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GRANITE INSURANCE BROKERS 

FIRE SAFETY AND EVACUATION PLAN 
 

1. FIRE SAFETY AND EVACUATION PLAN  

 
1. The purpose of the Fire Safety & Evacuation Safety Plan is to prevent 

potential injuries and deaths, and to protect Granite Insurance Brokers’ 
property from damage or loss due to fire.  

 
2. This plan includes fire prevention, building exits, fire extinguishing, 

emergency evacuation, and employee training.  
 
3. This plan will be reviewed with all new employees when they begin their 

job and with all employees when the plan is changed.  
 

2. FIRE PREVENTION PLAN 

 
1. Granite Insurance Brokers’ first line of defense against fire is to prevent it 

in the first place.  
 
2. It is the responsibility of all employees to prevent fires.  
 
3. All employees will be apprised of the potential fire hazards in their work 

area and will be trained in safe work procedures and practices.  
 
4. Employees are expected to follow proper procedures to prevent fires and 

to notify their supervisor or other Granite Insurance Brokers’ management 
personnel if they observe any condition that could lead to the ignition of a 
fire or could increase the spread of a fire.  

 
5. All ignition sources (i.e., open flames, cutting torches, spark producing 

equipment, electric motors, heating equipment, etc.) will be controlled.  
 
6. All contact of ignition sources with combustible and flammable materials 

will be avoided.  
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7. All Granite Insurance Brokers’ employees will keep all combustible 

materials at least five feet from such ignition sources and all flammable 
liquids at least twenty feet away.  

 
8. Extensive use of electrical extension cords will be avoided. Any damaged 

or frayed electrical wiring, equipment cords, extension cords, etc. will be 
removed from service immediately and replaced or repaired.  

 
9. Any use of flammable liquids will be done in a manner that prevents spills, 

and prevents the flammable liquid or its vapor or spray from encountering 
any ignition source. 

 
10. All flammable liquids will be stored in proper flammable liquid storage 

containers and kept in the proper storage cabinets. 
 
11. Housekeeping and storage practices are critical to preventing fires. Any 

combustible materials will be stored in neat stacks with adequate aisle 
space provided to prevent the easy spread of fire and to allow for access 
to extinguish any fire that may start. 

 
12. Trash, scrap, and other unnecessary combustibles will be cleaned up 

immediately and placed in proper disposal containers.  
 
13. Smoking in Granite Insurance Brokers is restricted to only designated 

areas.  
 

3. FIRE EXITS 

 
1. Each area of the building/work site has at least two means of escape and 

is to be used in a fire emergency.  
 
2. The location of exits and the path of egress (escape) will be shown on 

maps (and posted throughout the building as necessary).  
 
3. Fire exit doors will not be blocked or locked during business hours to 

prevent their emergency use (when employees are within the building).  
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4. Exit routes from the work site will be clear and free of obstructions. All 

exits are marked with signs designating exits from the premises.  

4. FIRE EXTINGUISHER MAINTENANCE 

 
1. Each area of Granite Insurance Brokers will have a full complement of the 

proper type of fire extinguisher for the fire hazards present.  
 
2. All fire extinguishers will be inspected annually by a fire protection 

equipment company and tagged with the date of inspection.  
 
3. If a fire extinguisher is used or discharged for any reason, it will be 

removed from service and replaced with another properly charged fire 
extinguisher while it is being recharged.  

 
4. Employees who are expected or anticipated to use fire extinguishers will 

be instructed on the hazards of fighting fires, how to properly operate the 
fire extinguishers available, and what procedures to follow in alerting 
others to the fire emergency.  

 
5. These employees will only attempt to extinguish small incipient fires. If a 

fire cannot be immediately and easily extinguished with a fire extinguisher, 
the employees will evacuate the building. They will not try to fight the fire!  

 
6. All employees who are not trained and designated to fight fires are to 

immediately evacuate the premises at the first sign of fire or initiation of 
the fire alarm and are prohibited from using an extinguisher and re-
entering the premises.  

