
 

 

GREAT LAKES FIELD SERVICE COUNCIL 

Rendezvous in the D 2019 

 

Emergency Action Plans 

 
INTRODUCTION 

 

The Risk Management Team of the Rendezvous in the D 2019 serves to be an advocate for the 

safety, health and well-being of the youth, adult participants, volunteers, guests and professional 

staff of the Rendezvous in the D 2019. The Team will provide oversight to the planning and 

implementation of the activities of the Rendezvous in the D 2019 to ensure they meet the 

guidelines and criteria of the Guide to Safe Scouting (GSS) and specific activity BSA 

Guidelines. The Team of volunteers will review all of the activities for age specific 

implementation, identify potential hazards and recommend mitigation, teaching opportunities 

and safety moments. 

 

Resources utilized to conduct this review include the Guide to Safe Scouting (online), Enterprise 

Risk Management Committee Guidebook, Safety Afloat, BSA Shooting Sports. 

 

Local councils of the Boy Scouts of America need written plans detailing how council staff, 

volunteers, and members should respond during a crisis at a council facility or program. The 

standard of care to meet that expectation may include a variety of emergency plans. For example, 

national camp standards require written plans dealing with missing persons as well as how staff 

and campers should respond to fire and hazardous weather. Some program activities, such as 

aquatics and climbing, require written plans detailing response to specific incidents. This 

document focuses on OSHA standards 29 CFR 1910.38 and 29 CFR 1910.39 for an emergency 

action plan (EAP) and a fire prevention plan (FPP) for a council property.  

 

The process for OSHA compliance may also be adapted to other council needs. Councils have a 

legal duty of care to conduct safe programs. Council leadership should consult camp standards, 

program specialists trained at National Camping Schools, and other resources to adapt generic 

OSHA workplace requirements to specific program needs. 
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Emergency Action Plan 

Great Lakes Field Service Council/ Rendezvous in the D 

Willow Metro Park 

September 27-29, 2019 

OBJECTIVE 

The objective of the GLFSC Rendezvous in the D 2019, herein listed as GLFSC Camporee, 

Emergency Action Plan is to comply with the Occupational Safety and Health Administration’s 

(OSHA) Emergency Action Plan Standard, 29 CFR 1910.38, and Fire Prevention Plan (29 CFR 

1910.39), as well as to prepare participants, volunteers and employees for dealing with 

emergency situations. This plan is designed to minimize injury and loss of human life and 

company resources by informing participants and volunteers, procuring and maintaining 

necessary equipment, and assigning responsibilities. This plan applies to all emergencies that 

may reasonably be expected to occur at GLFSC Camporee.. 

ASSIGNMENT OF RESPONSIBILITY 

A. Emergency Plan manager  

Vic Pooler, Scout Executive GLFSC and Denver Laabs, Director of Development GLFSC 

shall manage the implementation of the Emergency Action Plan for GLFSC Camporee. The 

emergency plan manager shall also maintain all communication records pertaining to this plan. 

The plan manager and/ or designate is responsible for scheduling routine tests of the emergency 

notification system with the appropriate authorities. 

Vic Pooler Scout Executive, GLFSC 419-348-4249 (Mobile) 

Denver Laabs Director, Development, 

GLFSC 

248-231-6524 (Mobile) 

 The emergency plan manager and/or designate shall also coordinate with local public resources, 

such as fire department and emergency medical personnel, to ensure that they are prepared to 

respond as detailed in this plan. 

B. Emergency Plan Coordinators  

The GLFSC Camporee emergency plan coordinators are as follows: 

 

 Section/Dept. 
Primary Name 

and Position 
Primary Phone No. 

Event  John Savage 313-506-6183 

Event Chair Mark Bentley 248-207-4871 

VC Physical Mike McCoy 248-787-6901 
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Arrangements 

VC Risk 

Management 

Marianne 

Simancek 

248-514-3429 

GLFSC Dir. Prof Janssen Lemley 419-509-7100 

Health & Safety Joe Abel 734-301-5345 

The emergency plan coordinators are responsible for instituting the procedures in this 

plan in their designated areas in the event of an emergency. (Note: Coordinators may 

also be given the responsibility of accounting for employees/visitors after an evacuation 

has occurred.) 

The following individuals shall be responsible for assisting employees during an 

evacuation who have disabilities or who may not speak English: 

 

Name of Person Providing  

Assistance 
Phone No. 

