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Updated:  March 2008
Prepared by the: 

State of New Mexico
General Services Department

Building Services Division
This document will be used in conjunction with the Emergency Evacuation Plan form version March 2008.
This document has been reviewed by the New Mexico State Fire Marshal’s Division, Department of Homeland Security, the Department of Public Safety and the Santa Fe Fire Department.   The document has also been reviewed by several agencies.  The General Services Department, Building Services Division has incorporated comments into this guideline. 
1. Introduction

1.1. Emergency evacuation planning is critical to employees and customer safety. The effectiveness of response during incidents depends on the amount of planning, training and drilling previously performed. 

1.2. Identifying key elements of the Emergency Evacuation Plan (Plan) starts with the development of a written Plan.  The emergency preparedness plan should address all potential emergencies that can be anticipated in the workplace.  This guide is intended to “lend a hand” in the development of the Plan. 

1.3. The Plan shall be made available to all departments by the General Services Department, Building Services Division and shall be accessible to all employees.  Managers and Supervisors shall be familiar and supportive with all elements of the written Plan and have conducted training and drilling to assure that their department employees clearly understand their roles in case of an incident. 

1.4. Sounding alarms shall be taken seriously by all building occupants.  Never consider any alarm as false. 
2. PURPOSE AND SCOPE
2.1. The prevention of personal injury and loss of life are the prime purposes of emergency planning.

2.2. This guide’s purpose is to ensure the safety and well-being of all state employees and their customers during an emergency incident that may arise due to a variety of both man-made and natural incidents.  
2.3. Incidents could include fires, explosions, floods, earthquakes, hurricanes, tornadoes, chemical, radiological and biological accidents, civil disturbances, terror attacks or workplace violence.
3. DEFINITIONS  

3.1. To be added.

3.2. Emergency Evacuation Coordinator: the person in charge of the incident until an Incident Commander is established and who receives all pertinent information from designated EEP Team members as the incident progresses.  

3.3. Emergency Evacuation Oversight Committee (EEOC): a committee of at least three members per building.  In cases with multiple agencies at least one member from each agency shall be included
3.4. Emergency Evacuation Planning (EEP) Team: the assigned Emergency Evacuation Coordinator, Deputy Emergency Evacuation Coordinator, Public Information Officer, Liaison Officer and Floor Wardens. 

3.5. First Responder: the local fire and or law enforcement agency responding to the incident. 

3.6. First Responder Public Information Officer: a Public Safety individual specifically assigned to handle and communicate with the media regarding the incident.

3.7. Helispot: Any designated location where a helicopter can safely take off and land.  Some helispots may be used for loading of supplies, equipment, or personnel. 

3.8. Incident Commander: a First Responder in charge of the incident upon arrival on site.  During an incident, responsibility will be transferred by the Emergency Evacuation Coordinator. 

3.9. Incident Report shall consist of the following:

3.9.1. Identify the Person in Charge

3.9.2. Date, Time and Cause of drill or evacuation.

3.9.3. Notification method used (i.e. Alarm, Whistles, Verbal).

3.9.4. Emergency Evacuation Planning Team members on duty and participating. 

3.9.5. Number of occupants evacuated.

3.9.6. Special Conditions.

3.9.6.1. Problems Encountered including a list of any missing or injured individuals. 
3.9.7. Weather Conditions when occupants were evacuated. 

3.9.8. Estimated time to complete the evacuation.
3.10. Lead Agency is defined as the agency designated by the Property Control Division to occupy a building or campus that is responsible for ensuring that the building(s) are maintained to standard and that all costs associated with the operation of the building(s) are paid. 
4. AUTHORITY: 

4.1. The International Fire Code as adopted by the State of New Mexico, Fire Marshal’s Division Section 404.1 – 404.3.1.
5. SUMMARY

5.1. This Plan shall be effective upon approval by entities shown on the signature page of this document. 
5.2. The Plan shall be reviewed on at least a quarterly basis or as needed.  