 

5. EMERGENCY FIRE EVACUATION SAFETY PLAN 

 
1. If any employee discovers a fire or smoke, the employee will immediately 

pull the nearest fire alarm box. If there is time and it is safe to do so, the 
employee will contact a member of Granite Insurance Brokers’ 
management to report the fire.  
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2. Granite Insurance Brokers Management will then make an announcement 

over the public-address system that all employees and customers are to 
evacuate the building.  

 
3. Granite Insurance Brokers Management will then call 911 and report the 

fire to the fire department.  
 
4. If a fire alarm sounds or a fire is otherwise announced, all employees 

(except those designated and trained to use fire extinguishers) are 
expected to immediately exit the premises by proceeding to the nearest 
exit in an orderly fashion.  

 
5. If the nearest exit is blocked by fire or smoke, the employees will proceed 

to an alternate exit. There will be no running, shouting, pushing, etc. A 
calm orderly evacuation is the safest for all concerned.  

 
6. Upon exiting the building, all employees and personnel are to proceed to 

the designated meeting area(s) away from the building, so as not to 
hamper access by fire fighters, and to be accounted for.  
 

7. The designated meeting area(s) for our building is: 
 
________________________________________________________________ 
(Insert the location(s) where employees are to meet outside the building)  
 
8. Granite Insurance Brokers’ supervisors and managers will account for all 

their employees to ensure that no one is still in the building and 
unaccounted for during a fire. 

  
9. Where needed, special procedures for helping physically impaired 

employees will be established. This will be done on a case-by-case basis 
when the employee is first hired or when the physical impairment first 
occurs.  
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6. EMPLOYEE FIRE SAFETY TRAINING 

 
1. All new employees will receive fire prevention and emergency evacuation 

training when they are hired. All employees will also receive refresher 
training and a review of this plan on an annual basis.  

 
2. Granite Insurance Brokers will hold fire drills and will include a practice 

evacuation of the building at least annually. These drills will be used to 
evaluate employee response and behavior and will help us determine 
where more training is needed.  

 
3. Granite Insurance Brokers employees who are designated and authorized 

to use fire extinguishers to fight small fires will receive training in the 
proper use of extinguishers, how to extinguish a fire, the hazards involved 
in fighting fires, when not to fight a fire, and when to evacuate the area.  

 
4. The Safety and Health Manager administers Granite Insurance Brokers’ 

fire prevention and life safety inspection programs. This includes reviewing 
all new building construction and renovations to ensure compliance with 
applicable state, local, and national fire and life safety standards.  

 
5. Fire prevention measures propose to reduce the incidence of fires by 

eliminating opportunities for ignition of flammable materials.  
 

7. FLAMMABLE AND COMBUSTIBLE MATERIALS 

 
A. Substitutions: 
 
1. Relatively safe materials sometimes may substitute flammable liquids to 

reduce the risk of fires.  
 

2. Any substituted material will be stable and nontoxic and will either be 
nonflammable or have a high flashpoint.  
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B. Storage:  
 
Granite Insurance Brokers instructs employees that all flammable and 
combustible liquids require careful handling always. The proper storage of 
flammable liquids within a work area is very important to protect personnel from 
fire and other safety and health hazards.  
 
1.  Cabinets:  
 
Not more than 120 gallons of Class I, Class II, and Class IIIA liquids may be 
stored in a storage cabinet. Of this total, not more than 60 gallons may be Class I 
and II liquids. Not more than three such cabinets (120 gallons each) may be in a 
single fire area except in an industrial area.  

 
2. Storage Inside Buildings:  
 
Where approved storage cabinets or rooms are not provided, inside storage will 
comply with the following basic conditions:  
 

a.  The storage of any flammable or combustible liquid will not 
physically obstruct a means of egress from the building or area.  

 
b. Containers of flammable or combustible liquids will remain tightly 

sealed except when transferred, poured or applied.  
 

c. Remove only that portion of liquid in the storage container required 
to accomplish a particular job.  

 
d. If a flammable and combustible liquid storage building is used, it will 

be a one-story building devoted principally to the handling and 
storing of flammable or combustible liquids.  

 
e. The building will have 2-hour fire-rated exterior walls having no 

opening within 10 feet of such storage.  
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f. Flammable paints, oils, and varnishes in 1 or 5 gallon containers, 

used for building maintenance purposes, may be stored temporarily 
in closed containers outside approved storage cabinets or room if 
kept at the job site for less than 10 calendar days.  