Tom Houlihan, Security 248-819-6981 

Joe Abel, Health & Safety 734-301-5345 

C. Management  

GLFSC Camporee will provide adequate controls and equipment that, when used 

properly, will minimize or eliminate risk of injury to employees in the event of an 

emergency. GLFSC Camporee management will ensure proper adherence to this plan 

through monitoring during the event. 

D. Supervisors 

Supervisors listed as Lead Volunteers shall themselves follow and ensure that their 

volunteer staff are trained in the procedures outlined in this plan. 

E. Employees 

Professional Staff/ Employees as assigned are responsible for following the procedures 

described in this plan.  

F. Contractors/ Non-Registered Adults 

Contract employees are responsible for complying with this plan, and shall be provided 

the training described herein by assigned Vice Chair and/or Activity Lead. 

PLAN IMPLEMENTATION 

A. Fire Prevention 

NOTE: The BSA does not require its employees to use fire extinguishers. The GLFSC 

will offer appropriate training on the proper use of fire extinguishers for any 
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employee who is interested. Fire extinguishers may only be used if the fire is small, 

there is safe access to the exit, and if a second person is available to assist. Types of 

fire extinguishers: Follow all state and/or local regulations regarding the type (e.g., 

type ABC for most applications and type K for commercial kitchens) and size of fire 

extinguisher, physical placement (mounting height, distance between), frequency of 

visual inspection, and frequency of servicing. If your state does not have fire 

extinguisher requirements, the BSA recommends reviewing the National Fire 

Protection Association (NFPA) Standard 10: Portable Fire Extinguishers. 

Hazardous materials, such as flammable liquids, combustible liquids, acids, bases and 

miscellaneous solvents, are to be stored in documented locations within the GLFSC 

Camporee. If the total volume of all hazardous materials on the property in cans or 

bottles exceeds 10 gallons, then the hazardous materials must be stored in a listed and 

approved flammable storage cabinet. For calculation purposes, the volume capacity of 

the original container shall be used. 

Hazardous materials shall be stored in their original containers to maintain the 

product information and safety instructions. Safety Data Sheets (SDSs) will be 

maintained on all hazardous materials used within the building or the camp.  

Mike McCoy, Vice Chair Physical Arrangements will be responsible for ensuring 

the fire source hazards are kept under control. A program hazard assessment of the 

GLFSC Camporee will be conducted in cooperation with the health and safety and/or 

risk management committees. 

B. Reporting Fire and Emergency Situations 

All fires and emergency situations will be reported as soon as possible to 833-SCOUT11 

(833-726-8811) by one of the following means: 

1. Verbally as soon as possible during 9/27 – 29, 2019  

2. By telephone as soon as possible (833-SCOUT11/ 833-726-8811) 

To eliminate confusion and the possibility of false alarms, Vic Pooler and/or Denver 

Laabs can authorize Mike McCoy, Joe Abel, and/or John Savage to contact the 

appropriate community emergency response personnel. The telephone numbers and 

contact information for the emergency response personnel for GLFSC Camporee 

 

1. Fire: _________________911________________________ 

2. Police/sheriff: ____________911______________________ 

3. Ambulance/EMS: ____________911___________________ 

4. Park Ranger ____Jeff Shuman 734-697-9181_____________ 

Under no circumstances shall a participant/ volunteer attempt to fight a fire that has passed the 

incipient stage (that which can be put out with a single fire extinguisher), nor shall any 
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participant/ volunteer attempt to enter a burning building to conduct search and rescue. These 

actions shall be left to emergency services professionals who have the necessary training, 

equipment, and experience (such as the fire department or emergency medical professionals). 

Untrained individuals may endanger themselves and/or those they are trying to rescue. 

C. Informing GLFSC Camporee Volunteers, Staff and Visitors of Fires and Emergency 

Situations 

In the event of a fire or emergency situation, Vic Pooler, Denver Laabsa and/or designate  

shall ensure that all participants, visitors are notified as soon as possible using the 

notification system Walkie Talkies, Event Truly App and/or mobile phone 

communication. Special instructions to all participants/ volunteers will be provided. 

D. Council Headquarters Notification 

1. Denver Laabs, Janssen Lemley and/or John Savage shall contact the 

GLFSC Camporee Chair and Vice Chairs and Vic Pooler, Scout 

Executive as soon as possible if media coverage of the situation is 

expected.  

2. Janssen Lemley and/or Joe Abel or designate shall contact the GLFSC 

Camporee Chair and Vice Chairs and the Scout executive as soon as 

possible with information on participant, volunteer, visitor injuries and/or 

loss of life, property damages, theft, or other losses. 

