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OCA 4.1 Facility Safety and Security (OCA Administrative Safety Plan) 

 

Background      
Orange Cross Ambulance recognizes that employee injury secondary to a sudden emergency is 
an occupational hazard. While each employee is ultimately responsible for his or her own safety 
and health, OCA recognizes its parallel responsibilities to provide as safe a workplace as 
possible and to comply with all applicable safety laws and regulations.  
 

Purpose      
The purpose of the OCA Administrative Safety Policy is to provide a basic set of procedures that 
are designed to reduce the likelihood of employee injury in the event of a workplace 
emergency, thereby supporting OCA’s overall Injury and Illness prevention program. Each 
operation or facility is expected to augment these procedures based on their local needs, risks, 
and employee circumstances.  
 

Applicable To      
This policy applies to all OCA employees.  
 

Enforceability      
Violation of any element in this policy will result in corrective action, up to and including 
termination. Items flagged with a * symbol involve both a high likelihood of mishap/injury and 
require primarily a choice, not a skill, in order to comply. Violation of such * items will trigger 
accelerated corrective action, up to and including termination for the first infraction.  
 
To obtain further information about reporting or reacting to sudden emergencies in the 
workplace please contact your supervisor.  
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It is the policy of OCA to:    

 
a. Ensure compliance with all applicable federal, state, and local regulations regarding 

emergency action planning in the work environment, including 29 CFR 1910.38, 29 CFR 
1910.165, and equivalent State regulations.  

b. Provide facilities that allow sufficient emergency egress, emergency alarms [if required], 
and appropriate emergency equipment to reduce the risk of employee injury secondary 
to significant facility emergency or environmental crisis.  

c. Clearly define the roles and responsibilities of employees and key staff members in the 
event of an emergency and expect those responsibilities to be carried out by associated 
staff members.  

d. Provide employees with documented education and training related to reasonably 
foreseeable workplace emergencies.  

e. Designate the appropriate officer, manager, or director as having overall responsibility 
to effectively implement, monitor, and suggest the improvements to this written policy 
within his/her area of concern.  

Pre-Planning Measures    

 
a. Before an actual emergency occurs, employees should be familiar with the emergency 

espcape floor plans that are posted throughout the larger facilities, generally on each 
floor between the elevators or near stairwells. The floor plans indicate where the 
nearest emergency exits are.  

b. Employees should be familiar with the location of fire alarms and fire extinguishers in 
their work area, which will vary based on facility size and other factors, and should ask a 
supervisor for guidance or instruction as needed.  

c. Exits leading to an outside evacuation route shall be marked with an “EXIT” sign. Doors 
that do not lead to an outside area that could be mistaken as an exit shall have a “NOT 
an EXIT” sign posted.  

d. Exit doors must be unlocked or otherwise configured so that occupants can open exit 
doors from the inside at all times without keys, tools, or special knowledge.  

e. Emergency exits must be adequately illuminated so that a person with normal vision can 
locate the exit in an efficient manner.  

f. To facilitate emergency evacuation, all stairwells and pathways to and from exit doors 
must be kept clear of any obstructions, debris, and stored materials at all times.  

g. Each operation or department director should proactively identify any critical facility 
tasks or operations that should be handled prior to evacuating the facility. No such 
contingency, however, shall place an OCA employee at additional risk.  
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h. In larger facilities, evacuation leaders should be designated for each major work area or 
for each floor of the building. Unless otherwise specified locally, operation/department 
supervisors should serve as evacuation leaders. The role and responsibilities of 
evacuation leaders is specified in Section 6.4.  

i. Large facilities should practice evacuations at least once each year.  
j. Employee Alarm System 
k. Every OCA facility shall have an effective employee alarm system. 

i. For work areas with 10 or fewer employees, direct voice communications may 
serve as the employee alarm system.  

ii. In facilities with more than 10 employees, an appropriate, commercially 
installed emergency alarm system should be utilized.  

1. “Non-supervised” alarm systems (those that do not automatically report 
a deficiency or fault in the system as soon as it occurs) should be tested 
at least every two months to verify adequacy and reliabilitiy.  

2. “Supervised” alarm systems (those that automatically report a 
deficiency or fault in the system as soon as it occurs) should be tested at 
least annually.  

3. Whenever the employee alarm system contains multiple actuation 
devices (such as manual pull-stations), a different actuation device 
should be used for each test.  

iii. Service, maintenance, and systems testing of employee alarm systems should 
be done by persons appropriately trained to complete such work and should be 
coordinated with the local emergency agencies as appropriate. 

iv. A combination of “All-Page” announcements to facility telephone speakers as 
well as employee runners may be used for times the alarm system is “down”.  

l. When performing duties in isolated areas, such as a basement, tell a coworker and/or a 
supervisor before and after completing the work. In the event of an emergency 
evacuation, you can be notified and accounted for.  