 
C. Ventilation: 
 
Granite Insurance Brokers’ inside storage rooms will be provided with a 
continuous mechanical exhaust ventilation system. To prevent the accumulation 
of vapors, the location of both the makeup and exhaust air openings will be 
arranged to provide air movement directly to the exterior of the building.  
 
D. Elimination of Ignition Sources: 
 
All Granite Insurance Brokers’ nonessential ignition sources will be eliminated 
where flammable liquids are used or stored. The following is a list of some of the 
more common potential ignition sources:  

 
1. Open flames, such as cutting and welding torches, furnaces, matches, 

and heaters-these sources will be kept away from flammable liquids 
operations.  

 
2. Cutting or welding on flammable liquids equipment will not be performed 

unless the equipment has been properly emptied and purged with a 
neutral gas such as nitrogen.  

 
3. Chemical sources of ignition such as motors, switched, and circuit 

breakers-these sources will be eliminated where flammable liquids are 
handled or stored.  

 
4. Only approved explosion-proof devices will be used in these areas.  
 
5. Mechanical sparks-these sparks can be produced because of friction. 

Only non-sparking tools will be used in areas where flammable liquids are 
stored or handled.  
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6. Static sparks-these sparks can be generated as a result of electron 

transfer between two contacting surfaces. The electrons can discharge in 
a small volume, raising the temperature to above the ignition temperature.  

 
7. Every effort will be made to eliminate the possibility of static sparks. Also, 

proper bonding and grounding procedures will be followed when 
flammable liquids are transferred or transported.  
 

E. Removal of Incompatibles: 
 
Granite Insurance Brokers’ Materials that can contribute to a flammable liquid fire 
will not be stored with flammable liquids. Examples are oxidizers and organic 
peroxides, which, on decomposition, can generate large amounts of oxygen.  
 
F. Flammable Gases: 
 
Generally, flammable gases pose the same type of fire hazards as flammable 
liquids and their vapors. Many of the safeguards for flammable liquids also apply 
to flammable gases, other properties such as toxicity, reactivity, and corrosives 
also will be considered. Also, a gas that is flammable could produce toxic 
combustion products.  
 

8. PURCHASE OF FIRE EXTINGUISHERS  

 
1. A portable fire extinguisher is a “first aid” device and is very effective when 

used while the fire is small.  
 
2. The use of fire extinguisher that matches the class of fire, by a person who 

is well trained, can save both lives and property. 
 
3.  Portable fire extinguishers will be installed in workplaces regardless of 

other fire fighting measures. 
 
4.  The successful performance of a fire extinguisher in a fire situation largely 

depends on its proper selection, inspection, maintenance, and distribution.  
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A. Classification of Fires and Selection of Extinguishers:  
 
Fires are classified into four general categories depending on the type of material 
or fuel involved. The type of fire determines the type of extinguisher that will be 
used to extinguish it.  

 
1. Class A fires involve materials such as wood, paper, and clothe that 

produce glowing embers or char.  
 
2. Class B fires involve flammable gases, liquids, and greases, including 

gasoline and most hydrocarbon liquids that will be vaporized for 
combustion to occur.  

 
3. Class C fires involve fires in live electrical equipment or in materials near 

electrically powered equipment.  
 
4. Class D fires involve combustible metals, such as magnesium, zirconium, 

potassium, and sodium. 
 
5. Extinguishers will be selected per the potential fire hazard, the 

construction and occupancy of facilities, hazard to be protected, and other 
factors pertinent to the situation.  

