	Employee Emergency Evacuation/Relocation Procedures

	

	NOTE:
This form is to be completed and posted in all primary work centers.  The information will be verified on a 
quarterly basis.

	

	1.  EMERGENCY NOTIFICATION INFORMATION

	ALARM – Smoke detectors & verbal alarm.
FIRE/EMERGENCY NOTIFICATION:
Phone: 911    Alternate Fire: Aldine Fire Dept. 

                                                                                                                              281-821-6365
                                                                                                                                                  Alternate Medical: Houston NW Med Center
                                                                                                                            281-440-1000

	Name of Facility: Clean Air Engineering Rentals (71)
Facility Phone: (281) 443-6941

	Address/Location: 321 Centry Plaza #130, Houston, TX 77073

	

	2.  EVACUATION RELOCATION POINT

	THE RELOCATION POINT TO BE USED DURING EMERGENCY EVACUATION IS:

Parking Lot South of the building (Parking lot outside main entrance)

	SEVERE WEATHER SHELTER :  Kitchen – Shut all doors and use table as shelter.

	

	Accountablity:  Nancy Davis (Team Leader) will conduct a roll call in the event of an emergency. 

	If Nancy is not present the next senior employee will perform this duty.

	3.  EVACUATION RELOCATION PROCEDURES

	

	PROCEDURES:  In the event the warning system is activated or if you are advised to evacuate the facility or department, follow the instructions listed below.  Above all use your common sense.

1.  PANIC KILLS, IF YOU'RE CALM, IT WILL HELP OTHERS.

2.  MOVE QUICKLY IN THE OPPOSITE DIRECTION OF KNOWN HAZARDS TOWARDS THE 

     NEAREST UNOBSTRUCTED EXIT.

3.  DON'T FORGET HANDICAPPED EMPLOYEES, AND FACILITY VISITORS.

4.  NOTIFY CO-WORKERS ALONG THE WAY, TALK LATER.

5.  ONCE OUTSIDE PROCEED TO THE EVACUATION RELOCATION POINT.

6.  REPORT TO THE SENIOR EMPLOYEE PRESENT.

7.  SENIOR EMPLOYEES (Nancy Davis) WILL BEGIN ROLL CALL IMMEDIATELY.

8.  NOTIFY SENIOR MANAGEMENT (FRANK KILVINGER OR CHRIS FISH) OF MISSING, INJURED, DECEASED PERSONS.

9.  REFER MEDIA REPRESENTATIVES TO THE SENIOR EMPLOYEE PRESENT.

	

	NOTE:  The designation of emergency relocation points for evacuation of this facility has been pre-determined and identified.  Relocation points may include parking lots, open fields, or streets which are located away from the site of the emergency and which provide sufficient space to accommodate the employees.  Employees are instructed to move away from the exit discharge doors of the building, and to avoid congregating close to the building where emergency operations may be hampered.
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