Emergency Evacuation and Route Assignments   

 
m. Employees who detect an emergency that requires evacuation of the building shall 

activate the employee alarm system according to the methods locally designated (direct 
voice, public address system, manual pull-station, telephone, radio, etc.). 

n. Prior to evacuation of large facilities, the switchboard operator or other employee 
should confirm that the fire department and/or other appropriate public safety agencies 
have been requested.  

o. If the emergency alarm system is activated, or when directed to evacuate and OCA 
facility, the following procedure shall be followed: 
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i. Stop work safely, turn off major equipment in use, and proceed immediately to 
the nearest exit unless hazards indidicate the need to use an alternative exit. 

ii. Employees in multi-story buildings are NOT TO USE ELEVATORS during an 
evacuation. 

iii. If evacuation due to fire: 
1. Check closed doors before opening them to see if they are hot. 
2. If a door is hot, do not open it. Evacuate using a different exit route.  
3. Stay as low as possible to minimize exposure to heat and smoke.  
4. Close doors behind you but DO NOT lock them. 

iv. Emoployees should assist disabled coworkers or visitors to evacuate. 
v. When safely out of the building, proceed to a safe/designated staging area for 

an employee count. Station locations should be designated on a local basis.  
vi. Do not leave the area until authorized to do so by management.  

vii. Follow further instructions from an OCA supervisor or public safety official. 

Accounting for Employees Following an Evacuation   
 

p. It is each department manager or officer’s responsibility to maintain a means of 
accounting for his/her employees immediately following an evacuation.  

q. Upon evacuation, all employees must report to a designated staging area. The managers 
or officers or a designee should take attendance of their employees to determine if 
anyone is missing.  

r. The front desk receptionist [if any] should take the visitor sign-in log with them to help 
account for visitors that were in the building.  

Rescue, Medical, and Other Duties     

 
s. OCA will not require employees to perform rescue duties involving personal risk. 
t. Employees with medical training may be asked to care for injured coworkers/visitors.  
u. Employees should assist their coworkers and visitors to evacuate as needed.  
v. In larger facilities, evacuation leaders should be designated in advance. If the building 

must be evacuated, the evacuation leaders should: 
i. Systematically sweep through their designated space(s) to ensure everyone is 

aware the need to evacuate the building. Based on the nature of the hazard, 
performing this sweep will not always be possible or prudent.  

ii. Check all storage areas and rest rooms for occupants that are isolated or may be 
unaware of the evacuation for other reasons.  

iii. Identify employees or visitors that need assistance to evacuate the area and 
coordinate resources as needed.  
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Employee Education and Training     
 

w. As part of the implementation of this policy, training in safe and orderly emergency 
evacuation procedures shall be provided to staff that are locally designated as 
evacuation leaders.  

x. All employees shall be advised of their responsibilities under the Emergency Action Plan 
at the following times: 

i. Prior to initial assignment 
ii. Whenever the employees’ responsibilities under the policy are changed. 

Facility Security and Access Control     
 

a. Operational and administrative facilities should be designed [or modified where 
feasible] to regulate access to the facility in a manner which balances operational 
necessities and security concerns.  

b. OCA maintains a written plan that governs key/keycode access and a contingency plan 
to rapidly re-key or reprogram door locks in a timely fashion.  

c. All exterior facility doors and windows should be routinely closed and locked after dark, 
after business hours, and when the building is unoccupied. If feasible, doors and 
windows should remain locked at all times.  

d. Propping exterior doors should be avoided. 
e. Employees should immediately report to their Crew Chief or management any facility 

door, window, or locking system that is not in working order or has malfunctioned. 
Management is responsible for keeping all facility door and window locks in good 
working condition.  

f. Bright and effective lighting systems will be provided and should be utilized around OCA 
facilities and employee parking areas whenever practical.  

 
  

Policy Maintenance and Review     

 
g. The Emergency Action Policy is reviewed and updated in conjunction with the Injury and 

Illness Prevention Program. Each location is expected to augment this basic policy with 
local procedures that are more specific to their location, operations, and employees. A 
template is provided in the attachments to this policy for local use.  
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Exceptions        

 
h. Any exception(s) to this policy must be approved by the Executive Director, in writing, 

and in advance of any such exception(s) being taken.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Contingency Protocol #1    

 

Fire 
 
Employees who discover a fire should do the following: 

1. Alert fellow employees in the immediate area. 
2. If applicable, activate the emergency alarm system to initiate the evacuation process. 
3. If applicable, call 9-1-1 immediately. Be prepared to give: 

a. Type/nature of emergency 
b. The location/address 
c. The nearest cross street 
d. The return phone number 
e. Do not hang up the telephone until the operator gives you permission to do so.  

4. Evacuation the building 
a. Check closed doors before opening them to see if they are hot. 
b. If a door is hot, do not open it. Evacuate using a different exit route.  
c. Stay as low as possible to minimize exposure to heat and smoke.  
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d. Close doors behind you but DO NOT lock them.  
5. Employees that independently elect to use a fire extinguisher, should do so if they have a clear 

means to evacuate the area [i.e. don’t get trapped]. The following steps, known as the PASS 
method, should be used: 

a. Pull the pin. 
b. Aim at the base of the fire. 
c. Squeeze the handles together. 
d. Sweep the extinguisher from side to side.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Contingency Protocol # 2    

 

Medical Emergency 
 
If an employee or visitor experiences a medical emergency, OCA employees should: 

1. Call 9-1-1. Be prepared to give: 
a. Type/nature of the emergency 
b. The location/address 
c. The nearest cross street 
d. The return phone number 
e. Do not hang up the telephone until the operator gives you permission to do so.  

2. Notify a supervisor. 
3. Provide medical care if trained and equipped to do so. 
4. Protect the privacy of the person in need to the extent possible.  
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Contingency Protocol #    
 
Type of Emergency 
 
Employees who discover a ____________ should do the following: 

1.    
2.    
3.    

Note: Each operation/department should use this basic template to address other potential 
emergencies in the workplace.  
 
 
 
 
 
 
 
 


