
Emergency Response Plan (ERP) Document

Key Components
Introduction & Objectives: Purpose of the plan and goals (e.g., protect life, minimize damage).
Risk Assessment: Identification of potential hazards (fire, chemical spill, natural disasters, etc.).

Emergency Procedures:

Fire Evacuation Procedures
1. Immediate Actions When Fire Is Detected
2. Activate the fire alarm using the nearest manual call point (“Break Glass” unit).
3. Alert emergency services (e.g., dial 101 or local fire brigade).
4. Do not use elevators—always use stairways.
5. Close doors behind you to contain the fire and smoke.

Evacuation Steps
6. Stop all work and secure important documents or equipment if safe to do so.
7. Follow designated evacuation routes marked with illuminated exit signs.
8. Assist vulnerable individuals (e.g., elderly, disabled, children).
9. Walk calmly—do not run or push others.
10. Proceed to the assembly point located at a safe distance from the building.
11. Do not re-enter the building until authorized by fire officials.

Key Steps in Responding to a Medical Emergency
1.Stay Calm and Assess the Situation
Take a deep breath and avoid panic.
Quickly evaluate the scene for safety (fire, traffic, chemicals).
Identify the nature of the emergency (bleeding, unconsciousness, breathing difficulty).

2. Call for Help Immediately
Dial your local emergency number (e.g., 108 in India).
I. Provide:
II. Exact location
III. Nature of the emergency
IV. Patient’s condition and medical history (if known)

3. Administer Basic First Aid (If Trained)
A. Bleeding: Apply direct pressure with a clean cloth.
B. Cardiac Arrest: Begin CPR if the person is unresponsive and not breathing.
C. Choking: Perform abdominal thrusts (Heimlich maneuver).
D. Seizures: Clear the area, cushion the head, and turn the person on their side.
E. Burns: Cool with running water (not ice), cover with a clean cloth.
F. Fractures: Immobilize the area and avoid movement.

4. Arrange Transport to Medical Facility
I. If safe and feasible, transport the patient to the nearest hospital.
II. Otherwise, wait for emergency responders.

5. Stay Informed and Monitor
III. Keep checking the patient’s breathing, pulse, and responsiveness.
IV. Be ready to update emergency personnel when they arrive.



Roles & Responsibilities:

 Incident Commander
 Safety Officer
 First Aid Officer
 Fire Warden

Communication Plan:

Internal alerts (alarms, PA systems)
External contacts (fire, ambulance, police)

Evacuation Routes & Assembly Points

Training & Drills: Regular practice and updates

Resources & Equipment: First aid kits, fire extinguishers, PPE

Review & Update Protocol: Annual reviews or after incidents


