Fire Evacuation Plan for: 
Name of Establishment

Your Address
· In the event of emergency, employees are alerted by:
How do you let your employees know when there is a fire?  Is it by the sounding of an alarm or a preprogrammed voice message?  In this section, provide a description of the emergency alert you use.  Include: 
· What your alert tone sounds like (buzzing, beeping, bells, public address system announcement, verbal announcement, etc.).
· What are your preprogrammed voice messages, if appropriate.
· In the event of fire or other emergency, 
This section is to be used to describe the emergency exit or escape route procedure.  You need to include whether evacuation of the building is to be complete or, where approved, if you will evacuate by selected floors or areas only.

· In the event of an emergency, employees shall evacuate: 

This section describes the evacuation routes to be taken and the manner that employees should leave the building, whether by designated doors or the closest available exit.  For example:

“by means of the nearest available marked exit.  Exit plans are posted next to each exit door.”
· In the event of an emergency, the following employees are to remain in the workplace to shutdown or monitor critical operations before they evacuate:
· Describe employees, by name or job, who are designated to remain to do this, and the operations of which they are in charge.  OR if this does not apply to your establishment, you can simply state “Critical operations shutdown procedures are not required, because no employees are authorized to delay evacuation for this purpose.”
· After an emergency evacuation, employees are to gather in the following location(s): 
Define a meeting point for all employees, floors, areas, or each department that is far enough away from the building to enable fire department apparatus access and to ensure everyone’s safety.  

· After an emergency evacuation, the procedure for accounting for all employees is: This section is used to describe the method that your establishment uses to account for all employees.  You may wish to have managers or supervisors take attendance of their employees to ensure that everyone is present.  You may wish to have employees report to a designated person from each floor, who would then check their names off of a list.
· In the event of emergency, the fire department will be contacted by:
In this section, include your preferred and alternative ways of reporting fires and other emergencies to the fire department or other designated emergency response organization.  Are your fire alarms monitored so that when they sound or when a pull station is pulled the alarm company immediately contacts the fire department?  Describe 2 other ways to call 

9-1-1 (i.e. “Mrs. Stevens will use her cell phone to contact 9-1-1 after she has evacuated the building and is at the designated meeting place.  The receptionist will immediately exit the building and use the telephone at  “Next Door Neighbor Company” to dial 9-1-1, and then will report to her designated meeting place.”)

· The following employees are to perform rescue or medical duties during an emergency: 

According to your company’s policy, enter a statement describing the employees (by name or job) who are responsible for rescue and medical assistance during an emergency.  These should be people who are trained in universal precautions, CPR, first aid, etc.  If this does not apply to your establishment, you may simply state “No employees are assigned to perform medical or rescue duties during emergency evacuation situations.”
· For further assistance with fire evacuation procedures, the following individuals may be contacted:
List the person's name and telephone number (office phone, home phone, cell phone, pager, etc) whom you wish the fire department to contact with questions about this policy.  In the instance of an emergency evacuation, the person you wish for the fire department to contact needs to be easily visible, such as by wearing an orange vest or hat.

· In the event of an after-hours emergency, please provide call numbers for the persons the fire department is to contact.  We will need to notify you of the emergency.

