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Section I:  Purpose and Objectives
Emergencies at 131 West Grace Street, such as fire, explosion, chemical spill and/or releases require occupants to evacuate the building.  A Fire Safety and Emergency Evacuation Plan [FS&EEP] and adequate occupant familiarity with a building minimize threats to life and property.  

This FS&EEP is intended to communicate the policies and procedures for occupants to follow in an emergency situation that requires evacuation.  

Under this plan, occupants will be informed of:

· The plan’s purpose

· Preferred means of reporting fires and other emergencies

· Emergency escape procedures and route assignments

· Procedures to be followed by employees who remain to control critical operations before they evacuate

· Procedures to account for all occupants after emergency evacuation has been completed

· Rescue and medical duties for those employees who are trained in such

· The alarm system

The University Safety Engineer has the responsibility for plan development and approval.  
The Building Coordinator for this facility is responsible for implementation of this plan.  The Building Coordinator will review and forward updates to the Safety Engineer annually or as necessary.

Copies of this plan will be maintained in the Building Coordinator’s office, the University Safety Office and in main areas of the building.  Copies will be made available upon request.
Section II:  General Guidelines
The following guidelines apply to this EEP:

1. All personnel must be trained in safe evacuation procedures.  Refresher training is required whenever the employee’s responsibilities or designated actions under the plan change, and whenever the plan itself is changed.

2. The training may include use of floor plans and workplace maps which clearly show the emergency escape routes included in the EEP.  Floor plans and maps should be posted at all time in main areas (i.e., entrances to stairwells, lobbies, elevator lobbies, and exit corridors.)
3. Stairwells are the primary means for evacuation.  Elevators must NOT be used to evacuate the building
4. No one is authorized to re-enter the building until advised by the Police Department or Fire Department.

Section III:  Responsibilities of the Building Coordinator and Floor Wardens
The Building Coordinator is responsible for:

1. Posting route evacuation diagrams.

2. Overseeing the communication, implementation and maintenance of the overall FS&EEP.

3. Ensuring the training of building occupants, Floor Wardens, and Critical Operations Personnel, and notifying all personnel of changes to the plan.

4. Maintaining up to date lists of building occupants, critical operations personnel, and any other personnel with assigned duties under this plan.  Lists are included in Appendix I.

5. In the event of a fire or other emergency, relaying applicable information to emergency personnel, occupants and Emergency Coordinators.

6. Establishing designated meeting site (s) for evacuees.

7. Notifying occupants and Floor Wardens of status changes to any Fire Protection System (i.e., Fire Alarm system, Sprinkler System, etc.) in the building.
8. Ensure that R.A.C.E. is followed if smoke or flames are discovered in your work area:

· Rescue,

· Alarm,

· Close all doors,

· Evacuate,

The Floor Wardens are responsible for:

1. Performing the duties and responsibilities of the Building Coordinator in his/her absence.

2. Familiarizing personnel and occupants with emergency procedures.

3. Acting as liaison between management and their work areas.

4. Ensuring that occupants have vacated the building in the event of an evacuation and for checking assigned areas.

5. Knowing where their designated meeting site is and for communicating this information to occupants.

6. Having a list of personnel in their area of coverage, so a head count can be made at their designated meeting site.

7. Ensuring that disabled persons and visitors are assisted in evacuating the building.

8. Evaluating and reporting problems to the Building Coordinator after an emergency or simulated event.

9. Posting the “Area Evacuation Plan” (Appendix III) in their work areas, communicating the plan to occupants, and providing annual updates, or as necessary, to the Building Coordinator.

10. Notifying occupants of status changes to any Fire Protection System (i.e., Fire Alarm system, Sprinkler System, etc.) in the building.
11. Ensure that R.A.C.E. is followed if smoke or flames are discovered in your work area:

· Rescue,

· Alarm,

· Close all doors,

· Evacuate,

Section IV:  Alerting or Signaling Building Occupants in Case of Fire or Other Emergency
1. In case of a fire or other emergency, occupants should activate the nearest manual fire alarm pull box.  

