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PURPOSE: An Emergency Action Plan (EAP) is a written document 
required by law and OSHA standards. The plan is intended to guide 
municipal personnel in reducing work related injury and illness and to 
guide building occupants to prepare for, respond to, and recover from a 
critical incident or other emergency at or near the building they occupy. 
While keeping in mind that the circumstances of each incident may vary, 
following the steps of an (EAP) will ensure that best practices are 
followed and that maximum efficiency is attained. It is necessary to 
collectively implement measures to mitigate against natural or human-
caused occurrences to protect life and property, prior to an event actually 
occurring. 

 

 

NOTE: This plan is 
intended for use by all 

departments and should 
be considered an overall 

building plan. 
 

The prescribed methods 
contained are designed to 

comply with current 
recommended standards. 
Designated personnel are 

required to periodically 
evaluate its content and 

update the plan as 
necessary. 

 
It should be understood 

that this plan will only be 
effective if the building 
occupants review and 

understand its content, 
and formally train and 

practice implementing its 
procedures. 

 
 

OVERVIEW: While the basic plan provides information relevant to the (EAP) 
as a whole, the plan relies on Functional Annexes to provide specific 
information and direction to facilitate and organize employer and employee 
actions during a workplace emergency. The annexes emphasize 
responsibilities, tasks, and operational actions that pertain to the function 
being covered.  
 
The plan is structured to identify actions that not only ensure effective 
response but also aid in preparing for emergencies and disasters. It is 
designed to define and describe the policies, processes, roles, and 
responsibilities inherent in the various functions before, during, and after any 
emergency period.  

REFERENCES: 
 

OSHA Standard 
Regulation No. 29CFR 

1910.38 
 
c. 44 of the Acts of 2018 

 
G.L. c. 149 § 6 & 6 ½ 

 
Federal Occupational 

Safety and Health Act of 
1970 

 

 

 
T O W N  H A L L - 2 7  S T U R B R I D G E  R D  H O L L A N D ,  M A   

P H O N E :  ( 4 1 3 )  2 4 5 - 7 1 0 8  F A X :  ( 4 1 3 )  2 4 5 - 7 0 3 7  
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FOREWORD: 
 

On March 9, 2018, Chapter 44 of the Acts of 2018, An Act 
Relative to Standards of Employee Safety, was enacted. The law 
amends G.L. c. 149, § 6 ½, and updates and clarifies employee 
safety requirements in public sector workplaces. 
 
The law defines a public sector workplace to include counties, 
municipalities, all state agencies, quasi-public independent 
entities, courts, bureaus, commissions, divisions or authorities of 
the commonwealth, political subdivisions, and public colleges 
and universities. The law requires all public sector employers to 
implement methods of reducing work related injury and illness 

that meet the minimum requirements provided under the federal Occupational Safety 
and Health Act of 1970. The original law did not contain the phrasing for OSHA 
compliance because it was written before 1970, when OSHA was enacted. 
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CHAPTER 1 
 

Employer Requirements: 
 
Public sector employers are required to provide their employees with procedures, 
equipment and training to reduce work related injuries and illness. Employer methods 
must meet the minimum requirements provided under the federal OSH Act of 1970. 
 
Employers should provide guidance to their employees and promote safe and healthful 
work conditions. Employers are responsible to ensure that each employee complies with 
occupational safety and health standards and all rules, regulations, and orders issued 
pursuant to the Act which are applicable to his/her own actions and conduct.  
 
A workplace emergency is an unforeseen situation that threatens your employees, 
customers, or the public; disrupts or shuts down your operations; or causes physical or 
environmental damage. Nobody expects an emergency or disaster, especially one that 
affects them, their employees, and their organization personally. Yet the simple truth is 
that emergencies and disasters can strike anyone, anytime, and anywhere.  
 
You and your employees could be forced to evacuate your building when you least 
expect it. An Emergency Action Plan [EAP] is recommended to ensure that techniques 
are in place to reduce the likelihood of an injury or a fatality occurring during a life 
threatening emergency. 
 
Emergencies may be natural or manmade and include the following: 
 
 Floods, 
 Hurricanes, 
 Tornadoes, 
 Fires, 
 Toxic gas releases, 
 Chemical spills, 
 Radiological accidents, 
 Explosions, 
 Civil disturbances, and 
 Workplace violence resulting in bodily harm and trauma. 
 
