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[bookmark: _Toc71281493]Introduction
This Occupant Emergency Plan (OEP) (OSHA 29 CFR 1910.38), or Emergency Action Plan (EAP), was created by 
<ORIGINATING OFFICE>. 
It is to be used to facilitate actions taken during workplace emergencies by the employer and the employee. The Occupational Safety and Health Administration (OSHA) mandates the safety of the occupants and safety in the workplace in accordance with 29 CFR 1910.38 and other regulations and laws. The EAP is an important component for implementing workplace safety laws and maintaining a safe work environment for all employees, guests, visitors, and others. 
According to OSHA standards, a workplace safety plan (this EAP) must include, at a minimum, the following:
· Methods of reporting emergencies.
· Notification procedures for fires and other emergencies.
· Personnel (ALL) accountability procedures performed after an evacuation and designate assembly areas for personnel.
· Evacuation procedures and emergency escape routes, including alternate routes.
· Identify personnel that may not be able to evacuate during emergencies. 
· Rescue and medical duties for appropriately certified personnel to perform during an emergency.
· Critical operations to be performed by assigned personnel before evacuating.

<ORIGINATING OFFICE> recommends/requires incorporating other emergency planning components in this EAP, as follows:
· Appoint an Emergency Coordinator (EC) and at least ONE other Assistant Emergency Coordinator and include an outline of their typical duties.
· Emergency notifications for specific threats.
· Protective actions, including: evacuation, shelter-in-place, relocation to an alternate space, and any other specific protective measures deemed necessary. 
· Special protective actions for mobility impaired and special needs persons.
· Location of any emergency or specialized equipment and training in the use of such equipment.
· A list of alternate personnel to perform the functions of the EC during an emergency in the absence of the EC. 
· List and availability of training resources to meet the requirements of the EAP. 
[bookmark: _Toc71281494]Emergency Action Plan
This EAP provides in-depth information for actions to be taken by <ALL PERSONS> in <ORIGINATING OFFICE> in preparation for and responding to a variety of possible emergencies. 
[bookmark: _Toc71281495]Location of Plan
Each employee of this office is/has been/will be provided a copy of this EAP. An original/master copy of this EAP is maintained <Location/s of EAP Originals/Master>, as well as with the EC. A digital copy is available <On the company/business website>. In addition, a paper copy and digital version of this EAP are kept on file with BlueHorse Security Solutions & Threat Mitigation Strategies. 
For questions regarding the location of this plan or to request a copy of this plan, please contact your EC: <Insert EC Name>.
[bookmark: _Toc71281496]Emergency Coordinator/s
This EAP is maintained by your organization’s EC and is updated at least once every <cycle/time period/date>. This EAP will also be updated when there is a change of procedures, office or workplace location, or personnel assigned to critical positions in the plan. 
The Designated Emergency Coordinator (EC), and their contact information:
	Emergency Coordinator
	Contact Information

	<Insert EC's name>
	<EC's phone and email>


The Emergency Coordinator is also responsible for:
· Maintaining emergency equipment and supplies. 
· Attending preparedness update meetings.
· Coordinating participation in preparedness meetings. 
· Managing/directing actions during emergencies. 
· Accounting for personnel following emergencies.
· Reporting personnel accountability to appropriate authorities.
In the event the EC is not present during an emergency, the following personnel are designated as Alternate Emergency Coordinators, and are trained in their appropriate duties. When contacting an Alternate EC, do so in the following order, according to their availability. 
	Emergency Coordinator
	Contact Information

