
(4) Emergency Planning and Response 

At [Your Company Name], we prioritize the safety and well-being of all our employees. 

Our emergency planning and response protocol is designed to ensure effective 

management of unexpected events that could pose risks to the health and safety of our 

team. 

• (4.1) Emergency Action Plan (EAP) 

We have developed an Emergency Action Plan (EAP) in accordance with 

OSHA’s requirements. This plan provides a clear course of action to minimize 

harm during an emergency.  

• (4.2) Exit Routes 

Exit routes are clearly marked throughout our facilities. Maps with escape routes 

are posted at various points in the workplace to ensure a safe and quick 

evacuation. 

• (4.3) Eyewash Stations 

Eyewash stations are available in areas where potential eye hazards exist, 

including where certain chemicals are used. They are clearly marked and freely 

accessible in case of an emergency. 

• (4.4) Fire Prevention Plan (FPP) 

Our Fire Prevention Plan (FPP) identifies potential fire hazards in our workplace, 

outlines fire prevention measures, and details the protocol for evacuation in the 

event of a fire. 

• (4.5) HAZWOPER (Hazardous Waste Operations and Emergency Response) 

For employees involved in hazardous waste operations or emergency response 

involving hazardous substances, we adhere to OSHA’s HAZWOPER guidelines. 

Training is provided to these employees as per the regulation. 

• (4.6) Medical Services and First Aid 

Medical services and first aid are readily available to all employees. Trained 

personnel are present on site to provide initial medical emergency procedures. 

Emergency contact numbers are posted at various locations for immediate 

access. 

All the above information forms an integral part of the safety training provided to 

every employee. Please take the time to familiarize yourself with these plans, as 

they are designed to protect you in the event of an emergency. 

Remember, safety is everyone’s responsibility at [Your Company Name]. By 

working together, we can maintain a safe and healthy workplace. 

This section is intended to align with OSHA’s standards, but to ensure full 

compliance, please refer directly to the specific OSHA regulations applicable to 



your industry and workplace or consult with a professional. Replace “[Your 

Company Name]” with your actual company name. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



[Your Company Name] Emergency Action Plan (EAP) 

1. Purpose 

The purpose of this Emergency Action Plan (EAP) is to facilitate and organize employer and 

employee actions during workplace emergencies. 

2. Identified Emergencies 

This EAP covers the following identified emergencies: 

• Fire 

• Severe weather (tornadoes, hurricanes, floods) 

• Earthquakes 

• Chemical spills 

• [Add any additional emergencies specific to your workplace] 

3. Fire Emergency Plan 

• Fire Detection and Alarm 

Upon detecting a fire or smoke, employees should activate the nearest fire alarm and 

notify their supervisor or the [Designated Safety Officer’s Title]. 

• Evacuation Procedures 

In case of a fire alarm, all employees are required to: 

• Remain calm and quickly proceed to the nearest exit. 

• Avoid using elevators and use the stairs. 

• Assist individuals with disabilities and others who may need help. 

• Close doors behind them to contain the fire and smoke. 

• Designated Meeting Area 

After evacuating the building, all employees should assemble at the designated 

meeting area, which is [Description and Location of Meeting Area], to account for all 

personnel. 

• Emergency Contact 

The local fire department (or 911) should be contacted immediately in the event of a 

fire. The [Designated Safety Officer’s Title] or an assigned person will make this call. 

• Fire Extinguishers and Suppression Systems 

Trained employees may use fire extinguishers to put out small fires. However, 

personal safety should always be the primary concern. Our facilities are equipped 

with fire suppression systems that are regularly inspected and maintained. 

 

 



• Training 

Employees are trained on fire hazards in the workplace, how to use fire 

extinguishers, and this EAP. Refresher training is conducted annually or whenever 

there are changes to the plan. 

• Plan Review and Updates 

This Fire Emergency Action Plan is reviewed regularly and updated as necessary to 

reflect changes in our operations, facility, and workforce. 

 

 

4. Tornado Emergency Plan 

• Tornado Shelter Area 

When a tornado warning is issued, all employees are to move quickly and calmly 

to the designated tornado shelter area(s), which are [Description and Location of 

Tornado Shelter Area(s)]. The areas are chosen for their robust construction and 

lack of windows. 

• Evacuation Procedure 

Remain calm and quickly proceed to the designated shelter area. 

Avoid elevators and use stairs. 

Assist individuals with disabilities and others who may need help. 

Close (but do not lock) doors behind you to reduce the spread of debris. 

