MODEL EMERGENCY ACTION PLAN
Section 1 - SCOPE, OBJECTIVES, APPLICABILITY

1.1
Scope

This plan sets forth the actions employees must take to ensure their safety in the event of a fire or other emergency.

1.2
Goals and Objectives

It is the goal and objective of _____________________________ to comply with the requirements of






 (Name)

29 CFR §1910.38 "Employee emergency plans", and 29 CFR §1910.155 - .165 "Fire Protection", and all other federal and state regulations pertaining to employee safety from fire and other emergencies.

1.3
Applicability

This plan applies to each employee.

Section 2 - EMPLOYEE RESPONSE TO FIRE
Upon the discovery of a fire, an employee shall not attempt to extinguish it but shall take the actions described in Section 3, "SOUNDING ALARM AND EVACUATION", of this Plan.

[Optional language:  "Upon the discovery of a fire which is capable of being extinguished utilizing a portable fire extinguisher, each employee who is trained in the principles of fire extinguisher use and the hazards involved with fighting fires at their initial stages shall take actions to extinguish the fire.  If such actions fail, the employee shall immediately take the actions described in Section 3, "SOUNDING ALARM AND EVACUATION", below.]

Section 3 - SOUNDING ALARM AND EVACUATION
3.1
Reporting Emergency and Sounding Alarm

An employee who discovers a fire shall immediately contact the _______________________ who will sound the alarm.  [This may include utilizing a communication system provided it can be heard by all employees in the work place.]  The emergency telephone number to be called is ________________ and is posted near all telephones and on employee notice boards.  Upon the sounding of the alarm all employees shall be evacuated.

[Optional language:  An employee who discovers a fire shall immediately sound the fire alarm by activating the (steam whistle, air horn, strobe lights or pull box).  Upon the sounding of the alarm all employees shall be evacuated.]

NOTE:  Direct voice communication, such as yelling "Fire!", is not acceptable if you have more than 10 employees.  (29 CFR §1910.165(b)(5)).

3.2
Evacuation

Upon the sounding of the alarm, employees who have been assigned as evacuation wardens shall ensure that all employees immediately evacuate the workplace along the preassigned escape routes and proceed to exterior safe areas. The safe area(s) for our cooperative are: _________________________. Employees are to be instructed to move away from the exit discharge doors of the building and shall not congregate close to the building to avoid hampering emergency operations.

Immediately following the sounding of the alarm the local fire department is to be notified in the manner described in 3.4.

3.3
Evacuation Wardens

An adequate number of employees shall be available at all times during working hours to act as evacuation wardens so that employees can be swiftly moved from the danger location to the safe areas.  At least one warden for each twenty employees in the workplace will provide adequate guidance and instruction at the time of a fire emergency. The employees selected or who volunteer to serve as wardens will be trained in the complete workplace layout and the various alternative escape routes from the workplace. All wardens and fellow employees will be made aware of handicapped employees who may need extra assistance, such as using the buddy system, and of hazardous areas to be avoided during emergencies. Before leaving, wardens will check rooms and other enclosed spaces in the workplace for employees who may be trapped or otherwise unable to evacuate the area.

After evacuation is completed, the wardens will account for or otherwise verify that all employees are in the safe areas.

3.4 Reports to Fire Department

Following the sounding of the alarm and as soon as possible during the evacuation of employees, the fire department is to be notified of the exact location of the fire.  This is to be accomplished by the ___________________ immediately following the sounding of the alarm.

Section 4 - Emergency Escape Routes
The emergency escape routes and assignments for each employee are as follows: [Attach the appropriate maps.]

Section 5 - Emergency Medical Aid
Those employees who are trained to render medical first aid assistance are to provide the medical aid to fellow employees as necessary.

Section 6 - Training

6.1
All Employees shall be made aware of the existence of this plan, its provisions, and any revisions.

6.2
Those employees who are designated to assist in the safe and orderly emergency evacuation of employees shall be trained in the complete workplace layout and the various alternative escape routes from the workplace.  In addition, these employees shall receive the training necessary to properly exercise the responsibilities identified in Section 3.2 of this Plan.

[Optional language: 6.3  Those employees who are designated to use portable fire extinguishers shall be familiarized with the general principles of fire extinguisher use, the hazards involved with fighting fires at their initial stages, and training in the use of the appropriate equipment.  This training shall be made available upon initial employment and at least annually thereafter.]

Section 7 - Availability of Additional Information

The names [or regular job titles] of persons [or departments] who can be contacted for further information or explanation of duties under the plan are as follows:

Section 8 - Tornado Evacuation
Upon the direction of the United States Weather Bureau to take cover, employees are to evacuate to predesignated locations.  Our predesignated location(s) are: _________________________ ______________________.  In those cases where damage or injury occurs as a result of a tornado all applicable sections of this Plan shall be followed.
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