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Evacuation 
Accountability 

Procedures

Accountability Method- The Honda Way 
Evacuation Training Objectives
Evacuation Roles and Responsibilities 
Evacuation Case Study
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Incident Command

Zone Leader
(Yellow vest)

Contact  Zone 1 when you arrive at the zone and 
when accountability is complete

Accountability Rep
(Blue vest)

Accountability Rep
(Blue vest)

Accountability Rep
(Blue vest)

Zone Leader
(Yellow vest)

Report to Designated Command Location to 
summarize accountability  documentation and 

forward to Incident Command

- Assist  associates and contractors in evacuating the 
building to the nearest designated zone.

ACCOUNTABILITY ASSOCIATE
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ACCOUNTABILITY ASSOCIATE

Evacuate the plant,  go to their assigned zone and put 
on the Blue Vest.

ACCOUNTABILITY ASSOCIATE

-Using your Department accountability form, 
document the departments missing associates. After 
completing the department roll call. Ask this question: 
Is there anyone here that did not have their name 
called? If yes then record any extra associates,  
contractors and visitors.

DATE

NAME ZONE #

Updated:

PLUS MINUS
DEPARTMENT  

COMPANY

                  EVACUATION 
                       PLUS/MINUS ACCOUNTABILITY SHEET

10/04/2004

DEPT. OR SUB DEPT NAME

ASSOC NAME  / VISITOR / CONTRACTOR
ASSOC.#  

EMPLOYEE #

1. ASSIST WITH EVACUATING ASSOCIATES CONTRACTORS &  VISITORS. 
2. OBTAIN YOUR BINDER FROM THE EVACUATION KIT.
3. PUT ON YOUR BLUE VEST. 
4. ACCOUNT FOR  MISSING  & EXTRA ASSOCIATES , VISTORS AND\OR CONTRACTORS . 
   LIST FULL NAME & ASSOC. NUMBER ( IF POSSIBLE) ON THIS FORM.
5. GIVE YOUR FORM TO THE ZONE COMMUNICATON ASSOCIATE IN THE YELLOW VEST.
6. ASSIST THE ZONE LEADER IF NEEDED.
7. RETURN YOUR EVACUATION SUPPLIES TO THE EVACUATION KIT ON ZONE POLE.

- Ensure your forms are legible and filled out 
completely. 

ACCOUNTABILITY ASSOCIATE

Give completed form to your designate Zone leader. 
Wait for Zone leader to confirm the information is 
accurate and legible on your accountability form.

ACCOUNTABILITY ASSOCIATE
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ZONE LEADER responsibilities

- Ensure you have a Radio on the Security channel, 
evacuate the plant and go to your assigned zone.
- Receive and summarize accountability data from each 
accountability person. 
- Put on your Yellow vest and call in to Zone 1 Leader 
on Security channel when you have arrived at your 
designated zone.

- Call in to Zone 1 Accountability Leader on Security 
channel when your accountability is complete.

ZONE LEADER responsibilities

ZONE LEADER responsibilities

- Designate a Zone Leader to replace you and go to 
location designated by Zone 1 Leader to report and 
summarize your data. Command does not release Zones 
until all Zone leaders are present at Command post. 
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•Evacuation Kit located at Zone Sites at bottom of poles that are posted 
with Zone Evacuation Signs.

•Exterior Evacuation Kit.
•Inside the Evacuation kit stocked with 
binders and necessary materials.

•Lock combination 
= 1000.

•Zone 4/5 have sub-department signs to improve 
organization.

•Example of sub zone signs posted along fence.

•Binder with documents and vest located in front inside pocket.

•Updated manpower lists are to be added to these binders monthly 
by accountability and/or department Safety reps. 
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Hand-held sub department signs for all Zones.
•Hand held sign located in front pocket of binder.

•Accountability reps need to assign an associate to lift and hold sub department signs.

•Example of sub zone signs posted along fence.

Evacuation Drill Objectives 
All associates shall exited the building 
within 5 min. after the start of the drill . 

Zone leaders shall complete accountability 
documentation at all of the zone within 15 

Objective Measurement Criteria

ERT associate will sweep the plant and 
give all clear when all associates are out of 
the building

Zone leaders will call Zone 1 when 
accountability is complete. Zone 1 will 
direct the other Zone leaders to the location

min  of the drill start time.

Zone leaders shall summarize the 
accountability data and develop a list of 
missing associates within 1 hour of the drill 
start time .

