Building Evacuation
Any decision to evacuate the building will be made by foundation management or incident commander. When the order to evacuate is given, follow the steps outlined in the Building Emergency Procedures Appendix F-3.  

The evacuation checklist and specific checklists appropriate for your foundation should be included in employee handbooks and posted in appropriate staff areas in your offices.

Appendix F-1, the Pre-evacuation Checklist, includes some guidance if you have notice of evacuation such as a hurricane.

EVACUATION CHECKLIST—GENERAL

1. Remain calm.  

2. Immediately proceed to the nearest, safe exit.  Assist visitors and colleagues whenever possible without jeopardizing personal safety.  

3. Take personal belongings with you.  Assume you have no more than one minute to safely collect your belongings.

4. If possible, shut down critical equipment/operations quickly and safely before exiting.  

5. Proceed to the foundation’s designated assembly area: <INSERT>.
6. Once at the assembly area, check in with the human resources coordinator.  (See Incident Response Team list, page 5.)  
7. Remain at the designated assembly area until instructions are received.

8. Don’t interfere with emergency personnel.  

Within foundation space, a backpack will be wall mounted by each <INSERT LOCATION>.  <INSERT employee name> is responsible for keeping this kit current.  The backpack includes the following materials:

1. Current foundation staff and board contact list. 

2. Flashlight and back up batteries.
3. First aid kit.
4. Map of foundation space <If applicable.  If not, DELETE this item.>
5. One of the backpacks should include a battery powered radio with backup batteries.
<Insert specific employee names and/or titles here.  Base off the incident response team members and their proximity to the backpacks.> will take the backpacks when exiting the building for use in the designated assembly area.