5.3. All personnel assigned to the Emergency Evacuation Planning Team must be knowledgeable of the proper implementation of a detailed, well structured-system by which the health and safety of building occupants.  
5.4. At any given time there is only ONE person in charge of an emergency situation and all employees shall abide by this Guide.  
5.5. The Emergency Evacuation Coordinator shall coordinate with the Local Fire Department. Once First Response Personnel arrive on the scene, the Emergency Evacuation Coordinator shall transfer responsibility for the scene to the Incident Commander
5.6. After this transfer all building occupants shall be under the direction of the Incident Commander.  
5.7. Employees shall consider all Emergency Evacuations as CRIME SCENES and treat them as such.  
5.8. No evacuated individuals are to leave designated areas until approved by the Emergency Evacuation Coordinator.  The Emergency Evacuation Coordinator will consult with and receive clearance from the Incident Commander before permitting individuals to leave the premises.  
5.9. Each agency shall develop a disciplinary policy to address employees not cooperating in an emergency evacuation.
5.10. Any changes, additions or deletions to the Emergency Evacuation Planning Guide shall only be made by the General Services Department and will include review and written approval by the following: 
5.10.1. Fire Marshal’s Office
5.10.2. Local Fire Department

5.10.3. Homeland Security

5.10.4. Department of Public Safety

6. CHAIN OF COMMAND - DUTIES AND RESPONSIBILITIES
6.1. Personnel shall be assigned to the Emergency Evacuation Planning Team by each agency’s Loss Control and Prevention Committee.  The assigned member shall then meet to create the Chain of Command.  
6.2. Incident Commander
6.2.1. Each incident is a separate unique activity and may be handled differently based on the situation at hand. 

6.3. First Responder Public Information Officer

6.3.1. During an incident, the First Responders’ Public Information Officer shall act as the sole public information officer and shall be the single source of information for the media.

6.3.2. No individual either in the capacity of the EEOC, EEP Team or Agency shall have contact with the media, except as coordinated by the First Responder Information Officer. 

6.4. Emergency Evacuation Oversight Committee (EEOC)
6.4.1. Consists of at least three members. 

6.4.2. Shall include the Emergency Evacuation Coordinator and Deputy Emergency Evacuation Coordinator. 
6.4.3. Shall also include each Agency’s Loss Control and Prevention Coordinator or designee.
6.4.4. The EEOC shall elect a Chair Person.
6.4.5. Shall involve the following entities in assisting in the development of an efficient response system. 

6.4.5.1. Department of Homeland Security 

6.4.5.2. Emergency Management Center 

6.4.5.3. Lead Agency

6.4.5.4. Local Fire Department

6.4.5.5. Local Police Department

6.4.5.6. New Mexico State Police
6.4.5.7. State Fire Marshals Office

6.4.5.8. Building’s Maintenance Department with regards to testing of fire alarm systems.
6.4.6. Shall post emergency evacuation routes for the public and employees to view and use in case of an emergency. 
6.4.7. Shall, after each drill or alarm; gather the EEP Team for incident debriefing to identify the strengths and weaknesses of the drill and take immediate action to rectify all deficiencies.
6.4.8. Shall approve all assigned locations as described herein. 

6.4.9. Shall perform Assessments as described Section 8.
6.4.10. Shall develop a system to address and document any changes to the Plan. 

6.4.11. Seek approval from agency heads for changes made to the Plan. 

6.4.12. Other duties are outlined in this guide. 
6.4.13. The EEOC shall determine the appropriate number of Floor Wardens be available at all times during regular working hours.  
6.5. Emergency Evacuation Planning (EEP) Team

6.5.1. The following members shall form the EEP Team.

6.5.2. Emergency Evacuation Coordinator 
6.5.2.1. Shall have an up-to-date written Incident Report.  

6.5.2.1.1. Shall turn over to the Incident Commander the Incident Report upon arrival on site and provide a briefing of the incident.  

6.5.2.1.2. At this point, the Incident Commander shall assume responsibility of the incident.  The EEP Team shall assist the First Responders as needed and directed by the Incident Commander.  

6.5.2.2. All agencies housed in separate buildings within a campus shall coordinate efforts to ensure an appropriate chain of command. In the situation where a campus exists with multiple buildings, the Emergency Evacuation Coordinators from each building on the campus shall designate a Primary Emergency Evacuation Coordinator, who shall oversee all Emergency Evacuation Coordinators from each building on the campus.  The Emergency Evacuation Coordinator shall be a person who is typically in the building and does not regularly travel as part of their job. 
6.5.3. Deputy Emergency Evacuation Coordinator 
6.5.3.1. Shall serve as the Emergency Evacuation Coordinator in the absence of the designated Emergency Evacuation Coordinator and perform all duties assigned.

