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Trainer Outline

. This safety session should teach employees:

e To understand emergencies that the employee may reasonably expect.
e The procedures employees should take in an emergency.

e The type of evacuation necessary and the employee’s role.

To ensure safety in the workplace employees must be made aware of the possible emergencies they could
encounter at work. Examples of emergencies are fire, toxic chemical release, tornadoes, blizzards, floods,
and other dangerous or hazardous situations. All employees should be told what actions to take or not to
take in the event of an emergency. Employers must determine what those actions are and what type of
emergencies require a total and immediate evacuation or partial evacuation of non-essential employees.

Emergencies that may require evacuation.
e Fire and/or smoke

e Explosion

¢ Hazardous material accident

e Toxic chemical release

. Weather related emergencies that may require evacuation.

e Tornado

¢ Flooding

e Blizzards potentially causing a heavy load on buildings due to snow/ice buildup

Employer responsibilities.

o |dentify possible hazards that would require total and immediate evacuation of all occupants.
o ldentify employees responsible for accountability of all occupants.
o Establish meeting places for evacuees.
o Post emergency phone numbers.
o Designate employees trained in first aid and establish their responsibilities.

o Locate and mark all emergency exits.

o Post floor plans with exit routes in each room.

o |dentify possible hazards that require partial evacuation of non-essential employees.
o List essential employees to stay in partial evacuation situations and their responsibilities.
o ldentify two meeting places (safe zone) for occupants during an evacuation.

Employee responsibilities.

o Be familiar with emergency procedures to react quickly if the need arises.

Know where fire extinguishers are located and how to use them for a small fire.

Know how to activate any fire alarms.

Never allow evacuation routes or fire extinguishers to be blocked by supplies or other items.

Know at least two evacuation routes (in case one is blocked) and the proper meeting place following an

evacuation.

Do not stop to gather personal possessions in an emergency.

e Become familiar with the location of evacuation routes, fire extinguishers and meeting places before an
emergency arises.



Non-Evacuation Emergencies.

« Know how to contact people assigned to handle spills, injuries, and other emergencies.

o Know the location of fire extinguishers, first aid kits and other emergency supplies.

e If you don’t know first aid/CPR, become familiar with employees that do and how to contact them.

o Become familiar with emergencies that do not require evacuation and understand your role during non-
evacuation emergencies.

Discussion Points.
Point out alarms, emergency exits, escape routes, meeting places, etc. Ask employees for a step-by-step
description of what they would do in an emergency evacuation as well as a non-evacuation emergency.

. Conclusion:

Being familiar with emergency evacuation routes and exits. Also know your role during non-evacuation
emergencies. This will minimize confusion and help reduce injuries.

. Test Your Knowledge

Have your trainees take the quiz on Employee Emergency Action Plans. By testing their knowledge, you
can decide if they are aware of the importance of being familiar with the Action Plan and what their role is
during a non-evacuation emergency.

This document is for informational purposes only. It is not expected to identify or anticipate every hazard, risk, code
violation, potential area of liability or violation of safe practices. No party should rely on this information as a
comprehensive identifier of every potential worker's compensation or liability situation. Following the
recommendations herein does not guarantee, assure, or warrant a member’s compliance with any Federal, State or
Local laws, statutes, or regulations.




TAKE TIME FOR SAFETY
N “Employee Emergency Action Plan”
_[ Q ' Quiz

_—
-
-~

Employee Emergency Action Plan Quiz

1. Emergency Action Plans should identify alarm systems, exits and emergency plans.
a) True b) False

2. Emergency plans may list certain employees who are responsible for delaying evacuation

to monitor essential tasks.
a) True b) False

3. In an emergency, employees not assigned a specific task should evacuate immediately.
a) True b) False

4. If a fire blocks your assigned evacuation door, you should...
a) Panic
b) Take the closest open exit
c) Try to get through the door anyway
d) Stay low and wait for help

5. When you hear an emergency alarm, you should be sure you co-workers are aware of it.
a) True b) False

6. After evacuating through your assigned evacuation route, you should...
a) Go home
b) Assemble at your assigned “safe area”
c) Help arriving firefighters fight the fire
d) Open all windows for ventilation

7. Emergencies that don’t require evacuations might be administering first aid.
a) True b) False

8. You can help prevent serious emergencies by being constantly aware of hazards in the
work area.
a) True b) False

9. If you know an alarm is just a drill, you don’t have to evacuate.
a) True b) False

10. You should know at least one route to follow to evacuate in case of an emergency.
a) True b) False
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Employee Emergency Action Plan Quiz Answers
1.a. True

2.a. True

3.a. True

4. b. Take the closest open exit

5.a. True

6. b. Assemble in your assigned safe area

7.a. True

8.a. True

9. b. False

10. a. True
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Emergency Action Plan Essentials

. Emergencies that may require evacuation.
e Fire and/or smoke

e Explosion

e Hazardous material accident

e Toxic chemical release

. Weather related emergencies that may require evacuation.

e Tornado

e Flooding

e Blizzards potentially causing a heavy load on buildings due to snow/ice buildup

. Employer responsibilities.

Identify possible hazards that would require total and immediate evacuation of all occupants.
Identify employees responsible for accountability of all occupants.

Establish meeting places for evacuees.

Post emergency phone numbers.

Designate employees trained in first aid and establish their responsibilities.

Locate and mark all emergency exits.

Post floor plans with exit routes in each room.

Identify possible hazards that require partial evacuation of non-essential employees.

List essential employees to stay in partial evacuation situations and their responsibilities.
Identify two meeting places (safe zone) for occupants during an evacuation.

. Non-Evacuation Emergencies:

e« Know how to contact people assigned to handle spills, injuries, and other emergencies.

e Know the location of fire extinguishers, first aid kits and other emergency supplies.

e If you don’t know first aid/CPR, become familiar with employees that do and how to contact them.
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