	1)<Insert AEC's name>
	<AEC's phone and email>

	2)<Insert AEC's name>
	<AEC's phone and email>



[bookmark: _Toc71281497]Office Emergency Policy and Procedures
Within the <Business/Organization/Office>, emergency events or threats are broadly categorized as either Internal or External concerning the work location or building. It is the policy of <This Office> that all personnel evacuate the premises in the event of a fire or other internal threat or emergency.  
If the emergency or threat is located outside the building or workspace (in some special circumstances, in the immediate office), it is imperative that all instructions from local law enforcement or responding authorities, including evacuation, shelter-in-place, relocation, and/or protective actions, are followed. 
[bookmark: _Toc71281498]Internal Emergencies or Threats
· The primary notification system/procedure is <Method of notification>, which indicates the need to evacuate immediately (except in an Active Shooter/Active Threat event).
· Other notification methods used to communicate instructions/updates: <Insert other notification methods>.
[bookmark: _Toc71281499]External Emergencies or Threats
Emergencies or threats outside of this location which may or may not impact the personnel inside the building/workspace, are described in the following sections as appropriate. 
In the event that conflicting guidance is given from multiple entities/persons, directives from <The Appropriate Authority having jurisdiction> supersedes these instructions. 
[bookmark: _Toc71281500]Emergency and Threat Notifications
[bookmark: _Toc71281501]Fire Alarms
In the event of a fire or immediate internal threat EXCEPT IN THE CASE OF AN ACTIVE SHOOTER/ACTIVE THREAT, active the FIRE ALARM. The FIRE ALARMS in <This Location> are located <Insert location of fire alarm>.
[bookmark: _Toc71281502]Other Notification Systems
<Other Notification System>, <Basic Operation of System>, <Method of Notification>, <Other directions>.
[bookmark: _Toc71281503]Local Notification
If the emergency is localized, you may be notified in person of the emergency and what protective actions to take or follow. This may occur anywhere, in your office, at the location entrance, or outside of the location. 
Reporting Emergencies/Notification Procedures
Each member, employee, or staff of <This Organization> is responsible for ensuring that Local Law Enforcement is notified during an emergency and providing directions for Local Law Enforcement to the site of the emergency. 
· Activating Fire Alarms. In the event of a fire or an immediate internal emergency or threat, EXCEPT IN THE CASE OF AN ACTIVE SHOOTER/ACTIVE THREAT activate the Fire Alarm. 
· Dial 911 <Insert other method, i.e. “dial 1 then…”> using <indicate system>.
· Dial 911 using distress phrase, <Insert distress phrase>, (provide your location), signifies there is an intruder or serious situation at your location. 
· Call for assistance using cell phone or outside line: Dial <Insert number>.
· Activate “Panic” or other alert system. The <Alert System> is activated when emergency conditions at your location require covert or surreptitious activation of a passive alert system, without indicating to a bad actor that authorities have been called or alerted. <The Alert/Panic/Distress Notification system is located <insert location/s>>.
· <Other Emergency Notification System>
[bookmark: _Toc71281504]Accountability Procedures
As soon as possible after an emergency, it is critical that EC’s, AEC’s, and others account for ALL personnel and maintain a record of missing and located people preferably at the Assembly Area. If the Emergency Coordinator for your location has established accountability groups, it is essential that everyone at the scene ensure their own accountability in the event that emergency responders have to conduct rescue operations for missing people. 
When accounting for people at the scene of an emergency, it is imperative and potentially life-saving that every person accounted for is actually seen or contacted. 
The EC and/or AEC should be the primary contact for any authorities inquiring about personnel accountability. 
Before leaving the scene, location of the emergency, or assembly area, personnel that are able, allowed, or permitted to leave the area MUST check in with the EC/AEC prior to leaving. 
[bookmark: _Toc71281505]Protective Actions
Depending on the type of emergency, you may have to take immediate action to protect yourself and others. Leadership, supervisory personnel, the EC, the AEC, at your location, and/or <Local Authority> will direct you to take one or more of the following protective actions:
· Evacuate
· Shelter-In-Place
· Relocate to an Alternate space, office, or building
· Use equipment
*When referring to “Protective Actions” such as Evacuate, Shelter-In-Place, and Relocation, these terms are also applied to the response to an active threat event as: Run (evacuate), Hide (Shelter-In-Place), and Fight (No correlation to Relocation), where Run, Hide, and Fight are considered one set* of actions.
[bookmark: _Toc71281506]Evacuation 
Evacuation Procedures
Evacuation procedures will be followed when there is an emergency or threat INSIDE the building, or in such proximity to your location that evacuation is the safest action. 
When notified to evacuate, leave your belongings and immediately evacuate the location using your assigned/preplanned/closest available exit route and proceed to your assigned/preplanned/closest assembly area and check in with the EC/AEC. 
Evacuating Office Spaces
When notified, leave your belongings and immediately evacuate UNLESS you are designated as CRITICAL PERSONNEL with additional duties to execute prior to leaving the location. (See Responsibilities Section). The last person to leave the office space closes, but does not lock, the door and places an indicator <describe indicator> on the door/knob. This may be helpful to authorities conducting search and rescue. 
If You Are Not In Your Office/Space/Seat When An Emergency Occurs
If you are not in your office/space/seat/workspace when an emergency occurs or notification of an emergency is broadcasted immediately evacuate the location using the nearest exit and proceed to the assembly area. If the alarm or notification stops during an evacuation, CONTINUE TO EVACUATE and DO NOT RE-ENTER THE BUILDING/LOCATION until authorities have cleared the building and the event. 
Evacuation Routes
A diagram of the work site, location, office space, building is posted at all exits. All exits will remain unlocked and unobstructed during an evacuation. 
Evacuation routes are color-coded and prioritized as PRIMARY (RED) and SECONDARY (BLUE). It is the responsibility of the EC/AEC and leadership/supervisory personnel at your location to ensure that evacuation routes are clear of obstructions, clearly marked, and can remain unlocked when necessary. 
	Primary Evacuation Route: <Insert detailed, turn-by-turn directions for the primary evacuation route>.