2. It may be necessary to communicate the activation of the Fire Alarm to occupants that are not evacuating.  If you are aware of an actual emergency situation and the alarm stops sounding find another manual fire alarm pull box, along your exit route, and activate that device.
3. In addition to activating the fire alarm system report emergencies to JMU Police Communications at 8-6911, from outside the building.  State your name, your location, and the nature of the emergency.  Speak slowly and clearly.  Wait for the dispatcher to hang up first.
4. Building Coordinators, Floor Wardens and/or their appointed representatives are responsible for notifying occupants by word of mouth in their respective areas in the event that the fire alarm system is out-of-service.

NOTES AND PRECAUTIONS:
· Small fires can be extinguished only if you are trained to use a portable fire extinguisher or fire hose.  However, an immediate readiness to evacuate is essential.

· All fires, even those that have been extinguished, shall be reported to 8-6911. 
· Never enter a room that is smoke filled.

· Never enter a room if the door is warm to touch.

Section V: Evacuation Procedures for Building Occupants

1. The fire alarm system provides audible and visible notification.  A loud buzzer and flashing strobe lights notify occupants that the fire alarm system has been activated.
2. When the fire alarm activates, all occupants should ensure that nearby persons are aware of the emergency, then quickly proceed from their current location to a marked EXIT.

3. All occupants should know where primary and alternative exits are located, and be familiar with the various evacuation routes available.  Floor plans with escape routes, alternate escape routes, exit locations and Designated Meeting Sites are posted in conspicuous locations throughout the building and are located in Appendix II.
4. Elevators must NOT be used to evacuate the building in the event of an emergency.

5. Exit the building and proceed to Designated Meeting Sites.

6. Do NOT re-enter the building until directed to do so by University Police or Fire Department personnel.

Section VI: Disabled Occupants
If a disabled occupant is unable to exit the building unassisted, the Building Coordinator and/or Floor Wardens must notify the emergency response personnel of the person’s location.    Transporting of disabled individuals up or down stairwells should be avoided until emergency response personnel have arrived.  Unless imminent life-threatening conditions exist in the immediate area occupied by a disabled person, relocation of the individual should be limited to an Area of Rescue on the same floor; generally exit stairwells are designated as Areas of Rescue.
Section VII: Critical Operations Shutdown
Critical Operation Shutdown: Critical operations, including equipment that must be shut off and persons designated to complete these actions are identified in Appendix I of the FS&EEP.  Procedures for rapid shutdown should be predetermined for life safety and loss control purposes, as well as ensuring complete evacuations in a timely manner.

The Critical Operations Shutdown procedures to be followed by those employees who have been assigned to care for essential building operations include:

	OPERATION
	RESPONSIBILITY

	1.  There are no critical operation    responsibilities.
	

	2.       
	     

	3.       
	     

	4.       
	     

	5.       
	     


Persons involved in the Critical Operations Shutdown listed above shall be notified of this responsibility in advance by management, identified in the FS&EEP, and will be appropriately trained for the particular situation.  Personnel assigned to critical operation responsibilities are listed in Appendix I.

Section VIII: Accountability Procedures for Emergency Evacuation
Designated Meeting Sites: Groups working together in the same area should meet outside the building in the prearranged Designated Meeting Site.  A list of the primary and alternate Designated Meeting Sites is listed on the Site Plan in Appendix II.

Floor Wardens will conduct head counts once evacuation has been completed.

The employees that are designated as Floor Wardens are to be trained in the complete workplace layout and the various primary and alternate escape routes for the workplace.  All trained personnel are made aware of employees with disabilities that may need extra assistance and of hazardous areas to be avoided during emergencies.  Before leaving, the Floor Wardens should attempt to check rooms and other enclosed spaces in the workplace for other occupants who may be trapped or otherwise unable to evacuate the area, and convey this information to emergency personnel.
Once each evacuated group of building occupants have reached their Designated Meeting Site, Floor Wardens:

1. Assembles his/her group in the Designated Meeting Site.

2. Takes head count of group.

3. Reports status to Building Coordinator and/or Emergency Services Incident Commander.

4. Instructs personnel to remain in area until further notice.

Section IX: Rescue and Medical Duties
· JMU Police, Harrisonburg Fire Department, Harrisonburg Rescue Squad, or JMU employees who have been assigned the duty of Emergency Medical Technician [EMT] will conduct all emergency medical duties.

