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[bookmark: _Toc267658846]1.0		Purpose AND SCOPE
The WW Gay Mechanical Contractors, Inc. Emergency Action Plan is required by OSHA’s standard 29 CFR 1910.38. This plan will detail emergency procedures to be followed to handle emergencies involving the employees and property of WW Gay Mechanical Contractors, Inc.
All employees and sub-contractors are required to follow this program.
The Emergency Action Plan program contains the following elements:
· Job site/Facility specific information. Job sites complete this information to explain how the workers at the job site/facility carry out the requirements of this program at their location. Identifies information such as responsibilities, site-specific/facility equipment, and location of procedures, training details. These can be updated without having to rewrite the whole plan.  
· Core program. Provides the standard method for complying with WW Gay and regulatory requirements. It also explains the who, what, when, where, and how of implementing the Emergency Action Plan.
· To define requirements and responsibilities for establishing and implementing an effective Emergency Action Plan to ensure the safety of WW Gay Mechanical Contractors, Inc. employees and Job site/facility visitors during an emergency.
This procedure applies to all WW Gay personnel as well as sub-contractor employees performing work for WW Gay.

[bookmark: _Toc267658847]2.0		responsibilities
[bookmark: _Toc267658848]2.1		Job site/Facility Manager
The Job site/Facility Manager is responsible for:
· Implementing and enforcing this procedure.
· Ensure all employees are trained in the evacuation procedures.
[bookmark: _Toc267658849]2.2		Safety Department
The Safety Department is responsible for:
· Providing guidance in developing a site/facility specific emergency response plan.
· Familiarize local emergency response personnel (for example, fire, police, and medical personnel) with internal emergency response procedures.
· Monitoring compliance with this procedure.
· Act as a contact point for employees needing more information about the ERAP or their duties under the plan.

[bookmark: _Toc267658850]2.3		General Foreman / Foreman
General Foreman / Foreman are responsible for;
· Understanding the requirements this procedure.
· Safe evacuation of any physically impaired employees.
[bookmark: _Toc267658851]2.4		Employees
Employees are responsible for;
· Understanding the requirements of this procedure

[bookmark: _Toc10341255][bookmark: _Toc267658852]3.0		core program
The OSHA Standard requiring an Emergency Action Plan is 29 CFR 1910.38(a). The Emergency Action Plan is required to be in writing for facilities with 10 or more employees and covers designated actions employers and employees must take to ensure employee safety from emergencies that can occur.
Emergency Action Plan must be kept at the job site/facility, and must be readily available for employee review.
The facility Emergency Action Plan program includes the following:
· Designation of a person who is responsible for administering the program.
· Procedures for accounting of employees after evacuation.
· Procedures for reporting an emergency and notifying the employees.
· Emergency escape procedures and escape route assignments.
· Procedures for employees who remain to operate critical systems.
· Rescue or medical duties for designated employees.
· A listing of names, job titles, and how to contact those who have special duties under the Emergency Action Plan.
Exclusion - Facilities with less than ten employees must have an Emergency Action Plan meeting all of the requirements of this Standard, but it does not have to be written. It can be orally communicated to the employees. 
Note: Requirements for emergency response to hazardous substance spills are separate requirements and are found in the Hazardous Waste Operation policy in this manual.


