
Special Note: The Occupational Safety and Health Administration (OSHA) requires you to 
review your company’s evacuation plan with employees when new employees are hired; when 
new equipment, materials, or processes are introduced; when the plan is updated; when drills 
show that employee performance needs improvement; and at least once a year.

1. There are many reasons for an emergency evacuation.
• Fires
• Explosions
• Chemical spills
• Accidental release of toxic gases
• Natural disasters
• Biological agents
• Bomb threats
• Workplace violence

2. OSHA requires every employer to have a written emergency action plan.
• This plan details the following:

 — Emergency escape procedures and escape route assignments.
 — Procedures to be followed by employees who remain to perform or shut down critical
plant operations.
 — Procedures to account for all employees after the evacuation.
 — Rescue and medical duties for those employees designated to perform them.
 —7KH�SUHIHUUHG�PHDQV�IRU�UHSRUWLQJ�ȴUHV�DQG�RWKHU�HPHUJHQFLHV�
 — The names or job titles of people or departments to be contacted for more informa-
tion about the plan.

3. Companies are also required to have alarm systems to signal an evacuation.
• When you hear the alarm sound, respond immediately by evacuating—even if you

believe it’s just a drill.
• Make sure that your coworkers also respond to the alarm.

4. Some employees might be assigned to stay behind to take care of essential
plant operations.
• These essential operations might include:

 — Monitoring plant power supplies
 — Monitoring water supplies

GOALS
This safety session teaches employees to:

• Recognize and respond to the alarm.
• Evacuate calmly and quickly in any emergency.

Applicable Regulations: 29 CFR 1910.37, .38, .165, .1200
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 — Monitoring other essential services that cannot be shut down
 — Shutting down critical plant operations

5. Every department has an assigned evacuation route.
• Be sure you know your assigned exit route out of the building.
• It’s a good idea to know a second route in case the main route is blocked.
• 4XLFNO\�WXUQ�R΍�DQ\�HTXLSPHQW�\RXȇUH�XVLQJ�
• &ORVH�GRRUV�DQG�ZLQGRZV�EHKLQG�\RX�WR�VORZ�WKH�VSUHDG�RI�ȴUH�
• Assist workers with disabilities or others who need help exiting the building.
• 1HYHU�XVH�DQ�HOHYDWRU�GXULQJ�DQ�HYDFXDWLRQ��ΖI�WKH�SRZHU�LV�VKXW�R΍��\RX�FRXOG�EHFRPH�

trapped in the elevator. Always use the stairs instead.
• ΖI�KDOOZD\V�RU�VWDLUZHOOV�DUH�ȴOOHG�ZLWK�VPRNH��XVH�DQ�DOWHUQDWH�H[LW�URXWH�
• Proceed quickly but calmly. Don’t panic, run, or push.

6. After the evacuation, everyone must meet at the designated meeting 
area.
• Go directly to the designated meeting place so you can be accounted for. This way, no 

one will risk their life searching for you in the building.
• Stay well out of the way of emergency vehicles.
• Never reenter the building for any reason until you get the okay from emergency 

personnel.

DISCUSSION POINTS:
• *R�RYHU�WKH�VSHFLȴFV�IRU�\RXU�ZRUN�DUHD��7HOO�HPSOR\HHV�ZKHUH�\RX�SRVW�WKH�ȵRRU�SODQ��
SRLQW�RXW�WKH�QHDUHVW�ȴUH�DODUPV��ȴUH�H[WLQJXLVKHUV��DQG�HPHUJHQF\�H[LWV��DQG�UHLWHUDWH�
where to meet outside after an evacuation.

• 5HYLHZ�\RXU�FRPSDQ\ȇV�SROLF\�IRU�UHSRUWLQJ�ȴUHV�DQG�RWKHU�HPHUJHQFLHV�
• 3URYLGH�HPSOR\HHV�ZLWK�WKH�SKRQH�QXPEHUV�WR�FDOO�IRU�ȴUH��PHGLFDO��DQG�FKHPLFDO�

emergencies.

CONCLUSION: 
• Everyone needs to know evacuation procedures.
• By reviewing evacuation procedures now and by practicing them during drills, you’ll be bet-

ter able to respond quickly and calmly during a real emergency.

TEST YOUR KNOWLEDGE:
Have your employees take the Brush Up on Evacuation Procedures quiz. By testing their 
knowledge, you can assess their preparedness and determine whether they need to review 
this important topic again soon.
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Do You Know What to Do in an Emergency?

When you hear the alarm sound, respond immediately—even if it’s 
just a drill.

 R Make sure your coworkers also respond to the alarm.
 R Stay behind only if you have been assigned special emergency duties.
 R Know your assigned exit route.
 R Know a second route in case the main route is blocked.
 R 4XLFNO\�WXUQ�R΍�DQ\�HTXLSPHQW�\RX�DUH�XVLQJ�
 R &ORVH�GRRUV�DQG�ZLQGRZV�EHKLQG�\RX�WR�VORZ�WKH�VSUHDG�RI�ȴUH�
 R Assist workers with disabilities or others who need help.
 R 3URFHHG�TXLFNO\�EXW�FDOPO\��'RQȇW�SDQLF��UXQ��RU�SXVK�
 R Never use an elevator during an evacuation. Always use the stairs.
 R ΖI�KDOOZD\V�RU�VWDLUZHOOV�DUH�ȴOOHG�ZLWK�VPRNH��XVH�DQ�DOWHUQDWH�URXWH�
 R Go directly to the designated meeting place.
 R ΖI�DQ\RQH�LV�PLVVLQJ��DOHUW�\RXU�VXSHUYLVRU�LPPHGLDWHO\�
 R Stay out of the way of emergency vehicles.
 R 1HYHU�UHHQWHU�WKH�EXLOGLQJ�IRU�DQ\�UHDVRQ�XQWLO�\RX�JHW�WKH�RɝFLDO�RND\�
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