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An Emergency Action Plan must be kept in the workplace and available for employees to review. The Emergency Action Plan must be in writing unless there are 10 or fewer employees, in which case the plan may be orally communicated. Emergencies may include fires, chemical releases, natural disasters etc. The Emergency Action Plan must contain the following elements:

1.
Procedures for reporting a fire or other emergency.
2.
Procedures for emergency evacuation, including type of evacuation and exit route assignments.
3.
Procedures to be followed by employees who remain to operate critical plant operations before they evacuate.
4.
Procedures to account for all employees after evacuation.
5.
Procedures to be followed by employees performing rescue or medical duties.
6.
The name or job title of every employee who may be contacted by employees who need more information about the plan or an explanation of their duties under the plan.
In addition, the employer must establish an employee alarm system to warn employees. For workplaces where there are 10 or fewer employees, direct voice communication (shouting) is an acceptable alternative as long as all employees can readily hear such an alert.

Training
A sufficient number of employees must be designated and trained to assist in the safe and orderly emergency evacuation of employees. All employees must be trained initially and whenever changes in the plan or procedures are made.
