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EMERGENCY ACTION PLANS
EMERGENCY ACTION PLANS

30
In the event of fire, severe weather, gas leak or other emergencies, 

procedures should be in place to evacuate personnel quickly and 

safely. OSHA requires organizations with more than 10 employees to 

have a written emergency action plan, which must be communicated 

to all employees. 

If the county already has an emergency action plan, ensure that it 

includes specific procedures for employees at the main shop, satellite 

shops and those off-site. 
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Emergency action plans must include the following 

procedures for all potential emergency situations.

Procedures for reporting a fire or other emergency, 

including:

The process for notifying the proper authorities 
(fire, rescue, etc.)

The process for notifying employees about the 
situation. Details for notification of employees off 
property or located at satellite shops should also 
be included.

Procedures for emergency evacuation or sheltering 

for severe weather defining:

Who is responsible for authorizing and coordinating 
an emergency action.

The chain of command and assigned 
responsibilities.

Severe weather shelter locations and emergency 
procedures for severe weather. 

Exit routes that are clear and free of 
additional hazards.

Target areas to gather during an evacuation. A 
secondary target destination should be identified in 
the event the first is compromised.

How employees with special needs and visitors/
contractors will be assisted during the evacuation.

Procedures for employees who remain to perform 

critical operations before they evacuate, including:

Utilities or equipment requiring shut down or 
protection during an emergency. Locations of 
utilities to be shut down are commonly added to 
the emergency action plans.

Descriptions of each assigned operation.

Procedures to account for all employees after 

evacuation, defining:

Who is responsible for taking a head count at the 
evacuation site.

Process to identify if people are missing. Are means 
in place to account for them, such as knowing their 
last location or where they are?

Procedures for employees performing rescue or 

medical duties: Only if any persons are expected 

to perform these duties. If outside resources (e.g., 

hospitals and fire stations) are used to perform these 

duties, those resources need to be listed and contact 

information included.

In addition, the plan must include the name and job 

title of the employee(s) who may be contacted if other 

employees need more information or explanation 

concerning procedures and duties.

The written plan must be conveyed to employees. 

This information should be part of an employee’s 

orientation, and training should be repeated when the 

plan or an employee’s responsibility under the plan 

is changed. 

Further safety rules and regulations regarding 
emergency action plans can be primarily found 
in OSHA Standard 29 CFR1910.38, Emergency  
Action Plans.
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EMERGENCY ACTION PLAN CHECKUP

ITEM YES NO ACTION ITEM

Is a written emergency action plan available, detailing procedures for all 
sites and employees?

Is the emergency action plan available to employees for review?

Are all employees trained on the emergency action plan and retrained 
when the plan changes or their responsibilities under the plan change?

This manual  is  intended for general  information purposes only and should not be construed as legal  or  coverage 
advice on any specif ic  matter .  The appropriate experts should be consulted when making decisions regarding the 
information provided in this  guide.

Questions concerning this guide should be directed to MCIT Loss Control  at  1 .866.547.6516.
Minnesota Counties Intergovernmental  Trust ,  100 Empire Dr. ,  Suite 100,  St .  Paul ,  MN 55103-1885
www.MCIT.org
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