• While in Shelter 

Stay away from doors, windows, and exterior walls. 

Protect your head and neck with your arms. 

If possible, get under a sturdy piece of furniture for extra protection. 

• Communication 

Once the tornado warning has passed, the [Designated Safety Officer’s Title] will 

inform everyone when it’s safe to leave the shelter area. 

• Post-Tornado Procedure 

After a tornado, employees are advised to: 

Remain in the shelter until it is safe to exit. 

Be cautious of potential hazards such as fallen objects, downed electrical wires, 

and unstable structures. 

• Plan Review and Updates 



This Tornado Emergency Action Plan is reviewed annually and updated as 

necessary to reflect changes in our operations, facility, and workforce. 

5. Hurricane Emergency Plan 

• Evacuation Procedures 

If local authorities issue an evacuation order or if it’s decided that the facility 

should be evacuated: 

Employees should secure their workstations, if safely possible, and move 

promptly to the designated evacuation area(s) or exit(s). 

Elevators should be avoided; stairs should be used instead. 

Assistance should be provided to individuals with disabilities and others who 

may require help. 

Doors should not be locked to allow for potential rescue operations. 

• Designated Meeting Area 

Upon leaving the building, employees should gather at the designated 

meeting area, which is [Description and Location of Meeting Area], for a 

headcount and further instructions. 

• Emergency Contacts 

Local authorities should be contacted immediately in case of a hurricane 

threat. The [Designated Safety Officer’s Title] or another designated person 

will make the call and provide updates on the situation. 

• Training 

All employees will be trained on this EAP and hurricane hazards in the 

workplace. Refresher training will be conducted annually or whenever there 

are changes to this plan. 

• Plan Review and Updates 

This Hurricane Emergency Action Plan is reviewed annually and updated as 

necessary to reflect changes in our operations, facility, and workforce. 

 

 

6. Flood Emergency Plan 

• Evacuation Procedures 

In case of a Flood Warning or upon instruction from local authorities: 

Employees should secure their work area, if safe to do so, and quickly 

proceed to the designated evacuation area(s) or exit(s). 



Elevators should be avoided; stairs should be used instead. 

Assistance should be given to individuals with disabilities and others who 

may need help. 

Doors should be left unlocked for potential rescue operations. 

• Designated Meeting Area 

After evacuating the building, employees should gather at the designated 

meeting area, which is [Description and Location of Meeting Area], for a 

headcount and further instructions. 

• Emergency Contacts 

Local authorities should be contacted immediately in case of a flood. The 

[Designated Safety Officer’s Title] or designated person will make the call and 

provide updates on the situation. 

• Training 

All employees will be trained on this EAP and flood hazards in the workplace. 

Refresher training will be conducted annually or when there are changes to 

the plan. 

• Plan Review and Updates 

This Flood Emergency Action Plan is reviewed annually and updated as 

necessary to reflect changes in our operations, facility, and workforce. 

 

7. Earthquake Emergency Plan 

• Earthquake Procedures 

During an earthquake, employees should follow the “Drop, Cover, and Hold 

On” procedure: 

DROP to the ground before the earthquake drops you. 

Take COVER by getting under a sturdy desk or table or cover your face and 

head with your arms and crouch in an inside corner of the building if there’s 

no desk or table. 

HOLD ON until the shaking stops. 

• Evacuation Procedures 

After the shaking has stopped: 

If safe, employees should move quickly to the nearest exit, avoiding debris, 

glass, and other hazards. 

Elevators should not be used. Stairs should be used instead. 



Assistance should be given to individuals with disabilities and others who 

may need help. 

• Designated Meeting Area 

Once evacuated, employees should gather at the designated meeting area, 

which is [Description and Location of Meeting Area], for a headcount and 

further instructions. 

• Emergency Contact 

Local authorities should be contacted immediately after the earthquake to 

report injuries or damage. The [Designated Safety Officer’s Title] or a 

designated person will make this call. 

• Training 

Employees receive training on earthquake hazards and this EAP. Refresher 

training is conducted annually or whenever there are changes to the plan. 

• Plan Review and Updates 

This Earthquake Emergency Action Plan is reviewed annually and updated as 

necessary to reflect changes in our operations, facility, and workforce. 

 

 

8. Chemical Spill Emergency Plan 

• Discovery and Notification 

Any employee who identifies a chemical spill should immediately alert their 

supervisor or the [Designated Safety Officer’s Title] and initiate the 

emergency alarm system, if applicable. 