· Do not move injured personnel unless not moving the person would further jeopardize the likelihood of survival (i.e., fire, explosion, collapse).  Keep the person in a comfortable position.

· Notification of medical emergencies should be made to JMU Police Communications at 8-6911.
Section X: Resource and Responsibilities Lists
FS&EEP Organization:  The lists in Appendix I include the names of employees, managers, staff or other personnel and their job titles, job positions and relative FS&EEP collateral duties.  The purposes served by the lists are:

1. To provide employees a list of who to contact for additional information on the FS&EEP.
2. To provide emergency response personnel with a list of department personnel which may be needed in order to provide additional information about the fire, a chemical, a hazardous waste location, a shipment of chemicals, etc.

3. The lists should be updated by the Building Coordinator at least annually or as needed.

UTILITIES EMERGENCY MAINTENANCE:

Contact JMU Work Control at 86101.  Nights/ weekends/ holidays contact JMU Police at  8-6911.
Section XI: Training and Communications
Each occupant should know that evacuation is necessary and what his/her role is in carrying out the plan.  Employees should also know what is expected of them during an emergency to assure their safety.  Training on the EEPs content is also required by VSFPC and OSHA 29 CFR 1910.38 (a).
A method of training building occupants in the requirements of the emergency evacuation plan is to give all employees a thorough briefing and demonstration.  The department will have all supervisors present this plan to their personnel in staff meetings.  

Appendix I

EMERGECNY EVACUATION PLAN RESPONSIBILITES LIST

James Madison University
131 West Grace Street
	Title
	Name
	Location
	Room #
	Telephone

	Building Coordinator
	Yeevonne Riggleman
	1st Floor, Office of Budget Management
	100
	540-568-6495

	Other Staff with related EEP duties
	Diane Stamp
	1st Floor, Office of Budget Management
	0103
	540-568-6895

	Other Staff with related EEP duties
	Cynthia Page
	1st Floor, Office of Budget Management
	0105
	540-568-3562


Total Number of Employees 3
PERSONNEL ASSIGNED TO CRITICAL OPERATIONS RESPONSIBILITES
	Critical Operation
	Required Shutdown
	Name
	Job Position
	Room Number

	There are no critical operation responsibilities.
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


JAMES MADISON UNIVERSITY 

EVACUATION PLAN

131 WEST GRACE STREET 

LIST OF EMPLOYEES

	PRESENT (
	NAME 
	ROOM NO.
	PHONE NO.

	
	EMPTY
	0101
	

	
	Diane Stamp
	0103
	8-6895

	
	Cynthia Page
	0105
	8-3562

	
	Tammy Woods
	0107
	8-3242

	
	Lisa O’Fallon
	0109
	8-7207

	
	Jason McClain
	0111
	8-3624

	
	Steve Sites
	0113
	8-6765

	
	Aaron Smith-Walter
	0114
	8-4522

	
	Mack Moore
	0117
	8-7812

	
	Kathleen Conery
	1105
	8-3988

	
	Mary K. Molineau
	
	8-6342

	
	Ronn Daniel 
	2103 
	8-5850

	
	Daniel Robinson
	2104
	

	
	Brandon Wallace
	2105
	

	
	Paul Estabrook
	2106
	

	
	Susan Zurbigg
	2107
	

	
	David Modler
	2109
	

	
	Intern
	2114
	8-6869/8-7175

	
	Ramiro Fernandez 
	2115
	

	
	Dave Bascom
	2117
	

	
	Lori Stevens
	2119
	


	EMERGENCY CONTACTS
	EMERGENCY PHONE NUMBERS

	Kathleen Conery
	8-3988

	Leslie Bellavance 
	8-6216

	Ronn Daniel
	8-5850

	Corinne Diop 
	8-6485

	Mary K. Molineau
	8-6342

	Yeevonne Riggleman
	8-6495

	Diane Stamp 
	8-6895


	VISITORS PRESENT
	NAME
	VISITING LOCATION

	
	
