CATHOLIC ARCHDIOCESE OF SEATTLE
SAFETY AND ACCIDENT PREVENTION PROGRAM

APPENDIX H-3A
EMERGENCY PREPARDNESS PLAN 
SAMPLE COMMUNICATION EVACUATION PLAN
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<Insert Parish or Site Name – Building name>

BUILDING EVACUATION PROCEDURES

IN THE EVENT THE BUILDING NEEDS TO BE EVACUATED:
· PICK UP THE EMERGENCY BACKPACK AND THE FIRST AID KIT LOCATED AT <insert>.
· INSIDE THE BACKPACK IS A CLIPBOARD WHICH HAS THE CURRENT STAFF LISTING.
· USING THIS LISTING TO CHECK YOUR FLOOR AND ASSIST EVERYONE TO THE STAIRWELL AND DIRECT THEM TO LEAVE THE BUILDING AND GO TO <insert place>.
· BE SURE THE OCCUPANTS OF EVERY ROOM INCLUDING STORAGE, BATHROOM AND CONFERENCE ROOMS HAVE LEFT THE BUILDING. CHECK UNDER EVERY DESK.
· IF YOU HAVE A DISABLED PERSON WHO CAN NOT WALK DOWN THE STAIRS HAVE THEM MOVE TO THE EXIT STAIRWELL AND STAY WITH THEM UNTIL THE FIRE DEPARTMENT ARRIVES – BE SURE TO EITHER USE THE EMERGENCY PHONE, CALL SOMEONE OR TELL ANOTHER PERSON.  

· LEAVE THE BUILDING AND WALK TO <insert place>.
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