
SOP: Emergency Response and Evacuation Plans
This SOP provides comprehensive guidelines for emergency response and evacuation plans, detailing procedures
to follow during emergencies such as fires, natural disasters, hazardous material spills, and other critical incidents. It
includes roles and responsibilities, communication protocols, evacuation routes, assembly points, and post-evacuation
procedures to ensure the safety and security of all personnel and visitors. The plan aims to minimize risks, prevent injuries,
and facilitate an organized and efficient response during emergencies.

1. Purpose
To establish clear procedures for effectively responding to and managing emergencies requiring evacuation, ensuring the
safety of all personnel and visitors.

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

3. Roles and Responsibilities

Role Responsibility

Emergency
Coordinator

Leads the emergency response efforts and communicates with external
emergency services.

Fire Wardens Guide personnel to evacuation routes and assembly points, conduct
headcounts, and report missing persons.

All Staff Follow instructions, evacuate promptly, and proceed to designated
assembly points.

Security
Personnel

Assist in crowd control, secure facility entrances/exits, and cooperate with
emergency responders.

4. Communication Protocols
1. Immediate notification of all occupants using alarm systems or public address systems.
2. Contact emergency services (fire, police, ambulance) via designated contact numbers.
3. Maintain regular communication between Emergency Coordinator, Fire Wardens, and security personnel.

5. Evacuation Procedures
1. Initiation: On activation of an alarm or notification of emergency, all occupants must begin evacuation via

nearest safe exit.
2. Evacuation Routes:

Follow posted evacuation maps and signage.
Do not use elevators during evacuation.
Assist individuals with disabilities as outlined in the facility's assistance plan.

3. Assembly Points:
Proceed immediately to designated outdoor assembly points.
Remain at the assembly point until accounted for and provided with further instructions.

6. Post-Evacuation Procedures
1. Conduct a headcount and report missing persons to emergency services.
2. Do not re-enter the building until clearance is given by emergency services or the Emergency Coordinator.
3. Document the incident and debrief staff after the event to review procedures and identify improvements.

7. Training and Drills



Conduct regular emergency evacuation drills at least twice a year.
Provide annual training for all personnel on emergency response procedures and locations of exits and
assembly points.
Brief new employees and visitors on emergency procedures upon arrival.

8. Review and Update
This SOP shall be reviewed annually and after any emergency event to ensure it remains current and effective.

9. Appendices
Appendix A: Evacuation Maps
Appendix B: Emergency Contacts List
Appendix C: Special Assistance Protocols
Appendix D: Drill and Training Records
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