E. Emergency Contact Information 

Joe Abel/ Health and Safety shall maintain a list of all volunteer/ leader/ staff personal 

emergency contact information and shall keep the list in Health and Safety for easy 

access in the event of an emergency. Scoutmasters, Cubmasters, unit leaders shall 

maintain emergency contact information for the respective youth members. 

F. Evacuation Routes 

Emergency evacuation escape route plans are posted in Physical Arrangements, Health & 

Safety, HQ and other designated areas. In the event that a fire/emergency alarm is 

sounded or instructions for evacuation are given by Denver Laabs and/or designate all 

participants, volunteers, staff and visitors shall immediately exit the area as shown in the 

escape route plans, and shall meet as soon as possible at the Designated Assembly Area 

of the Parking Lot or Arena Show Area per announcement.  

Mobility-impaired participants and their assigned assistants will gather at the Designated 

Area to ensure safe evacuation. 

G. Securing Property and Equipment 

In the event that evacuation of the premises is necessary, some items may need to be 

secured to prevent further detriment to the facility and participants and volunteers on 
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hand (such as securing confidential/irreplaceable records or shutting down equipment to 

prevent release of hazardous materials). Only the following individuals may remain for 

the prescribed amount of time to secure the property and equipment to which they have 

been assigned and if it is safe do to so. 

 

 

 

 

 

Name 
Property or Equipment to 

Secure 

Location of Property or 

Equipment 

John & Midge 

Savage 

Registration, funds collected Pool Building 

Jackie W Trading Post Van/ vehicle container 

David Laabs Arena Show Equipment Van/ vehicle container 

Mike McCoy Tools, Physical Arrangement 

Gear 

Van/ vehicle container 

Linda Wallner Computers, Registration Pool Building 

 

All individuals remaining behind to shut down critical systems or utilities shall be 

capable of recognizing when to abandon the operation or task. Once the property and/or 

equipment have been secured, or the situation becomes too dangerous to remain, these 

individuals shall exit the area by the nearest escape route as soon as possible and meet the 

remainder of the participants at the Designated Assembly Area (Parking Lot or Arena 

Show Area). 

H. Advanced Medical Care 

Under no circumstances shall a volunteer, participant, employee provide advanced 

medical care and treatment. These situations shall be left to emergency services 

professionals, or Joe Abel and Health & Safety Team, who have the necessary training, 

equipment, and experience. Untrained individuals may endanger themselves and/or those 

they are trying to assist. 

I. Accounting for Participants/Visitors After Evacuation 

Once an evacuation has occurred, Denver Laabs, Janssen Lemley and/or John Savage 

shall account for each participant/visitor at the Designated Assembly Area. Each 

Scoutmaster/ Cubmaster is responsible for reporting to HQ so an accurate head count of 

their respective youth and adult volunteers can be made. Each Activity Lead shall report 

an accurate head count of their volunteer and professional staff. 
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J. Reentry 

Should the area be evacuated, no one shall reenter except for designated and properly 

trained rescue personnel (such as fire department or emergency medical professionals). 

Untrained individuals may endanger themselves and/or those they are trying to rescue. 

All shall remain at the Designated Assembly Area until the fire department or other 

emergency response agency notifies Vic Pooler, Denver Laabs, Janssen Lemley and/or 

John Savage that either: 

1. the area is safe for reentry, or 

2. the area is not safe, in which case participants shall be instructed on 

how/when to vacate the premises. 

K. Sheltering in Place 

In the event that chemical, biological, or radiological contaminants are released into the 

environment in such quantity and/or proximity to GLFSC Camporee, authorities and/or 

Vic Pooler, Denver Laabs will communicate with Janssen Lemley and/or Joe Abel and/or 

designate may determine that is safer to remain in a designated area rather than to 

evacuate participants. The emergency action plan manager shall announce shelter-in-

place status via Walkie Talkie to leads, Cell Phone Communication, Event Truly App. 

1. Vic Pooler, Denver Laabs will communicate with Janssen Lemley and/or 

John Savage should a need be determined to immediately close the camp. 

If there are Scouts or visitors they shall be advised to stay in a designated 

area for their safety until evacuation is initiated. 

2. Unless there is an imminent threat, Scouts, and visitors shall call their 

emergency contacts to let them know where they are and that they are 

safe. 

