



Emergency Action Plan – Administrative Office
Asheville Area Habitat for Humanity - Administrative Office
Alerts
In the event of an emergency, employees are alerted by:
The sounding of an alarm and/or verbal announcement.
Instructions for Verbal Announcement: Lift the handset of any office phone, dial
701 plus the paging zone number (Zone 1 = Admin Office, Zone 2 = ReStore, Zone
0 = All)
Identify the emergency signal for each emergency situation (i.e. general evacuation, fire,
tornado/hurricane):
The emergency signal for a general evacuation will be by verbal announcement. Lift the
handset of any office phone, dial 701 plus the paging zone number (Zone 1 = Admin
Office, Zone 2 = ReStore, Zone 0 = All).
The emergency signal for a fire will be strobe lights flashing and a three-temporal
pattern siren (and possibly a verbal announcement if the fire has not yet set off the
sprinkler or alarm). When the alarm system activates, it will automatically call the
monitoring company who will dispatch the fire department and then call the site. If no
one answers, they will proceed to call down the call list of other contacts. Smoke at the
smoke detectors causes the fire alarm to activate; the sprinklers will only activate when
the sprinkler head reaches 135 degrees.
The emergency signal for a tornado or hurricane will be by verbal announcement. All
staff, volunteers and guests must report to a tornado or hurricane safety zone. These are
any interior room on the first floor of the office (bathrooms, janitorial closet, small
conference room, kitchen and interior hallways). Stay away from windows and evacuate
the second floor. Do not go outside.
Routes
In the event of any emergency, employees must evacuate by means of the nearest available
marked exit. The elevator is not to be used for evacuation purposes. See Diagram 2.
Extinguishers
Portable fire extinguishers are provided in the workplace for employee use. In the event of fire,
any employee may use extinguishers to attempt to extinguish the fire to prevent loss of life
before evacuating. Locations of fire extinguishers are noted on Diagram 2. Remember the word
P.A.S.S.

Operations
Critical operations shutdown procedures are not required, because no employees are authorized
to delay evacuation for this purpose.
Assembly
After an emergency evacuation, employees and volunteers are to gather in the following
location(s):



Accounting
After an emergency evacuation, the procedure for accounting for all employees and volunteers
is to take a head count after the evacuation. Each present department head will account for their
employees and report to the Executive Director. If a department head is not present, the
Executive Director will account for their employees. Four staff people have been identified as
“AAHH Person in Charge”. They are (in order or as available) Laura Walker, Ed McGowan,
Angie Carter and Jill Franklin. One of them will identify the names and last known locations of
anyone not accounted for and pass them to the emergency responder official in charge.
Additional Evacuation Plan and Procedure Information
Volunteers and other guests will be accounted for by the Office Manager with assistance by
staff.
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