 
B. Location and Marking of Extinguishers:  
 
1. Granite Insurance Brokers’ extinguishers will be conspicuously located 

and readily accessible for immediate use in the event of fire. They will be 
located along normal paths of travel and egress.  

 
2. Wall recesses and/or flush-mounted cabinets will be used as extinguisher 

locations whenever possible.  
 
3. Extinguishers will be clearly visible. In locations where visual obstruction 

cannot be completely avoided, directional arrows will be provided to 
indicate the location of extinguishers and the arrows will be marked with 
the extinguisher classification.  
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4. If extinguishers intended for different classes of fire are located together, 

they will be conspicuously marked to ensure that the proper class 
extinguisher selection is made at the time of a fire.  

 
5. Extinguisher classification markings will be located on the front of the shell 

above or below the extinguisher nameplate.  
 
6. Markings on extinguishers will be of a size and form to be legible from a 

distance of 3 feet. 
 
C. Condition of Fire Extinguishers: 
 
1. Granite Insurance Brokers’ portable extinguishers will be maintained in a 

fully charged and operable condition.  
 

2. They will be kept in their designated locations at all times when not being 
used.  
 

3. When extinguishers are removed for maintenance or testing, a fully 
charged and operable replacement unit will be provided.  

 
D. Mounting and Distribution of Extinguishers:  
 
1. Granite Insurance Brokers’ extinguishers will be installed on hangers, 

brackets, in cabinets, or on shelves.  
 
2. Extinguishers having a gross weight not exceeding 40 pounds will be so 

installed that the top of the extinguisher is not more than 3-1/2 feet above 
the floor.  

 
3. Extinguishers mounted in cabinets or wall recesses or set on shelves will 

be placed so that the extinguisher operating instructions face outward.  
 
4. The location of such extinguishers will be made conspicuous by marking 

the cabinet or wall recess in a contrasting color that will distinguish it from 
the normal décor. 
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5. Extinguishers will be distributed in such a way that the amount of time 

needed to travel to their location and back to the fire does not allow the 
fire to get out of control. 
 

6. OSHA requires that the travel distance for Class A and Class D 
extinguishers not exceed 75 feet.  

 
7. The maximum travel distance for Class B extinguishers is 50 feet because 

flammable liquid fires can get out of control faster that Class A fires.  
 
8. There is no maximum travel distance specified for Class C extinguishers, 

but they will be distributed based on appropriate patterns for Class A and 
B hazards.  

 
E. Inspection and Maintenance of Extinguishers: 
 
Once an extinguisher is selected, purchased, and installed, it is the responsibility 
of the Safety and Health Manager to oversee the inspection, maintenance, and 
testing of fire extinguishers to ensure that they are in proper working condition 
and have not been tampered with or physically damaged.  
 
F. Fire Safety Inspections and Housekeeping: 
 
1. Granite Insurance Brokers’ first line Supervisors and the Safety and 

Health Manager are responsible for conducting work site surveys at least 
annually.  

 
2. These surveys will include observations of work site safety and 

housekeeping issues and will specifically address proper storage of 
chemicals and supplies, unobstructed access to fire extinguishers, and 
emergency evacuation routes.  

 
3. Also, they will determine if an emergency evacuation safety plan is 

present in work areas and that personnel are familiar with the plan.  
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G. Emergency Egress: 
 
1. Every exit will be clearly visible, or the route to it conspicuously identified 

in such a manner that every occupant of the building will readily know the 
direction of escape from any point.  

 
2. Granite Insurance Brokers at no time will they permit exits to be blocked.  
 
3. Any doorway or passageway which is not an exit or access to an exit but 

which may be mistaken for an exit, will be identified by a sign reading “Not 
an Exit” or a sign indicating it actual use (i.e., “Storeroom”). A readily 
visible sign will mark exits and accesses to exits.  

 
4. Each exit sign (other than internally illuminated signs) will be illuminated 

by a reliable light source providing not less than 5 foot-candles on the 
illuminated surface.  

