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OVERVIEW

· An essential element of the DoD antiterrorism program is the implementation of Force Protection Condition (FPCON) measures to reduce the vulnerability of individuals and property.  Concurrent with these measures are actions taken to protect personnel by evacuating facilities or sheltering in place.
· With respect to Fort Sam Houston (FSH), the objective is to notify every person on the installation that a Chemical, Biological, Radiological, Nuclear, or High Yield Explosive (CBRNE) hazard exists within five minutes of the initial CBRNE event.  This notification may come from a variety of sources, to include the FSH Installation Operations Center (IOC) mass notification system, e-mails and telephone alerts.
· Every facility on Fort Sam Houston (FSH) is required to have Evacuation and Shelter In Place plans that can be initiated within five minutes of receiving notification that a CBRNE event has occurred.  In addition, these plans should be designed so that all building personnel can be evacuated or sheltered in place within 15 minutes of the plan being initiated.
·  In the absence of an installation-wide threat notification, commanders, directors, supervisors and building managers must be able to assess potential threats on their own and quickly decide whether to evacuate or shelter in place.
· Some emergencies may require personnel to evacuate a building immediately upon threat recognition.  Examples of these situations include fire alarms and some bomb threats.
· In other circumstances, it may be best to keep personnel indoors to protect them from an unknown or unpredictable outdoor threat.  Examples where it is best to shelter in place include tornados, suspected chemical plumes or a suspicious haze blowing across the installation.
· Examples of other factors affecting the decision to evacuate or shelter in place include:
· The danger from a large explosive device placed outside a facility may be greater if personnel are evacuated out of the building in a manner that directly exposes them to the threat.  In these cases, it may be more prudent to move personnel to interior parts of the facility away from windows or other vulnerable areas.  In addition, the threat from secondary explosive devices placed outside a building may make sheltering in place a better option.
· The varying nature of chemical and biological agents.  Depending on the source and type of agent, evacuation may be the best course of action.  In other circumstances, sheltering in a specific portion of the building may be a better option; for example, moving personnel to the basement in the case of a chemical agent that is lighter than air.
· Many of the facilities and buildings on FSH are occupied by multiple organizations.  In these cases, close coordination and planning between building tenants is essential to ensure that common plans are developed, implemented and exercised.  Commanders, directors and supervisors are responsible for ensuring that evacuation and shelter in place plans are periodically reviewed and tested. 
· Both the FSH Fire Department and Antiterrorism Office (ATO) will inspect building evacuation and shelter in place plans.   Organizations will also be asked to exercise these plans under observation from the Fire Department and ATO. 
· The evacuation and shelter in place planning guidance and templates in this document are provided as general references only.  They should be modified to fit the unique requirements of each organization, unit and facility.
· Further assistance in developing building-specific plans can be obtained from the FSH Fire Department and ATO.  Additional planning guidance is available on the following web sites:
· www.ready.gov
· www.osha.gov
· www.fema.gov
EVACUATION PLANNING GUIDANCE
__________________________________________________________________
· Decide in advance who has the authority to order a building evacuation and direct evacuation operations; appoint alternate authorities who can act if the designated person is not available.
__________________________________________________________________
· Establish procedures for knowing who is in the building, to include customers and visitors.  Maintain current rosters of assigned staff.  Utilize sign in/out boards and rosters to assist in maintaining accountability of staff, visitors and customers.
__________________________________________________________________
· Ensure all building occupants are aware of the different methods of emergency evacuation notification (alarms, building public address systems, installation mass notification system, etc.).  Establish procedures to communicate evacuation notifications to the hearing-impaired and to those who do not speak English.
· Ensure internal building alarms, public address and warning systems are tested periodically.
__________________________________________________________________
· Develop building and site maps with evacuation routes and primary assembly points clearly marked.  If possible, the maps should also identify the location of key utility systems and control panels.
· Ensure entry and exit points are clearly marked on evacuation maps and are prominently identified with signs throughout the building.  As a minimum, there should be two ways out of the building from every location inside the facility.
· Post building evacuation maps in visible locations for quick reference by building occupants, visitors and customers.