[bookmark: _Toc267658853]4.0		basic guidelines
The following is a list of basic procedures that will be used during different emergency events. Some of the procedures may have to be modified in order to work with facility specific emergency action plans. Changes must be approved by the corporate safety department.
[bookmark: _Toc267658854]4.1		Means for Reporting an Emergency
Whenever an emergency develops, or the threat of an emergency which may cause substantial harm or damage, a notification process must begin. Each job site/facility shall have a means of notifying all employees of the type of emergency for which they must take action.
In order to call an outside agency for assistance, an emergency call sheet must be available at each telephone. All employees must be instructed in proper emergency calling procedures.
The emergency call sheet next to the phone must include:
· The fire department phone number
· The ambulance company phone number
· The police department phone number
· Address of the company you are calling from, including cross streets and roads
· An instruction on providing the location of the emergency, including directions to the department or office
The appendices contain a Sample Emergency Call Sheet to aid the job site/facility in the development of the Emergency Call Sheet.
[bookmark: _Toc267658855]4.2		Emergency Escape Routes
Emergency escape routes must be posted throughout each facility. They must include a layout clearly marked with directional arrows or another means of indicating the way out for emergencies. Employees must follow these “evacuation tips to safety:”
· Always evacuate through an exit closest to your location in the event of a fire or other emergency requiring evacuation.
· Report to your assigned meeting place, and see your supervisor for accountability.
· Never reenter the building in the case of a fire.
· If your assigned meeting place is not a safe distance from the hazard, move farther away to a safe location.
· Do not return to your work area until you have been given the “all clear” by the police or fire department.
Warning: Never use an elevator to escape from a fire. Smoke and heat rise, so the elevator could be filled with smoke. Also, many elevators are heat activated. They may take you right to the fire.
[bookmark: _Toc267658856]4.3		Area Evacuation
Since area evacuation may be necessary if a spill or release occurs, an individual shall be assigned to sound an alert and notify the responsible public officials if required. For example, the evacuation signal may be 2 (two) long blasts every 30 (thirty) seconds until all personnel are evacuated and accounted for. Evacuations, if at all possible, should be downwind. If working in a contaminated area, emergency decontamination should be performed as quickly and safely as possible. When in a work site, evacuation routes should be established prior to an emergency. There should be assigned meeting places for area evacuations and their location should be preplanned.
When WW Gay has 10 or fewer employees in a particular workplace, direct voice communication is an acceptable procedure for sounding the alarm provided all of the employees can hear the alarm. 
Develop a site map and identify employee-meeting places.
The job site/facility manager will use the daily sign-in sheet to account for all employees during an evacuation.
[bookmark: _Toc267658857]4.3.1	Employees who Remain for Critical Duties
A person must be assigned and trained to handle critical functions Critical functions in an emergency include functions such as turning off fuel sources. All fuel sources must be turned off only if it can be done safely without personal risk. All other employees must evacuate the building immediately and proceed to their safe meeting place.
[bookmark: _Toc267658858]4.4		Medical Emergencies
Obtain outside medical help for all medical emergencies. Summon first aid/CPR trained employees using the PA system or other available means.
[bookmark: _Toc267658859]4.4.1		Medical Duties
Those qualified and authorized employees that are required to perform medical duties should do so as long as they can perform their duties safely without severe personal risk. These employees should be trained in first aid and cardiopulmonary resuscitation (CPR). The overall responsibility for medical duties and rescue is that of outside emergency response agencies such as the fire department.
The appendices contain an emergency contact sheet, and list all the emergency response agencies that may be needed at times. Employees should be familiar with the agencies and their function.
[bookmark: _Toc267658860]4.5		Fire Procedures
Follow these procedures in the event of a fire:
· Notify the fire department by dialing the emergency number on the emergency call sheet.
· Activate the fire alarm system to alert everyone of a fire.
· Initiate an evacuation immediately.
· If time permits, turn off equipment.
· Report to your assigned meeting place.
[bookmark: _Toc267658861]4.5.1	Safety Tips when there is a Fire
· If doors and knobs are hot, do not open the door. If they are cool, open the door slowly. 
· If heat or pressure is sensed through the door, close it immediately.
· If you encounter smoke when exiting, kneel down on the floor and crawl to your escape.
· Extinguish a fire only if you are trained, and it is safe to do so. Never put your personal safety at risk.
[bookmark: _Toc267658862]4.6		Bomb Threat
If you should receive a bomb threat, follow the procedures below.
· Notify your supervisor immediately.
· The supervisor will then notify the Emergency Coordinator, the Police and Fire Departments, and evacuate the building.
· Document everything you can remember about the threat, and give this information to your supervisor.
· Evacuate building of affected area.
· A search will be made of the building by the authorities.
· Do not re-enter the building until given an "all clear" by the Police or Fire Department.
[bookmark: _Toc267658863]4.7		Flooding
Follow these procedures for flooding in the facility:
· Supervisors must ensure that electrical power has been de-energized in the flooded areas.
[bookmark: _Toc267658864]4.8		Tornadoes
In the event of a tornado warning, notification will be given to building occupants. Follow this procedure in the event of a tornado warning:
· Turn off your equipment, and immediately proceed to the designated tornado shelter area.
· At the shelter area, lie flat and put your arms over your head.
· Remain in the shelter area until instructed to return to your work area by the Emergency Coordinator. 

[bookmark: _Toc267658865]5.0		Periodic Review
On an annual basis, management will review this Plan. It will also be reviewed when procedures, responsibilities, and/or processes change. Management will document any changes to the plan, and if changes are made, employees will receive training. 

[bookmark: _Toc267658866]6.0		Program review
· On an annual basis, WW Gay Corporate Safety Department will review the Emergency Action Plan. It will also be reviewed when procedures, responsibilities, and/or processes change. The safety department will document any changes to the plan, and if changes are made, employees will receive training.
·  Update the Plan as needed.
· Check training records.
· Verify posting of evacuation maps in the facility.
· Check that there is a functional notification system present for emergencies at job sites/facilities.
· Interview employees to determine if they know the actions to take when evacuation is necessary.