	Secondary Evacuation Route: <Insert detailed, turn-by-turn directions for the secondary evacuation route>.

	Repeat this format for other personnel in separate office spaces, on different floors, or in different locations. Provide Primary and Secondary routes for each office. 



Assembly Areas
[bookmark: Text19]Upon evacuating <Your Location>, go directly to your Primary Assembly Area, located at <insert detailed primary assembly area location> . 
If access to the Primary Assembly Area is denied or not possible, proceed to your Secondary Assembly Area located at <insert detailed secondary assembly area location>.
In the event that access to both the primary and secondary assembly areas are denied or not possible, follow the directions of the authorities regarding alternate locations to assemble. In the absence of all authority or guiding personnel, group with others from your location or those that you recognize and move to a safe location. Attempt to contact your EC/AEC, or other personnel from your location and advise them of your location and status. 
Evacuation Procedures For The Mobility Impaired
If you require special accommodations or need assistance evacuating the building/ location/office, notify your EC immediately so arrangements can be made prior to an emergency. The EC should coordinate with one or more volunteers, and, under the best circumstances, have back-up personnel, to act as your “buddy” and assist you in evacuating the location. Your designated buddy will be made aware of your special needs (with your permission), how the buddy system works, and any hazardous areas to avoid during an evacuation. 
Emergency exits designed for the mobility impaired should be conspicuously marked as designated emergency evacuation exits, including elevators, if present. 
[bookmark: Text34]The closest emergency exit to this location is located <insert the location of the exit>.
The ADA accessible exit/s in this building are located <insert the location of the exit>.
Before an evacuation, if an elevator is needed and allowed to be used during an emergency (not all emergencies require the shut down of elevators), if multiple floors or levels are serviced by the elevator, the most effective, efficient, and safe operation should be planned. At least one person should be assigned to the operation of the elevator. The elevator should immediately be taken to the top floor and a call for mobility impaired persons should be made. The elevator should make stops at each lower level until reaching the ground floor. 
Keep in mind, the safe and planned operation of an elevator during emergencies may require the use of a master operator key or an override code or device. 
In the event that an evacuation is ordered, personnel with mobility impairments follow the instructions below: 
When you hear the announcement for evacuation:
· Take your specific, life-safety, prescribed, needed equipment.
· Take <other designated equipment>.
· Go to the designated emergency exit.
· Designated personnel (if available) may assist you into the elevator and will get you to the exit level. 
· Exit the elevator and proceed to the nearest exit out of the building and go directly to your assembly area and check in with your EC/AEC. 
If you have any additional questions regarding the locations of the emergency exits, the buddy system, or finding the closest elevator designated for emergencies, contact your EC/AEC or the <appropriate agency/personnel>.

List of emergency equipment and other protective actions. Maps of the location, area, and assembly areas should be inserted HERE. 

