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Personnel Safety Checklist
Review each row to determine its applicability to your organization.  For applicable rows, complete the designated actions.
	Organization
	Date

	
	

	Supplies
	Purpose
	Action(s)
	Complete?

	Facilities Map
	Allows for familiarity with critical items within the facility
	Provide to each employee and keep updated 

Show overall map of facility including location of critical assets and stored chemicals

Show path to fire exits

Make sure map is available for emergency responders
	

	Fire Exit Locations
	Allows employee to quickly exit the facility - may save lives or prevent injuries 
	Show on facility map including path

Highlight path by using indicators which may be able to be detected in smoky conditions

Ensure on a periodic basis that exits are not blocked or locked

Perform fire drills
	


	Supplies
	Purpose
	Action(s)
	Complete?

	Fire Extinguishers
	Allows employee to mitigate minor fires 
	Show on facility map 

Train on use (ensure that employee knows when not to fight fire)

Ensure that Extinguisher is charged
	

	Chemical Blankets
	When properly used prevents or limits exposure to possible chemical spills
	Show on facility map

Train on use
	

	Circuit Breakers
	Used to positively control supply of electricity to a facility – especially important in time of flood
	Show on facility map

Train on use

Utilize during expected time of floods or inclement weather or evacuation
	

	Location of Water / Gas Shutoff
	Used to positively control 
	Show on facility map

Train on use

Utilize during expected time of floods or inclement weather or evacuation
	


	Supplies
	Purpose
	Action(s)
	Complete?

	Check-in / Check-out Procedures
	Allows for positive knowledge of who is in building
	Show on facility map

Train on use

Include visitors to site
	

	Emergency Contact Sheets
	Allows for rapid dissemination of information
	Keep current 

Make available offsite in controlled site
	

	Call Tree List
	Allows for rapid dissemination of information
	Keep current 

Make available offsite in controlled site
	


Adapted from:

Robinson, M. K. (2003). Disaster recovery planning for nonprofits. Lanham, Maryland: Hamilton Books.
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