• Spill Assessment 

The [Designated Safety Officer’s Title] or a trained individual will assess the 

nature of the spill, including the type of chemical, the quantity, and the 

potential hazards involved. 

• Evacuation 

If the spill presents immediate danger, employees should evacuate the area 

according to our established evacuation plan, assisting individuals with 

disabilities and others who may need help. 

• Spill Response 

The appropriate spill response will depend on the assessment. For minor 

spills that can be safely managed by trained staff: 

• Appropriate personal protective equipment (PPE) will be worn. 



• The spill will be contained and cleaned up using appropriate materials. 

For major spills that cannot be safely managed: 

• The area will be secured and evacuated. 

• Local emergency services and/or a professional spill response team will 

be notified. 

• Medical Assistance 

If individuals have been exposed to hazardous chemicals, immediate medical 

attention will be sought. Safety Data Sheets (SDSs) for the chemical(s) 

involved should be provided to medical personnel. 

• Incident Reporting and Investigation 

All spills, regardless of size, will be reported and investigated to identify 

causes and prevent future incidents. 

• Training 

All employees receive training on chemical hazards, spill prevention, and this 

EAP. Refresher training is conducted annually or whenever there are 

changes to this plan. 

• Plan Review and Updates 

This Chemical Spill Emergency Action Plan is reviewed annually and updated 

as necessary to reflect changes in our operations, facility, and workforce. 

 

9. Procedures for Employees Who Remain to Operate Critical Operations Before They 

Evacuate 

• [Insert procedures here; this would typically include a list of 

designated employees who have been trained to shut down key 

systems] 

10. Procedures to Account for All Employees After an Evacuation 

• [Designated individual(s)] will take a headcount at the assembly area 

to ensure all employees have evacuated. 

11. Rescue and Medical Duties 

• Trained employees should assist with first aid and rescue duties as 

necessary. 

• Emergency contact numbers for local medical services are posted at 

[location]. 

 

 



12. Procedures for Reporting Emergencies 

• To report an emergency, use [specify means of reporting, such as alarms, 

intercoms, etc.]. 

• After evacuation, notify the designated authority (e.g., fire department, 

emergency services) immediately. 

13. Names or Job Titles of Persons Who Can Be Contacted for Further Information 

• [Provide a list of names or job titles of people who can provide more 

information] 

14. Training 

• Employees will receive training on the EAP when they are hired, when 

their responsibilities change, and when the EAP is updated. 

15. Plan Review 

• This EAP will be reviewed annually and updated as necessary. 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



[Your Company Name] Fire Prevention Plan (FPP) 

1. Purpose 

The purpose of the Fire Prevention Plan (FPP) at [Your Company Name] is to prevent a 

fire from occurring in the workplace and to prescribe the procedures for alerting 

employees should one occur. 

2. Identification of Fire Hazards 

[Insert a list of potential fire hazards in your workplace. These could include flammable 

materials, electrical equipment, heat-generating equipment, etc.] 

3. Fire Prevention Procedures 

To minimize the potential for fires, [Your Company Name] adheres to the following procedures: 

• Proper storage and handling of flammable and combustible materials 

• Regular inspection and maintenance of heat-generating and electrical equipment 

• Good housekeeping practices to reduce clutter and eliminate the accumulation of 

flammable materials. 

• No smoking policy in designated areas 

• [Include other procedures specific to your company] 

4. Fire Protection Equipment 

Our workplace is equipped with the following fire protection equipment: 

• Fire extinguishers: [Specify locations] 

• Fire alarms: [Specify locations] 

• Sprinkler systems: [Specify locations] 

• [Add other equipment if applicable] 

5. Emergency Action Plan (EAP) 

In case a fire does occur, employees should refer to the Emergency Action Plan (EAP). This 

includes evacuation procedures and exit route assignments. 

6. Training 

All employees will be provided with training on this FPP upon initial assignment and whenever 

the plan is changed. Training will include: 

• Potential fire hazards in the workplace 

• Procedures for preventing fires. 

• Procedures to follow in the event of a fire emergency. 

7. Plan Review and Maintenance 



This FPP will be reviewed and updated annually or whenever significant changes occur in our 

operations, personnel, or the layout of our facilities. 

8. Responsible Persons 

The following individuals are responsible for the implementation and maintenance of this FPP: 

[Provide names and/or job titles] 

 

Remember, replace the bracketed information with specific details relevant to your company. 

Fire safety is a serious concern and it’s ’crucial to have a comprehensive plan in place. 

 


