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(SAMPLE) EMERGENCY OPERATING PROCEDURES
(EMERGENCY ACTION PLAN)

I
INTRODUCTION

A. Legal Compliance Requirements

This standard operating procedure or emergency operations complies with the requirements of Title 8
General Industry Safety Orders, Subchapter 7. General Industry Safety Orders Group 1. General Physical
Conditions and Structures Article 2. Sec.3220, Emergency Action Plan.

B. Emergency Action Plan

The company is committed to establishing and maintains an emergency action plan consistent with its
objectives to enhancing the health and safety of its employees. Therefore, it is the policy of the company
that all employees and administration, will comply with the emergency action plan while working for the
company.

C. Program Objective

The primary objective of this plan is to minimize hazards to facilities and staff from fires, explosions, earthquake,
severe weather and flooding, or any unplanned sudden release of hazardous materials or hazardous waste
constituents that can become hazard. The plan is to be consulted primarily by the management and supervision;
however, all personnel involved in the management of facilities shall be familiar with the contents of this plan. In
addition, the plan shall be circulated to appropriate emergency response units that might be involved with the
emergencies described herein.

II
EMERGENCY PLANNING FOR CONSTRUCTION SITES

Construction sites are continuously faced with changes in the physical layout, changes in emergency
devices available and in harmful exposures. Careful pre-planning of emergency procedures, before the
start of a project and during changes in different construction phases, must be done and all crewmembers
must be aware of these procedures. The following steps are important components of an emergency
action plan:

 Be familiar with the entire worksite, building or structure. Review a floor plan that identifies
emergency exits, emergency equipment (i.e., fire extinguishers, hoses, standpipes, pull
stations, etc.). This plan should be posted in conspicuous areas and show evacuation routes
as well as meeting points

 Analyze potential emergencies by considering if the hazards change regularly, gradually or
stay the same over a period.

 Know where emergency phone numbers are posted at your work location. These include
medical emergency personnel, police, fire, EPA, Coast Guard, health department, OSHA,
utilities, insurance carriers, etc. Numbers should be conspicuously posted near telephones.
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 Know who has responsibility during emergencies to

 Contact emergency personnel

 Act as First aid responders, fire brigades and a cleanup team

 Talk to the media

 Serve as incident commander, or to take specific steps

 Ensure that all workers know how to properly use emergency devices, such as personnel
protective equipment, fire extinguishers, etc.

 Practice the emergency procedures to ensure their effectiveness

 Remember that emergency procedures must be updated whenever there is a change in the
operation, hazardous exposures, and physical layout or if new employees are working in the
location. Weekly safety meetings are a good time for review.

II
EMPLOYEE TRAINING PLAN

A. Training SOP

1) It is the intent of the company to provide the initial as well as annual training, including refresher
courses for all our employees, in safety procedures in the event of a man made or natural disaster.

2) All employees, current and newly hired will receive this training in addition to:

 Familiarity with the plans and procedures involved in evacuation routes, assembly areas, and
alarms

 Physical characteristics and makeup of our facility or work sites, and their respective emergency
procedures

3) The necessity for continued education and training concerning emergence at work sites would be
dictated by:

 The local administering agency for the work site that has the responsibility to enforce said training
in our location of business

 The management and designated emergency coordinators/supervisor representing the work site

 The company will consider all requests, suggestions, and questions from our employees that relate
directly to the emergency of a high priority issue

4) A site plan map with preferred evacuation routes will be posted or given to employees at our work sites
employees will be trained in the use of these site plans, their routes, and the importance of such
knowledge. In the event that the facility or these routes are modified in any way, all personnel will be
notified and the appropriate alterations will be made to all existing site plan maps.
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III
NOTIFICATIONS CHECKLIST

A. EOP: Management Notification

In the event of an emergency or a situation that could evolve into an emergency, management must
be informed immediately. The following individuals shall be notified for events concerning the
site:

 Project Superintendent

 Supervisor/Forman/general Forman/ Manager

 Maintenance Manager for the site

 Security

 Safety Coordinator or officer for the site

B. EOP: Emergency Response Team Notification

This procedure applies to situations that require implementing the Emergency Response Plan for
release of hazardous substances or immediate notification of management team of a significant
emergency event. Notification procedures shall be reviewed at the pre-job site meeting.

C. EOP: Employees Notification

Employees may be notified of emergencies by the installed alarm system, public address system or
by supervisors. After initial notification, employees will be provided direction by on scene
supervisors.

D. EOP: External Notification

The preferred method for contacting local Emergency Response Assistance is to call 911; this
will provide initial notification to Law Enforcement, Fire Department, and County OES/LEPC.

