Annex N – Facility Evacuation


ANNEX N
FACILITY EVACUATION

· PURPOSE:  To provide specific directions to all staff in the event of an emergency requiring the evacuation of the facility.

· GENERAL: This procedure provides for the handling of emergency evacuations of the facility.  

· RESPONSIBILITIES:
· The [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER] shall identify a line of succession. 

· The [INSERT DESIGNATED COMMUNICATIONS CENTER STAFF POSITION] shall be responsible for the following:

· Monitor the evacuation procedures and insure that all employees are participating.

· Identify themselves to responding emergency personnel and provide any information or assistance, as requested.

· Station themselves outside the facility to receive employee check-off lists from Shift Supervisors and to coordinate with emergency personnel as necessary.

· The Shift Supervisors shall be responsible for monitoring their sections as follows:

· Know the status of all assigned staff, (e.g. are they on site, in the field, or on annual leave).

· Ensure supervisors are trained in the evacuation procedures and in dealing with clients and staff who may become confused or panic in an emergency situation. 

· Assign at least two alternate Manager delegates and keep this assignment list current.  (Alternates must be assigned in the event that the primary is absent.)
· Insure all delegates are properly trained in their duties.

· Obtain check-off lists from Shift Supervisors and report employee accountability to the [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION] after evacuation. 

· Shift Supervisors are responsible for maintaining a check-off list to account for all staff members after evacuation and for reporting their findings to the [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION].

· Administrative staff are responsible for the following:

· Ensuring handicapped employees and visitors are assisted from the facility.

· Staff with public visitors should exit the facility with the visitors.

· Staff must search for and insure that any clients who are in exam rooms, breastfeeding stations, restrooms, etc. evacuate with the staff immediately. 

· PROCEDURE:  Facility evacuation may be ordered by the following mechanisms:  
· FIRE ALARM SIGNAL (CONTINUOUS RINGING BELL)

· Close all doors to help prevent the fire from spreading and to decrease smoke damage to other areas.

· ANNOUNCEMENT VIA INTERCOM SYSTEM can include the following information:

· “Staff, clients, and public visitors are to exit the building via the closest exit.” 

· “If you are not in your work area when the alarm sounds, DO NOT RETURN TO YOUR WORK AREA FOR PERSONAL EFFECTS.  EXIT THE FACILITY FROM THE AREA YOU ARE IN.” 

· “Assemble near predetermined assembly point which is [INSERT DESIGNATED ASSEMBLY POINT].”

· “Report immediately to your Shift Supervisor who will maintain a check off list for your section.”  

· “The Shift Supervisors will report immediately to the [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION], advising them of all persons accounted for or missing.”  

· “The [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION] is responsible for reporting employee accountability to the Combined Communications Center Division Commander.”  

· “Remain with your section until released by your Shift Supervisor, [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION] or Bureau Chief/Delegate.”

· “DO NOT RE-ENTER THE FACILITY UNTIL DIRECTED TO DO SO BY THE [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION].”   

· Special circumstances, such as severe weather conditions, could require sheltering the employees, visitors, and clients within the facility.  In the event, an announcement will be made over the intercom stating the situation and instructing all employees, visitors, and clients to report to the designated “Safe Room” immediately and to ensure that work areas are properly secured prior to leaving.  

· TRAINING REQUIREMENTS:  The following individuals are responsible for providing Facility Evacuation training as indicated: 

· [INSERT DESIGNATED COMMUNICATIONS CENTER MANAGER POSITION]  

· Their delegates and section chiefs as these assignments change

· New staff members, when hired or transferred into the department

· Shift Supervisors

· New staff members, when hired or transferred into the department

· Administrative staff upon initiation of this operating procedure.
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