· If stairways are included as part of an evacuation route, ensure all personnel are reminded to stay to the right while going down the stairs, this allows emergency workers to come up the stairs unimpeded.
· Elevators should not be used when evacuating for fires.
· Upon request, provide copies of the building evacuation and site maps to first responders and emergency personnel.
__________________________________________________________________
· Designate assembly sites for evacuation.  Assembly sites will vary according to the type of evacuation (fire, bomb threat, etc.) and are dependent on wind speed and direction for airborne hazards.  Ensure that primary assembly sites are identified on evacuation maps.
__________________________________________________________________
· For buildings with sensitive or classified material, ensure appropriate procedures are in place to safeguard the material during and after an evacuation.
__________________________________________________________________
· Consider installing emergency lighting or have a plan to use flashlights in case power is lost.
__________________________________________________________________
· Ensure plans and equipment are in place to evacuate persons with special needs or disabilities who may require assistance in the event of an emergency.
__________________________________________________________________
· Consider designating evacuation wardens for each work center or area to assist and supervise evacuation operations.  Generally, there should be no more than one evacuation warden for every 20 personnel (staff, visitors and customers).  An appropriate number of evacuation wardens should be available any time the building is occupied.
· Typical evacuation warden tasks may include: checking offices, bathrooms and other spaces before being the last person to evacuate their assigned area; coordinating assistance for evacuees with special needs; assisting with the evacuation of visitors and customers; locking doors as required; and, taking  and reporting head counts at assembly sites.  It is especially important to be prepared to report head counts and missing personnel to arriving first responders.
__________________________________________________________________
· As applicable, designate staff members to shut down critical equipment or other special systems that could be damaged if left operating in the event of an evacuation.  Ensure adequate personnel are appointed as back-ups should the primary be unavailable. 
__________________________________________________________________ 
· Ensure a head count of all staff, visitors and customers is conducted at the assembly site.  Consider designating a specific staff member to accomplish this task (i.e. the evacuation warden).  Use staff, visitor and customer sign-in rosters as applicable to accomplish this task.
· The use of visible signs or placards at the assembly sites may assist evacuees in finding their designated area.
· Report head count discrepancies immediately through the chain of command and to the first responders on the scene.  Include the last known location of missing personnel.
__________________________________________________________________
· Determine who is responsible for providing the all-clear or return-to-work notification.
__________________________________________________________________
· Be prepared to report all incident and evacuation actions taken to the Installation Operations Center (IOC), 221-2782.
__________________________________________________________________
· If occupying a leased facility, ensure appropriate reports are made to the building owner.
__________________________________________________________________
· Test and practice evacuation procedures frequently.  The use of TableTop exercises, walk-through drills and full-scale practice evacuations are all tools that can be used to improve the process.  Maintain documentation of training and exercise events.
__________________________________________________________________
· Revise plans, maps and procedures as required.
__________________________________________________________________
· Ensure new personnel are familiarized with evacuation procedures.
__________________________________________________________________
SHELTER IN PLACE PLANNING GUIDANCE
__________________________________________________________________
· Decide in advance who has the authority to order a shelter in place and direct shelter operations; appoint alternate authorities who can act if the designated person is not available.
__________________________________________________________________
· Establish procedures for knowing who is in the building, to include customers and visitors.  Maintain current rosters of assigned staff.  Utilize sign in/out boards and rosters to assist in maintaining accountability of staff, visitors and customers.
__________________________________________________________________
· Ensure all building occupants are aware of the different methods of shelter in place notification (alarms, building public address systems, installation mass notification system, etc.).  Establish procedures to communicate shelter in place notifications to the hearing-impaired and to those who do not speak English.  Ensure that all communications and notifications are clearly identified as “shelter in place” to avoid an accidental building evacuation.
· Ensure internal building alarms, public address and warning systems are tested periodically.
__________________________________________________________________
· Develop building and site maps that identify shelter in place rooms or areas.  The maps should also identify the location of key utility systems and control panels.