6.5.3.2. Shall assist Emergency Evacuation Coordinator during an emergency response as needed. 
6.5.4. Safety Officer 

6.5.4.1. The General Services Department recommends that the Safety Officer be the same individual as the Agency Loss Control and Prevention Coordinator for the building.

6.5.4.2. The Safety Officer’s purpose is to act in a preventive role prior to an evacuation and to act in a communications role during an incident.  
6.5.4.3. In smaller buildings (less than 50,000 square feet), the role of Liaison Officer and Safety Officer may be combined by the Emergency Evacuation Coordinator. 

6.5.4.4. Shall act as back-up to the Liaison Officer. 

6.5.4.5. Shall monitor safety conditions and develops measures for assuring the safety of all assigned personnel.

6.5.4.6. Shall report all safety violations at all times to the Emergency Evacuation Coordinator.

6.5.4.7. Shall identify all Assigned Locations.  
6.5.4.8. The General Services Department recommends that the Safety Officer be chosen by the EEOC due to their prior experience and updated certification in First Aid, CPR and Automated Electronic Defibrillator operation.  If no one can be identified with these credentials, the EEOC shall select the person they identify as most qualified. 
6.5.5. Liaison Officer 

6.5.5.1. One per Agency required.

6.5.5.2. Liaison Officer may act as the Deputy Emergency Evacuation Coordinator or train as such for future needs. 
6.5.5.3. Shall represent each Agency within the building. 
6.5.5.4. Shall report directly to the Emergency Evacuation Coordinator on missing or injured staff and any problems in the evacuation procedures.  
6.5.5.5. If needed, the responsibilities of the Safety Officer and the Liaison Officer may be assigned to one person. 

6.5.5.6. The Liaison Officer shall be responsible for providing communication between agencies and between the Emergency Evacuation Coordinator and Floor Wardens. 

6.5.6. Floor Wardens

6.5.6.1. Reports to the Liaison Officer and shall be responsible for checking offices, bathrooms, and other spaces before being the last person to exit an area.  The EEOC may assign additional areas such as designated areas, basements, libraries, copy rooms, exercise room, mechanical rooms, roofs, bathrooms and corridors. 
6.5.6.2. One (1) Floor Warden shall be assigned for every seven (7) employees. This number can be adjusted by the EEOC to accommodate each agency’s needs and floor plan layout.  
6.5.6.3. Shall be responsible for ensuring that fire doors are closed when exiting.  
6.5.6.4. Floor Wardens designated to assist in emergency evacuation procedures shall be trained in the complete workplace layout and alternative escape routes in the occasion where the primary evacuation route becomes blocked.  
6.5.6.5. Shall identify any agency employees with special needs who may require additional assistance during an evacuation.  The Floor Warden will then make arrangement to meet the evacuation needs of these employees.  
6.5.6.6. Shall report to the Liaison Officer the following:

6.5.6.6.1. Injured persons

6.5.6.6.2. Persons in Area of Refuge

6.5.6.6.3. Persons refusing to evacuate

6.5.6.6.4. Unaccounted persons
7. ASSIGNED LOCATIONS
7.1. The Safety Officer shall establish assigned locations to provide a safe and speedy account for all personnel.  The Safety Officer shall establish assigned locations a minimum of 200 feet from the building’s front door. 

7.2. Assigned Locations should be located by the Safety Officer to avert dangers from vehicle traffic and should not be located in the same area as the First Responders Staging Area.  

7.2.1. The Safety Officer shall establish secondary designated areas up to one-half mile (2,600 feet) from the building’s front door in case of more dangerous situations.

7.2.2. Any Assigned Locations that occur off state owned property shall be coordinated with the owner of the property by the EEOC.  Written approval shall be attained from the property owner by the EEOC in case of an incident. 

7.3. Assigned Locations to be identified by the Safety Officer.

7.3.1. Incident Command Center (See Attachment).

7.3.2. Designated Areas are areas where evacuated personnel will meet in case of an incident. 

7.3.3. Indoor designated areas if threatened by a natural event or hazardous material incident. 

7.3.4. Triage Area, to be used by First Responders to treat individuals injured during an incident if needed. 
7.3.5. Designate, if possible, an Area of Refuge for Physically Impaired.(See: Attachment).
7.3.5.1. Helispot, to be used in case a helicopter is needed to respond to the incident.  