Health & Safety Management Recommendations for Municipalities: 

 
From 2009-2011, more than 8,700 work related injuries for municipal workers were 
reported to the Massachusetts Division of Industrial Accidents. These injuries place a 
cost burden on cities and towns to provide medical treatment and workers 
compensation costs. 
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In many cases, methods to prevent the injury were readily available but not used. An 
active safety management system can help cities and towns reduce their work-related 
injuries in a cost effective manner.  
 
The following elements are recommended as part of a comprehensive management 
system to reduce work-related injuries and illnesses: 
 
Management Leadership 
 
 Establish a department and town-wide Safety & Health Policy. 
 Establish management and employee accountability. 
 Authorize a joint labor-management Safety Committee. 
 Set goals for safety. 

 
Control Risk 
 
 Establish written safety procedures for department tasks. Sample safety programs 

are available at www.mass.gov/dols/wshp. 
 Provide safe and adequate equipment to perform job tasks: 

o Operations equipment 
o Safety equipment 

 Implement an equipment inspection and maintenance schedule. 
 Pre-plan job tasks to include injury prevention. 
 Follow established industry standards for workplace safety. 
 Conduct periodic workplace inspections and control hazards. 
 Provide new hire and annual training. 

 
Measure Performance 
 
 Monitor department injury patterns and injury costs. A worksheet is available at 

www.mass.gov/dols/wshp. 
 Conduct accident investigations and determine preventive strategies. 
 Conduct self-audits using a joint labor-management team. 
 Compare performance to annual safety goals. 
 
Inspections: 
 
The Department of Labor Standards [DLS] may conduct on site inspections to evaluate 
workplace conditions and make recommendations for the prevention of injuries and 
illnesses, (Federal OSHA inspectors do not inspect public sector employers). Employers 
are expected to be familiar with the updated law which clarifies the public sector 
employer’s obligations. DLS prioritizes inspections in the following order. (For all except 
“Imminent” inspections, DLS makes an appointment with the public sector employer): 
 

http://www.mass.gov/dols/wshp
http://www.mass.gov/dols/wshp
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 Imminent Hazard: DLS inspectors stop at active trenches, aerial lift operations, and 
roofing to ensure safety equipment and procedures are used. 

 
 Accident Investigation: DLS inspects workplaces in response to a worker injury. 
 
 Voluntary: An employer can request a voluntary safety and health audit. 
 
 Complaint: DLS responds to complaints about workplace safety conditions. 

Examples of complaints include ladder handling, lack of respirators, and facility 
maintenance. 

 
 Planned Programmed Inspection: DLS performs a representative number of 

inspections in workplaces expected to contain machinery or other hazards. Examples 
of inspections may include wastewater treatment plants, drinking water plants, 
highway departments, municipal electric power stations, school kitchens, and 
crossing guard locations. 
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CHAPTER 2 
 

EAP Requirements: e-CFR 1910.38  
 
The EAP must be kept in the workplace and must be available for all employees to 
review. The plan must be in writing unless there are 10 or fewer employees, in which 
case the plan may be orally communicated. 1910.38(b) 
 
The EAP must include the following elements at minimum: 1910.38(c) 
 
1. Procedures for reporting a fire or other emergency 1910.38(c)(1);   

 
2. Procedures for emergency evacuation, including type of evacuation and exit route 

assignments 1910.38(c)(2); 
 
3. Procedures to be followed by employees who remain to operate critical plant 

operations before they evacuate 1910.38(c)(3); 
 
4. Procedures to account for all employees after evacuation 1910.38(c)(4); 
 
5. Procedures to be followed by employees performing rescue or medical duties 

1910.38(c)(5); 
 
6. The name or job title of every employee who may be contacted by employees who 

need more information about the plan or an explanation of their duties under the 
plan 1910.38(c)(6); and  

 
7. The employer must establish an employee alarm system to warn employees. For 

workplaces where there are 10 or fewer employees, direct voice communication 
(shouting) is an acceptable alternative as long as all employees can readily hear such 
an alert. 1910.38(d), § 1910.165 

 
Training Requirements: 
 
All employees must be trained initially and whenever changes to the plan or changes to 
procedures are made. A sufficient number of employees must be designated and 
trained to assist in the safe and orderly emergency evacuation of other employees. 
1910.38(e) 
 
An employer must review the plan with each employee covered by the plan when the 
following circumstances apply: 1910.38(f) 
 
 When the plan is developed or the employee is assigned initially to a job 

1910.38(f)(1); 

https://www.ecfr.gov/cgi-bin/text-idx?SID=65b279ee2e7530009034c1f152d451e5&tpl=/ecfrbrowse/Title29/29tab_02.tpl
https://www.osha.gov/laws-regs/interlinking/standards/1910.38
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 When the employee's responsibilities under the plan change 1910.38(f)(2); and 
 When the plan is changed 1910.38(f)(3). 
 