· Ensure shelter in place locations are prominently identified with signs throughout the building.
· Selection of shelter in place locations is threat dependent.  For tornados, basements provide the best protection; if basements are unavailable, choose an interior room or hallway away from windows.  For other threats such as outdoor chemical plumes, areas with the fewest windows should be selected; avoid rooms with mechanical or ventilation equipment because this equipment may not be able to be sealed off from outside air.  In multi-story buildings, the floor selected for sheltering in place in response to a chemical agent is dependent on whether the agent is heavier or lighter than air.  
· Post shelter in place maps in visible locations for quick reference by building occupants, visitors and customers.
· Ensure emergency supply kits are available in each shelter in place location.
· Upon request, provide copies of the building shelter in place and site maps to first responders and emergency personnel.
__________________________________________________________________
· Once the decision to shelter in place has been made, notify the appropriate authorities and time permitting, forward all telephones to the shelter in place location.
__________________________________________________________________
· Ensure plans and equipment are in place to move persons with special needs or disabilities to shelter in place locations.
__________________________________________________________________
· For buildings with sensitive or classified material, ensure appropriate procedures are in place to safeguard the material during and after sheltering in place.
__________________________________________________________________
· Lock exterior doors and close all windows, air vents and fireplace dampers.  If there is a reported danger of explosion, close window blinds, shades and curtains.
__________________________________________________________________
· Turn off all building HVAC systems.  Ensure personnel are designated and available to accomplish this task.  Appoint back-ups as required.
__________________________________________________________________
· Once personnel are in their shelter in place locations, use plastic sheeting and duct tape (should be part of the emergency supply kits) to seal all windows, doors and air vents.  Consider pre-cutting these pieces prior to an emergency so they can quickly be emplaced during an actual event.
__________________________________________________________________
· Consider designating shelter in place “wardens” for each work center or area to assist and supervise shelter in place operations.  Generally, there should be no more than one shelter in place warden for every 20 personnel (staff, visitors and customers).  An appropriate number of shelter in place wardens should be available any time the building is occupied.
· Typical shelter in place warden tasks may include: checking offices, bathrooms and other spaces before being the last person to relocate to the shelter in place area; coordinating assistance for personnel with special needs; assisting with the movement  of visitors and customers; shutting down HVAC systems; sealing windows, doors and air vents; and, taking and reporting head counts.  Be prepared to report head counts and missing personnel to emergency response officials.
__________________________________________________________________
· As applicable, designate staff members to shut down critical equipment or other special systems that could be damaged if left operating or unattended during a shelter in place.  Ensure adequate personnel are appointed as back-ups should the primary be unavailable. 
__________________________________________________________________  
· Ensure a head count of all staff, visitors and customers is conducted at each shelter in place location.  Consider designating a specific staff member to accomplish this task (i.e. the shelter in place warden).  Use staff, visitor and customer sign-in rosters as applicable to accomplish this task.
· Report head count discrepancies immediately through the chain of command and to emergency response officials.  Include the last known location of missing personnel.
__________________________________________________________________
· Determine who is responsible for providing the all-clear or return-to-work notification.
__________________________________________________________________
· Be prepared to report all incident and shelter in place actions taken to the Installation Operations Center (IOC), 221-2782.
__________________________________________________________________
· If occupying a leased facility, ensure appropriate reports are made to the building owner.
__________________________________________________________________
· Test and practice shelter in place procedures frequently.  The use of TableTop exercises, walk-through drills and full-scale practices are all tools that can be used to improve the process.  Maintain documentation of training and exercise events.
__________________________________________________________________
· Revise plans, maps and procedures as required.
__________________________________________________________________
· Ensure new personnel are familiarized with shelter in place procedures.
__________________________________________________________________
Fort Sam Houston                                                   Emergency Evacuation/Shelter In Place Plan Template