3. Shall a participant and/or visitor occupy the Pool building they should 

quickly lock exterior doors and close windows, air vents, and fireplace 

dampers. Mike McCoy and designates Responsible Person(s) familiar with 

the building’s mechanical systems shall turn off, seal, or disable all fans, 

heating and air-conditioning systems, and clothes dryers, especially those 

systems that automatically provide for exchange of inside air with outside 

air. If there is a danger of explosion, upon direction, Adult Leaders shall 

close the window shades, blinds, or curtains. 

4. Health and Safety Team shall gather essential disaster supplies (e.g., 

nonperishable food, bottled water, battery-powered radios, first-aid 

supplies, flashlights, batteries, duct tape, plastic sheeting, and plastic 
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garbage bags), and shall take them to the Shelter-in-Place Location(s) Pool 

Building. 

5. All Scouts, participants, leaders, staff, professionals, vendors and visitors 

shall move immediately to the Shelter-in-Place Location(s Pool Building 

within the building. As directed, Responsible Person(s) shall seal all 

windows, doors, and vents with plastic sheeting and duct tape. 

6. Health and Safety Team shall write down the names of everyone in the 

room and call the Vic Pooler, Denver Laabs and/or Designated Emergency 

Contact Outside of the Building to report who is in the room and their 

affiliations with GLFSC Camporee (employee, visitor, Scouts). 

7. HQ and/or Health and Safety Team shall monitor telephone, radio, and 

Internet reports for further instructions from authorities to determine when 

it is safe to leave the Shelter in Place Location 

L. Severe Weather 

The emergency action plan manager shall announce severe weather alerts (such as 

lightening and/or tornados) by phone chain system or Event Truly app. All participants 

shall immediately retreat to the approved and agreed designated area (Parking Lot or 

Arena Show Area)  until the threat of severe weather has passed as communicated by the 

emergency action plan manager. A separate Weather Plan is included. 

M. Aquatic Incident 

 

Aquatic incidents may arise from environmental factors, such as heavy rain in flood-

prone areas, or from programs, such as swimming, boating, and ice fishing.  

 

Floods can be serious catastrophes and are one of the most common hazards in the United 

States. Floods can be caused by a variety of factors, including a sudden accumulation of 

rain, rising rivers, tidal surges, ice jams, and dam failures. Floods are a common 

byproduct of hurricanes. Dangers include drowning, structural instability, utility 

disruptions leading to electrical or fire hazards, and biohazards from sewage and other 

contaminants.  

Workers who have to respond to flooded areas face the greatest risks from floods, but 

councils/camps can help protect all workers and participants by preparing evacuation, 

response, and recovery plans and learning about the hazards commonly associated with 

floods. Conditions leading to floods are generally predictable, and plans should be keyed 

to flood watches and warnings. Council plans should include program and work 

cancelations in addition to early work releases and site evacuations. Federal agencies 

such as OSHA, CDC, and FEMA provide general information on flood preparedness, and 

local governments may have specific procedures for area evacuations that should be 

incorporated in council plans.  
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An aquatic emergency is an incident during an aquatic program that may result in injury 

or death. Examples include drowning; medical emergencies or missing persons in or on 

the water; boat collisions or capsize, particularly in cold or moving water; equipment 

malfunctions; and chemical releases at pools. Most such incidents are preventable, but 

risks cannot be completely eliminated. Paid and/or volunteer program staff is responsible 

for implementing preventative measures and also preparing and executing emergency 

action plans specific to the activity and the facility. 

 

State and local codes often mandate specific training for those supervising aquatic 

programs at youth camps and public swimming venues. Scouting also has policies found 

in the Guide to Safe Scouting and national camp standards for swimming and boating 

activities. The program supervisors specified in those regulations and policies, such as a 

camp aquatics director or a camp ranger serving as a certified pool operator, should be 

trained in how to formulate and execute aquatics-related emergency action plans. Council 

leadership should confirm that such qualified personnel are in place for council and 

district aquatic events and that those supervisors have been provided sufficient support, 

such as trained staff, proper equipment, and time for training, to meet industry standards 

of care. 

N. Shooting Sports Incident 

 

Prior to any shooting event, all range personnel shall attend a safety briefing where safety 

and emergency management procedures are reviewed. A first aid kit with appropriate 

equipment to provide basic first aid treatment for injuries will be available on-site. 

Communications with camp headquarters or the activity operations center must be tested 

and available prior to events starting.  

 

Before any event is to begin, ensure that all aspects of the range are functional and safe. 

Also inform all participants and staff of the format and objective of the event. During that 

time, range rules will be reviewed with all participants.  