Training Recommendations: 
 
It is recommended that you educate your employees about the types of emergencies 
that may occur and train them in proper response. The size of your workplace and 
workforce, processes used, materials handled, and the availability of onsite or outside 
resources will determine your training requirements. It is also recommended that 
employers conduct an additional review of the plan with each employee if you 
introduce new equipment, materials, or processes into the workplace that affect 
evacuation routes and when you change the layout or design of the facility. 
 
Be sure all your employees understand the function and elements of your overall plan, 
including types of potential emergencies, reporting procedures, alarm systems, 
evacuation plans, and shutdown procedures. Discuss any special hazards you may have 
onsite such as flammable materials, toxic chemicals, radioactive sources, or water-
reactive substances. Clearly communicate to your employees who will be in charge 
during an emergency to minimize confusion. 
 
General training for your employees should address the following and it is 
recommended that training is conducted at least annually: 
 
 Individual roles and responsibilities; 
 Threats, hazards, and protective actions; 
 Notification, warning, and communications procedures; 
 Means for locating family members in an emergency; 
 Emergency response procedures; 
 Evacuation, shelter, and accountability procedures; 
 Location and use of common emergency equipment; and 
 Emergency shutdown procedures. 
 
It is recommended that you provide training for your employees in the areas of 
hazardous materials and in utilizing special emergency equipment. You also may wish to 
train your employees in first-aid procedures, including protection against blood borne 
pathogens and respiratory protection, as well as methods for preventing unauthorized 
access to the site.  
 
Once you have reviewed your action plan with your employees and everyone has had 
the proper training, it is a good idea to hold practice drills as often as necessary to keep 
employees prepared. It is recommended that you include outside resources such as fire 
and police departments when possible. After each drill, gather management and 
employees to evaluate the effectiveness of the drill to identify the strengths and 
weaknesses of your plan and work to improve upon it.  
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CHAPTER 3 
 
Recommendations for Department Heads: 
 
When drafting the plan, the department head may wish to select a responsible 
individual to lead and coordinate the overall emergency plan and the evacuation 
procedure. It is critical that employees know who the coordinator is and understand 
that person has the authority to make decisions during emergencies.  
 
The coordinator [or department head] should: 
 
 Assesses the situation to determine whether an emergency exists requiring 

activation of emergency procedures; 
 Supervise all efforts in the area, including evacuating personnel; 
 Coordinate with outside emergency services, such as medical, fire and police 

agencies, and ensure that they are available and notified when necessary; and 
 Direct the shutdown of plant operations when required. 

 
You also may find it beneficial to coordinate the plan with other employers when 
several employers share the worksite, although OSHA standards do not specifically 
require this. In addition to a coordinator, you may want to designate evacuation 
wardens to help move employees from danger to safe areas during an emergency. 
Generally, one warden for every 20 employees should be adequate, and the appropriate 
number of wardens should be available at all times during working hours. 
 
Employees designated to assist in emergency evacuation procedures should be trained 
in the complete workplace layout and various alternative escape routes. All employees 
and those designated to assist in emergencies should be made aware of employees with 
special needs who may require extra assistance, how to use the buddy system, and 
hazardous areas to avoid during an emergency evacuation. 
 
Please note that pre schools, elementary schools, secondary schools and public colleges 
and universities may have an EAP which is distributed by their particular district or 
administration. It is recommended that these institutions consult with their district office 
before implementing recommendations from the municipality in which they reside. 
 
