
SOP: Emergency Response and Evacuation Plans
This SOP details emergency response and evacuation plans, outlining procedures for immediate action during
emergencies, roles and responsibilities of personnel, communication protocols, evacuation routes and assembly points, and
post-evacuation accountability. The objective is to ensure the safety and well-being of all individuals by establishing clear,
efficient, and practiced methods to respond swiftly and effectively to emergencies.

1. Purpose

To establish uniform procedures for responding to emergencies and conducting safe, orderly evacuations of all personnel
from the facility.

2. Scope

This SOP applies to all employees, contractors, visitors, and other personnel present at the facility during regular operations
or events.

3. Roles and Responsibilities

Role Responsibilities

Emergency Coordinator Initiate evacuation, coordinate response efforts, liaise with emergency services.

Floor Wardens Guide personnel to exits, check assigned areas, report missing persons.

All Personnel Follow evacuation routes, proceed to assembly points, report status to wardens.

First Aid Responders Administer basic first aid and assist injured persons as necessary.

4. Emergency Response Procedures

1. Remain calm and alert others in the vicinity of the emergency.
2. Activate the nearest alarm or notify emergency services directly.
3. Follow posted evacuation instructions and proceed to the nearest safe exit.
4. Do not use elevators during evacuation.
5. Assist individuals with disabilities or those requiring additional help.

5. Communication Protocols

Alarm systems and public address announcements will signal the need to evacuate.
Emergency Coordinator will communicate directly with local emergency services.
Floor Wardens will provide instructions and updates to personnel in their areas.
Designated personnel will maintain contact lists and ensure everyone is accounted for.

6. Evacuation Routes & Assembly Points

Evacuation routes are marked clearly on facility maps and signage.
All personnel must proceed to the designated assembly point outside the facility.
Floor Wardens will verify that all areas have been cleared.



7. Post-Evacuation Accountability

1. Floor Wardens conduct headcounts at assembly points.
2. Report missing individuals to the Emergency Coordinator and emergency services.
3. Remain at the assembly point until the "all clear" is given by authorities.

8. Training and Drills

Conduct regular emergency evacuation drills (at least annually).
Provide orientation and annual refresher training for all personnel.
Review and update emergency plans as needed.
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