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I. Policy/Program
a. The Department Name Site Specific Emergency Action Plan provides procedures to be utilized for emergency evacuation in the event of a fire, bomb threat, incident of terrorism or violence, chemical spill, utility failure, severe weather or natural disaster. The procedures have been developed to provide a systematic and orderly emergency response. The Site Specific Procedures for the locations listed below provides a process to assure employee and public protection and are included as an attachment. 

i. List Department Locations, Name of Facilities & Address
II. Responsibilities
a. Safety Officer is responsible for:
i. Ensuring that Department Name employees have the knowledge and understanding of the Emergency Action Plan, roles and responsibilities, emergency escape routes and assembly areas required for response to emergencies should they arise.
ii. Providing leadership in emergency response situations. This may include directing employees in the event of an emergency requiring a building evacuation or shelter in place. 
iii. Determining an evacuation assembly area for employees: to keep them out of danger and/or exposure and not in the way of emergency responders; to properly account for and make sure everyone has evacuated, and to provide further information and guidance about the emergency event.
iv. Assessing incident occurrence and response, making the necessary changes to improve performance.
v. Evaluating emergency situations to determine:
1. If a hazard to personnel, members or the environment exists;
2. The extent of the hazard;
3. If activating the Emergency Action Plan is necessary.
b. Management and employees are responsible for:
i. Familiarizing themselves with the elements outlined within the emergency action plan procedures. 
ii. Complying with all requirements set forth in the City of Philadelphia’s Emergency Action Plan including the specific procedure set forth for Department Name.  
III. Department Site Specific Emergency Information 
a. The following form must be completed for every City owned or City occupied facility in a Department.
DEPARTMENT SITE SPECIFIC EMERGENCY INFORMATION
Date:      
Department Name:      
Department Location (Facility Name / Address):      
	General Emergency Procedures

	Dial the 911 Emergency Response Call Center to alert Police & Fire Departments of the emergency/incident.

The proper 911 dialing sequence for this facility is: Choose Dialing Sequence


	Employee Notification
Choose the system(s) in place.
Choose the system(s) in place.
Provide the title(s) of the individual(s) responsible for initiating the employee notification system(s).​​
      


	Shelter in Place Plan

Provide the Shelter in Place Plan details.

(Per the Philadelphia Fire Code: Shelter-in-place plans shall provide for the safety of building occupants from outdoor contaminants. Departments shall identify suitable pre-determined shelter rooms or areas with as few windows, vents and doors as possible. Shelter areas shall contain a water supply for both drinking and toilet facilities. Plans shall require that all doors and windows be shut (and locked where locking provides a tighter seal) and all air handling equipment (heating, ventilation and air conditioning systems) be shut down. To provide necessary protection, sealing windows, doors and vents with tape is permitted.)
     


	Plan to handle individuals with Special Needs. 

(This includes those with temporary or permanent disabilities or those needing assistance to safely evacuate.

Provide the plan for handling individuals with special needs.

     


	

	Plan to handle and account for visitors to the facility.

Provide the plan for handling visitors.
     


	Hazardous Chemical Release Plan

Provide a plan for department response for the release of a hazardous chemical (indoors or outdoors) including notification, a procedure for initiating evacuation or shelter in place, training and clean up protocol, if responsible.  
     


	Evacuation Planning

	Evacuation Procedure 

State the plan for the location listed above is a Full or Partial Evacuation.

Provide necessary details of evacuation for the location listed above.

     


	Evacuation Routes & Rally Points
- List primary locations where the evacuation plans and rally point information are posted.

     
- State how occupants will be accounted for in an emergency situation.
     
- List rally points for the location listed above.
     
- Attach floor plans and/or layouts indicating the evacuation routes and rally points.


	Emergency Drills

List frequency and schedule of emergency response drills for this facility.
     


	Other Information Required

	Alarm System

Include a description of the fire alarm system in the Emergency Action Plan (if applicable). Include information on the alert/alarm/evacuation audible tones and message notification details.
     