Developing your Plan: 
 
The best plan includes employees in the planning process and specifies what employees 
should do during an emergency. When you include your employees in your planning, 
encourage them to offer suggestions about potential hazards, worst case scenarios, and 
proper emergency responses. After you develop the plan, review it with your employees 
to make sure everyone knows what to do before, during and after an emergency.  
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The best way to protect yourself and your workers is to expect the unexpected and 
develop a well-thought-out plan to guide you when immediate action is necessary. 
When creating your plan you should brainstorm the worst-case scenarios and ask 
yourself what you would do if the worst happened. Once you have identified potential 
emergencies, consider how they would affect you and your workers and how you would 
respond. You should complete a hazard assessment to determine what, if any, physical 
or chemical hazards in your workplaces could cause an emergency. If you have more 
than one worksite, each site should have an emergency action plan. 
 
When developing your plan it’s a good idea to look at a wide variety of potential 
emergencies that could occur in your workplace. It should be personalized to your 
worksite and include information about all potential sources of emergencies. Because 
each municipal site and occupation differs this document is designed to allow each 
department head the ability to modify the Functional Annex and Appendix sections. It is 
recommended that the department head review these sections periodically to ensure 
their plan is in compliance with the most recent recommended safety standards of their 
industry.  
 
The annex sections are intended to provide specific information and directions for 
employee actions during an emergency. It is important for department heads to ensure 
their employees are properly trained and practiced in implementing the operational 
tasks contained. Each department head is responsible for determining what type of 
content is implemented into their plan. Although all the elements outlined in Chapter 2 
are required, not all of the appendix may be relevant to your particular department. For 
example, a plan for a Library would not need to include a DPW Garage Self-Audit 
Checklist, but they may wish to include an injury reporting form.  
 
The department head also has the ability to add additional information and elements to 
their plan to suit their needs. For those departments who enact their plan in writing it is 
recommended that you edit the following sections of this document: 
 
 TITLE and INDEX page; 
 FUNCTIONAL ANNEXES;  
 APPENDIX 
 
Recommendations for Severe Weather and Natural Disaster Events: 
 
Tornado: 
• When a warning is issued by sirens or other means, seek inside shelter. Consider 

the following: 
 

-  Small interior rooms on the lowest floor and without windows, 
-  Hallways on the lowest floor away from doors and windows, and 
-  Rooms constructed with reinforced concrete, brick, or block with no 
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windows. 
   

• Stay away from outside walls and windows. 
• Remain sheltered until the tornado threat is announced to be over. 

 
Earthquake: 
• Stay calm and await instructions from the Emergency Coordinator or the 

designated official.  
 
• Keep away from overhead fixtures, shelving, windows, filing cabinets. 
 
• Evacuate as instructed by the Emergency Coordinator and/or the designated 

official.  
 

Flood: 
If indoors: 
 
• Be ready to evacuate as directed by the Emergency Coordinator and/or the 

designated official. 
  
• Follow the recommended primary or secondary evacuation routes. 
 
If outdoors: 
 
• Climb to high ground and stay there.  
 
• Avoid walking or driving through flood water.  
 
• If car stalls, abandon it immediately and climb to a higher ground. 

 
Hurricane: 
• The nature of a hurricane provides for more warning than other natural and 

weather disasters. A hurricane watch is issued when a hurricane becomes a 
threat to a coastal area.  A hurricane warning is issued when hurricane winds of 
74 mph or higher, or a combination of dangerously high water and rough seas, 
are expected in the area within 24 hours. 
 

When a hurricane watch or warning has been issued: 
 
• Be ready to evacuate as directed by the Emergency Coordinator and/or the 

designated official. 
 
• Leave areas that might be affected by storm tide or stream flooding. 
During a hurricane: 
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• Remain indoors and consider the following: 
 

-  Small interior rooms on the lowest floor and without windows, 
-  Hallways on the lowest floor away from doors and windows, and 
-  Rooms constructed with reinforced concrete, brick, or block with no 

windows.  
Blizzard: 
If indoors: 
 
• Stay calm and await instructions from the Emergency Coordinator or the 

designated official. 
• Stay indoors! 
 
If there is no heat: 
 

-  Close off unneeded rooms or areas. 
-  Cover windows at night. 
 

• Eat and drink.  Food provides the body with energy and heat.  Fluids prevent 
dehydration. 

 
• Wear layers of loose-fitting, light-weight, warm clothing, if available. 
 
If stranded in a car or truck: 
 
•           Stay in the vehicle.  
 
•           Run the motor about ten minutes each hour.   
 

Open the windows a little for fresh air to avoid carbon monoxide poisoning.   
 
Make sure the exhaust pipe is not blocked. 

