SOP: Emergency Response and Evacuation Steps

This SOP details the emergency response and evacuation steps to ensure the safety of all personnel during critical incidents. It covers the
identification of emergency situations, activation of alarm systemns, clear evacuation routes and assenbly points, roles and responsibilities of
emergency response teams, communication protocols, and procedures for accounting for all individuals. This SOP aims to minimize risk, prevent
mjury, and ensure an organized and efficient evacuation process in the event of fire, natural disasters, hazardous material spills, or other
emergencies.

1. Purpose

To provide a structured approach to emergency response and evacuation to protect personnel, clients, and visitors during emergencies.

2. Scope

This SOP applies to all employees, contractors, and visitors present in the facility during an emergency.

3. Responsibilities

¢ Emergency Response Team (ERT): Lead evacuation efforts, assist individuals with special needs, communicate with emergency
services.

¢ Supervisors/Managers: Ensure areas are cleared and all individuals are accounted for at assembly points.

¢ All Personnel: Follow evacuation instructions and proceed to designated assembly points promptly.

4. Emergency Identification and Alarm Activation

1. Identify the emergency (fire, hazardous material spill, natural disaster, etc.).
2. Activate the nearest alarm (manual pull station or electronic alert system).
3. Call emergency services (e.g., 911) providing the nature and location of the emergency.

5. Evacuation Procedure

Upon hearing the alarm, stop all work immediately.

Leave belongings behind unless safe to retrieve (do not delay evacuation).
Use the nearest safe exit; do not use elevators.

Assist those with disabilities or special needs as directed by the ERT.
Close doors behind you as you leave, but do not lock them

Proceed directly to the designated assembly point outside the building,
Do not re-enter the building until cleared by emergency personnel
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6. Assembly Points and Accounting
o Qather at the pre-assigned assembly area(s).

¢ Supervisors/ERT conduct a roll call or check-in to account for all persornnel.
¢ Report missing persons or concerns immediately to emergency responders.

7. Communication Protocols
e Use two-way radios, phones, or intercoms for communication between ERT, supervisors, and emergency services.

¢ Only authorized personnel to communicate with the media and public.
¢ Provide updates as soon as safely feasible.

8. Training and Drills

¢ Allpersonnel to participate in regular emergency response and evacuation drills.
¢ ERT to receive additional training on rescue, first-aid, and use of emergency equipment.

9. Post-Evacuation Actions

1. Awatit instructions from emergency personnel before re-entry.
2. Participate in debriefings after drills or actual events and suggest improvements.
3. Report any injuries, hazards, or issues encountered during evacuation.



10. Documentation

e Record of drill dates, attendance, and evaluations.
e Incident reports for any emergency events.
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