E. EOP: Corporate Notification

In the following cases, the Corporate Office will be notified in a timely manner:

 Fire/Explosion Damage

 Flood Damage

 Tornado/High Wind Damage

 Theft

 Cargo Losses

 If any media interest is expected, contact Corporate Public Relations for
assistance.

Corporate Contact List:

Names: Russell

Phone Numbers:
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IV
EMERGENCY EVACUATION

A. Background

The need for evacuation can be for many reasons. The keys to a successful evacuation are:

 Supervisor coordination and control

 Pre-determined routes and assembly areas

C. Management Action Checklist

 After the Senior Manager on scene determines the need for an emergency evacuation
exists, the evacuation alarm will be activated (describe sound of your alarm) and
announcements & instructions will be issued over the public address system

 Management will immediately start actions, taking into consideration the nature and
extent of the emergency

D. Specific Responsibilities & Assigned Actions

1) Supervisors Checklist

 Lead employees from work areas when evacuation alarm is sounded

 Provide necessary assistance to any employees with disabilities

 Escort employees to the designated assembly area

 Account for Employees at the designated assembly area

 Notify Human Resources of any employees missing

 Provide control of Employees at assembly areas

2) Employee Checklist

 Obtains data concerning the nature of the emergency

 Notifies the supervisor and/or emergency coordinator of the emergency by any communication
means available (phone, intercom, shouting, etc.)

 Aid the supervisor and the emergency coordinator in obtaining additional information necessary for
completing the emergency information report form

 At the direction of the supervisor and/or the emergency coordinator, initiates control measures to
manage and eliminate the release, fire, or explosion, or completes the required emergency
shutdown procedures and evacuates the area
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V
EARTHQUAKE SAFETY

A. If Inside:

 Immediately drop to the floor, taking cover under sturdy or heavy none moveable equipment.

 Move away from windows, bookcases, shelves, equipment and other objects that may break or fall

 Do not move around until the earthquake is over. Do not try to escape the building while it is shaking.

 After the building stops shaking, DO NOT rush to the nearest exit.

 Exit the building through the nearest unobstructed exit, and report to assigned emergency station.

B. If Outside:

 Move away from buildings and power lines

 Get out in the open

 Sit down until the trembling stops

 In mountainous areas, watch for falling rocks, trees, and other debris

C. If Driving:

 Stop driving if it is safe. DO NOT stop on, under, or near a bridge, overpass, or tunnel. Move your
vehicle off the road, away from buildings, trees, and power lines

D. After the Earthquake:

 No open flames due to the possibility of broken gas lines

 Remain calm

 Be aware that aftershocks follow an earthquake and be prepared for further tremors

 Follow instructions given at Emergency Headquarters, or if you are inside, plan the safest route to the
evacuation area

VI
FIRE/EXPLOSION

A. Background

Fires can have several causes and sources of fuel. Most deaths in a fire are caused by smoke
inhalation. It is important to remember that the normal evacuation path could be towards the fire. In
these cases, alternate routes, away from the fire are to be used. At no time will Employees attempt
to contain a fire that has progressed past the initial small stage. Explosions can have numerous
causes. The results of explosions can range from fires to weakened or collapsed structures.
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B. Management Action

1) If it is established that there is a fire or explosion on the premises, Management will be
notified immediately and the fire alarm sounded and the evacuation alarm shall be
sounded.

2) Management will immediately initiate action, taking into consideration changes that
might become necessary according to the situation.

3) Management will establish a command post at _________

4) The Maintenance Manager will:

 Assign competent employees to monitor the sprinkler risers to assure normal
operation

 Direct emergency shut down of utilities (power and gas) and backup/valve off
ammonia refrigeration systems, and other actions as the situation requires

 Provide liaison with emergency response units

5) Security will call 911 and provide initial details of the fire and/or explosion to
emergency response units.

VII
FIRE EVACUATION ROUTES AND PLANS

A. Evacuation Plans

1) Each facility shall have an emergency evacuation plan. All emergency exits shall conform to
NFPA standards.

2) Should evacuation be necessary, all persons shall go to the nearest exit or stairway and proceed
to an area of refuge outside the building. Most stairways are fire resistant and present barriers
to smoke if the doors are kept closed.

3) Persons shall not use elevators because the fire may involve the control panel of the elevator or
the electrical system of the building and power in the building may be cut and trap persons
between floors. In addition, the elevator shaft can become a flue, lending itself to the passage
and accumulation of hot gases and smoke generated by the fire.