  
• Make yourself visible to rescuers. 
 

-  Turn on the dome light at night when running the engine. 
-  Tie a colored cloth to your antenna or door. 
-  Raise the hood after the snow stops falling. 

 
• Exercise to keep blood circulating and to keep warm. 
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Frequently Asked Questions: 
 
1. Does the amended law replace OSHA?  

No. OSHA continues to have jurisdiction over private sector employers. 
 

2. Are Massachusetts requirements as strict as OSHA?  
The new requirements are the same as OSHA’s requirements, no stricter or more 
lenient. 

 
3. When is the effective date?  

February 1, 2019. In the interim, however, the current law remains in effect, and DLS 
will continue to conduct safety and health inspections. Before the new law’s 
effective date, DLS will conduct outreach to familiarize employers with their 
responsibilities. 
 

4. Can public sector employers get fined?  
Although DLS has the authority to issue fines, its enforcement approach is to issue 
an order for corrective action to employers for a first offense. When corrective 
actions are completed within the timeframe specified, no fine is issued. 

 
5. When should we notify DLS about an injury?  

Contact DLS at 508-616-0461 or safepublicworkplace@state.ma.us within 24 hours if 
an accident causes a death, amputation, loss of an eye, loss of consciousness, or 
inpatient hospitalization. For these and all other injuries, continue to follow your 
current workers’ compensation procedures and file First Reports with the 
Department of Industrial Accidents. 
 

6. When should we keep an OSHA 300 Log?  
Complete an OSHA 300 Log if you receive a letter from the Bureau of Labor Statistics 
requesting a copy of your log. Complete an OSHA 300 Log if requested by a DLS 
inspector. Do not enter your logs on the osha.gov website. More details to follow in 
2019. 

 
7. What training requirements are there?  

Training requirements are job specific. Safety training depends on the tasks and 
equipment handled by employees, such as aerial lifts, trenches, ladders, or 
chainsaws. For a summary, see the DLS website at https://www.mass.gov/dols/wshp 
and https://www.osha.gov/Publications/osha2254.pdf. 

 
8. Is OSHA 10 training required?  

Under updated MGL c149 §6 ½, OSHA 10 training is not required of all employees. 
There is, however, a public bidding law that requires OSHA 10 training on publicly 
bid construction projects over $10,000. Provide this training if that law applies to 
your workers. 

https://www.mass.gov/dols/wshp
https://www.osha.gov/Publications/osha2254.pdf
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9. What resources are there to help with the cost of training?  

The Department of Industrial Accidents, Office of Safety awards up to $25,000 to 
organizations to fund workplace safety training. For more information about this 
grant email: safety@dia.state.ma.us 

 
10. What are the requirements for a private contractor performing work on public 

property?  
Private sector employers are required to comply with OSHA standards. An 
enforcement inspection can be conducted by federal OSHA inspectors. 

 
11. What tools are available to help prepare for compliance?  

Self-audit checklists, template programs, and sample trainings are available for 
public workplaces. We expect to make more educational and compliance materials 
available to employers as we conduct outreach prior to the effective date. See 
www.mass.gov/dols/wshp 
 

Authors Note: 
 
This document has been designed to allow each individual department the capability to 
modify the functional annex and appendix sections to meet the requirements of their 
specific needs.  
 
The department head should only modify the information on the following pages and 
should not edit, delete or add to the content contained on the Cover Page, the Foreword 
/ Acknowledgements section or Chapters 1 - 3 contained herein.  
 

 
 

 

 

 

 

 

 

 

 

 

 

 

mailto:safety@dia.state.ma.us
http://www.mass.gov/dols/wshp
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TITLE AND INDEX PAGE 
 

EMERGENCY ACTION PLAN 

FACILITY NAME: Town Hall 

FACILITY ADDRESS: 27 Sturbridge Rd 

ISSUING AUTHORITY: Board of Selectmen 

EFFECTIVE DATE: 03 DEC 2019 

REVISION DATE: N/A 

RECORD OF REVISIONS: N/A 

  

 

FUNCTIONAL ANNEX INDEX 
Subject Page 

Reporting a fire or other emergency ………………………………………………………………………. 14 

Critical plant operations and shut down procedures ……………………………………………. 14 

Emergency evacuation and exit route assignments ……………………………………………… 15 

Accounting for employees after evacuation ………………………………………………………….. 16 

Rescue or medical duties …………………………………………………………………………………………. 17 

Names of persons for further information - explanation of duties………………………………. 18 

Safety or Health Hazard Notification System………………………………………………………………… 18 

Employee alarm warning system………………………………………………………………………………….. 19 

 

