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MESSAGE FROM THE EDITOR

Do your employees know how to respond in an 
emergency?
Few people can think clearly and logically in a crisis, which is why it’s so 
important to plan for emergencies before they happen. When developing an 
emergency action plan, ask yourself what you would do if the worst happened. 
What if a fire broke out in your boiler room? What if there were a chemical spill 
or an act of workplace violence? 

Once you have identified potential emergencies, both natural and manmade, 
consider how they would affect you and your workers and how you would 
respond.

Educate your employees about the types of emergencies that may occur and train 
them in the proper course of action. The size of your workplace and workforce, 
processes used, materials handled, and the availability of onsite or outside 
resources will determine your training requirements. 

Be sure employees understand reporting procedures, alarm systems, evacuation 
plans, and shutdown procedures. 

This month’s Training Blueprint has an outline you can use to provide employees 
with information on your facility’s emergency action plan, including the proper 
actions they should take during various types of emergencies, as well as the 
importance of understanding their role in an emergency and participating in 
emergency drills. The employee Handout and Quiz can be used to reinforce 
learning. ♦
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Having a plan makes an emergency easier to manage
Everyone is involved during an emergency situation. 
Employees need to know the provisions in the facility’s 
emergency plans so they’ll be able to take the right 
actions in case of an emergency.

Overview
A workplace emergency is a sudden and unexpected 
adverse situation that threatens the health and/or safety of 
employees and that requires urgent and immediate action 
to minimize the danger. When there’s an emergency, 
taking the proper response actions saves lives.

Specific training elements
1 . Introduce the emergency action plan (EAP) .
An EAP covers designated actions employers and 
employees must take to ensure employee safety during a 
fire or other emergency.

When OSHA requires an employer to develop an 
emergency action plan under 1910.38, the plan must 
include certain elements:

• Procedures for 
reporting a fire or 
other emergency;

• Procedures 
for emergency 
evacuation, 
including 
the type of 
evacuation 
and exit route 
assignments;

• Procedures to be followed by employees who remain 
to operate critical plant operations before they 
evacuate;

• Procedures to account for all employees after an 
evacuation;

• Rescue and medical duties for those employees who 
are expected to perform them; and

• The names or job titles of persons who can provide 
further information or explain employees’ duties 
under the plan.

It takes a lot of serious effort to come up with a good 
EAP. The emergency planning process should include:

• An assignment of emergency planning tasks;

• A list of potential emergencies;

• An evaluation of the company’s business operations 
and its needs;

• A site map;

• A list of hazardous materials at the facility; and

• An outline of critical products, services, and 
operations.

Because a disorganized response can result in confusion, 
the planning process should also consider: a designation 
of who is authorized to order an evacuation or shutdown; 
a clear chain of command; procedures for assisting people 
with disabilities; methods to overcome language barriers; 
and a consideration of employees’ transportation needs 
following an evacuation. Employees can have valuable 
suggestions during the planning process.

2 . Outline the types of emergencies addressed by 
your EAP .
Note that the EAP addresses fires and other emergencies. 
Emergencies may be natural or manmade and can include 
the following:

• Floods,

• Hurricanes,

• Tornadoes,

• Fires,

• Gas releases,

• Chemical spills,

• Radiological accidents,

• Explosions,

• Injuries or sudden illness,

• Civil disturbances, and

• Workplace violence incidents.

The employer anticipates how each type of emergency 
affects employees (i.e., Could employees be working 
outside when a severe storm hits? Would a chemical spill 
block emergency exit routes?) Proper response actions for 
each type of emergency are described in the EAP.

TRAINER’S NOTE: Highlight the types of emergencies 
anticipated in your facility’s EAP.

3 . Emphasize the need to report emergency situations .
There are a variety of ways to report an emergency. The 
appropriate method depends on the facility’s EAP and 
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the situation. For example, many employers want all fires 
to be reported by using pull alarms. When employees 
are expected to use telephones to report emergencies, the 
emergency numbers must be posted nearby.

4 . Describe how your employees are alerted to an 
emergency .
Everyone must be able to recognize 
an alarm. The alarm may be audible, 
visual, or both. The alarm alerts 
employees to initiate an emergency 
response. Different alarms are used to 
trigger different responses. The alarm 
for a fire would be different than the 
alarm for a tornado warning. If a 
public address system is used to communicate emergency 
instructions, the emergency announcements must take 
precedence over any other messages.

Employees should always take alarms seriously and 
follow the appropriate response action without hesitation. 
In addition to the alarms, they should immediately follow 
any emergency instructions they receive.

TRAINER’S NOTE: Outline your plan’s various reporting 
procedures. Either demonstrate your alarms or play a recording 
so the trainees know how they sound.

5 . Detail your evacuation procedures .
An emergency evacuation can be done quickly, efficiently, 
and safely when everyone knows and follows instructions. 
In some cases, total and immediate evacuation of all 
employees is necessary. In other emergencies, a partial 
evacuation may be appropriate. Some situations would 
call for employees to assemble in a safe area within the 
building. Employees should know what is expected of 
them in all possible emergencies.