 
H. Facilities Design Review: 
 
Facilities will be designed in a manner consistent with health and safety 
regulations and standards of good design. Granite Insurance Brokers’ 
management, together with Safety and Health Manager, will ensure that there is 
appropriate health and safety review of facility concepts, designs, and plans. A 
formal design review process is currently in place for all new construction efforts.  
 
I. Occupant Emergency Plan for Persons with Disabilities: 
 
Granite Insurance Brokers’ first line supervisor is assigned the responsibility to 
assist Persons with Disabilities under their supervision. The supervisor will 
choose an alternate assistant. The role of the two assistants is to report to their 
assigned person, and to either assist in evacuation or assure that the Persons 
with Disabilities is removed from danger.  

 
1.  Supervisors, alternates, and employees with disabilities will be trained by 

the Safety and Health Manager about available escape routes and 
methods.  
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2. A list of persons with disabilities is kept in the Office of Health and Safety. 

This list is updated by the Safety and Health Manager.  
 
3. Visitors who have disabilities will be assisted in a manner like that of 

Granite Insurance Brokers employees. The Host of the person with 
disabilities will assist in their evacuation.  

 

9.  EMERGENCIES INVOLVING FIRE  

 
A. Fire Alarms: 
 
In the event of a fire emergency, a fire alarm will sound for the building.  
 
B. Fire Emergency Procedures: 
 
If an employee discovers a fire:  

 
1.  Activate the nearest fire alarm.  
 
2.  Notify the fire department by dialing 911. Give your location, the nature of 

the fire, and your name.  
 
3.  Notify the Manager on duty and other occupants.  
 

   4.  Notify the Safety and Health Manager.  
 

5. Granite Insurance Brokers employees know the location of all fire 
extinguishers. 

 
6. Granite Insurance Brokers employees will only use a fire extinguisher if 

your safety is not jeopardized. 
 
7. Make sure you have the proper type of extinguisher for the type of fire. 

Note:  Never use a water type of extinguisher on electrical fires, 
flammable liquid fires or grease fires. 
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C. Fight the fire ONLY if:  
 
1. The fire department has been notified of the fire, AND 
  
2. The fire is small and confined to its area of origin, AND  
 
3. You have a way out and can fight the fire with your back to the exit, AND 
 
4. You have the proper extinguisher, in good working order, AND know how 

to use it.  
 
5.  If you are not sure of your ability or the fire extinguisher’s capacity to 

contain the fire, leave the area.  
 
D. The uses of fire extinguishers are a very important element in the fire 

emergency response program. However, only use a fire extinguisher when 
it is safe to do so. If the fire is too big, or if it is spreading or threatening 
the path to escape, employees will LEAVE THE AREA IMMEDIATELY. 

 
Extinguish the fire using the PASS method: Pull, Aim, Squeeze and Sweep. 

 
 P -  Pull the pin. 
 A -  Aim the extinguisher at the base of the flames. 

 S -  Squeeze the trigger while holding the extinguisher upright. 
S -  Sweep the extinguisher from side to side, covering the area of the 

fire with the extinguishing agent. 
 
E. If an employee hears a fire alarm:  
 
1.  Evacuate the area. Close windows, turn off gas jets, and close doors as 

you leave.  
 
2.  Leave the building and move away from exits and out of the way of 

emergency operations.  
 
3.  Assemble in a designated area.  
 
4.  Report to Granite Insurance Brokers’ Manager so they can determine that 

all personnel have evacuated their areas.  
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5. Remain outside until competent authority (Granite Insurance Brokers’ 

Physical Security, Safety and Health Manager, or your supervisor) states 
that it is safe to re-enter.  

 
E. Evacuation Routes: 
 
1. Learn at least two escape routes, and emergency exits from your area.  
 
2. Never use an elevator as part of your escape route.  
 
3. Learn to activate a fire alarm.  
 
4. Learn to recognize alarm sounds.  
 
5. Take an active part in fire evacuation drills.  
 

10. EVACUATION ROUTES AND PLANS  

 
1. Each of Granite Insurance Brokers’ facilities will have an emergency 

evacuation safety plan. All emergency exits will conform to NFPA 
standards.  