The Fort Sam Houston (FSH) Emergency Evacuation/Shelter In Place Plan Template has been designed to assist commanders, units and building/facility managers in the creation of a system to protect of life and property in the event of a fire, explosion, spill or other emergency requiring building evacuation or sheltering in place. This plan is designed as a template for customization to fit the unique requirements of each organization, unit and facility. 

Getting Started Guidelines:
· Designate an Emergency Coordinator and Alternate Emergency Coordinator for the facility. 

· Designate Evacuation/Shelter In Place Wardens and Alternate Evacuation/ Shelter In Place Wardens for specific work areas in the facility.

· Obtain and post floor plans with evacuation routes, assembly areas, shelter in place locations and other information as specified in the plan.  Insert this information into the appropriate appendices of the plan.  Ensure that copies of the Evacuation/Shelter In Place Plan are posted in work areas.

· Establish Assembly Areas at safe locations outside your building(s).
· Establish Shelter Locations in appropriate locations inside your building(s).
· Review your operations to determine which critical operating systems may require continuing attention or shutdown during an evacuation, shelter in place or other emergency condition.   Develop a procedure to ensure that requisite actions are taken during an emergency.   Ensure that you have designated personnel to address these issues, provided them with the procedure, and trained them in its use. 

· Train the Emergency Coordinators and Evacuation/Shelter In Place Wardens on their responsibilities to implement the plan and to assist in the safe and orderly emergency evacuation or shelter in place of building occupants (staff, visitors and customers). 

· Ensure that you have a procedure in place for communication and evacuation and sheltering of disabled persons.

· Customize the text and appendices of the plan to your facility.   Designate a responsibility for plan custody, storage and annual review and update.

· Develop staff responsibilities lists as designated in the plan appendices.  Ensure that affected personnel are familiar with individual and group responsibilities.

· Develop a training program outline for distribution and review by personnel.

· Conduct training in plan requirements with all building occupants.   Ensure that occupants are aware of evacuation and shelter in place procedures in the event of an emergency. Keep a copy of evacuation/shelter in place plan training records, using the training form in the plan appendix.

· Conduct periodic evacuation and shelter  in place drills and critique the drills.   Enlist the support of the Antiterrorism Office (ATO) and FSH Fire Department for technical assistance.


Emergency Evacuation/SHELTER IN PLACE  Plan - KEY INFORMATION
Organization/Unit Name: ___________________________________ 

Building Number/Name: ______________________________________

Building Address: ____________________________________ 

Emergency Coordinator: _______________________________ 

Emergency Coordinator Phone Number: ___________________ 

Designated Assembly Area(s) for Building are: _________________ 

__________________________________________________ 

__________________________________________________ 
Designated Shelter Area(s) for Building are: _________________ 

__________________________________________________ 

__________________________________________________ 

Plan Prepared By: ____________________________________ 

Date: _____/_____/_____ 

EMERGENCY NUMBERS 

Fire:  911 (if dialing from FSH land line), 221-2727 (if dialing from a cell phone on FSH) 
Medical:  911 (if dialing from FSH land line), 221-2727 (if dialing from a cell phone on FSH) 
Military Police Desk:  221-2222
Installation Operations Center (IOC):  221-2782
ATO:  295-0522/0535/0534/0509 
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Section I: Purpose and Objectives

Potential emergencies at the [building number/name and address] ___________________________, such as fire, explosion, spill, chemical releases and all other emergencies require personnel to evacuate the building or to shelter in place.  An Emergency Evacuation/Shelter In Place Plan (EESIPP) and adequate personnel familiarity with a building minimize threats to life and property. 

This EESIPP is intended to communicate the policies and procedures for personnel to follow in an emergency situation.  This written plan should be made available, upon request, to personnel and their designated representatives by the Emergency Coordinator for the building.

Under this plan, personnel will be informed of:

· The plan's purpose, 

· Preferred means of reporting fires and other emergencies, 

· Emergency escape procedures and route assignments, 
· Shelter in place locations
· Procedures to be followed by personnel who remain to control critical plant operations before they evacuate or shelter in place 

· Procedures to account for all personnel after emergency evacuation or sheltering in place has been completed, 

· Rescue and medical duties for those personnel who perform them, 

· The alarm system. 

[Name/title] ______________________________ is the Emergency Coordinator for this facility and has overall responsibility for the preparation and implementation of this plan.

