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I,	the	undersigned,	agree	to	comply	with	the	following	Emergency	Action	Plan	to	the	best	of	my	ability.		The	first	
person	on	this	list	will	be	the	designated	Emergency	Manager	and	will	take	responsibility	for	public	addresses	and	
instruction	to	the	event	participants.	

Emergency	Manager	(1	lead,	2	alternates)	 Contact	info	1	 Contact	info	2	 Signature	
1.	 	 	 	
2.	 	 	 	
3.	 	 	 	
4.	 	 	 	
Please	complete	the	following	template	according	to	your	Events	plan	and	location.	
The	following	procedures	should	be	followed	in	the	event	of	an	emergency.	
	
Communications	

1. The	manager	or	designee	will	communicate	the	designated	evacuation	space	to	participants	at	the	
beginning	of	the	event.	

2. The	Emergency	Manger	will	communicate	to	the	event	participants	in	an	emergency	with	a	
! Bull	Horn	
! PA	system	
! Emergency	level	voice	

Fire	
1. Call	911	
2. Assist	injured	or	disabled	personnel.	
3. Evacuate	the	building.	Activate	emergency	shutoffs	if	available.	
4. Attempt	to	use	a	fire	extinguisher	only	if	you	have	been	trained.	
5. Evacuate	participant	to		

Medical	Emergency	
1. Identify	the	medical	emergency.		
2. If	life	threatening,	call	911.	
3. Administer	first	aid	if	properly	trained.	
4. Evacuate	the	injured	person	to		

Violent	incident	
1. Call	911.	
2. Attempt	to	avoid	the	situation	–	move	participants	away	
3. Try	to	deny	contact-evacuate	to																																																																																																																					

lock/block	doors,	turn	off	lights,	silence	phones.	
4. If	necessary	defend	-	distract,	attack,	subdue.	

Severe	Weather/Natural	incident	
1. Move	participants	away	from	threat	if	possible.	
2. Evacuate	to		
3. Call	911	

Urgent	Situation	(suspicious	person,	package,	activity	or	bomb	threat)	
1. Call	911.	
2. State	who,	what,	where,	when,	why,	and	how	situation	occurred.		
3. If	bomb	threat,	turn	off	all	electronics.	

	