 
2. If Granite Insurance Brokers’ evacuation will be necessary, go to the 

nearest exit or stairway and proceed to an area of refuge outside the 
building.  

 
3. Most stairways are fire resistant and present barriers to smoke if the doors 

are kept closed.  
 
4. Do not use elevators. Will the fire involve the control panel of the elevator 

or the electrical system of the building, power in the building may be cut 
and you could be trapped between floors?  

 
5. The elevator shaft can become a chimney, lending itself to the passage 

and accumulation of hot gases and smoke generated by the fire.  
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11. EMERGENCY SAFETY COORDINATORS  

 
Granite Insurance Brokers’ Emergency Coordinators will be responsible for 
verifying personnel have evacuated from their assigned areas.  
 

Granite Insurance Brokers’  
EMERGENCY CONTINGENCY SAFETY PLAN 

 
TYPES OF DISASTERS 
 
Natural Disasters Man-Made Disasters   
Electrical Blackout 
Blizzard:  Snow/Ice  
Bomb Threat   
Insects/Rodents 
Earthquake   
Disgruntled Employee /Mildew 
Fire   
Hazardous Chemical Spills  
Power Failure 
Flood  
Key Man Death  
Power Surges 
Tornado  
Nuclear Fallout  
Smoke 
Terrorism  
Water 
Theft 
Vandalism 

 
EMERGENCY EVACUATION SAFETY PLAN - THREE STAGES 

 
FIRST STAGE 

A. The FIRST STAGE involves the actual work environment and creating a 
safe employee workspace by completing the following:  

 
1. Consult local building codes to ensure that Granite Insurance Brokers’ 

building meets current seismic safety standards.
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2. Secure and anchor equipment and furniture, including bookshelves,
cabinets, computers, etc.

3. Conduct a "hazard hunt" to find all potential dangers in Granite Insurance
Brokers’ facility setting. Take pictures of your entire office.

4. Develop procedures for storing, securing and retrieving vital records (both
written and computer records).

5. Develop an inventory of critical supplies and equipment.

6. Assure that nothing large and heavy is stored over Granite Insurance
Brokers’ employee’s head or directly in their immediate work area.

7. If the office has large areas of glass, make sure that workers would not be
directly in the path of the falling glass.

8. Verify that there are no obstructions in front of exits and all exits are
lighted and clearly marked.

SECOND STAGE 

B. The SECOND STAGE involves preparing and/or updating Granite 
Insurance Brokers’ Emergency Evacuation Safety Plan by reviewing the 
following areas:  

1. Prepare a map of Granite Insurance Brokers’ facility on an 8 1/2" x 11"
page and post a copy of this plan at several points to show employees
where emergency equipment, evacuation routes, shut off’s and staging
areas are located.

2. Review and update Granite Insurance Brokers’ employee safety
procedures. Identify personnel who are certified to perform first aid and
CPR procedures for basic survival.

3. In case you are unable to get into Granite Insurance Brokers’ facility area
during and/or after the disaster, have first aid supplies available in an area
outside of the office.
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4. Verify that Granite Insurance Brokers has a working emergency
communication system. Identify all the "safe" and dangerous spots in the
work place.

5. Identify all emergency equipment. Make sure that Granite Insurance
Brokers employees know operating procedures for all the equipment.

6. Identify locations for the following areas:

a. Emergency transportation systems, clinic and/or hospital in the
immediate area water, gas and electric shutoffs.

b. Storing, securing and retrieving vital records.

c. Evacuation routes and staging or assembly areas.

d. Fire hydrants and fire fighting equipment.

e. Hazardous materials (chemicals) storage areas - specify hazard
such as flammability and keep copy of SDS sheets off-site for later
reference.

f. Hazardous waste storage and accumulation areas - specify hazard
such as flammability.

g. Drains to sanitary and storm sewers, sumps, collection tanks.

h. Underground and above ground storage tanks.

7. Don't leave anything to chance. Write the fire, earthquake, and hazardous
emergency action plans. Because these disasters are so completely
different, each plan will have a different emergency response.

