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BUILDING/BUSINESS NAME & ADDRESS
(DRAFT) 			EMERGENCY EVACUATION PLAN		 (DRAFT)

Policy Statement

According to ____________________________________ (Building Name & Address) policy,
employees are not required to fight fires and should evacuate the building immediately in the event of a fire. The Lafayette Fire Department has primary responsibility for managing fire emergencies, and must be notified immediately of such situations at their emergency number by calling 911. Employees may use fire extinguishers to fight small incipient-stage fires (no larger than a waste paper basket) only if they have been trained in the proper use of a fire extinguisher and are confident in their ability to cope with the hazards of a fire. In such cases, fire-fighting efforts must be terminated when it becomes obvious that there is danger of harm from smoke, heat, or flames.

Emergency Coordinator

Building Coordinator is:



Emergency Coordinator is:




Building and/or Emergency Coordinators should be contacted with any questions about this
Emergency Evacuation Plan.

Reporting an Emergency:
IF THERE IS A FIRE
SOUND THE ALARM
If you discover or suspect a fire, sound the building fire alarm.
LEAVE THE BUILDING
Try to rescue others ONLY if you can do so safely.
Move away from the building and out of the way of the fire department.
Don’t go back into the building until the fire department deems it safe.
CALL THE FIRE/POLICE DEPARTMENT – 911
Dial 911 or use an “emergency” phone
Give as much information as possible to the 911 operator.



















Assist anyone who may be in danger, if you can do so without endangering yourself. Exit the building in a calm manner using the stairs. Never use elevators. Maintain a safe distance from the building, about 50 feet, to allow ample room for emergency personnel and equipment to access the building.  Remain outside the building, even if the alarm is silenced, until the fire department has given the “all clear.”

You may attempt to put out the fire if you have been trained and are comfortable using a fire
extinguisher. Otherwise, evacuate immediately. Hazardous equipment or processes should be shut down before leaving unless doing so presents a greater hazard. Remember to close all doors.

Evacuation Procedures
Evacuate via the nearest stairwell or street/grade level exit. After you have left the building, go to your pre-designated assembly point and remain there. At the assembly point, supervisors account for personnel and report any that are unaccounted for to the responding emergency officials.
The pre-designated assembly point for this building:





During an emergency, visitors and/or customers who may not be familiar with this plan must be informed of the requirement to evacuate.  Special attention should also be given to any persons with mobility impairments, especially those who are visitors or unfamiliar with the building.







Training
Employees must receive training on all elements of this plan upon its initiation. Thereafter, new employees must receive training when first hired. Additional training is necessary only when an employee’s required actions under the plan change, or when there are changes to the plan.

Identified Hazard in this Workplace
Below list any special hazards and any required special knowledge and/or training for occupants working in this building (for example, presence and operation of specialized fire suppression equipment, or the presence of hazardous materials used or stored in the building):















Additional Duties
Certain persons may have additional duties under this plan. These duties may include assisting others during the evacuation, performing head counts at the assembly point, or shutting down hazardous equipment or operations. Below is a list detailing any additional duties and the person(s) responsible for performing these duties.














The preferred method of reporting fires and other emergencies:
Call 911.

Emergency escape procedure:

If safe to do so, go to the nearest stairway or exterior exit, otherwise use alternative exits, if the nearest exit is blocked.  Use Emergency Evacuation Floor Plans to determine alternative exits.  Areas of refuge will be ___________________________ or enclosed stairways

Contact the Lafayette Fire Prevention Bureau at 765-807-1600 for questions concerning this plan.  

______________________________________________________________________________