7.3.5.2. Coordinate with Local Fire and Police Departments the appropriate location of a Helispot, as part of the plan. 
7.4. The EEOC shall approve all assigned locations.  
7.5. The Agency shall only provide Information regarding Assigned Locations to employees to eliminate the possibility of giving information that could be used in an act of terror against the Agency.
8. ASSESSMENTS

8.1. The EEOC shall:

8.1.1. Perform assessments of the plan on a quarterly basis to serve not only as a roadmap for program planning, but also as a benchmark for measuring program effectiveness.   
8.1.2. Evaluate and coordinate drills. 

8.1.3. Evaluate Assigned Locations.

8.1.4. Evaluate future bomb threat situations

8.1.5. Evaluate future chemical and biological attacks or spills situations.
8.1.6. Evaluate the proper and safe evacuation of employees and customers in the building.  In particular recommend a common system in assembly areas, so that meeting facilitators act as the Floor Warder for that meeting. 

8.1.7. Evaluate future fire situations.

8.1.8. Evaluate future natural disaster situations. 

8.1.9. Evaluate future shooter situations.

8.1.10. Evaluate the success or failure of prior evacuations. 

8.1.11. Evaluate the threat at hand in order to respond appropriately.  
8.1.12. Evaluate and make recommendations regarding training.  
8.1.13. Implement “Table Top Scenarios” at quarterly EEOC meetings that address various emergency situations which could affect building employees and customers in order to identify possible weaknesses in the Plan.  
9. PREPARATION FOR AN EMERGENCY EVACUATION
9.1. After approval of the Plan, the following steps shall be taken by the EEOC and EEP.  
9.2. The EEOC and EEP Team shall communicate and train agency personnel regarding the Plan. 
9.3. The EEOC and EEP shall involve First Responders and Maintenance Departments during scheduled drills.
9.4. The EEOC shall provide a Location Drawings to the responding Fire House or Fire Chief in order to supply First Responders with the necessary tools to respond to emergency needs.  Location Drawings shall include:
9.4.1. Building Floor Plan

9.4.2. Site Plan
9.4.3. The Location Maps shall be developed by the EEOC and EEP as follows:
9.4.4. The EEOC and EEP shall work closely with Lead Agency’s Maintenance Department for assistance locating the information listed below.  If necessary, the agency may require a professional consultant to prepare these documents. 
9.4.5. Building Floor Plan shall identify: 
9.4.5.1. Fire Exits

9.4.5.2. Primary Evacuation Routes

9.4.5.3. Secondary Evacuation Routes

9.4.5.4. Access door, key or security pad location

9.4.5.5. Areas of Refuge if provided (Inside building)
9.4.5.6. Entrances

9.4.5.7. Fire alarm panel

9.4.5.8. Fire alarm pull stations

9.4.5.9. Fire extinguisher locations

9.4.5.10. Fire pumps

9.4.5.11. Fire suppression system shut off valves

9.4.5.12. Fire suppression system stand-pipes 

9.4.5.13. Gas meter

9.4.5.14. Mechanical Rooms

9.4.5.15. Building floor plan Legend showing assigned symbols. 
9.4.6. Site Plan shall identify: 
9.4.6.1. Normal routes of First Responder vehicle access. 

9.4.6.2. Assigned Locations
9.4.6.3. Electrical Meters and disconnects
9.4.6.4. Fire hydrants

9.4.6.5. Fire lanes

9.4.6.6. Gas Meter shut offs
9.4.6.7. Lock box for emergency keys

9.4.6.8. Surrounding streets, including names
9.4.6.9. Site plan legend showing assigned symbols. 
9.5. The EEOC shall Contact the Fire Marshals Office and the Local Fire Department for a “Walk Thru” and “Drive Thru” to assure familiarity and accessibility to the building. 

10. TRAINING

10.1. Each agency shall develop and implement an approved comprehensive training program to ensure all employees become familiar with the Plan.  

