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1. Establish an Emergency Response Planning Team 
2. Develop an Emergency Response Policy 
3. Identify the types of emergencies that could impact your workplace - consider hazard 

assessment results, what has happened in the past, condition of the workplace, and 
location of the workplace. 

4. Assess the risk of each possible emergency (How serious would it be and how likely is it 
to happen?) 

5. Assess the emergency response resources you already have in place, and develop a 
site diagram – include alarm systems, emergency lighting/sprinkler systems, security 
systems, emergency response equipment, first aid supplies, number of first aiders, 
experienced staff, etc. 

6. Develop Emergency Response Plans, starting with the highest risk emergencies –  
a. Include strategies/procedures for dealing with each emergency 
b. Provide training to staff 
c. Establish a communication system and a list of emergency numbers 
d. Consider the health and safety of employees, guests, and the public 
e. Identify any resources that 3rd party emergency responders will need when they 

arrive at your site 
f. Assign leadership roles to specific employees 
g. Ensure all employees understand their role in an emergency (provide training 

and conduct drills) 
7. Communicate the plan (and any changes) to all affected staff, guests and visitors 
8. Implement a process for regular review of emergency response procedures and the 

results of drills and actual emergencies 

Tips for implementing Emergency Response Procedures 

 Each level of response should have their own set of step-by-step instructions.  
o ER Team members should have clear guidelines to follow and a good 

understanding of what their responsibilities are. 
o The average employee or guest will have a very basic set of instructions (go to 

muster point) 
 Ensure procedures answer the following questions: 

o How to sound the alarm if an emergency is encountered 
o What to do if you hear the alarm 
o Where to find shelter/muster point 
o How to identify if an area is safe to approach in an emergency 
o What to take with you when evacuating 
o What the evacuation routes are 

 Don’t forget frequent refresher training and drills! 
 Keep records 
 Debrief/provide counseling for anyone impacted by an incident or a realistic drill.   