Verify the accuracy of the departments 
accountability methods. 10 associates shall 
be identified as missing from their dept. 

direct the other Zone leaders to the location 
where the accountability will be 
summarized.

Accountability data will be summarized 
by the Zone accountability leaders.  A time 
will be identified when the task is complete

Without the departments knowledge, 
randomly select 10 associates to go to a 
different location than their normal  
evacuation zone.

Roles and Responsibilities
WHO PRIOR TO EXERCISE/EVACUATION DURING EXERCISE/EVACUATION

EMERG. SERVICE * UPDATE EVACUATION MAPS *  ESTABLISH INCIDENT COMMANDER STRUCTURE

STAFF   (INCIDENT * DEVELOP PROCEDURES FOR EVACUATION *  DECIDE IF SEARCH TEAM NEEDS TO BE ACTIVATED,

COMMANDER) * SET OBJECTIVES AND PLAN FOR DRILLS    BASED ON RESULTS OF ACCOUNTABILITY DATA.

* TRAIN ERT MEMBERS & MGT.

* AUDIT DEPT.  SHUTDOWN PROCEDURES 

SAFETY REPS * POST EVACUATION ROUTE MAPS WITHIN YOUR DEPT. * ASSIST ASSOCIATE, CONTRACTORS & VISITORS IN EVACUATION

* ASSIST IN SUMMARIZING ACCOUNTABILITY WITHIN YOUR DEPARTMENT

* EVALUATE & MONITOR EFFECTIVENESS OF DRILL(s)

* CONFIRM EQUIPMENT SHUTDOWN PROCEDURES

   ARE IN PLACE, UP TO DATE & ASSOCIATES

   ARE TRAINED.

*CONFIRM ACCOUNTABILITY DOCUMENTATION IS

*TRAIN DEPT ASSOC. ON EVACUATION ROUTES AND 
ZONE LOCATIONS

SECURITY * BECOME FAMILIAR WITH SECURITY EVACUATION * UPON DIRECTION OF INCIDENT COMMANDER

  PROCEDURES.    SOUND  EVACUATION ALARM.

* KEEP UPDATED CALL LIST AVAILABLE AT ALL

ADMINISTRATION * INSURE SECURITY IS PROPERLY TRAINED IN * ASSIST ASSOCIATE, CONTRACTORS & VISITORS IN EVACUATION

  EVACUATION PROCEDURES *  IMPLEMENT ACCOUNTABILITY PROCEDURES AND

* INSURE SECURITY HAS UPDATED CALL-LIST     SUPPORT EMERGENCY OPERATIONS GROUP.

* ESTABLISHED  ACCOUNTABILITY METHOD AND

  TRAIN DEPARTMENTS IN THE PROCEDURES.

PLANT * INSURE ADEQUATE RESOURCES ARE IN PLACE * BE PREPARED TO SUPPORT EMERGENCY OPERATIONS GROUP

MANAGEMENT.    TO RESPOND TO EMERGENCY. * ASSIST ASSOCIATE, CONTRACTORS & VISITORS IN EVACUATION

* SUPPORT EMERGENCY PREPAREDNESS BY * IF YOUR AREA IS EVACUATED, REPORT YOUR 

   INSURING ANNUAL DRILLS ARE CONDUCTED   LOCATION  TO THE ZONE COMMUNICATION ASSOCIATE.

CONFIRM ACCOUNTABILITY DOCUMENTATION IS 
CURRENT AND AVAILABLE
* INSURE ZONE AND ACCOUNTABILITY ASSOCIATES ARE 
TRAINED

WHO PRIOR TO EXERCISE/EVACUATION DURING EXERCISE/EVACUATION
DEPT. MGR.'S * ENSURE ASSOCIATES ARE AWARE OF EVACAUATION * ASSIST ASSOCIATES, CONTRACTORS & VISITORS IN EVACUATION

  ROUTES AND ZONE LOCATION(s),  * ENSURE ALL ASSOCIATES ,VISITOR AND CONTRACTORS

* ENSURE SHUTDOWN PROCEDURES ARE IN PLACE AND    WORKING WITHIN YOUR DEPARTMENT ARE ADEQUATELY 

  ASSOCIATES ARE TRAINED.   EVACUATED AND ACCOUNTED FOR.

* ENSURE ASSOCIATES CAN RECOGNIZE EVACATION ALARM * EVALUATE & MONITOR EFFECTIVENESS OF DRILLS - FEEDBACK 

* ENSURE EVACUATION MAPS ARE POSTED  TO SAFETY REP'S.

