
Emergency Action Plan
 
Date Prepared: [date]
[Company Name] Address: [Address] 
___________________________________________________________________________
 
Emergency Personnel Names and Phone Numbers:

In the event of an emergency, the following individuals are designated to coordinate response efforts. Authority is assigned in descending order. If the primary Emergency Coordinator is unavailable, responsibility will transfer to the next listed individual. These designated personnel are responsible for initiating emergency procedures, coordinating communication, contacting emergency services when required, and ensuring employee and visitor safety until the situation is resolved or external responders assume control.

Emergency Coordinator #1: [Name of on-site manager or supervisor] 
· Position: [Position]
· Phone: [Number]

Emergency Coordinator #2: [Name of on-site manager or supervisor] 
· Position: [Position]
· Phone: [Number]
 
Emergency Assistant: [Name of lower ranking, on-site manager or supervisor] 
· Position: [Position]
· Phone: [Number]
 
Post-Incident Manager: [Name of business owner] 
· Position: [Position]
· Phone: [Number]
___________________________________________________________________________
 
Emergency Phone Numbers:
 
· All Emergencies: [Insert number, such as 911]
· Poison Control: [Number]
 
Location of First Aid Kits:
 
· [List all locations]
 
Location of Fire Extinguishers: 
 
· [List all locations]

Location of AED: 

· [List all locations]
___________________________________________________________________________
 
Designated Assembly Points:
 
· Primary Location: [Location]
· Secondary Location: [Location]
___________________________________________________________________________
 
Directions to Nearest Hospital: [Hospital Name] 
· Address: [Address]
1. [Detailed directions] 
___________________________________________________________________________
 
Medical Emergency:
· Notify the Emergency Coordinator and contact emergency assistants if required 
· Call [emergency number] and provide them with the following information:
1. The nature of the emergency (what happened, how many people were involved, etc.)
2. The company address and the number you’re calling from 
3. The name(s) of the victim(s) involved and the state of their condition 
· Do not remove the victim from the scene unless instructed to or if absolutely necessary
· Provide first aid as necessary → wait for help 
 
Fire Emergency
· Notify the Emergency Coordinator 
· Call [emergency number] and provide them with the following information:
1. The nature of the emergency (the size of the fire, the source if known, etc.)
2. The company address and the number you’re calling from 
3. Any victim(s) that were involved and the state of their condition 
· Evacuate the building and gather at the primary assembly location
a. If the primary assembly location is unsafe, gather at the secondary assembly location 

Severe Weather and Natural Disaster
· Tornado: When a warning is issued, seek inside shelter and stay as far away from walls and windows. Use arms to protect the head and neck and sit under tables if possible. Remain sheltered until the tornado threat is announced to be over. If someone is injured, activate the Medical Emergency Action Plan.
· Earthquake: Keep away from overhead fixtures, windows, and electrical power lines. If needed, evacuate as instructed by the Emergency Coordinator. If someone is injured, activate the Medical Emergency Action Plan.
· Flood: Be prepared to evacuate as instructed by the Emergency Coordinator. If not possible, climb to high ground and stay there. Avoid walking and/or driving through flood waters. If someone is injured, activate the Medical Emergency Action Plan.

Post-Incident Follow-Up
· Complete all required incident paperwork, ensuring to document as many details about the emergency as possible 
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