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Instructions: This building evacuation plan included in this document may be used by all health departments and should be modified accordingly to fit the needs of your agency and county plans. 

· This template is an optional item for health departments that do not have existing evacuation plans. 

· If you have a current facility evacuation plan, it is not necessary to repeat it here but you may reference within the COOP that an evacuation plan exists and where to locate the plan.

X County Health Department

Building Evacuation Plan

PURPOSE:  To provide specific directions to all staff in the event of an emergency requiring the evacuation of the facility.

GENERAL: This procedure provides for the handling of emergency evacuations of the facility.  

 

RESPONSIBILITIES:
· The Administrator shall identify an area for sheltering in place (i.e., tornado or severe weather shelter).

· The Administrator shall identify an off-site assembly location where staff will meet if ordered to evacuate the building. 

· The Administrator shall be responsible for the following:
· Monitor the evacuation procedures and ensure that all employees are participating.
· Identify himself/herself to responding emergency personnel and provide any information or assistance, as requested.

· Report to the assembly location to receive employee check-off lists from Supervisors and to coordinate with emergency personnel as necessary.
· Supervisors shall be responsible for monitoring their sections as follows:
· Know the status of all assigned staff, (e.g. are they on site, in the field, or on annual leave).
· Ensure staff members are trained in the evacuation procedures and in dealing with others who may become confused or panic in an emergency situation.

· Assign at least two alternates to keep a staff check-off list in the Supervisor’s absence.

· Ensure all delegates are properly trained in their duties.
· Supervisors are responsible for maintaining a check-off list to account for all staff members after evacuation and for reporting their findings to the Administrator.
· All staff are responsible for the following:
· Ensure handicapped employees and visitors are assisted from the facility.
· Staff with visitors or patients should exit the facility with the visitors.
· If safe to do so, staff must search for and ensure that any clients who are in exam rooms, breastfeeding stations, restrooms, etc. evacuate with the staff immediately. 
· Official search and rescue operations will be performed only by trained professionals. DO NOT RE-ENTER THE BUIDLING UNTIL GIVEN THE ALL-CLEAR BY FIRST RESPONDERS!

PROCEDURE:  Facility evacuation may be ordered by the following mechanisms:

· Building PA system

· List others

	EMERGENCY FACILITY EVACUATION

	CHECK-OFF LIST

	DATE OF EVACUATION 
	TIME

	Supervisor: 
	Section:
 

	Staff Members
	ACCOUNTED FOR
(Yes or No)
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