8. Make sure that all Granite Insurance Brokers employees know their
assignments during each type of disaster and for each evacuation safety
plan. Granite Insurance Brokers employees will practice reacting to
possible disaster scenarios.
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9. Hold workshops or host "brown bag" seminars during the lunch hour on
earthquake preparedness topics, such as safety techniques, first aid and
CPR, evacuation and damage assessment.

10. Communicate with all the employees. Include articles on the importance of
workplace and home preparedness in employee newsletters.

11. Prepare special bulletins and handouts for employees on preparing for an
emergency both at work and home. Verify that employees have
emergency disaster plans for their home and family.

12. Again, don't leave anything to chance. Train and conduct evacuation drills
to ensure that Granite Insurance Brokers’ emergency plans are effective.

13. Always review Granite Insurance Brokers’ Emergency Evacuation Safety
Plans every six months and revise the plans as necessary. Make sure that
all employees are notified of any changes.

14. Conduct an emergency evacuation checklist for fire and explosion or
bomb threat.

A. Dial 911 for Fire, Police, or Ambulance assistance and provide
Emergency Operator with the following information: 

1. Type of emergency

2. Location of emergency

3. Number & type(s) of injuries (if known)

4. Your name & title

B. Alert Granite Insurance Brokers’ Zone Leader and activates 
Evacuation Procedures. Use evacuation routes farthest from 
emergency site. Evacuate areas closest to emergency site first. 
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C.  Post Staff member at entrance to Granite Insurance Brokers’ facility 
driveway to direct emergency response personnel to the 
emergency site. 

D. Notify Granite Insurance Brokers’ Emergency Coordinator of 
emergency situations. 

1. Notify Alternate Emergency Coordinator if above is
unavailable.

2. Complete this action from a SAFE location.

E. Turn off natural gas supply to building at exterior shut off valve. 

F.  Issue accountability rosters to Granite Insurance Brokers 
Management for use at meeting point. 

G. Receive reports of zone(s) being clear of occupants from Granite 
Insurance Brokers Management. 

H. Assist emergency response personnel as requested. 

1. Provide information

2. Physically assist

I.  Assist Granite Insurance Brokers Management with accountability 
of occupants and staff at the rally point. 

J. Report to Granite Insurance Brokers Management when they 
arrive. 

1. Damages to building & equipment

2. Injuries to staff or occupants

3. List of any staff or occupants NOT accounted for during the
emergency
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SUPPLIES 

Stocking up now on emergency supplies can add to our safety and comfort 
during and after an earthquake or other catastrophic event. Store enough 
supplies for at least 72 hours. Keep supplies in a safe, waterproof, accessible 
location, in the building/office. 

Select a variety of foods: canned, pre-packaged, freeze-dried, dehydrated and 
unprocessed. Check expiration dates when purchasing. Purchase enough food 
for a minimum of two days for each employee. Select nutritious foods. With the 
exception of dried and canned foods, every four to six months you will need to 
rotate emergency supplies into daily food supplies of organization principals, 
managers or emergency team members. Mark all food packages with the date 
they were purchased. 

If you are going to store foods in the basement or in a garage or other approved 
structure, make sure to keep foods in tightly closed containers. Experts suggest a 
large plastic garbage can, which can be securely closed or fastened with a 
bungee cord. Keep canned goods off the ground to avoid rust. To minimize 
possible damage from earthquake shaking, store heavy goods close to the floor. 

