














WHEN TO STAY: MAKE A SHELTER-IN-PLACE PLAN

In some emergencies you may be asked to stay where you are, or 
shelter in place. This could be as simple as remaining in your office 
or store while officials clear hazards from a nearby area, or you may 
be asked to close windows and turn off ventilation systems to block 
out contaminated air. When officials advise you to shelter in place, 
act quickly and follow instructions.

Identify a room with few doors or windows to shelter in place. 
Ideally the room should allow at least 10 square feet per person. 
You will likely be in your “safe room” for no more than a few hours. 
Once inside:

Close all doors and windows.

When instructed by emergency officials, turn off all ventilation 
systems and seal doors.

Stay tuned to your radio or television for updates from 	
emergency officials.

Make use of your Emergency Supply Kit and Go Bag.

EMERGENCY SUPPLY KIT

When preparing for emergencies think first about basic survival: 
fresh water, food, clean air, and warmth. Talk to your coworkers 
about what emergency supplies the company can provide and which 
ones individuals should gather on their own.

Recommended Emergency Supply Kit items include: 

Water (one gallon per person per day)

Nonperishable, ready-to-eat canned foods and a manual can opener

Battery-operated AM/FM radio and extra batteries 

Flashlight

First aid kit 

Basic tools (wrench, pliers, screwdrivers, hammer)

Extra set of keys to the vehicles, building, and business

Personal hygiene items: soap, feminine products, toothbrush, 
toothpaste, handy wipes, hand sanitizer, etc.

EVACUATING HIGH-RISE BUILDINGS

Effective evacuation of a high-rise requires cooperation between  
building management, tenant companies, government authorities, 
contractors, and individuals. A high-rise building is any building with 
a roof that is above the height the fire department’s ladders can 
reach from the street.

Tips for evacuating high-rise buildings:*

Post emergency numbers near telephones.

Test all emergency systems, such as sprinklers, lighting, and 
communication systems.

Ensure all doorways, hallways, and stairways are clear and accessible. 

Develop a workplace evacuation plan and post it prominently on 
each floor.

Identify and train floor wardens, who will be responsible for 
helping to evacuate employees.

Identify personnel with special needs and ask them what assistance 
they may require during an evacuation. Assign personnel to help 
them.

Conduct drills periodically.

Designate meeting locations outside of the building for workers  
to gather. 

Take a head count of employees at designated meeting locations 
and notify emergency personnel of any missing workers.

Ensure there is a plan in place for off-hour periods to notify, 
evacuate, and account for all off-hour personnel.

COMPLIANCE IS THE FIRST STEP TO PREPAREDNESS

New York City law requires that any buildings occupied for 
conducting business, rendering professional services, providing 
commercial services, or storing goods (Group E occupancy), have 
a fire safety plan and a certified fire safety director and deputy fire 
safety director. 

Title 3 of the Rules of the City of New York § 6-01 requires building 
occupants to conduct regular fire drills. Fire safety plans also may 
include a building evacuation supervisor, fire safety brigade, floor 
captains, and searchers. These individuals must have appropriate 
training and may be qualified to perform other emergency response  
activities. For more information on Local Law 5’s additional 
requirements visit (www.NYC.gov/buildings). 

Local Law 26 of 2004 and Title 3 of the Rules of the City of New York 
§ 6-02 requires owners of high-rise buildings (Group E occupancy) 
to develop building emergency action plans that include evacuation 
procedures.
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*Source: Occupational Safety and Health Administration (OSHA)




