
Evacuation 
Planning



Objectives

 Identify the need for evacuation training.
 Recognize emergencies that require evacuation.

 Identify organizational roles in an evacuation.

 Prepare for an evacuation emergency.
 Identify steps to follow for emergencies that require evacuation.

 Recognize site-specific guidelines for evacuation emergencies.



Reasons for Evacuation

 Bomb Threats
 Chemical Spills

 Explosions

 Fires
 Structural Failures

 Toxic Gas Releases

 Viral Outbreaks
 Weather Emergencies



Organizational Roles

 Determine whether it is an emergency.
 Decide whether to activate the emergency plan.
 Account for and move all employees, contractors, customers and 

visitors to a safe area/assembly point.
 Cooperate with first responders.
 If needed, transport employees, contractors, customers, and visitors 

away from worksite. Provide emergency updates as they become 
available.

 Determine when it is safe to reenter the building and communicate 
to others when it is safe to do so.



Being Prepared

 Become familiar with the organization’s emergency evacuation 
plan.

 Be familiar with the alarm system and any distinctive alarms used in 
the case of an evacuation.

 Know where the alarm pulls are located. 

 Know where fire extinguishers are located.
 Know where you are in the building and know of at least two 

escape routes from your desk.

 Know the emergency contacts for your organization.



Evacuation For Tallahassee



Evacuation For Marianna (Suite L)



Evacuation For Marianna (Suite M)



Evacuation For Panama City



Evacuation For Corporate



Evacuation For Pensacola



Evacuation For Chipley



How to Proceed in an Evacuation

 Identify if the alarm signals an evacuation and assume it is an emergency.
 While moving quickly, take only critical personal items with you such as cell 

phone, keys, IDs, coats, and medications.
 If you are not at your desk and do not have these items do not go back 

to retrieve them.
 Women are permitted to keep a pair of flats by their desk in the event 

they need to evacuate and are wearing high heels. This will prevent any 
possible tripping.

 Leave the office immediately while remaining calm.
 Walk to the nearest exit and towards the assembly point.

 Assist people with special needs.



How to Proceed in an Evacuation

 Never use elevators due to possibility of malfunction.

 Follow instructions from emergency personnel, keeping talking to a minimum to better be 
able to hear instructions given by emergency personnel.

 Close all doors behind you but do not lock them.

 Closing doors behind you can help on many different levels:

 This prevents a fire from having access to fresh oxygen

 Prevents/inhibits smoke, gases, or vapors from spreading any further

 Report any missing persons immediately to emergency personnel or supervisor.

 DO NOT reenter the building until deemed safe by emergency personnel.



When Evacuating due to Fire

 When evacuating here are several tips:
 If you encounter smoke, avoid going through it and inhaling.
 If the area between you and the exit is smoke filled, crawl along the 

floor to the exit.
 If possible, cover your mouth and nose with a wet cloth to prevent 

confusion or loss of consciousness.
 Feel all doors and doorknobs for heat by using the back of your hand. If 

the door is hot, do not open and find an alternate exit.
 If the door is not hot, bend down and slowly open the door. If you see 

smoke or feel heat, avoid that route and find an alternate route.



When dealing with a Fire

 If you feel competent and safe to do 
so, if a small fire breaks out and there 
is a fire extinguisher available, utilize 
that to extinguish the fire. 
 Remember P.A.S.S.: Pull, Aim, 

Squeeze, Sweep.



Other Events for Evacuation 

 Chemical Spills: move around and away from the chemical spill, 
avoid encountering the spill, avoid inhaling the vapors.

 Explosion/Structural Failure: if while exiting you experience heavy 
debris falling, seek shelter under sturdy items such as a desk or table 
until the debris fall ceases or lessens.



If You are on an Upper Level 

 If you are on an upper level and unable to evacuate due to 
extenuating circumstances, find the nearest window, clear any 
curtains or shades, and hang a light color or bright color object, 
such as a t-shirt or handkerchief, out of the window and close the 
window on this object so that the item is wedged in the window.

 Do not leave a window open, this will accelerate a fire due to the 
fresh oxygen.

 If you are unable to open a window, wave a light-colored object to 
attract the attention of emergency personnel.
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