Employees need to know which exit routes to use from 
any area of the facility where they could be working. 
They also need to know if there are hazardous areas in 
the building that should be avoided as they exit.

Some employees are trained to help with the evacuation 
process. Other employees should always follow the 
directions of these trained employees.

TRAINER’S NOTE: This is a good time to explain your incident 
command system.

6 . Discuss what employees are to do after an 
evacuation .
The EAP indicates safe areas where employees are to 
assemble after an evacuation. When employees evacuate, 
they should move away from the building’s exit doors and 

report to the assembly area. Once in the assembly area, 
they should cooperate with the people who are taking 
attendance. Employees should remain alert for further 
instructions and should not leave the assembly area 
without permission.

TRAINER’S NOTE: Make sure the trainees know where to 
meet after an evacuation.

7 . Identify employees who have specialized duties 
during an emergency response . 
Some employees may have training and authorization to 
remain behind to operate critical plant operations before 
they evacuate. Some employees may have been trained 
and equipped to provide rescue. Others may have been 
trained to provide first aid and medical assistance.

Employees who do not fall into any of these categories 
should not attempt to perform any of these functions. 
They are more helpful when they follow instructions and 
report injuries, etc. to the people who are trained to help.

TRAINER’S NOTE: Identify employees who have additional 
emergency response duties.

8 . Explain your plan’s approach to rescues and 
medical assistance .
It takes more than just willing hands to save lives. 
Untrained individuals may endanger themselves and those 
they are trying to rescue. For this reason, rescue work 
should be left to those who are trained and equipped to 
conduct rescues.

Designated responders may be trained in first aid, but also 
trained to recognize surrounding hazards and evaluate 
risks. For example, entering a room or building that is on 
fire is dangerous even for a properly trained and equipped 
responder; an untrained person would be at even greater 
risk. Similarly, if a victim suffered an electrocution, the 
responder would be trained to first look for live wires or 
electrical hazards before attempting a rescue.

9 . Conduct a drill or exercise .
An evacuation drill gives employees practical experience 
in how to respond to an emergency. Drills also help 
identify the plan’s strengths and weaknesses. ♦

TRAINER’S NOTE: If it isn’t feasible to conduct evacuation drills, 
you can use a tabletop exercise to help reinforce the training. 

Key to remember: Employees should understand 
how to respond in emergency situations and participate 
in your facility’s drills.
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Be ready — it might not be a drill
When there’s an emergency, taking the right 
action saves lives. 

Everyone is involved during an emergency 
situation. You need to understand your role in the 
facility’s emergency action plan (EAP) so you’ll be able to 
respond appropriately.

Emergencies may be natural or manmade and can include:

• Floods,

• Hurricanes,

• Tornadoes,

• Fires,

• Toxic gas releases,

• Chemical spills,

• Radiological accidents,

• Explosions,

• Injuries or sudden illness, 

• Civil disturbances, and

• Workplace violence incidents.

Your employer anticipates how each type of emergency 
can affect employees and prepares an EAP so everyone 
knows what to do to stay safe when something happens.

For any emergency:

• The situation must be initially reported;

• The appropriate plan must be activated;

• Emergency responders and employees must be 
notified of the emergency; 

• Employees must either evacuate or shelter in place, 
depending on the situation;

• Employees must be accounted for after they take 
emergency action;

• Medical attention and rescues must be provided; and

• The response effort is reviewed so improvements 
can be made.

Everyone must be able to recognize an alarm. The alarm 
may be audible, visual, or both. The alarm alerts you to 
start an emergency response. Different alarms are used 
to trigger different responses. The alarm for a fire would 
be different than the alarm for a tornado warning. If a 
public address system is used to communicate emergency 
instructions, the emergency announcements must take 
precedence over any other messages.

Always take alarms seriously and follow the appropriate 
response action without hesitation. In addition to the 
alarms, immediately follow any emergency instructions 
you receive.

Don’t wait for an emergency to learn what to do. Everyone 
should participate in emergency drills and know:

• How to report fires, injuries, and other emergencies;

• How to sound emergency alarms;

• How to recognize different types of alarms (they may 
be audio or visual);

• What type of emergency the alarm identifies;

• Which exit routes to use when you evacuate;

• Where to assemble after you evacuate or if you shelter 
in place;

• How all employees are accounted for after an 
emergency evacuation; and

• How to get more information on the EAP. ♦

Quiz: Be ready — it might not be a drill
Fill in the blank to finish each statement.

1. To report a fire, I: ���������������������������������������������������������������������������

2. After an evacuation, I report to my check-in location at: ���������������������������������������������

3. To report a medical emergency, I: ��������������������������������������������������������������

Note: The answers are specific to your facility.
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OSHA releases Fall 2020 Regulatory Agenda
On December 9, the White House Office of Management and Budget (OMB) released the Fall 2020 Unified Agenda of 
Regulatory and Deregulatory Actions. The Agenda provides a look at the federal government’s plans to create or revise 
regulations in the next year.

