
 
Example of Emergency Response Plan 

Let’s consider an example of an Emergency Response Plan (ERP) for a company operating in a 
manufacturing facility. In this scenario, the emergency is a fire incident. 
Emergency Response Plan for Fire Incident: 
Objective: To ensure the safety of personnel, protect assets, and minimize the impact on business 
operations in the event of a fire. 
Key Elements: 

1. Immediate Response: 
• Action: Activate the fire alarm system. 
• Responsibility: Designated personnel in each department. 
• Communication: Use intercoms to announce the emergency and initiate evacuation. 

2. Evacuation Procedures: 
• Action: Evacuate personnel to designated assembly points. 
• Responsibility: Floor wardens and designated evacuation teams. 
• Communication: Use emergency exit signage and verbal instructions from evacuation 

team members. 
3. Emergency Services Notification: 

• Action: Dial emergency services (fire department) immediately. 
• Responsibility: Front desk/security personnel. 
• Communication: Provide information about the nature and location of the fire. 

4. Accountability Check: 
• Action: Conduct headcounts at assembly points. 
• Responsibility: Evacuation team leaders. 
• Communication: Report any missing personnel to emergency services. 

5. Fire Suppression Equipment: 
• Action: Use fire extinguishers and other firefighting equipment if safe to do so. 
• Responsibility: Trained personnel designated for firefighting. 
• Communication: Coordinate efforts and report progress to emergency services. 

6. Secure Critical Assets: 
• Action: Shut down critical machinery and equipment. 
• Responsibility: Operations and maintenance personnel. 
• Communication: Notify relevant personnel about the shutdown procedures. 

7. Communication with Stakeholders: 
• Action: Communicate with employees, families, and relevant authorities. 
• Responsibility: Public relations or communication team. 
• Communication: Use established communication channels, including social media and 

press releases. 
8. Post-Incident Recovery: 

• Action: Assess damage and plan for recovery. 
• Responsibility: Emergency response coordinator and designated recovery teams. 
• Communication: Inform leadership about the status of recovery efforts. 



 
Training and Drills: Conduct regular fire drills to ensure that personnel are familiar with evacuation 
routes, assembly points, and emergency procedures. Provide training on the use of fire extinguishers 
and other firefighting equipment. 
Review and Continuous Improvement: After each fire incident or drill, conduct a debriefing session to 
identify areas for improvement. Update the ERP based on lessons learned to enhance the effectiveness 
of future responses. 
This example illustrates a basic structure for an Emergency Response Plan tailored to a specific 
emergency scenario (fire incident) within a manufacturing facility. It's important to note that ERPs 
should be customized to the organization's specific risks, resources, and operational context. 
This sample ERP is a general guide and should be adapted to meet the unique needs of your 
organization. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Template: Emergency Response Plan Template 

[Organization Name] Emergency Response Plan 
Table of Contents 

1. Introduction 
• Purpose of the Emergency Response Plan 
• Scope and Applicability 

2. Emergency Contact Information 
• Internal Emergency Contacts 
• External Emergency Services Contacts 
• Key Personnel Contacts 

3. Risk Assessment 
• Identified Risks and Hazards 
• Risk Evaluation (Likelihood and Severity) 

4. Emergency Response Procedures 
• Fire Emergency: 

• Evacuation routes and assembly points 
• Procedures for using fire extinguishers 
• Designated personnel responsible for leading evacuations 

• Medical Emergency: 
• Location of first aid kits and AEDs (Automated External Defibrillators) 
• Emergency medical contact information 
• Procedures for providing first aid 

• Natural Disasters (e.g., Earthquake, Flood): 
• Evacuation procedures 
• Shelter locations 
• Communication protocols during and after the event 

• Security Threats: 
• Procedures for responding to security breaches 
• Emergency lockdown procedures 
• Communication with law enforcement 

5. Communication Protocols 
• Chain of command for communication 
• Emergency notification system (alarms, announcements) 
• Communication with emergency services and external stakeholders 

6. Training and Drills 
• Overview of employee training programs 
• Schedule for regular emergency drills and simulations 
• Documentation of drill outcomes and lessons learned 

7. Resource Allocation 
• Inventory of emergency resources (equipment, supplies) 
• Designation of personnel responsibilities for resource allocation 
• Collaborations with external resources and emergency services 



 
8. Post-Incident Recovery 

• Procedures for assessing damage and impact on operations 
• Steps for resuming normal business activities 
• Continuous improvement measures based on post-incident reviews 

9. Document Control 
• Version control and review dates for the ERP 
• Procedures for updating and maintaining the plan 

10. Appendix: Emergency Contacts List 
• Names, roles, and contact information for key personnel 
• Emergency services contacts 

Distribution List 
• List of personnel and departments with access to the ERP 

Approval 
• Signatures and dates of approval from relevant organizational authorities 

This sample ERP is a starting point for organizations to build upon, ensuring that it reflects the specific 
risks and characteristics of the organization. Regular reviews and updates, as well as training sessions, 
are essential to maintaining the effectiveness of the Emergency Response Plan. 
 