[Name/title] ______________________________ is the Alternate Emergency Coordinator. 

The Emergency Coordinator will review and update the plan as necessary.  Copies of this plan will be maintained in the [specify locations where the plan will be maintained] _____________________________________.

  

Section II: General Guidelines 

The following guidelines apply to this EESIPP: 

1. All personnel must be trained in safe evacuation and shelter in place procedures. Refresher training is required whenever the employee's responsibilities or designated actions under the plan change, and whenever the plan itself is changed. 

2. The training may include use of floor plans and workplace maps which clearly show the emergency escape routes and shelter areas included in the EESIPP.  Color-coding aids personnel in determining their route assignments and shelter locations.  Floor plans and maps should be posted at all times in main areas (i.e., stairwells, lobbies, elevator lobbies, exit corridors) of [building number/name] __________________________ to provide guidance in an emergency. 

3. Stairwells are the primary means for evacuation.  Elevators are to be used only when authorized by a fire or police officer. 

4. No personnel are permitted to re-enter the building after an evacuation until advised by the Fire Department or other competent authority. 

This EESIPP will be coordinated with efforts in connected buildings.  Mutually beneficial agreements can be reached regarding assembly areas in the event of inclement weather.  The ATO and FSH Fire Department are available for consultation to assist with the implementation of joint EESIPPs. 

 

Section III: Responsibilities of Emergency Coordinator and EVACUATION/SHELTER IN PLACE WARDENS
The Emergency Coordinator is responsible for: 

1. Obtaining and posting floor plans and evacuation/shelter in place maps. 

2. Overseeing the development, communication, implementation and maintenance of the overall EESIPP. 

3. Ensuring the training of building personnel, Evacuation/Shelter In Place Wardens and Critical Operations Personnel, and for notifying all personnel of changes to the plan. 

4. Maintaining up to date lists of building personnel, critical operations personnel, and any other personnel with assigned duties under this plan.  Lists are included in Appendix I. 

5. In the event of a fire or other emergency, relaying applicable information to emergency personnel, building personnel and Evacuation/Shelter In Place Wardens. 

6. Establishing Designated Assembly Areas for evacuees and Shelter In Place Areas. 

The Evacuation/Shelter In Place Wardens are responsible for: 

1. Familiarizing personnel with emergency procedures. 

2. Acting as liaison between the chain of command and their work area. 

3. Ensuring that occupants (personnel, visitors and customers) have vacated the premise in the event of an evacuation, and for checking their assigned areas.
4.  Ensuring that occupants (personnel, visitors and customers) have moved to the appropriate inside building locations for a shelter in place event, and for checking their assigned areas.
5. For sheltering in place, ensure that all work area doors, windows and air vents are closed.  Turn off all building HVAC systems.  Use plastic sheeting and duct tape to seal all windows, doors and air vents in the shelter in place areas.
6. Knowing where their Designated Assembly Area and Shelter In Place Area is and for communicating this information to occupants. 

7. Having a list of personnel in their area of coverage, so a head count can be made and reported at their Designated Assembly or Shelter In Place Area. 

8. Ensuring that disabled persons, visitors and customers are assisted in evacuating the building or sheltering in place. 

9. Evaluating and reporting problems to the Emergency Coordinator after an emergency event. 

10. Posting the "Area Evacuation/Shelter In Place Plan" (Appendix III) in their work areas, communicating the plan to all personnel, and updating the plan annually.

 Section IV: Alerting or Signaling Building Occupants in Case of Fire or Other Emergency 

1. In case of a fire, personnel should actuate the nearest fire alarm box and/or make a telephone call to the local Fire Department 911 (from FSH land line) or 221-2727 (from a cell phone on FSH).  The locations of the fire alarm boxes are noted on the evacuation floor plans in Appendix II.   The [designate the type of audible alarm in use] ______________________ alarm alerts building occupants of the need for evacuation and sends a signal to the Fire Department that there is an alarm condition in the building. 

2. It may be necessary to activate additional fire alarm boxes, or shout the alarm, if people are still in the building and the alarm has stopped sounding, or if the alarm does not sound.  This can be done while exiting. 