* DESIGNATE A PRIMARY AND ALTERNATE ASSOCIATE

  RESPONSIBLE FOR OVERALL DEPARTMENT 

  ACCOUNTABILITY ON EACH  WORKING SHIFT

COORDINATORS  *ASSESS YOUR WORK AREA FOR HAZARDOUS OPERATIONS * PREPARE TO EVACUATE ASSOCIATES IF ALARM IS SOUNDED

  AND DEVELOP SHUTDOWN PROCEDURES. * ASSIST ASSOCIATES, CONTRACTORS & VISITORS IN EVACUATION

*INSURE ASSOCIATES ARE TRAINED IN SHUTDOWN * ENSURE SHUTDOWN PROCEDURES ARE CARRIED OUT OR 

  PROCEDURES AND TRAINING IS DOCUMENTED.   SIMULATED DURING INCIDENT/DRILL.

* INSURE ASSOCIATES , CONTRACTORS AND VISITORS ARE  * ACCOUNT FOR AND FEEDBACK ANY MISSING ASSOCIATES,

AWARE OF EVAC ROUTES AND ZONE ASSEMBLE LOCATIONS.   VISITORS AND OR CONTRACTORS TO YOUR DEPARTMENT .

* CONFIRM ASSOCIATES CAN RECOGNIZE A EVAC ALAM ACCOUNTABILITY ASSOCIATE

Roles and Responsibilities

 CONFIRM ASSOCIATES CAN RECOGNIZE A EVAC ALAM    ACCOUNTABILITY ASSOCIATE.

* CONFIRM  EVACUATION MAPS ARE POSTED * EVALUATE & MONITOR EFFECTIVENESS OF DRILLS - FEEDBACK 

* INSURE THAT ALL ASSOCIATES, CONTRACTORS AND  TO SAFETY REP'S.

 VISITORS UNDERSTAND THAT IF THEY ARE OUT OF THEIR

ASSIGNED DEPT., DURING AN EVACUATION.  THEY SHOULD 

REPORT IN TO THE NEAREST ZONE COMMUNICATION 

PERSON AS AN EXTRA PERSON

CONTRACTORS * BECOME FAMILIAR WITH YOUR PROCEDURES DURING A *EVACUATE THE PLANT THROUGH THE NEAREST EXIT. 

  PLANT EVACUATION. *REPORT YOU FULL NAME AND COMPANY TO THE ZONE 

* BECOME FAMILIAR WITH YOUR ASSIGNED ZONE LOCATION   COMMUNICATION ASSOCIATE IN THE YELLOW VEST. 

AND ALTERNATE LOCATIONS.  * REMAIN IN THE ACCOUNTABILITY ZONE UNTIL THE ALL CLEAR IS 

   GIVEN BY THE ZONE COMMUNICATION ASSOCIATE .

ASSOCIATES * BECOME FAMILIAR WITH YOUR PROCEDURES DURING A * PUT ON BLUE VEST AND GET ACCOUNTABILITY FORMS

RESPONSIBLE FOR   PLANT EVACUATION. * ASSIST ASSOCIATES, CONTRACTORS & VISITORS IN EVACUATION

ACCOUNTABILITY * BECOME FAMILIAR WITH YOUR ASSIGNED ZONE LOCATION  * ACCOUNT FOR YOUR DEPARTMENTS MISSING ASSOCIATES, 

AND ALTERNATE LOCATIONS.  VISITORS AND/OR CONTRACTORS AND REPORT THEIR NAME TO 

   YOUR ZONE COMMUNICATION ASSOCIATE.

  ZONE * BECOME FAMILIAR WITH YOUR PROCEDURES DURING A * EVACUATE THE PLANT , PUT ON A YELLOW VEST, PUT ON A RADIO,

 COMMUNICATION   PLANT EVACUATION.  TURN TO CHANNEL 1 AND PROCEED TO YOUR ASSIGNED 

 ASSOCIATE * BECOME FAMILIAR WITH YOUR ASSIGNED ZONE LOCATION  EVACUATION ZONE.

AND ALTERNATE LOCATIONS. * SUMMARIZE ACCOUNTABILITY DATA FROM EACH DEPT ASSIGNED.

  TO THE ZONE, FEEDBACK RESULTS TO INCIDENT COMMAND.

EVAC 
FLOW
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Evacuation and Accountability 
Procedures

Points of view, ideas, products, demonstrations or devices presented 
or displayed at the Ohio Safety Congress & Expo do not constitute 
endorsements by BWC. BWC is not liable for any errors or omissions 
in event materials.