[bookmark: _Toc267658867]7.0		site/facility specific plan
The job site/facility specific written Emergency Action Plan (See Attachment 1) must include the following:
· Emergency evacuation/escape procedures, escape routes, and assembly areas.
· Procedures to account for all employees after an evacuation.
· Procedures for any employees who remain behind to operate critical equipment.
· Procedures for reporting fires or other emergencies. 
· Established contacts with local authorities (for example, Fire Department, Police, Emergency Medical Services, civil defense).
· The job titles of persons who can be contacted for further information or explanation of duties under the Plan. 
· Procedures for floods, tornadoes, hurricanes, blizzards, earthquakes, and bomb threats.
· Provide an emergency notification system to notify all employees of an emergency. This may consist of alarms, hand-held radios, face-to-face communication, or public address systems.
· Keep all emergency exits unobstructed, accessible, and marked by a readily visible sign.
· Mark doors, passageways, and stairways not intended to be an exit with a sign stating “Not an Exit”.
· Provide and maintain emergency lighting and illuminated exit signs sufficient to allow for safe egress. 
· Post emergency evacuation maps depicting the routes to be taken when evacuating the building when exit is not readily visible.
· Establish procedures to aid disabled persons in evacuation.
· Establish and implement procedures for emergency shutdown of job site/facility systems.
· Establish and implement procedures for re-entering or re-occupying the job site. Facility after the emergency condition has ceased to exist. If the evacuation was the result of an emergency spill or release, then rely on a qualified incident commander to allow re-occupation.
Keep the facility’s Emergency Action Plan at the workplace, and have it readily available for employee review.


[bookmark: _Toc472918208][bookmark: _Toc267658868]8.0		Training
· Train employees on the Emergency Action Plan during new employee orientation, and when the Plan is revised or updated.
· Designate and train employees to assist in the safe and orderly evacuation of personnel.
· Conduct emergency evacuation drills and document the results on WW Gay Documentation of Training form. Drill frequency is dependent upon the size and complexity of the job site/facility and operations.
· Site specific Emergency Response Action Plan training will be conducted when:
· The plan is developed or the employee is assigned to the job for the first time.
· The employee’s responsibility under the plan changes.
· The plan is changed. 
[bookmark: _Toc267658869]






















appendix 1
[bookmark: _Toc267658870]Job site/facility specific emergency 
[bookmark: _Toc267658871]response action plan

Existing plan title: 
	[bookmark: Text15]     



Plan location:		                                                                                                Date: 
	[bookmark: Text16]     
	
	[bookmark: Text17]     



facility-specific information
Prepared by:			                                                                                          Date: 
	[bookmark: Text18]     
	
	[bookmark: Text19]     



Approved by:			                                                                                          Date: 
	[bookmark: Text20]     
	
	[bookmark: Text21]     



Responsibility
List outside emergency phone numbers:
[bookmark: Text7]Fire Department:      
[bookmark: Text6]Police:      
[bookmark: Text14]Ambulance:      
Identify the name and title of the person responsible for reviewing and updating the emergency action plan:
Name:				                                                       Title: 
	[bookmark: Text22]     
	
	[bookmark: Text23]     



Identify the program administrator, by name and title, responsible for the emergency action plan:
Name:	                                                			        Title: 
	[bookmark: Text24]     
	
	[bookmark: Text25]     



Identify the name(s) and title(s) of the person(s) responsible for the safe evacuation of employees in the event of an emergency:
Name(s):          				                                     Title(s):
	[bookmark: Text26]     
	
	[bookmark: Text27]     


Identify the name(s) and title(s) of person(s) who have responsibilities during an emergency evacuation. Identify these responsibilities.
Name:			                                             Title:	                                                 Responsibility:
	[bookmark: Text28]     
	
	[bookmark: Text29]     
	
	[bookmark: Text30]     



Identify the name(s) and title(s) of the person(s) who are responsible for the employee notification process in an emergency:
Name:				                                                     Title:
	[bookmark: Text31]     
	
	[bookmark: Text32]     



If there are employees who administer rescue and medical duties, identify the names and titles of the qualified and authorized persons responsible for those duties:
Name:				                                                     Title:
	[bookmark: Text33]     
	
	[bookmark: Text34]     



Describe briefly the bomb threat procedure:
	[bookmark: Text35]     



Identify the type of catastrophic climatic events procedure in place at the facility (for example, flood, hurricane, tornado, earthquake, cyclone, blizzard, etc.):
	[bookmark: Text36]     



Identify Muster points:
	     



Identify Personnel Accountability Methods:
	     




Identify Emergency Communication Methods:
	     



Training
Describe the training material used to teach employees on the Emergency Action Plan Program:
	[bookmark: Text37]     



Identify how often employees are trained:
	[bookmark: Text38]     



List the subjects covered in training:
	[bookmark: Text39]     



List the location of the training records:
	[bookmark: Text40]     



Record Keeping
List all records kept on the Emergency Action Plan program and include the location of these records:
Record:                                     				             Location:
	[bookmark: Text41]     
	
	[bookmark: Text42]     



Other Appendices
List other appendices added by the facility to the emergency action plan program:
Title:				    	                                                Date:
	[bookmark: Text43]     
	
	[bookmark: Text44]     



Location of Plan
Keep this Plan in an accessible location in each facility.
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