[bookmark: _Toc71281507]Shelter-In-Place
The <Local Authority> may direct you to Shelter-In-Place if there is an internal or external emergency or threat. Listen to the <Local Authority> for guidance by using <recommended communication method>.
When instructed to Shelter-In-Place: Personnel will immediately proceed to <Insert your office's sheltering location> remain inside the sheltering area, away from external doors and windows. Ensure communication devices and emergency equipment are moved to the sheltering area. Once you have arrived at the designated location, immediately check in with your EC/AEC. 
Depending on the type of emergency/threat, close and lock external doors and windows. DO NOT attempt to control or adjust ventilation or temperature in the location. 
If you are NOT in the office when directed to shelter-in-place: Follow the guidance from the <the Local Authority> or proceed to the nearest available and open office space and ask to shelter with them. Once you are in a safe location, immediately check in with your EC/AEC. 
[bookmark: _Toc71281508]External Security Threat/Emergency (Police Activity)
The <Local Authority> may institute a lockdown of your building/location when there is a security threat or emergency in the area. This is to potentially enhance the security of the building and is designed to prevent entry or exit to or from the building, but, in general, you may move around inside the building. Stay away from exterior doors and windows. 
[bookmark: _Toc71281509]Internal Security Threat/Emergency (Police Activity/Active Shooter)
For internal security threats/emergencies, the <Local Authority> may direct you to secure yourself in your office space or building or find a place to take cover. 
In these situations, immediately lock your door, turn off lights, shut blinds if possible, remain within your office, away from windows and away from doors that lead to internal hallways. Silence your mobile devices and remain quiet. Check in with your EC/AEC. 
[bookmark: _Toc71281510]Emergency Equipment and Supplies
In the event that your location is required to Shelter-In-Place or relocate, emergency supplies are located <supplies location>. The emergency equipment in this location is located <Insert Location>.
[bookmark: _Toc71281511]Relocation to Alternate Location
In certain circumstances, emergencies and threats may impact a small area and the most effective protective action is to relocate to another, safer area of the building or space you are in, using the principle of moving from a high risk area to a low risk area. Listen to <Local Authorities> for guidance. 
In the event of an announcement to Relocate, your designated relocation site is: 
	Your Office/Space
	Relocation Site/Space

	
	

	
	


