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	Tennessee Department of Children’s Services

Evacuation Plan


(Post and Update Annually)
	Region/County Office:
	
	     

	Date:
	
	  /  /    
	
	Completed by:
	
	     

	Fire and Safety Coordinator:
	
	     

	1. Each office should establish, in advance, a primary and a secondary evacuation route-in case the primary route is blocked-in the event of fire, flood, blackout, earthquake, etc. Do not use elevators to evacuate. Do not block open stairwell doors. (If available, refer to your office floor plan when establishing routes.) 

	Primary Evacuation Route:
	

	     

	Secondary Evacuation Route:
	

	     

	2. Identify a designated gathering area where everyone in the building are out of harm’s way and all staff and visitors can be accounted for. 

	Designated Meeting Site:
	     

	3. Designate a position/alternate who will take charge of notifying other building occupants and service recipients (if applicable). 

	Notification Designee:
	
	     

	4. Designate a position to notify Emergency Responders (I.e. fire department, ambulance service, etc.).  

	Notification Designee:
	
	     

	Special Needs 

	5. Appoint a staff person(s) to assure/assist that all persons with special needs are out of the building (I.e. hearing impaired, physical disabilities, etc.)

	Designee(s):
	
	     


Per DCS Policy 29.4 Fire Safety and Sanitation Monitoring in DCS Leased Property and State-Owned Facilities, Section C 3 (a) evacuations should include instructions for using fire extinguishers (see next page). 

NOTE: Per policy 29.4, all regions should have included in their plans actions to be taken in the event of a fire or other emergency (these procedures should be attached and/or included in the Emergency Response Preparedness Plans).

Before using your fire extinguisher, be sure to read the instructions before it's too late. Although there are many different types of fire extinguishers, all of them operate in a similar manner. 

Types of Fire Extinguishers

· Class A extinguishers are for ordinary combustible materials such as paper, wood, cardboard, and most plastics. The numerical rating on these types of extinguishers indicates the amount of water it holds and the amount of fire it can extinguish. 

· Class B fires involve flammable or combustible liquids such as gasoline, kerosene, grease and oil. The numerical rating for class B extinguishers indicates the approximate number of square feet of fire it can extinguish. 

· Class C fires involve electrical equipment, such as appliances, wiring, circuit breakers and outlets. Never use water to extinguish class C fires - the risk of electrical shock is far too great! Class C extinguishers do not have a numerical rating. The C classification means the extinguishing agent is non-conductive. 

· Class D fire extinguishers are commonly found in a chemical laboratory. They are for fires that involve combustible metals, such as magnesium, titanium, potassium and sodium. These types of extinguishers also have no numerical rating, nor are they given a multi-purpose rating - they are designed for class D fires only. 

Instructions on Use of Fire Extinguishers
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Pull the Pin at the top of the extinguisher. The pin releases a locking mechanism and will allow you to discharge the extinguisher. 

Aim at the base of the fire, not the flames. This is important - in order to put out the fire, you must extinguish the fuel. 

Squeeze the lever slowly. This will release the extinguishing agent in the extinguisher. If the handle is released, the discharge will stop. 

Sweep from side to side. Using a sweeping motion, move the fire extinguisher back and forth until the fire is completely out. Operate the extinguisher from a safe distance, several feet away, and then move towards the fire once it starts to diminish. Be sure to read the instructions on your fire extinguisher - different fire extinguishers recommend operating them from different distances. Remember: Aim at the base of the fire, not at the flames!!!! (NOTE: Per Policy 29.4, Section C 4, once the Evacuation Plan is completed, it should be submitted to the Director of Facilities Management and Support Services for approval.)

Information Source for Fire Extinguisher Instructions: http://www.fire-extinguisher101.com/using.html
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