 

If an injury occurs, the Volunteer Lead  James Paruch on the range will notify the camp 

headquarters immediately by communication means. The nature of the injury will be 

noted and an on-site qualified person will be notified of the injury. If it is a minor injury, 

a first aid kit will be used to treat the injury. The range officer will ensure the safety of 

those participants remaining on the range. He/she will call for a cease fire, order all guns 

or bows cleared, and instruct all shooters to step away from the firing line until the 

situation can be properly handled. 

 

In the event the injury requires additional medical treatment, the local EMS will be 

contacted or (depending upon the severity of the injury) the parents or other designated 

adults may transport the participant to the local treatment facility. Other participants will 

be cleared from the area until the injured is removed. Adherence to the BSA Youth 

Protection policies must be maintained in this scenario.  
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If a serious injury occurs, the local EMS will be contacted immediately. Other 

participants will be removed from the area; only those assisting with the injured will 

remain.   

 

Adherence to the BSA Youth Protection policies must be maintained at all times in the 

event of an injury. This includes during transportation to a treatment center.  

 

O. Active Shooter  

(Please note some of the actions in this section may not apply to the GLFSC 

Camporee) 

 

An active shooter is an individual actively engaged in killing or attempting to kill people 

in a confined and/ or populated area; in most cases, active shooters use firearms(s) and 

there is no pattern or method to their selection of victims. 

 

Active shooter situations are unpredictable and evolve quickly. Typically, the immediate 

deployment of law enforcement is required to stop the shooting and mitigate harm to 

victims. 

 

Because active shooter situations are often over within 10 to 15 minutes, before law 

enforcement arrives on the scene, individuals must be prepared both mentally and 

physically to deal with an active shooter situation. 

 

Good practices for coping with an active shooter situation: 

• Be aware of your environment and any possible dangers. 

• Take note of the two nearest exits in any facility you visit. 

• If you are in an office, stay there and secure the door. 

• If you are in a hallway, get into a room and secure the door. 

• As a last resort, attempt to take the active shooter down. When the shooter is at 

close range and you cannot flee, your chance of survival is much greater if you try 

to incapacitate him or her. 

• Call 911 when it is safe to do so! 

 

How to Respond When an Active Shooter Is in Your Vicinity 

 

Quickly determine the most reasonable way to protect your own life. Remember that 

students and visitors are likely to follow the lead of employees and managers during an 

active shooter situation. 

 

1. Get out (evacuate). If there is an accessible escape path, attempt to evacuate the 

premises. Be sure to do the following: 

• Have an escape route and plan in mind. 

• Evacuate regardless of whether others agree to follow. 
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• Leave your belongings behind. 

• Help others escape, if possible. 

• Prevent individuals from entering an area where the active shooter may be 

located. 

• Keep your hands visible. 

• Follow the instructions of any police officers. 

• Do not attempt to move wounded people. 

• Call 911 when you are safe. 

 

2. Hide out. If evacuation is not possible, find a place to hide where the active 

shooter is less likely to find you. Your hiding place should: 

• Be out of the active shooter’s view 

• Provide protection if shots are fired in your direction  

• Not trap yourself or restrict your options for movement  

 

 

If the active shooter is nearby, do the following: 

• Lock the door if in a building. 

• Silence your cell phone and/or pager. 

• Turn off any source of noise (i.e., radios, cell phone). 

• Hide behind large items (at camp, this could be a tree or picnic table) 

• Remain quiet. 

 

If evacuation and hiding out are not possible, do the following: 

• Remain calm. 

• Dial 911, if possible, to alert police of the active shooter’s location. 

• If you cannot speak, leave the line open and allow the dispatcher to listen. 

 

3. Take out (take action against the active shooter). As a last resort, and only 

when your life is in imminent danger, attempt to disrupt and/or incapacitate the 

active shooter by: 

• Acting as aggressively as possible against him or her 

• Throwing items and improvising weapons 

• Yelling 

• Committing to your actions 

 

How to Respond When Law Enforcement Arrives 

 

Law enforcement’s purpose is to stop the active shooter as soon as possible. Officers will 

proceed directly to the area in which the last shots were heard. 

• Officers usually arrive in teams of four. 

• Officers may wear regular patrol uniforms or external bulletproof vests, Kevlar 

helmets, and other tactical equipment. 

• Officers may be armed with rifles, shotguns, and handguns. 
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• Officers may use pepper spray or tear gas to control the situation. 

• Officers may shout commands and may push individuals to the ground for their 

safety. 