3. Persons discovering a fire, smoky condition, or explosion should pull the fire alarm box.  Any pertinent fire or rescue information should be conveyed to the Fire Department.  All emergency telephone numbers are listed at the beginning of this EESIPP. 

4. To report all other emergencies, personnel should call the IOC (221-2782) and/or MP Desk (221-2222).   State you name, your location, and the nature of the call. Speak slowly and clearly.   Wait for the dispatcher to hang up first.   On occasion the dispatcher may need additional information or may provide you with additional instructions.  Use the FSH Bomb Threat Card as applicable.
 

Section V: Evacuation/SHELTER IN PLACE Procedures for Building Occupants 

1. When the fire alarm sounds and evacuation is required, all personnel should ensure that nearby personnel are aware of the emergency, quickly shutdown operating equipment as required, close doors and exit the building using stairwells. 

2.  When notified to shelter in place, all personnel should ensure that nearby personnel are aware of the emergency, quickly shutdown operating equipment as required, and close doors, windows, and air vents

3. For sheltering in place, designated personnel should shut down all building HVAC systems.  

4. For sheltering in place, seal all doors, windows and air vents in the shelter in place locations.
5. All occupants should proceed to their Designated Assembly Area and await further instructions from their Evacuation Warden. 

6. All personnel should know where primary and alternate exits are located, and be familiar with the various evacuation routes and shelter areas that are available.  Floor plans with escape routes, alternate escape routes, exit locations and Designated Assembly and Shelter In Place Areas are located in Appendix II and are posted in the building. 

7. Building occupants must NOT use elevators as an escape route in the event of a fire. 
Notes and Precautions:
· Small fires can be extinguished only if you are trained to use a fire extinguisher.   However, an immediate readiness to evacuate is essential. 
· All fires, even those that have been extinguished, must be reported to 911 (from land line) and/or 221-2727 (from cell phone) immediately. 

· Never enter a room that is smoke filled. 

· Never enter a room if the door is warm to touch.

Fire:
· R - Rescue:  When you discover a fire, rescue people in immediate danger if you can do so without endangering yourself.  Exit via safe fire exit.  Never use elevators.  Close doors to room with fire. 

· A - Alarm:  Sound the alarm by pulling a fire box and call 911 (from land line) and/or 221 2727 (from cell phone), from a safe distance, to notify the FSH Fire Department of the precise location of fire. 

· C - Confine:  Close all doors, windows and other openings. 

· E - Evacuate:  Evacuate the building. 

Section VI: Disabled Occupants 

If a disabled occupant is unable to exit the building unassisted, the Evacuation/Shelter In Place Warden must notify the emergency response personnel of the person's location.   Unless special equipment or sufficient personnel are available, transporting of disabled individuals up or down stairwells should be avoided until emergency response personnel have arrived.   Unless imminent life-threatening conditions exist in the immediate area occupied by a non-ambulatory or disabled person, relocation of the individual should be limited to a safe area on the same floor, in close proximity to an evacuation stairwell.
 

Section VII: Critical Operations Shutdown 

Critical Operation Shutdown: Critical operations, including equipment that must be shut off (e.g. HVAC systems for sheltering in place) and persons designated to complete these actions are identified in Appendix I of this EESIPP.  Procedures for rapid shutdown should be predetermined for life safety and loss control purposes, as well as ensuring complete evacuations in a timely manner. 

The Critical Operations Shutdown procedure to be followed by those personnel who have been assigned to care for essential building operations include:

	Operation 
	Responsibility 

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5.
	


Persons involved in the Critical Operations Shutdown listed above shall be notified by the chain of command of this responsibility in advance, identified in the EESIPP, and will be appropriately trained for the particular situation.  Personnel assigned to critical operations responsibilities are listed in Appendix I. 

