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Emergency Action Plan 

 

Life Safety Plan Purpose 

The purpose of this plan is to establish a safe, orderly method of evacuating people away from a 

dangerous situation and out of the building. There will be a coordinated effort between ABI 

Resources LLC's employees, volunteers, clients, and building tenants as well as emergency 

responders. 

This plan includes practical instructions for different types of emergencies such as fire, severe 

weather, and hazardous situations. The success of any emergency procedure is dependent on 

advance planning and training. With your cooperation, we should be able to minimize any panic 

and confusion and provide an organized response to an emergency. 

Fire Emergency – Evacuation 

An evacuation is the very deliberate, unhurried, progression of a group of people from an area of 

danger to a designated safe assembly area. When evacuating the building, proceed immediately 

to the evacuation assembly area. 

Any non-ambulatory and/or physically disabled people will need the assistance of a staff 

member. 

• Everyone must be prepared to report the first signs of an emergency to the nearest 

manager. In case of fire, set off the nearest pull station and call 911. Do not assume 

someone else has or will report the fire. 

• Maintain a calm, quiet, steady attitude. 

• Use the portable fire extinguishers if possible, but do not take any risk. If the fire cannot 

be easily controlled – evacuate immediately. 

• Before opening any interior door during a fire emergency, touch the door to see if it is 

hot.  A fire on the other side will blast through (back draft) if the door is opened. 

• Calmly leave immediately, single file, through the nearest and safest exit. When exiting 

from the above the ground floor, proceed down the stairs, walking down the right side 

single file. Do not use the elevator. 

• No running, rushing or excessive talking. 

• Be sure to close the stairwell doors as you exit. If there is a fire, these doors will slow 

down the spread of fire. 

• Do not prop open any doors. All doors with automatic closers should be allowed to close. 

They also function to keep the fire from spreading. 

• If possible, do not use the exit where the Fire Department is entering. 

• If exit or exit stairs become violated by heavy smoke: 

o Attempt to use another exit. 

o If the other exit is not viable, defend in place. Obtain fire extinguisher, close door, 

block gaps under door where smoke may enter, open windows for ventilation.  



• Return to building only upon instruction of Emergency Responders. 

In heavy smoke situations, clear air may be found by crawling on your hands and knees. Keep 

your face 12 inches from the floor. 

Medical situations which are life-threatening or requiring immediate attention: 

If there is no threat of further injury of exposure, leave seriously injured client or personnel 

where they are. Only if there is threat of further injury of further exposure to chemical, fire or 

electrical hazards, should you remove the injured person(s) to a safer location. 

Proceed with first aid or attempt to control the incident only if you can do so safely and have 

been trained in first aid or the emergency response necessary to control the incident. 

Provide assistance to the emergency response teams where the incident occurred, inform them of 

the hazards associated with the area, provide any other information that will help avoid injuries. 

Summon the fire department or emergency service personnel to the scene by calling 911. 

In form a supervisor or member of management immediately or as soon as it is safe to do so. 

Medical situations which are not life-threatening, not requiring immediate attention: 

Every injury that occurs on the job, even a slight cut or strain, must be reported to a supervisor 

and the director of human resources immediately. Under no circumstances, except emergency 

trips to the hospital, should an employee leave the work site without reporting an injury. 

If further medical treatment is needed, the employee should go to the nearest walk in medical 

clinic or hospital emergency room. Further information, directions, and medical treatment 

authorization forms are available from the supervisor or director of human resources. 

Emergencies Requiring Fire Department Response and/or Evacuation 

In the event of a fire or other building emergency, report the emergency immediately to a 

supervisor or member of management.  Provide the following information: 

• Your name and phone number 

• Specific location of the incident 

• Nature of the emergency 

• Remain on the line until all needed information has been requested from you 

Attempt to control the incident only if you can do so safely and have been trained in first aid or 

the emergency response necessary to control the incident. 

Provide assistance to the emergency response teams where the incident occurred, inform them of 

the hazards associated with the area, provide any other information that will help avoid injuries 

and property damage. 

Staff members must not re-enter an area that they have evacuated until notified that it is safe to 

return. 

Personnel will be instructed what to do in the event of other emergencies, such as earthquakes, 

power outages, chemical spills, if action is necessary. 

 



Severe Weather 

If adverse weather strikes without sufficient warning, the following precautions should be taken 

immediately. This is especially true in the case of tornado or severe windstorm. 

1. Move away from the outside walls and windows. Move to the center of the building. 

2. If necessary to move to a different floor, use the stairs to evacuate. 

3. While evacuating, stay clear of all glass windows and doors. Flying glass could cause serious 

injury. 

4. If any damage has occurred, contact your supervisor or a member of management and give the 

following information: 

a. Location and type/extent of damage 

b. Identify whether or not there are any injured persons. 

 