 

How to react when law enforcement arrives: 

• Remain calm and follow the officers’ instructions. 

• Put down any items in your hands (i.e., bags, jackets). 

• Immediately raise hands and spread fingers. 

• Keep hands visible at all times. 

• Avoid making quick movements toward officers such as holding on to them for 

safety. 

• Avoid pointing, screaming, and/or yelling. 

• Do not stop to ask officers for help or direction when evacuating, just proceed in 

the direction from which officers are entering the premises. 

 

Information to provide to law enforcement or the 911 operator: 

• Location of the active shooter 

• Number of shooters, if more than one 

• Physical description of shooter(s) 

• Number and type of weapons held by the shooter(s) 

• Number of potential victims at the location 

 

Notes: The first officers to arrive to the scene will not stop to help injured persons. 

Expect rescue teams comprised of additional officers and emergency medical personnel 

to follow the initial officers. These rescue teams will treat and remove any injured 

persons. They may also call upon able-bodied individuals to assist in removing the 

wounded from the premises. 

 

Once you have reached a safe location or an assembly point, you will probably be held in 

that area by law enforcement until the situation is under control and all witnesses have 

been identified and questioned. Do not leave until law enforcement authorities have 

instructed you to do so. 
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TRAINING 

A.  Training 

All Lead Volunteers, staff and professional staff/ employees shall receive instruction on 

this Emergency Action Plan as part of a pre-event planning session: 

Items to be reviewed during the training include: 

1. proper housekeeping; 

2. fire prevention practices; 

3. fire extinguisher locations, usage, and limitations; 

4. threats, hazards, and protective actions; 

5. means of reporting fires and other emergencies; 

6. names of the emergency action plan manager and coordinators; 

7. individual responsibilities; 

8. alarm systems; 

9. escape routes and procedures; 

10. emergency shutdown procedures; 

11. procedures for accounting for employees, participants and visitors; 

12. sheltering in place; 

13. severe weather procedures; and 

14. Emergency Action Plan availability. 

B. Fire/Evacuation Drills 

The execution of a Fire/evacuation drill may not be feasible due to the nature of this 

event. Participation and key leaders/ staff will be briefed. Local Fire and Police will be 

informed an Emergency Action Plan is prepared. 

C. Training Records 

Janssen Lemley and/ or Risk Management Person shall document all training 

pertaining to this plan including the names of participants, volunteers and shall maintain 

records at HQ then the GLFSC Office.. 

PLAN EVALUATION 

This Emergency Action Plan shall be reviewed at the conclusion of the GLFSC 

Camporee. Professional Staff, event Chair and Vice Chairs shall evaluate the plan for 

effectiveness and weaknesses in the plan and shall implement changes to improve it. 

 

 

 



 

 14 

Appendix A: Maintenance Schedule  

 Equipment or System  Inspection Interval  Other Criteria 

 Being Maintained 

________________________________________________________________________  

1. Portable Fire Extinguishers  Monthly checks  Annual servicing 

     (Making sure it is  (Thorough evaluation 

     available for use)   usually by service co.) 

     [29CFR1910.157(e)(2)] [29CFR1910.157(e)(3)] 

  

2. Battery-Operated Emergency Monthly test using  Annual test for 1.5 hrs. 

Lights    test button   [NFPA 101 Sec. 7.9.3] 

     [NFPA 101 Sec.7.9.3] 

  

 3. Fire Alarm System   Supervised system to  Maintained by trained 

     be tested annually  person 

     [29CFR1910.165(d)(4)] [(29CFR1910.165(d)(5)] 

  

4. Emergency Telephone  Unsupervised system to Maintained by trained  

System    be tested every two  person 

    months    [29CFR1910.165(d)(5)] 

    [29CFR1910.165(d)(2)] 

 

5. Automated External  Every year or according 

 Defibrillator(s) (AED)  to manufacturer’s instructions  

 

6. Cellphone Contact Lists  Updated as personnel change 

 

7. Safety Data Sheets (SDS)   Annual review of SDS  Maintained by trained  

     folder    person 

         [29CFR1910.1200(g)] 
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Appendix B: References and Additional Guidance 

Further information on 29 CFR 1910.38, Emergency Action Plan; 29 CFR 1910.39, Fire 

Prevention Plan; and 29 CFR 1910.157, Portable Fire Extinguishers is accessible through 

OSHA’s public page at www.osha.gov. An Evacuation Plans and Procedures eTool to assist in 

the development of an EAP can be found at www.osha.gov/SLTC/etools/evacuation/index.html. 