APPENDIX INDEX  
APPENDIX-A: WSHP Safety & Health 

APPENDIX-B: Fatal Injury Notification 

APPENDIX-C: WSHP Inspection Summary 

APPENDIX-D: Hazard Notification Form 

APPENDIX-E: Self-Audit- Exits 

APPENDIX-F: Self-Audit- Office Bldg 

APPENDIX-G: Injury Reporting 

 

Remember, the plan must be in writing unless there are 10 or fewer employees, in which 
case the plan may be orally communicated.  
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REPORTING A FIRE OR OTHER EMERGENCY  
 

To report an emergency dial 911 from any cell 
phone or Town Hall landline office phone. 
When calling 911 from a Town Hall office 
phone you are not required to dial “9” to 
obtain an outside line as you would for a 
normal call.  
 
If you are reporting an emergency such as fire, 
smoke or other fumes in the building we 
recommend that you activate the nearest fire 
alarm [pull station] and evacuate the building, 

then call 911 from your cell phone. If for some reason the fire alarm does not sound you 
should use any safe means possible to alert the other building occupants about the 
emergency.  
 
We do not recommend that employees engage in attempting to extinguish a fire unless 
the fire is smaller than the size of a small wastebasket and not spreading to other areas, 
escaping the area is possible through an alternate exit if needed, and the fire 
extinguisher is in good working condition and the employee is trained to use it. 
 
The 911 system should be utilized for emergencies ONLY. If you require non emergency 
assistance from Police or Fire you may call the New Braintree Regional Dispatch Center 
business line at (413) 245-7222.  
 

Holland Fire Station [Non Emergency] Holland Police Station [Non Emergency] 
 Voicemail: (413) 245-9733 Voicemail: (413) 245-0117 

 

CRITICAL PLANT OPERATIONS 
 

Since the Town Hall contains no systems which are essential to emergency or town wide 
services it is recommended that during an evacuation order all those present evacuate 
the building. 
   
Unless otherwise instructed by public safety personnel it is not recommended that 
untrained individuals engage in deactivating any mechanisms such as electrical and gas 
systems. However, it is important for employees to be aware of where critical systems 
are located inside the building so they can pass along a location description to first 
responders. The Town Hall is a wood frame construction building heated by propane 
and contains a well and septic system.  
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EMERGENCY EVACUATION AND EXIT ROUTE ASSIGNMENTS 
 

In the event of an emergency, local emergency 
officials may order you to evacuate the premises. 
In other cases, a designated person within the 
organization will be responsible for making the 
decision to evacuate or shut down operations. 
Protecting the health and safety of everyone in 
the Town Hall is the first priority.  
 

In the event of a fire, an immediate evacuation to 
the predetermined area away from the Town Hall 

is the best way to protect employees, see figure 1 on page 16. On the other hand, 
evacuating employees may not be the best response to an emergency such as a toxic 
gas release at a facility other than the Town Hall.  
 
The type of building may be a factor in the decision to evacuate or not. Most buildings 
are vulnerable to the effects of disasters such as tornadoes, earthquakes, floods, or 
explosions. The extent of the damage depends on the type of emergency and the 
building’s construction. Modern factories and office buildings, for example, are framed 
in steel and are more structurally sound. In a disaster such as a major earthquake or 
explosion, however, nearly every type of structure will be affected. Some buildings will 
collapse and others will be left with weakened floors and walls.  
 

Specific evacuation procedures, including routes and exits, are posted throughout the 
building and are easily accessible to all employees. Employees should be aware of both 
primary and secondary evacuation routes and exits. To the extent possible under the 
conditions, evacuation routes and emergency exits meet the following conditions: 
 

 Clearly marked and well lit; 
 Wide enough to accommodate the number of evacuating personnel; 
 Unobstructed and clear of debris at all times; and 
 Unlikely to expose evacuating personnel to additional hazards. 
 

