[  IDENTIFY LOCATION ]CAFETERIA EVACUATION PROCEDURES
[  Building Name ]Evacuation Procedures
[  ADDRESS ]
DO NOT USE ELEVATORS
GENERAL INSTRUCTIONS:

Evacuation Maps:

Evacuation Maps are posted near the exits and identify exit routes, fire pulls, fire extinguishers and AED locations.
Fire Alarm Pull Stations:

Alarm pull stations are located near the exits and identified on the evacuation maps. Cafeteria manager and staff should familiarize themselves with the location and operation of the alarm pull stations.

Alarm Activation:

Anyone has the ability to activate a fire alarm, alert others of an emergency or take other appropriate action.

If a fire or smoke is noticed, activate the closest fire pull station and call 911. The person who noticed the fire should then inform the Cafeteria Manager who will then notify the DPS Capitol Police (542-4580) or call 9-1-1 if possible. If in immediate danger, activate the pull station and exit the building. 

EVACUATION: 
1. When an alarm sounds or [Identify by job (Example: Property Manager ] requires Cafeteria staff and guests to evacuate, [  Identify by job (Example: Property Manager ] will direct guests to the stairs and out of the building.
2. The Cafeteria Manager or designee is responsible for the evacuation of the cafeteria staff.

3. The Office Manager or designee is responsible for accounting for cafeteria staff at the assembly area. The Manager or designee will report anyone in the cafeteria that did not evacuate and is waiting for Emergency Responders to assist with the evacuation to [  Identify by job (Example: Property Manager ].

4. [  Identify by job (Example: Property Manager ]will secure cash drawers in the safe and will then exit the building and report to the assigned assembly area.
5. [  Identify by job (Example: Property Manager ]will assist one another in shutting down all sources of cooking equipment unless otherwise instructed. Once the cooking equipment is shut down grill, deli, and serving personnel will exit the building using the stairs and report to the assigned assembly area.
6. [  Identify by job (Example: Property Manager ] assist the blind operator in exiting the building and going to the assigned assembly area. The [  Identify by job (Example: Property Manager ] is the designated alternate to assist the blind operator if the [  Identify by job (Example: Property Manager ]is unavailable
7. No Cafeteria staff may re-enter the building until the all clear has been given.
8. No Cafeteria staff may re-enter the building until battery or full power has been restored.
9. In the event the building is closed, the Cafeteria Manager is responsible for communicating with all cafeteria staff on going home and when to report for duty.
10. The Cafeteria Manager is responsible for communicating with Capitol Police and the Arizona Department of Administration General Services Division on building closing and re-opening. 
11. Vending Personnel will evacuate using the closest exit and will report to the designated assembly area as quickly as possible.
ASSEMBLY AREAS:

There are [    Number    ]  evacuation assembly areas for the  [  Building Name   ].
The Evacuation Assembly Area for the Cafeteria is the [  Identify Assembly Area   ]: 
A [  Identify by job (Example: Property Manager ]will direct you to the [  Identify Assembly Area   ].
Alternate Assembly Areas: [  Identify by job (Example: Property Manager ] may direct the Cafeteria staff to an alternate assembly area at the exit or upon arrival at your designated assembly area.

After Evacuation Instructions

· The Cafeteria Manager or [  Identify by job (Example: Property Manager ] will give additional instructions if needed, such directions as moving to an alternate area of refuge or the building is closed and no re-entry is possible. 

· The [  Identify by job (Example: Property Manager ] will notify the occupants if the building will close and employees sent home.

· Any follow-up questions or concerns the Cafeteria Manager or staff may have concerning the evacuation drill will be referred to [  Identify by job (Example: Property Manager ].

OTHER INSTRUCTIONS

Cafeteria staff may be allowed to leave one person in the cafeteria to monitor the food and cooking equipment during an evacuation drill if they obtain approval from [  Identify by job (Example: Property Manager ]prior to the evacuation drill.
· Cafeteria guests will be requested to leave the area in the event of an alarm sounding or verbal request from Cafeteria management or staff to evacuate the area. (This includes evacuation drills). 
· The cafeteria manager or designee will notify [  Identify by job (Example: Property Manager ] that cafeteria guests requiring assistance are waiting for assistance and are located [  Identify location ]. 
· [  List Any Other Specific Information Cafeteria Staff May Need To Address In The Event Of an Evacuation or Evacuation Drill. ]