  
Section VIII: Accountability Procedures for Emergency Evacuation and SHELTER IN PLACE
Designated Assembly and Shelter In Place Areas:  personnel working together on or in the same area should meet outside the building in the prearranged Designated Assembly Areas (for evacuation) and inside at designated Shelter Areas (for sheltering in place).  A list of the Designated Assembly and Shelter In Place Areas are listed on the floor plans in Appendix II. 

Organization List:  A roster of personnel to ensure that everyone has evacuated or sheltered in place has been developed by the Emergency Coordinator.  The list will be updated whenever there is a personnel change. 

Evacuation/Shelter In Place Wardens are designated by the Emergency Coordinator and will conduct head counts once evacuation or sheltering in place has been completed.  There is at least one Evacuation/Shelter In Place Warden per floor or per twenty occupants to provide adequate guidance and instruction at the time of an emergency. 

The personnel selected as Evacuation/Shelter In Place Wardens are to be trained in the complete workplace layout and the various primary and alternate escape routes and shelter locations.  All trained personnel are made aware of personnel with disabilities that may need extra assistance and of hazardous areas to be avoided during emergencies. Before leaving, the Evacuation/Shelter In Place Wardens are to check rooms and other enclosed spaces in the workplace for other personnel who may be trapped or otherwise unable to evacuate the area, and convey this information to emergency personnel. A list of Evacuation/Shelter In Place Wardens and Alternate Evacuation/Shelter In Place Wardens for [building number/name] ___________________________________ appears in Appendix I. 

Once each evacuated or sheltered group of personnel have reached their Designated Assembly or Shelter In Place Area, each Evacuation/Shelter In Place Warden: 

1. Assembles his/her group in the Designated Assembly or Shelter In Place Area. 

2. Takes head count of his or her group. 

3. Assumes role of work place contact to answer questions. 

4. Instructs personnel to remain in area until further notice. 

5. Reports status to Emergency Coordinator or Incident Commander. 

6. Instructs personnel to remain at Designated Assembly or Shelter In Place Area until further notice. 

 

Section IX: Rescue and Medical Duties

· The Fire Department and/or Emergency Medical Services (EMS) technicians will normally conduct all rescue and medical duties. 

· Do not move injured personnel.  Keep the person lying down, covered and warm. 

· First Aid:  Provided by trained personnel if available. 

 Section X: Resource and Responsibilities Lists

EESIPP Organization:  The lists in Appendix I include the names of personnel, managers, staff or other personnel and their job titles, job positions and relative EESIPP collateral duties.  The purposes served by the lists are:

1. To tell personnel who to see for additional information on the EESIPP. 

2. To provide emergency response personnel with a list of organizational personnel which may be needed in order to provide additional information about the fire, a chemical, a hazardous waste location, a shipment of chemicals, etc. 

3. The lists should be updated by the Emergency Coordinator on an as-needed basis. 

 Section XI: Training and Communications

Each occupant should know that evacuation or sheltering in place is necessary and what his/her role is in carrying out the plan.  Personnel should also know what is expected of them during an emergency to assure their safety. 

A method of training building occupants in the requirements of the emergency evacuation/shelter in place plan is to give all personnel a thorough briefing and demonstration.  The organization will have all managers and supervisors present this plan to their staffs in staff meetings.  Annual practice drills are to be implemented and documented by the Emergency Coordinator.  The ATO or FSH Fire Department can assist with training, drills and demonstrations. 

A Training Attendance Record Sheet is included in Appendix I.  This record should be maintained by the Emergency Coordinator for a period of five (5) years.   

Appendix I 

EMERGENCY EVACUATION/SHELTER IN PLACE PLAN RESPONSIBILITIES LIST  

Organization/Unit Name ________________________________________

Building Number/Name ___________________________________________
Address ________________________________________________
Title ___________________________________________________

Name __________________________________________________

Location ________________________________________________
Room number ____________________________________________
Telephone _______________________________________________
	
Title 
	
Name 
	
Location 
	
Rm # 
	
Telephone 

	
Emergency Coordinator
	
	
	
	

	
Alternate Emergency Coordinator 
	
	
	
	

	
Evacuation/Shelter In Place Wardens
	
	
	
	

	
Alternate Evacuation/Shelter In Place Wardens
	
	
	
	

	
Other management/staff with related EESIPP duties
	
	
	
	


 PERSONNEL ASSIGNED TO CRITICAL OPERATIONS RESPONSIBILITIES 

	Critical Operation 
	Required Shutdown 
	Name 
	Duty Position 
	Work Area 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 

UNIT/ORGANIZATION PERSONNEL LIST 
(An attached computer list is acceptable)

	Name
	Job Title / Shift
	Workplace

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4.
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	

	16. 
	