B. Emergency Coordinators/Supervisors

Emergency Coordinators/Supervisors will be responsible for verifying personnel have evacuated
from their assigned areas.
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VIII
BOMB THREAT

A. Bomb Threat Call Report

 Do not hang up phone

 Get all information: location, size, appearance, time the bomb will explode, etc.

 Alert another staff member to call the phone company to attempt a trace on the call.
(Dial "O" for Operator)

 Get the caller to talk as long as possible

 Notify the Management of the threat

 Management shall call 911 and make decision concerning evacuation.

 IF EVACUATION HAS BEEN DECIDED, NO ONE SHALL ENTER
THE WORK SITE UNTIL THE EMERGENCY RESPONDERS HAS
GIVEN AN ALL CLEAR TO PLANT MANAGER OR
MANAGEMENT MEMBER IN CHARGE

IX
HAZARDOUS CHEMICAL RELEASE

A. Hazardous Chemicals

1) In the event of an accidental release of hazardous chemicals, an evacuation would be
required if the release is in a significant amount to cause, or have potential to cause,
harm to employees.

2) If it is determined that there is a hazardous chemical emergency, the Management
Team will be notified and make the decision whether to evacuate any areas.

3) All unqualified Employees should remain clear of any spill or release of any hazardous
material. If evacuation procedures have been initiated, ALL EMPLOYEES MUST
LEAVE THE PLANT OR WORK SITE and proceed to the designated meeting area.

4) No one may enter the release/spill/affected areas without proper personal protective
equipment and management permission.

5) PPE is required at all times until the hazard has been dissipated with proof by proper
testing procedures.

6) Manager will proceed directly to the emergency area to determine if evacuation or
outside help is necessary.

7) Management will activate the Emergency Response Team if required.

8) Management will implement the Emergency Spill Procedures of the Spill
Prevention Control & Countermeasures Plan if any hazardous material is released.
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X
GAS LEAK INSIDE A BUILDING

A. Gas Leak Checklist

1) When an investigation discloses a close concentration of gas inside of a building or
work area, the following immediate action be taken:

 Clear the room, building or area of all occupants, etc. Do not re-enter the room,
building or area until the space has been determined to be safe.

 Use every practical means to eliminate sources of ignition. Take precautions to
prevent smoking, striking matches, operating of electrical switches or devices,
opening of furnace doors, etc. Cut off electrical circuits at remote sources to
eliminate operation of automatic switches in the dangerous area. Safety flashlights
designed for use in hazardous atmosphere are recommended for use in such
emergencies.

 Notify the fire department, and Gas Company of the leak. Have an employee meet
the department/agency representatives to direct them to the area of the leak.

 If properly trained and equipped to do so and without injury:

 Ventilate the affected portion of the building by opening windows and doors.
Gas vapors, when ventilated, will travel with the wind or to a lower elevation.
It may be necessary to contain the gas until evacuation of other building(s)
and/or work site can be accomplished.

 Shut off the supply of gas to the area involved.

 Investigate other buildings in the immediate area to determine the presence of
escaped gas therein.

2) Procedures to cut off natural gas:

 Turn off the gas meter only if you smell gas or you hear the hissing sound of gas
escaping.

 Know where the gas meter is located and have a ten or twelve inch adjustable
wrench near by.

 Locate gas shut off valve.

 Turn gas shut off valve 1/4 turn either direction to turn off gas.

 Once gas is shut off, leave off until a gas company representative restores gas
service.

XI
STORMS FLOODING AND HIGH WINDS

A. Planning For Storms

During severe storms, flooding, and high winds, there is usually a public warning. Careful
preparation and planning before a storm arrives will help minimize damage, loss and grief.
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Preparation for severe weather shall include:

 Obtaining information on flood zones and evacuation shelters
 Planning an evacuation route to the nearest shelter or "safe" area and keep a map

readily available
 Listen to the emergency broadcasts of the storm
 Listen for shelter locations announced on the radio
 Replenish emergency kits and supplies
 Secure important documents from possible damage or move them to a safe location
 Develop a list of important phone numbers
 Develop a plan to secure loose objects around the work site including branch and

tree maintenance
 Secure all loose objects outdoors
 Secure all windows using plywood
 Fill vehicles with fuel
 Charge all batteries (i.e., phone, lamps, flashlights, radios, etc.)
 Be prepared to evacuate and transport emergency supplies, kits and clothing to a

predetermined location

B. During Storm:

 Stay indoors and away from windows and keep to the center of the building on the
ground level

 Listen to the emergency broadcast on the radio or television
 Turn off all electrical devices and appliances that are not needed
 Stay away from coastal waters, rivers, streams and other areas where flooding may

occur
 Do not try to cross-flooded areas with your vehicle
 Listen for instructions from emergency officials when the storm is over


