This tool provides an example of an emergency plan. You may adapt it to match your business needs. It is recommended to ask for a lawyer/expert’s advice.
Emergency Plan

The goal of an emergency plan is to ensure the safety of all people in the affected area and minimize damage to assets. 

The emergency plan usually includes: 
· evacuation procedures 
· designated evacuation coordinator
· contacts of emergency services  
· procedures for an effective communication 
· training and information requirements 
· emergency plan testing procedures
· post-emergency procedures to restore company operations

Emergency plan preparation/emergency plan key features – to be done before the emergency:
1. List location of nearest emergency exits, fire extinguishers, and other safety features available at the work site; 
2. Describe one or more evacuation routes;
3. Determine the Emergency Meeting Location(s), that is, places for your staff to gather and wait for instructions. Emergency meeting locations should be easily and safely accessible, outside the affected area. 
4. Inform all staff of the existing procedures 
5. Train the staff (e.g. best behavior in case of emergency, first-aid treatment) and test the evacuation plan regularly

Evacuation Coordinator(s): 
1. Appoint one or more Evacuation Coordinator(s) 
2. They will inform and train the staff of the evacuation procedures
3. They will guide the testing exercises and ensure that all procedures are put in place correctly
4. All staff must have their contacts as they function as the primary emergency contact 
5. They coordinate the work site’s emergency planning efforts and are the contact point for the emergency services. 






Sample Emergency Instructions
· [bookmark: _GoBack]If you ever discover a fire or other dangers, contact immediately your supervisor or the designated Evacuation Coordinator. 
· Stop work and leave the building IMMEDIATELY 
· Follow instructions, avoid panic, and cooperate with those responding to the emergency.
· Turn off computers, equipment, fans, etc., and close desk drawers.
· Do NOT delay your exit from the building by looking for belongings or other people.
· When leaving the building, go straight to the designated Emergency Meeting Location.
· Report to your supervisor/Evacuation Coordinator and do not obstruct the responding fire/rescue workers’ operations.
· Do not re-enter the building until instructed to do.

The above rules should be adapted to the specific situation and working site. All staff should be informed and procedures should be tested regularly.