Rule Timetable

Procedures for the Handling of Retaliation Complaints Under the Taxpayer First Act Interim final rule, January 2021

Procedures for Handling of Retaliation Complaints Under the Whistleblower Protection Statutes Interim final rule, January 2021

Update to the Hazard Communication Standard Proposed rule, November 2020

Powered Industrial Trucks Design Standard Update Proposed rule, November 2020

Walking Working Surfaces Proposed rule, November 2020

Amendments to the Cranes and Derricks in Construction Standard Proposed rule, December 2020

Welding in Construction Confined Spaces Proposed rule, January 2021

Mechanical Power Presses 29 CFR 1910.217 Proposed rule, January 2021

Powered Industrial Trucks Proposed rule, March 2021

Occupational Exposure to Crystalline Silica; Revisions to Table 1 in the Standard for Construction Proposed rule, March 2021

Drug Testing Program and Safety Incentives Rule Proposed rule, March 2021

Personal Protective Equipment in Construction Proposed rule, March 2021

Lock-Out/Tag-Out Update Proposed rule, April 2021

Occupational Exposure to Crystalline Silica: Revisions to Medical Surveillance Provisions for Medical 
Removal Protection 

Proposed rule, April 2021

Communication Tower Safety Proposed rule, July 2021

Tree Care Standard Proposed rule, October 2021

Other upcoming rules are still in the early stages of development:

• Prevention of Workplace Violence in Health Care and Social Assistance

• Blood Lead Level for Medical Removal

• Emergency Response

• Mechanical Power Presses Update ♦

NEWS

ASSP: Revised standard improves safety of construction workers
A newly revised standard from the American Society of Safety Professionals (ASSP) addresses safety and health 
program requirements for multi-employer projects on construction and demolition sites. It’s intended to help 

employers keep construction workers safe by describing best practices they 
can implement to take safety programs to the next level. 

ANSI/ASSP A10.33-2020, Safety and Health Program Requirements for 
Multi-Employer Projects, identifies key elements an organization should 
use to create and manage a safety program in a shared construction project. 
ASSP says the standard assists project owners, construction supervisors, 
contractors, and equipment manufacturers. ♦
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Top 10 OSHA violations for FY 2020
OSHA recently made available data on the most frequently 
violated standards for FY 2020, which ended in September.

As usual, the construction fall protection standard was the 
most cited standard, with Hazard Communication (HazCom) 
coming in at number two. Perhaps to be expected, given 
the pandemic, Respiratory Protection jumped to number 

three, swapping places with the 
construction scaffolding standard.

The data are preliminary at this 
point, but likely won’t change 
drastically from a positioning 
standpoint.

Most cited standards, FY 2020

1. Fall protection (construction) — 1926.501

2. Hazard communication — 1910.1200

3. Respiratory protection — 1910.134

4. Scaffolding (construction) — 1926.451

5. Ladders (construction) — 1926.1053

6. Lockout/tagout — 1910.147

7. Powered industrial trucks — 1910.178

8. Fall protection training (construction) — 1926.503

9. Eye and face protection (construction) — 1926.102

10. Machine guarding — 1910.212

Forklift standard most cited for trucking/warehousing
Despite a COVID-19 pandemic, the trucking and warehousing/
storage industries were hit with $2.34M in OSHA penalties in 
fiscal year 2020 for just over 600 violations.

Average penalties equated to almost $3,900 per citation.

Powered industrial truck violations took the top spot for 
number of citations in both industries. Penalties for 29 CFR 
1910.178 came with an average penalty of $4,076 each.

Reporting serious injuries cracks top 20
OSHA continues to cite employers at a high rate for not 
reporting work-related hospitalizations, fatalities, amputations, 
and losses of eye. In fact, last year, violations of 1904.39 
made the top 20 most cited standards list, carrying an average 
penalty of $3,700. The construction, manufacturing, and 
healthcare industries made up the bulk of the citations. ♦
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Question: Are we required to post exit route 
maps in all rooms of an office building?

Answer: While there are 
specific requirements 
for marking the exits 
and exit routes so that 
“every occupant of every 
building or structure who 
is physically and mentally capable will readily 
know the direction of escape from any point, 
and each path of escape, in its entirety, shall be 
so arranged or marked that the way to a place 
of safety outside is unmistakable,” there are no 
requirements for posting of exit route maps. 
However, this is considered a best practice.

Question: Do exit signs need to be 
self-illuminating?

Answer: Employers may use non-illuminated 
type exit signs as long as they are suitably 
illuminated by a reliable light source 
provided at or above five foot candles on the 
illuminated surface. Electrical power supply 
from a public utility company is considered 
to be reliable. The exit sign surface may be 
passive, electrically internally illuminated, 
luminescent, fluorescent, reflective, or 
radioactive isotope self-energized. For more 
information, see 29 CFR 1910.37(b)(6). ♦

Expert Help: Questions of the Month

Got a question?

Your subscription includes online 
access to our subject matter experts! Visit the 
Compliance Library at JJKellerLibrary.com and 
click on      Expert Help to take advantage of 
this great feature.

Next Month’s Topic:  
Warehouses

It might look neat and tidy, and it might be 
quiet at times, but warehouse operations expose 
workers to many hazards.

While there’s no single OSHA standard on 
safe warehouse operations, several standards 
address the potential hazards for workers in 
warehousing.
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