that you familiarize yourself with the exit route closest to your work area. Successful evacuations are dependent on cooperation and trust.  Panic is the catalyst and must be controlled.  The basic rules on evacuation are:

(1) Don’t panic.

(2) Know the recommended exit routes.

(3) Follow instructions.

(4) Do not use elevators, even if they are still operating. The stairwells are designed to withstand fire for two hours.

(5) Help your fellow employee when necessary.

(6) Don’t try to be a hero by endangering yourself or a fellow employee.

Emergency Escape Procedures And Emergency Escape Routes

When it becomes necessary to evacuate the facilities, the following procedures will be utilized:                    

(1) Immediately notify the Fire Department at 911.  Give the following information.

a. CompanyName

b. Address
c. Your name

d. Location of fire on floor, if possible

(2) Call Building Security 

(3) Close doors around fire area and pull the EMERGENCY FIRE ALARM BOX closest to area. There is one located next to each exit stairwell and one by the men’s restroom.

(4) If safe to do so, attempt to extinguish small controllable fires.  Smother wastebasket fires. There are ceiling mounted sprinkler heads. 

(5) Notify a Safety Team Leader. The current Safety Team Leaders are:



________________________


________________________



________________________



________________________

(6) Prepare to evacuate. Listen for instruction over the public address system. You may receive emergency instructions that will be broadcast. If you cannot hear the instructions, proceed with caution to the nearest stairwell, and outside of the building.

(7) Inform any clients or visitors that you are meeting with that they need to evaluate the building.

(8) If it’s necessary to evacuate the building, quickly move down the emergency stairwells to the ground floor.  Do not return for personal articles.  DO NOT USE ELEVATORS - use the emergency stairwells. DO NOT OPEN DOORS THAT ARE HOT. 

(9) Descend to the bottom floor in a calm, orderly manner staying to the left-hand side of the stairs.

(10) If smoke is present, stay low and crawl with body against the floor. If forced to make a dash through smoke or flame, hold your breath and cover your nose and mouth.

(11) Relocate on the outside of the building to the meeting spot designated on the evacuation plan. This spot is located _____________________________________________________
(12) Do not re-enter the office or building until advised by the Fire Department or Building Management.

(13) It is very important that you check in with a Safety Team Leader once you have relocated to the meeting spot. 