10.2. The training program shall be flexible enough to accommodate any changes in an emergency response procedure that come from state and federal guidelines. 
10.3. Agencies shall extend training and offer assistance on the implementation the Plan throughout their respective satellite offices and verify that all state-owned and leased buildings have a program in place to train employees on the Plan.  
10.4. Agencies shall provide for the Emergency Evacuation Coordinators and Deputy Emergency Evacuation Coordinators to be certified by the New Mexico Emergency Management System for “Incident Command” as the earliest possible date.  
10.5. General training for all employees shall address the following:

10.5.1. Evacuation procedures

10.5.2. Location of designated areas
10.5.3. Individual roles and responsibilities
10.5.4. Location and use of common emergency equipment
10.5.5. Means for locating family members in an emergency
10.5.6. Notification, warning and communications procedures
10.5.7. Threats, hazards, and protective actions
10.5.8. Evacuation assistance mechanisms (EvacuTracs)

10.5.9. Evacuation of employees with disabilities

10.6. Agencies shall retrain employees annually.  
10.7. Pertinent training for the EEOC and the EEP Team should include: 
10.7.1. Blood-borne pathogens
10.7.2. Cardio Pulmonary Resuscitation
10.7.3. Defibrillator procedures
10.7.4. Fire Extinguisher Use

10.7.5. First-aid
10.7.6. Site security 
10.7.7. Traffic control
11. ATTACHMENTS

11.1. A: Approval and Contacts

11.2. B: Assigned Locations
11.3. C: Assignments – Chain of Command
11.4. D. Additional Attachments

11.4.1. Disciplinary Statement

12. ADDITIONAL RESOURCES 

12.1. Agencies shall include the following items in the planning process.  Each item below has been hyperlinked for your convenience.  (Right Click on the item, then Open Hyperlink)
12.2. OSHA – Fire and Extinguisher Operations and Fire Extinguisher Use
12.3. National Fire Protection Association (NFPA) - Personal Emergency Evacuation Planning Checklist 

12.4. NFPA – Emergency Evacuation Planning Guide for People with Disabilities
THE PLAN

ATTACHMENT A: APPROVALS AND CONTACTS

· AGENCY CABINET SECRETARY OR AGENCY HEAD

NAME:

TELEPHONE: 

Signature of approval: 
_________________________________________________ 

Date: 


__________________________

· AGENCY CABINET SECRETARY OR AGENCY HEAD

NAME:

TELEPHONE: 

Signature of approval: 
_________________________________________________ 

Date: 


__________________________

· AGENCY CABINET SECRETARY OR AGENCY HEAD

NAME:

TELEPHONE: 

Signature of approval: 
_________________________________________________ 

Date: 


__________________________

· AGENCY CABINET SECRETARY OR AGENCY HEAD 

NAME:

TELEPHONE: 

Signature of approval: 
_________________________________________________ 

Date: 


__________________________

· Lead Agency 
NAME:

PHONE: 

Signature of approval: 
_________________________________________________ 

Date: 


__________________________

ATTACHMENT B:  ASSIGNED LOCATIONS

(Identify and describe the location of each of the following.  In campus settings, coordinate all Assigned Locations with other buildings.)

INCIDENT COMMAND CENTER:

DESIGNATED AREA: 

· In case of Fire:

· In case of Natural Disaster:

· In case of Chemical or Biological Incident:

· Secondary Designated Area:

ADA/AREAS OF RESCUE ASSISTANCE:

TRIAGE AREA:

HELIPAD:

SPECIAL NOTES AND OR COMMENTS:

LOCATION MAPS
(Insert Location Map here)
ATTACHMENT C: ASSIGNMENTS – CHAIN OF COMMAND

· EEOC MEMBERS

· Identification Method:

· Name:

· Telephone:

· Email

· Name:

· Telephone:

· Email

· Name:

· Telephone:

· Email

· Name:

· Telephone:

· Email

· Name:

· Telephone:

· Email

EEP TEAM

· CAMPUS EMERGENCY EVACUATION COORDINATOR (If applicable)

· Identification Method:

· Name:

· Telephone:

· Email:

· EMERGENCY EVACUATION COORDINATOR (For building)

· Identification Method:

· Name:

· Telephone:

· Email: 

· DEPUTY EMERGENCY EVACUATION COORDINATOR 

· Identification Method:

· Name:

· Telephone:

· Email: 

· PUBLIC INFORMATION OFFICER

· Identification Method:

· Name:

· Telephone:

· Email: 

· SAFETY OFFICER

· Identification Method:

· Name:

· Telephone:

· Email:

· LIAISON OFFICER

· Identification Method:

· Name:

· Telephone:

· Email: 

· FLOOR WARDENS 

· Identification Method:

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility: 

· Name:

· Telephone:

· Email: 

· Area of Responsibility:

 ATTACHMENT D – IMPORTANT TELEPHONE NUMBERS:

· State Police:

· Local Fire Department:

· Homeland Security:


· Fire Marshal’s Division: 


· Lead Agency Maintenance Department:
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