In the event that you are directed to relocate, move any needed emergency equipment to the new location. Once you are safe, if you are not able to return to your office/space, check in with your EC/AEC. 
If you are not in the office when directed to relocate: Follow guidance from <Local Authorities> for where to go or proceed to the nearest office/group and go with them to their relocation site/space. Once you are safe, check in with your EC/AEC. 
Threats and Emergencies That May Require One or More Protective Actions
There is no guarantee that a particular protective action will completely, or effectively, work for any variety of emergencies or threats. Two or more protective actions may be required, one after the other, or both at one time. One may be required for a short period of time early in the event, only to be needed again later. 
It is important to understand the correct use and application of these recommended protective actions and to be able to incorporate them into a survival strategy. In most cases, listen to <Local Authorities> for guidance. 
[bookmark: _Toc71281512]Earthquake
If you are in a building when an earthquake occurs, shelter-in-place until the shaking stops, then evacuate the building. 
Sheltering Actions during an earthquake:
· Drop to the ground, if possible, take cover by getting under a sturdy table or other piece of furniture. If one is not available, drop to the ground and move to an inside corner of the room. Assume a crawling (fetal) position to protect your vital organs, cover your face and head with your hands. 
· DO NOT USE THE ELEVATORS. 
· If you are in a wheelchair, lock your wheels and remain seated until the shaking stops. Protect your head and vital organs with your hands, arms, a book, pillow, or whatever is available.
· If you have difficulty getting to the floor, get as low as possible and protect your head, neck, and back. 
· Stay away from glass items, furniture, and windows, outside/outer/external doors and walls, and items that could fall.
· Use doorways as shelter only if close by and it appears to be strongly supported. 
· After the shaking stops, the power may be out. DO NOT USE MATCHES for light, even if flammable gas is NOT used in the building, dust can ignite and cause an explosion as easily as gas can. Do not attempt to yell or shout for help unless absolutely necessary. Cover your mouth and nose with a cloth. Use a non-metallic item to bang SOS. Three short taps, pause, three long taps, pause, three short taps.  
If you are outdoors when an earthquake occurs: Move to an open area away from buildings, utility poles, and other structures that may fall or debris, such as glass and metal might fall from them. Once you are in a safe location, follow <Local Authority> guidance and check in with your EC/AEC.
[bookmark: _Toc71281513]Responding to an Active Shooter/Active Threat
Active shooter and active threat events happen quickly, violently, and the behavior of assailants is unpredictable. If you are in the vicinity of an Active Threat event, you will need to respond immediately and likely without any guidance. Being prepared to act quickly and decisively means: HAVE A PLAN, UNDERSTAND THE NEED FOR IMMEDIATE AND COMMITTED ACTION, and UNDERSTAND THAT YOUR LIFE AND THE LIVES OF OTHERS ARE AT RISK. 
Although instinct or a heightened concern for the safety of others, which is expected, may compel you to notify others immediately, DO NOT PULL THE FIRE ALARM IN AN ACTIVE THREAT EVENT.  Pulling the fire alarm will cause people to flood the hallways and exits, potentially putting them directly in harm’s way. 
*The terms Active Shooter and Active Threat are used interchangeably in this document and in related training courses/modules. “Active” means “on-going, currently happening, not over yet”. Firearms are not the only weapons used to commit these types of assaults. The word, “Threat” is used to describe any real, implied, or perceived threat of serious bodily injury, disfigurement, or death. 
In an Active Threat event there are THREE courses of action. RUN, HIDE, FIGHT.
[bookmark: _Toc71281514]Run: If you are not in your office/workspace/seat and it is SAFE, take the most direct route to leave the area. Run AWAY from the sounds of violence, in the OPPOSITE DIRECTION. Within a building it may be difficult to run directly AWAY from the violence. Move perpendicular (at right/90 degree angles), and away from the direction of the violence. Put as many turns and floor levels between you and the violence. Take others with you. If they will not cooperate, leave them. 
Do not take any belongings with you and keep your hands empty and in front of you. EXPECT to encounter responding Law Enforcement. FOLLOW THEIR INSTRUCTIONS IMMEDIATELY, REMAIN QUIET AND LISTEN. THEY WILL GIVE YOU ORDERS AND WILL LIKELY ASK VERY IMPORTANT QUESTIONS. 
“GET DOWN!”: Stop immediately where you are and lie down on the ground with your head towards the officers. Keep your hands at your sides, palms UP and empty. Turn your head to face away from any approaching officers and LISTEN. 
“LET ME SEE YOUR HANDS!”: This means that YOUR hands (or the hands of someone near you) are NOT UP and EMPTY. Comply immediately. DO NOT attempt to touch anyone around you to convince them to comply unless there is a small child with you (put the child down, comply, calmly (if possible) direct the child). PUT YOUR HANDS OUT IN FRONT OF YOU, SLIGHTLY ABOVE YOUR HEAD, PALMS FACING THE OFFICERS. LISTEN FOR FURTHER INSTRUCTIONS.
