Basic Duties of EC in Emergency

	Prior to evacuation:
	After evacuation:

	1. Put on vests and bump caps.

2. Tell people to take small personal necessities, medicine, keys, glasses, purses, etc.

3. Look if adjacent area is evacuating. If not, send alternate to evacuate.

4. Have EAs help assigned evacuees.

5. First EC: Check if route is clear.

6. Second EC: Sweep area for missed people.  Start farthest away and work towards exit.

7. In FIRE, feel closed doors before opening.  If warm, do not open.

8. Mark on floor plan rooms unable to check and people unable to evacuate.

9. Place stickie with big X on doors at knee height to show it was checked.

10. CLOSE doors as you leave in potential fire situations, but NOT in bomb threats, armed intruders, nor explosions. 
	1. Guide evacuees to assembly area.  

2. Account for evacuees on roster, including visitors. (Train employees to report to EC first upon arrival.)

3. On roster form, note people still in building, where, and why.

4. Write down any critical info given and who reported it, e.g., location of someone or something.

5. Send a pair of messengers with report form to SEC at instruction area.

6. Stand by with your people for     re​entry or release.




Armed Intruder (AI) Protocol
· Notify by phone at least one EC in order of your phone protocol.  Press 0 if no EC is available.

This is an emergency evacuation call from ___ . Do you understand? There is an emergency on the __ floor. We need to evacuate. We cannot use the ___ . Do not pull the alarm.

(Note:  Have prearranged outside location to make phone call in case impossible to contact inside.)

· Lead your coworkers to your Armed Intruder assembly area. (You may want to plan a “bad weather” alternate site.)
· Alert your SEC at the pre-arranged meeting site with Capitol Mall Police at once of areas clear or not clear. Take along anyone with first-hand knowledge.