	

	
	
	


	TOTAL COUNT:
	


UTILITIES EMERGENCY MAINTENANCE:

Contact JMU Work Control at 8-6101.  Nights/ weekends/ holidays contact JMU Police at 8-6911.
James Madison University
SAFETY TRAINING ATTENDANCE RECORD

Training Program: _____________________________________________________________

Instructor(s): _________________________________________________________________

Date: ____/____/____ Location: __________________________________________________

	Name

(Printed)
	Signature
	Department
	JMU ID Number

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	

	11. 
	
	
	

	12. 
	
	
	

	13. 
	
	
	

	14. 
	
	
	

	15. 
	
	
	

	16. 
	
	
	

	17. 
	
	
	

	18. 
	
	
	

	19. 
	
	
	

	20. 
	
	
	

	21. 
	
	
	

	22. 
	
	
	

	23. 
	
	
	

	24. 
	
	
	

	25. 
	
	
	

	26. 
	
	
	

	27. 
	
	
	

	28. 
	
	
	

	29. 
	
	
	

	30. 
	
	
	

	31. 
	
	
	

	32. 
	
	
	

	33. 
	
	
	


APPENDIX II
This Appendix includes the following:

· Site Plan

· Occupancy assembly point

· Location of Fire Hydrants

· Normal Routes of Fire Department Vehicles

· Sprinkler System – Fire Department Connection [FDC]

· Post Indicating Valves [PIV]

· Building Floor Plans

· Exits

· Primary Evacuation Routes

· Secondary Evacuation Routes

· Accessible Egress Routes

· Areas of Refuge (Rescue)

· Manual Fire Alarm Boxes

· Portable Fire Extinguishers 

· Occupant-use Hose Stations

· Fire Alarm Annunciators and/or Control Panel 
APPENDIX III
Area Evacuation Plan
(Post)

Department/Area:  131 West Grace Street 
Date: 3/15/07
1) Each department/work area should establish, in advance, a primary and secondary evacuation route in the event the building should have to be evacuated.  Do NOT use elevators to evacuate and do NOT block open stairwell doors.
Primary Evacuation Route: 

Office of Budget Management and Risk Management should exit through the front door and turn right to go straight to “Rockingham Cooperative’s” parking lot. 

Occupants in the Art Gallery on the 2nd floor should exit down the front set of stairs and go straight across to “Rockingham Cooperative” parking lot. 

Occupants in the Costume Shop should exit through the back doors and proceed to the “Rockingham Cooperative” parking lot. 
Secondary Evacuation Route: 
Office of Budget Management and Risk Management should exit through the back doors if the front door is inaccessible and go straight across to the “Rockingham Cooperative” parking lot. 
Occupants in the Art Gallery on the 2nd floor should exit down the back staircase if the front set of stairs are inaccessible, exit through the back door and proceed to the “Rockingham Cooperative” parking lot. 

Designated Meeting Site: Rockingham Cooperative
Emergency Coordinator(s): Yeevonne Riggleman, Building Coordinator 
Check List of Responsibilities for the Emergency Coordinator(s):

1. Ensure that R.A.C.E. is followed if smoke or flames are discovered in your work area:

· Rescue,
· Alarm,

· Close all doors,

· Evacuate,

2. “Sweep” every room in your area to make sure that everyone is evacuating.

3. Ensure that people follow the appropriate evacuation route, and that they are directed to the Designated Meeting Site.

4. Account for all employees and visitors at Designated Meeting Site.

5. Identify your self to the emergency responders as the Emergency Coordinator for your area.  Report any personnel who are not accounted and may be trapped or performing critical operations shutdown.

APPENDIX IV: Major Fire Hazards
	Hazard
	Quantity
	Department
	Room Number
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