	


UTILITIES EMERGENCY MAINTENANCE

PERSONNEL TO CONTACT IN THE EVENT OF AN EMERGENCY 

	
Utility 
	
Name/Job Title 
	
Location 
	
Telephone 

	
Any Emergency
	
	
	

	
Electricity
	
	
	

	
Water
	
	
	

	
Gas
	
	
	

	
Steam
	
	
	

	
Oil
	
	
	

	
Heat
	
	
	

	
Plumber
	
	
	

	Sprinkler Mech/Sprinkler 

Shutdown (procedure) 
	
	
	

	
Heat & Vent Mechanic
	
	
	

	
AC and Refrigeration
	
	
	

	
Custodian
	
	
	

	
Fire Suppression or Alarm Devices Shutdown 

(procedure) 
	
	
	

	Other


FSH TRAINING ATTENDANCE RECORD 

Training Program: ____________________________________________ 
Instructor(s): _________________________________________________ 
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Appendix II

In this Appendix, the Emergency Coordinator is to insert Site Specific: 

· Building Floor Plan 

· Emergency Evacuation Routes 

· Designated Assembly Areas
· Designated Shelter Areas 

· Exits 

· Fire Alarm Box Locations

 
Appendix III 

Work Area Evacuation/Shelter In Place Plan

(post and update annually)
Organization/Work Area: _________________________________________________________________ 

Date: ______________________________ 
Completed By: ________________________________

(1.) Each work area should establish, in advance, primary and secondary evacuation routes (in case the primary route is blocked) in the event of fire, flood, blackout, earthquake, etc.  
Primary Evacuation Route: __________________________________________________

_________________________________________________________________________

Secondary Evacuation Route: ________________________________________________

_________________________________________________________________________

(2.) Establish an outdoor meeting place where evacuees, out of harm’s way, can account for all staff and visitors.  The Designated Assembly Area may vary depending on the nature of the threat (fire, bomb, etc.)  

Designated Assembly Areas: ________________________________________________

(3.) Establish a Designated Shelter In Place area for all staff and visitors.  The Shelter IN Place Area may vary depending on the nature of the threat (fire, bomb, etc.)  
Designated Shelter In Place Areas: ____________________________________________

(4.) Designate a primary/alternate who will take charge in the event of fire or another emergency. 
Evacuation/Shelter In Place Warden: ___________________________________________________________
Alternate Evacuation/Shelter In Place Warden: ___________________________________
Emergency Coordinator for the building: _______________________________________
Checklist of Responsibilities for the Evacuation/Shelter In Place Warden:
1. Ensure that R.A.C.E. is followed if smoke or flame are discovered in your work area:  rescue, alarm, close all doors, evacuate.  

2. "Sweep" every room in your area to make sure that everyone has evacuated. 

3. Ensure that people follow the appropriate evacuation route, and that they are directed to a safe, post-evacuation meeting place (Designated Assembly Area) or to the appropriate shelter in place location (Designated Shelter In Place Area). 

4. Account for all staff and visitors at the Designated Assembly or Shelter In Place Area. 

5. Identify yourself as the Evacuation Warden for your work area to the Emergency Coordinator and emergency responders. 

6. Notify the  Emergency Coordinator and emergency responders of any personnel who remain trapped in the building, are performing critical operations shutdown, or are unaccounted for.

Special Needs or Disabled Personnel
· Be aware of impaired staff, visitors or customers who may need to be alerted or assisted. 

Maintenance Areas 

· Prepare to shut off any utility systems or other equipment (e.g. compressed gas cylinders) which may feed a fire. 
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