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Emergency Evacuation Plan

For:

Department Name:__________________________________
Department Administrator (Dean/Director/Chairperson):

_________________________________________________

Emergency Coordination:_____________________________
Alternate Emergency Coordination:_____________________
Safety Monitoring:__________________________





_________________________





_________________________

Building Name/Office Location_________________________

Designated Meeting Sites:

Primary___________________________________

Secondary_________________________________

CSU Emergency Numbers

All Emergencies (Police, Fire, Medical):

Dial 9-1-1 from any campus phone; cell phone users may also Dial 9-1-1 and tell the operator to connect you with CSU Police











April, 2008 – Revised 2009
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I. Purpose
Employees are required to evacuate the _____________________  (building/department) in the event of fire, explosion, chemical spills and any other emergencies as deemed appropriate for personal safety.

This Emergency Evacuation Plan (EEP) is intended to communicate the policies and procedures for employees to follow in an emergency situation.  This written plan should be completed departments and made available to all employees.

The department administrator shall review the EEP for their department and provide updates as necessary (departmental moves, change in employees, etc…)

II. General Guidelines

A. All personnel in the department shall be provided with a copy of the most recent EEP, and shall be trained in safe evacuation procedures upon initial employment and when any substantial changes to the EEP are made.

B. Stairwells are the primary means for building evacuation

C. Elevators shall not be used unless so designated by a fire or police official.

D. No employee is permitted to re-enter the building unless so instructed by authorized CSU emergency personnel

III. First Responders

Representatives from the CSU Campus Safety Departments serve as first responders in the event of an emergency.  Campus Police Officers will likely be first on scene.  CSU Police will aid in getting applicable outside response agencies (e.g. Cleveland Fire Department, Cleveland Police Department, etc…) to the scene.  Additional response may include representatives of the Departments of Environmental Health and Safety and Facilities Operations.

IV. Department Responsibilities – Emergency Response Coordination
Emergency Response Coordination involves:

A. Obtaining and posting floor plans and evacuation routes
B. Ensuring the EEP is kept current and communicated to affected employees
C. Relaying applicable emergency information pertaining to fires or other emergency situations.

D. Verify availability of designated meeting sites and notify employees of changes

V. Department Responsibilities – Safety Monitoring
Safety monitoring involves:

A. Familiarizing department personnel with emergency procedures

B. Ensuring that occupants have vacated the premises
C. Address needs for those individuals who wish to declare a disability for emergency evacuation purposes and informing those individuals as to the location of the building “Areas of Refuge”
D. Maintaining a list of personnel in their area in order to verify attendance at the designated meeting site.
VI. Emergency Evacuation Routes

Departments should insert floor plans that highlight the emergency evacuation routes for their work areas.  They should be posted in the work areas.  For assistance in determining proper evacuation routes – contact Campus Safety by calling 2020.

VI. Evacuation Procedures for Building Occupants

Evacuation procedures can differ slightly between a fire evacuation where it is likely a return to the work area will be relatively quick, and a general evacuation for other emergencies (e.g. power failure, chemical spill, etc…) where an employee may not be able to come back into the building for a number of hours or even days.  There also is the potential that an incident may occur in which departmental employees may themselves need to summon for help as a result of a workplace violence incident and initiate an evacuation.  The following are steps building occupants should practice during an emergency evacuation:
A. Fire Evacuation

(1) If you observe fire, smoke or an explosion, immediately leave you work station, closing the door after you and activate the nearest fire alarm pull-station

(2) Take with you only ESSENTIAL personal items – keys, purses and jackets.

(3) Leave calmly but quickly

(4) Do not use the elevators – use the nearest stairs
(5) Alert co-workers to the situation as you are leaving and prompt them to leave as well
(6) Inform any individuals who have declared a disability to you as to the location of the designated Areas of Refuge

(7) Follow any directions from your departmental administrator or his/her designee
(8) Go immediately to the primary or secondary meeting site as identified in your ERR, and make your presence known
B. General Evacuation
(1) Remain calm

(2) Gather any personal items with the knowledge you may not be able to return that day

(3) Leave calmly but quickly

(4) Alert co-workers to the situation as you are leaving and prompt them to leave as well

(5) Inform any individuals who have declared a disability to you as to the location of the designated Area of Refuge

(6) Follow any directions from your departmental administrator or his/her designee
(7) Go immediately to the primary or secondary meeting site as identified in your ERR and make your presence known
C. Workplace Violence Incident
(1) In the event of a workplace violence incident where you hear or suspect gunshots and if you are able, evacuate the area immediately
(2) Dial 9-1-1 and report as much information as you can
VII. Disabled Occupants & Areas of Refuge
All employees, including individuals in your department that have declared a disability to your administration, should be made aware of the designated Areas of Refuge.  Upon an evacuation order being issued, disabled individuals should be directed to proceed to these areas and wait for assistance.  

VIII. Critical Operations Shutdown
This situation is applicable to certain departments and building areas where critical operations and equipment are present.  Laboratories for example that have sensitive lab experiments in progress may need to take special action prior to evacuating.  Technology equipment such as computers and servers may need special attention prior to leaving unattended for an extended period.

Use Appendix D to identify those critical operations and equipment and what measures need to be taken.  Finally, identify who in your department is responsible for taking these actions
IX. Accountability – Meeting Sites
Once an evacuation declaration has been given, employees should move as quickly and calmly as possible to the pre-determined meeting sites as identified in their ERP.  This is in order to provide accountability and safety for all employees at work and is an Occupational Safety and Health Administration (OSHA) requirement found in 29 CFR 1910.38 (a)(2)(iii).  Designated meeting sites may be in other campus locations, but should be at least two-hundred fifty (250) feet from your work building.

Please be advised that depending on the incident, should both the primary and secondary meeting sites be deemed unavailable by Campus Police, follow the instructions of your departmental administrator or his/her designee as to where to meet.

X. Training and Communication

Employees should be provided with a copy of your department’s EEP initially upon employment and when any updates are made.  It is the responsibility of each department to ensure their employees are trained on the components of the EEP, and to document such training sessions
XI. Drills

The University will conduct emergency evacuation drills periodically throughout the year.  They will notify the departmental administrator in advance.  Be sure to keep your EEP up to date.  A post-evacuation drill evaluation will be provided to inform employees of what components worked well as well as any areas where improvement may be needed.

Appendix A

Emergency Evacuation Plan for:________________________

Contact Information:

	Function/Title
	Name/Job Title
	Room#
	Work Extension
	Home/CellPhone

	Dean/Director/
Department Head
	
	
	
	

	Emergency Response Coordination
	
	
	
	

	Safety Monitoring
	
	
	
	

	Other 
	
	
	
	


Total Number of Employees for (Department):_______________________
Number____________
As of______________ (Date)

Number____________
As of______________ (Date)

Number____________
As of_______________(Date)

Number____________
As of_______________(Date)

Number____________
As of_______________(Date)

Number____________
As of _______________(Date)

Number____________
As of________________(Date)
Appendix B

Departmental Employee List

NOTE: Feel free to attach a computer printout – it is recommended to identify the specific work area (bldg/room#) for each employee.

Appendix C

Emergency Evacuation Routes

(Insert floor plans with evacuation routes identified for work areas)

Appendix D
Critical Operations and Laboratories

	Critical Operation
	Action to Be Taken
	Employee Responsible

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please make as many copies of this sheet as necessary
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