 

The safety and health topics links to information on fire safety can be found at 

www.osha.gov/SLTC/firesafety/index.html. 

 

The National Incident Management System information and self-study courses can be found at 

https://training.fema.gov/IS/NIMS.asp. 

 

FEMA, Active Shooter: What You Can Do course: 

http://training.fema.gov/EMIWeb/IS/IS907.asp 

 

Run. Hide. Fight video (city of Houston): http://www.readyhoustontx.gov/videos.html 

 

Department of Homeland Security document, “Active Shooter: How to Respond”:  

http://www.dhs.gov/xlibrary/assets/active_shooter_booklet.pdf 

 

The Centers for Disease Control and Prevention website on emergency preparedness can be 

found at http://emergency.cdc.gov/. 
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Appendix C: Emergency Action Plan Checklist 
Courtesy of the Occupational Safety and Health Administration (OSHA) 

General Issues 

 

Does the plan consider all natural or man-made 

emergencies that could disrupt your 

workplace? 

Common sources of emergencies identified in emergency action plans include fires, explosions, floods, hurricanes, 

tornadoes, toxic material releases, radiological and biological accidents, civil disturbances, and workplace violence. 

 
Does the plan consider all potential internal 

sources of emergencies that could disrupt your 

workplace? 

Conduct a hazard assessment of the workplace to identify any physical or chemical hazards that may exist and could 

cause an emergency. 

 

Does the plan consider the impact of these 

internal and external emergencies on the 

workplace’s operations and is the response 

tailored to the workplace? 

Brainstorm worst-case scenarios, asking yourself what you would do and what would be the likely impact on your 

operation, and devise appropriate responses. 

 

Does the plan contain a list of key personnel 

with contact information as well as contact 

information for local emergency responders, 

agencies, and contractors? 

Keep your list of key contacts current and make provisions for an emergency communications system such as a cellular 

phone, a portable radio unit, or other means so contact with local law enforcement, the fire department, and others can be 

swift. 

 

Does the plan contain the names, titles, 

departments, and telephone numbers of 

individuals to contact for additional 

information or an explanation of duties and 

responsibilities under the plan? 

List names and contact information for individuals responsible for implementation of the plan. 

 
Does the plan address how rescue operations 

will be performed? 

Unless you are a large employer handling hazardous materials and processes or have employees regularly working in 

hazardous situations, you will probably rely on local public resources, such as the fire department, which is trained, 

equipped, and certified to conduct rescues. Ensure any external department or agency identified in your plan is prepared 

to respond as outlined in your plan. Untrained individuals may endanger themselves and those they are trying to rescue. 

 
Does the plan address how medical assistance 

will be provided? 

Most small employers do not have a formal internal medical program and make arrangements with medical clinics or 

facilities close by to handle emergencies. If an infirmary, clinic, or hospital is not close to your workplace, ensure that on-

site person(s) have adequate training in first aid. The American Red Cross, some insurance providers, local safety 

councils, fire departments, or other resources may be able to provide this training. Treatment of a serious injury should 

begin within three to four minutes of the accident. Consult with a physician to order appropriate first aid supplies for 

emergencies. Establish a relationship with a local ambulance service so transportation is available for emergencies. 

 
Does the plan identify how or where personal 

information on employees can be obtained in 

an emergency? 

In the event of an emergency, it could be important to have ready access to important personal information about your 

employees. This includes their home telephone numbers, the names and telephone numbers of their next of kin, and 

medical information. 
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Evacuation Policy and Procedure 

 
Does the plan identify the conditions under 

which an evacuation would be necessary? 

The plan should identify the different types of situations that will require an evacuation of the workplace. This might 

include a fire, earthquake, or chemical spill. The extent of evacuation may be different for different types of hazards. 

 

Does the plan identify a clear chain of 

command and designate a person authorized 

to order an evacuation or shutdown of 

operations? 

It is common practice to select a responsible individual to lead and coordinate your emergency plan and evacuation. It is 

critical that employees know who the coordinator is and understand that this person has the authority to make decisions 

during emergencies. The coordinator should be responsible for assessing the situation to determine whether an emergency 

exists requiring activation of the emergency procedures, overseeing emergency procedures, notifying and coordinating with 

outside emergency services, and directing shutdown of utilities or plant operations if necessary. 

 

Does the plan address the types of actions 

expected of different employees for the 

various types of potential emergencies? 

The plan may specify different actions for employees depending on the emergency. For example, employers may want to 

have employees assemble in one area of the workplace if it is threatened by a tornado or earthquake but evacuate to an 

exterior location during a fire. 