“MOVE, MOVE, MOVE!”: Hands EMPTY, move quickly to the sides of the hallway or out of the area the officers are moving towards. Face away with your hands raised. LISTEN for further instructions and QUESTIONS. 
“WHAT DOES <the suspect> LOOK LIKE? WHERE IS <the suspect>?” 
(*The officers MAY refer to the suspect as a “HE”). 
WHAT THEY ARE LISTENING FOR:
 <He/She/They> <ARE/WERE> <On the __ floor/In the __/Heading towards ____>
 and has/have/had a <Pistol/Rifle/Bomb/Package>
 and were wearing <Color/Pattern/Type of clothing>
Other very helpful information:
“Their name is _____”, “They said they were looking for ______”
They were wearing (bulletproof stuff-helmet, vest, etc.)
If you are SERIOUSLY injured (if you’ve made it through the building and responding officers have passed you, you will likely survive), AND IF the officers ask if anyone is injured, BRIEFLY and QUICKLY tell them how and where you are injured, “I was shot and I’m bleeding a lot”. NOTE: Emergency Medical help is already moving towards the location and are likely just moments behind responding law enforcement. Officers responding to the violence WILL LIKELY PASS YOU. 
IF you have first-hand knowledge of someone else that is critically injured, and their location, tell the officers: THEIR NAME, LOCATION, and TYPE of injury if known.  
[bookmark: _Toc71281515]HIDE (Shelter-In-Place): If you are in your office/workspace/seat, shut, lock, and barricade (if possible) all doors that lead to your location. Turn off lights, shut windows (if possible). If time permits, take others with you. 
If needed, move to your relocation site or the innermost area of your office/workspace. Silence, but do not turn off, your electronics. If you can, mute any television devices. Be as quiet as possible. 
[bookmark: _Toc71281516]FIGHT (As a Last Resort):If you cannot evacuate or hide, and your life is in immediate danger, your last resort is to FIGHT. Your goal is to DISABLE THE ATTACKER, NOT TO KILL/DISARM/ARREST/or DETAIN. 
You are FIGHTING FOR YOUR LIFE. Be COMMITTED to your actions, be explosive and violent. Practice, rehearse, discuss with your coworkers/others. Determine what items that are IMMEDIATELY available can be used as weapons:
· Pencils, paperweights, furniture.
· Strike, stab, throw, pummel.
· Punch, kick, and bite. 
Everyone that is in danger must contribute in one way or another. 
When defending against an attacker as a GROUP, consider:
· The FIRST PRIORITY: control the attacker’s weapon/weapon hand. 
· 	Focus on the weapon and weapon hand. Control it, bite it, stab it, break it. 
· The SECOND PRIORITY: attack the head, face, eyes, and neck.
· 	Strike, scratch, stab (the soft fleshy parts).
· The THIRD PRIORITY: attack the body, control the legs. 
If you are away from your office/workspace/seat: follow the guidance of <Local Authorities> shelter with the nearest office/workspace, or seek cover/concealment.  
In the bathroom: Lock and barricade the door if possible. You may have to hide. Many bathrooms have a janitor’s/maintenance closet or stalls. 
If you choose to hide in a stall or near a device that is activated by motion or proximity (toilet flushers, hand dryers, faucets, etc.) you may have to cover the device or sensor to prevent it from activating when you are near, thereby alerting an attacker of your presence. 
Some public facilities keep items such as brooms, mops, spray cleaners, and door stops in the structure or space. If the door does not lock, many items can be used as door stops. 
If you are outdoors: Depending on your location and proximity to the danger, move directly away from the event and seek cover/concealment. Create as much distance between you and the attacker as possible. 
[bookmark: _Toc71281517]Rescue and Medical Duties
The <Local/assigned/responsible jurisdiction/authority/service> is responsible for rescue and medical duties for <Your location>. In the case of a medical emergency, immediately call 911 or <Appropriate method> to call <Appropriate authorities>.  
To assist someone having a medical emergency and to prolong their chances of survival, certain personnel in <Your location/organization> may be needed to assist in a number of ways: Cardio Pulmonary Resuscitation (CPR), operate an Automated External Defibrillator (AED), or perform general First Aid. 
The following personnel/individuals/offices within <Your location/organization> are trained and certified in CPR, AED, and First Aid:

	1. <Name, phone, date of certification>

	2. <Name, phone, date of certification>

	3. <Name, phone, date of certification>




[bookmark: _Toc71281518]Automated External Defibrillator/s:
AEDs are located <Location of AED>. AED locations are designated on maps located near exits and other locations. 
[bookmark: _Toc71281519]Critical Operations
In order to minimize the damage caused to important records, files, and equipment from a fire or other event, the following personnel have been assigned to perform duties prior to evacuating <Your location>, IF TIME AND CIRCUMSTANCES PERMIT, and are listed in order of availability: 

	1. <Name, phone, function>

	2. <Name, phone, function>

	3. <Name, phone, function>



[bookmark: _Toc71281520]APPENDIX:
[bookmark: _Toc71281521]GLOSSARY:

 



This template, in a more basic form/format, is available for free from OSHA. The additional details, notations, and elaborations on protective actions are the product of actual police/law enforcement experience and knowledge of the author and BlueHorse Security Solutions & Threat Mitigation Strategies. 
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