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INTRODUCTION

Purpose of an Emergency Action Plan

This is a sample written Emergency Action Plan (EAP) and Fire Prevention Plan (FPP) provided only as a guide to assist in complying with 29 CFR 1910.38, OSHA’s Emergency Action standards and 29 CFR 1910.39, OSHA’s Fire Prevention standards.  It is not intended to supersede the requirements detailed in the standards but only as an aid in developing your procedures so they meet the requirements.    

An Emergency Action Plan (EAP) describes policies and procedures necessary to minimize hazards to human safety and health and to the environment from fires, explosions, release of chemicals, severe weather, or other accidents.  

Facilities with 10 of fewer employees are not required to have a written emergency action plan.  However, depending upon the size and complexity of a facility, a written plan may be necessary to keep track of all emergency procedures and provisions.  It is also easier to ensure training is completed and is consistent for all employees when an Emergency Action Plan is in writing.  

The primary objective of the Emergency Action Plan is to have all employees know how to:

· exit to safety

· alert fellow employees

· notify the appropriate emergency resource agency

The Emergency Action Plan must include, as a minimum, these elements:

· emergency escape procedures

· procedures to be followed by employees who remain to perform critical plant operations

· procedures to account for all employees after an emergency evacuation

· rescue and medical duties for those employees who are to perform them

· preferred method for reporting emergencies

· names or regular job titles of persons or departments to be contacted for information or explanation of duties under the plan

EMERGENCY ACTION PLAN
Scope & Application  
As required by OSHA, the following Emergency Action Plan has been developed to ensure employee safety from fire or other emergency situations that we reasonably expect in our workplace.  

Emergency Escape Procedures  
To maximize the effectiveness of an Emergency Action Plan, employees must be familiar with the rules and procedures and how those rules and procedures are put into practice.  The only way to accomplish this is to stage practice drills on simulated emergencies.  It is recommended that practice drills covering all possible emergencies are performed periodically.  Practice drills should be performed at least once each year.  The more practice employees have, the more likely they will perform safely and effectively in a real emergency.  

Note:  To get the most out of your Emergency Action Plan, include your outside responders in planning sessions and practice drills.  It is absolutely necessary for the fire department to be familiar with your facility and the possible emergency situations that could arise. 
(Insert Specific Instructions)
Example:  In the event of an emergency or if the alarm sounds for evacuation of the building, remain calm, walk to the nearest exit, and leave the building immediately.  After leaving the building, proceed to the front of the building and meet at (i.e. designated meeting location).  Do not leave the area, do not return to the building, and follow your supervisor’s instructions.  

Assigned Employee Responsibilities
(Insert Specific Instructions)

Example:  In the event of an emergency evacuation there are no plant processes which would require continued operation.  All employees are expected to leave the plant immediately when an evacuation order is announced.

Example:  In the event of an emergency evacuation, the following individuals have responsibility to perform (or shut down) critical plant operations before evacuating.  These individuals and the procedures to be followed include:
· NAME

· RESPONSIBLE FOR

· PROCEDURE TO BE FOLLOWED 
Accounting for all Employees 
(Insert Specific Instructions)

Example:  Within the first 15 minutes of each shift, the supervisor is responsible for taking attendance of the workers.  The attendance roster should remain with the supervisor at all times.  In the event of an evacuation, all employees are instructed to evacuate the facility and meet at (i.e. designated meeting location).  The supervisors will use the daily roster sheets to account for the workers.  In the event that a worker is absent, the supervisor may (at his/her discretion) sweep the area for the missing employee.  Employees must not leave the area until instructed to do so by the supervisor.  
Rescue and Medical Duties

(Insert Specific Instructions)

Example:  Employees are not expected to perform any rescue or medical duties.  The responding fire or rescue service will be solely responsible for any and all rescue and medical duties.  Therefore, there are no provisions for training employees in these tasks.  

Reporting Fires and Other Emergencies

(Insert Specific Instructions)

Example:  The preferred means of reporting fires and other emergencies is by phone.  The emergency phone numbers are posted (i.e. at each production area, break area)

Emergency Contacts and Phone Numbers

· Fire Department -  (123) 456-7890

· Ambulance -  (123) 456-7890

· Law Enforcement -  (123) 456-7890

· Rescue -  (123) 456-7890

· Emergency Coordinator -  (123) 456-7890

· After Hours Roster

· John Doe – (123) 456-7890

· Jim Doe – (123) 456-7890

Training of Personnel
In order to ensure the safe and orderly emergency evacuation of employees, a review of the Emergency Action Plan shall be provided to employees when:

· the plan is established

· at initial employment

· whenever employee’s responsibilities or actions change

· whenever the plan is changed

It is extremely important in any crisis that each employee be aware of the provisions of their Emergency Action Plan, and of his or her pre-assigned role in carrying out the plan.

ACKNOWLEDGEMENT OF EMERGENCY ACTION PLAN

This form records the date when employees were trained on the contents of the Emergency Action Plan.

	Date
	Employee Signature
	Emergency Coor. Initials

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Fire Prevention Plan

An employer must have a fire prevention plan when an OSHA standard in this part requires one.  The requirements in this section apply to each such fire prevention plan.

Scope & Application

As required by OSHA, the following Fire Prevention Plan has been developed to prevent or minimize the possibility of a fire emergency. 

Elements
Major Workplace Fire Hazards 

(Insert Specific Instructions)

Example:  The following is a list of potential fire hazards with the facility and their proper handling and storage procedures.  (i.e. enter workplace hazards and procedures here such as paints, oils used in facility are stored in areas located away from heat and sparks).

Personnel Responsible for Maintenance of Fire and Emergency Equipment 

(Insert Specific Instructions)

Example:  The following individuals have responsibility for the maintenance of emergency equipment.  These individuals and the procedures to be followed include:

· NAME

· RESPONSIBLE FOR

· PROCEDURE TO BE FOLLOWED 
Personnel Responsible for Control of Fuel Source Hazards 

(Insert Specific Instructions)

Example:  Fuels are not used within the facility for production processes.  The plant heating units are natural gas fired and are inspected by an outside contractor. 

Housekeeping

Facility cleanliness is stressed to all employees.  Overall housekeeping is often a covariant of safety and health because many of the organizational factors that determine good housekeeping are the same factors that result in safety and health performance.  Trash, scrap, and waste are to be removed during each shift.  Each employee is responsible and is expected to clean up his/her work area.  Trash and waste receptacles are located throughout the facility.  
Training

Upon initial assignment to a job, the employer must inform employees of the fire hazards they are exposed.  The employer must also review with each employee those parts of the fire prevention plan necessary for self-protection.  Under no circumstances should a new employee be allowed to begin work without training for fire hazards of the materials and processes.  