A disorganized evacuation can result in confusion, injury, and property damage. That is 
why it is important to determine the conditions under which an evacuation would be 
necessary and to designate a person authorized to order an evacuation or shutdown. 
Please remember to assist those people with disabilities or those may not speak or 
understand English. 
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ACCOUNTING FOR ALL EMPLOYEES AFTER EVACUATION 
 

Accounting for employees and other building occupants immediately following an 
evacuation is a critical step of the evacuation process. Confusion in the assembly area 
can lead to delays in rescuing anyone trapped inside the building, or can lead to 
unnecessary and dangerous search-and-rescue operations.  
 
To ensure the fastest, most accurate accountability of employees, we have designated 
the area of the east facing dugout at Hitchcock Field 1, [see figure 1 below], as an 
assembly area where employees should gather after evacuating the building. This will 
ensure that all those evacuated are a safe distance from the Town Hall and not in an 
area where first responders will be impeded.  
 
It is important for one individual to be tasked with the responsibility of taking a head 
count after evacuating and to identify the names and last known locations of anyone 
not accounted for in order to pass the information along to the public safety official in 
charge. In the event the assembly location is inaccessible or the incident expands, 
employees may need to be relocated to another location or dismissed for the day. 

Figure 1 
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RESCUE OR MEDICAL DUTIES 
 

It takes more than just willing hands to save lives. Untrained 
individuals may endanger themselves and those they are trying to 
rescue. For this reason, it is generally wise to leave rescue work to 
those who are trained, equipped, and certified to conduct rescues. 
 
It is important to ensure the appropriate individuals are contacted 

for all emergencies. Employees should dial 911 for all medical emergencies and be 
prepared to provide the dispatcher with as much information as possible about the 
situation, to include: 
 

 The nature of the medical emergency  

 The building address 

 The exact location of the emergency [office number – floor number] 

 Your name, and the number you are calling from 
 
Callers should be prepared to follow the instructions given by the dispatcher at all times. 
You should also call for assistance from any nearby personnel who are trained in CPR 
and First Aid so they can provide help prior to the arrival of professional medical 
responders. You should NOT move the victim unless absolutely necessary.  
 
If personnel trained in First Aid are not available you should attempt to stop any 
bleeding by applying firm pressure to the victims wounds while avoiding contact with 
blood or other bodily fluids, [clothing or towels can be utilized to apply firm pressure].  
 
You should also ensure the victim’s air passages are clear of obstruction and designate 
an individual to meet and escort the arriving first responders. 
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CONTACTS FOR INFORMATION ABOUT THE PLAN OR 
EXPLANATION DUTIES 

 
For employees who require further information about 
this plan in general or for a more specific explanation of 
personal responsibilities you should contact your 
individual department head or your designated safety 
coordinator.  
 
Employees may also contact a member of the Safety 
Committee. To facilitate this, you should contact the 
Town Administrator who will provide you with the information you require, or provide 
you with the appropriate contact information for a member of the Safety Committee.  
 

SAFETY OR HEALTH HAZARD NOTIFICATION SYSTEM 
 

All employees should have the ability to raise concerns if they 
perceive a potential situation which could cause imminent danger 
to the health and safety of themselves or fellow employees.  
 
It is recommended that all employees are given the ability to raise 
this concern with their department head and the department 
head should do everything within his or her power to rectify the 
situation.  

 
Employees and department heads shall also be given the ability to raise these concerns 
with the Safety Committee or the Town Administrator, who shall in turn attempt to 
rectify the situation to the best of their ability.  
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EMPLOYEE ALARM WARNING SYSTEM 
 
Warning alarms must be able to be heard, seen, or 
otherwise perceived by everyone in the workplace. 
For workplaces where there are 10 or fewer 
employees, direct voice communication, [shouting], is 
an acceptable form of an alarm warning system as 
long as all employees can readily hear such an alert.  
 
When sounding an alarm you must keep in mind 
employees who are disabled and take appropriate 
action to ensure they are aware of the warning. It is 
recommended that you utilize plain language when 
alerting others to potential danger. For example, if 
there is a fire or smoke in the building you should consider yelling “fire, evacuate the 
building” in your oral communication.  
 
In addition, it is important for employees to be familiar with building alarm systems and 
locations. It is recommended that all employees be aware of where fire alarm pull 
stations are located in the building and where the panic alarm button is if your office is 
equipped with one.  
 
Each department located in the building should also maintain an updated list of key 
personnel to notify in the event of an emergency or other situation, such as but not 
limited to a water leak that they come across while in the building during off hours.  
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