 

Does the plan designate who, if anyone will 

stay to shut down critical operations during 

an evacuation? 

You may want to include in your plan locations where utilities (such as electrical and gas utilities) can be shut down for all 

or part of the facility. All individuals remaining behind to shut down critical systems or utilities must be capable of 

recognizing when to abandon the operation or task and evacuate themselves. 

 

Does the plan outline specific evacuation 

routes and exits and are these posted in the 

workplace where they are easily accessible 

to all employees? 

Most employers create maps from floor diagrams with arrows that designate the exit route assignments. These maps should 

include locations of exits, assembly points and equipment (such as fire extinguishers, first aid kits, spill kits) that may be 

needed in an emergency. Exit routes should be 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.  

 

Does the plan address procedures for 

assisting people during evacuations, 

particularly those with disabilities or 

who do not speak English? 

Many employers designate individuals as 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. Wardens may be responsible for checking offices and bathrooms 

before being the last person to exit an area as well as ensuring that fire doors are closed when exiting. Employees 

designated to assist in emergency evacuation procedures should be trained in the complete workplace layout and various 

alternative escape routes. Employees designated to assist in emergencies should be made aware of employees 

with special needs (who may require extra assistance during an evacuation), how to use the buddy system, and any 

hazardous areas to avoid during an emergency evacuation. 

 

Does the plan identify one or more assembly 

areas (as necessary for different types of 

emergencies) where employees will gather 

and a method for accounting for all 

employees? 

Accounting for all employees following an evacuation is critical. Confusion in the assembly areas can lead to delays in 

rescuing anyone trapped in the building, or unnecessary and dangerous search-and-rescue operations. To ensure the fastest, 

most accurate accounting of your employees, consider taking a head count after the evacuation. The names and last known 

locations of anyone not accounted for should be passed on to the official in charge. 

 
Does the plan address how visitors will be 

assisted in an evacuation and accounted for? 

Some employers have all visitors and contractors sign in when entering the workplace. The hosts and/or area wardens, if 

established, are often tasked with helping these individuals evacuate safely. 
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Reporting Emergencies and Alerting Employees in an Emergency 

 
Does the plan identify a preferred method for 

reporting fires and other emergencies? 

Dialing 911 is a common method for reporting emergencies if external responders are utilized. Internal numbers may be 

used. Internal numbers are sometimes connected to intercom systems so coded announcements may be made. In some 

cases, employees are requested to activate manual pull stations or other alarm systems. 

 

Does the plan describe the method to be used 

to alert employees, including disabled 

workers, to evacuate or take other action? 

Make sure alarms are distinctive and recognized by all employees as a signal to evacuate the work area or perform other 

actions identified in your plan. Sequences of horn blows or different types of alarms (bells, horns, etc.) can be used to signal 

different responses or actions from employees. Consider making available an emergency communications system, such as a 

public address system, for broadcasting emergency information to employees. Ideally alarms will be able to be heard, seen, 

or otherwise perceived by everyone in the workplace, including those who may be blind or deaf. Otherwise, floor wardens 

or others must be tasked with ensuring all employees are notified. You might want to consider providing an auxiliary power 

supply in the event of an electrical failure. 

 

Employee Training and Drills 

 

Does the plan identify how and when 

employees will be trained so they understand 

the types of emergencies that may occur, 

their responsibilities, and actions as outlined 

in the plan? 

Training should be offered to employees when you develop your initial plan and when new employees are hired. Employees 

should be retrained when your plan changes due to a change in the layout or design of the facility; when new equipment, 

hazardous materials, or processes are introduced that affect evacuation routes; or when new types of hazards are introduced 

that require special actions. General training for your employees should address the following: 

• individual roles and responsibilities; 

• threats, hazards, and protective actions; 

• notification, warning, and communications procedures; 

• emergency response procedures; 

• evacuation, shelter, and accountability procedures; 

• location and use of common emergency equipment; and 

• emergency shutdown procedures. 

You may also need to provide additional training to your employees 

(e.g., first aid procedures, portable fire extinguisher use, etc.) depending on the responsibilities 

allocated employees in your plan. 

 
Does the plan address how and when 

retraining will be conducted? 
If training is not reinforced, it will be forgotten. Consider retraining employees annually. 

 
Does the plan address if and how often drills 

will be conducted? 

Once you have reviewed your emergency 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. 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. Identify the strengths and weaknesses of your plan and work to improve it. 
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