PREPAREDNESS 

1. Have a battery-operated radio

2. Use employee cellular telephones

3. Phone lines that do not require electricity

SURVIVAL 

* Water (two quarts to one gallon per person)
* Food (packaged, canned, no-cook, and for special diets as needed)
* Can Opener (non-electric)
* Blankets or sleeping bags
* Tent
* Portable radio, flashlight and plenty of spare batteries
* Essential medication
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* Fire extinguisher (A-B-C type)
* Money

SANITATION SUPPLIES 
* Large plastic trash bags for trash, waste, water protection
* Heavy-duty aluminum foil
* Large trash cans
* Bar soap and liquid detergent
* Shampoo
* Toothpaste and toothbrushes
* Toilet paper
* Household bleach
* Newspaper (to wrap garbage and waste)
* Disinfectant

SAFETY AND COMFORT 
* Sturdy shoes
* Heavy gloves for clearing debris
* Candles and matches
* Extra clothing
* Knife
* Garden hose (for siphoning and fire fighting)

TOOLS AND SUPPLIES 
* Crescent wrench for turning off gas
* Ax, shovel, broom
* Screwdriver, pliers, hammers
* Plastic tape and sheeting
* Coil of 1/2" rope
* Tarp

COOKING 
* Barbecue, camp stove or chafing dish
* Plastic knives, forks, spoons
* Paper plates and cups
* Paper towels
* Fuel for cooking (charcoal, camp stove fuel, etc.)
* Waterproof matches
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Note: The above list may be used to promote earthquake preparedness for 
residents as well, but you will need to add the following items for that 
purpose: food, diapers, and personal hygiene items, feminine and infant 
supplies. 

FIRST AID SUPPLIES 
* First aid book
* Hydrogen peroxide
* Antibiotic ointment
* Alcohol swabs individually wrapped
* Antacid
* Diarrhea medication
* Syrup of Ipecac
* Eye drops
* Vitamin supplements
* Laxatives
* Band-Aids
* Clean rags or sheets torn into strips
* Ace bandages
* Butterfly bandages
* Rolled gauze
* (One of each 1", 2" and 3")
* Cotton tipped swabs
* Adhesive tape roll (1" wide)
* Bandages, sterile roll (2" x 4" wide)
* Three large triangular bandages
(36" x 36" x 50") 

THIRD STAGE 

C. The THIRD STAGE involves the development a facility recovery plan to 
quickly restore Granite Insurance Brokers after the disaster. This will be in 
place before the disaster to avoid any major disruption of business. It is 
extremely import to keep Granite Insurance Brokers financially stable and 
viable after the disaster.  
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DAMAGE ASSESSMENT AND RELOCATION 

A. General - critical functions 

1. A damage assessment task group, appointed by the Management Team,
will be comprised of staff that can assess the extent of damage to our
workplace.

2. Assist in the decision of whether the Recovery Plan should be activated. If
the plan is activated, this group will be responsible for securing temporary
facilities as needed, procuring equipment and materials, and facilitating
the relocation.

B. Damage assessment responsibilities include: 

* Identifying the people, resources, and functions affected by the
emergency condition.

* Estimating the extent of the damage.
* Estimating the duration of impairment.
* Identifying equipment and materials that could be made available for the

back-up location.
* Recommending acquisition of additional or replacement equipment and

personnel required for contingent operations.
* Determining the operational capability, if any, remaining at our existing

office or capacity at other offices.
* Determining status of the city's infrastructure, in an area-wide

emergency, such as freeways, access, and utilities, for both local offices
and potential relocation sites.

* Arranging for transportation of equipment and supplies to the back-up
site.

* Arranging for telephones, hook-ups, and support for computer operations
as needed.

C. Relocation Responsibilities: 

* Locating critical function task groups, and advising the Management
Team and team leaders on how to communicate with them.

* Contacting and informing couriers and mail operations of new delivery
locations.
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* Locating and preparing the back-up site
* Rallying sites:
* Local Command Centers:
* Wide Area Command Center
* Out-of-State Command Center

D. Granite Insurance Brokers recovery plan covers the following areas: 

1. Granite Insurance Brokers keeps copies of all-important documents off
site. These include lease agreements, contracts, financial records,
insurance policies, etc.

2. Granite Insurance Brokers has developed emergency financial
procedures.

4. Granite Insurance Brokers has arranged for alternative office facilities
before the occurrence of a disaster.

5. Granite Insurance Brokers has developed methods for networking with
federal, state and local services agencies and/or organizations.

6. Granite Insurance Brokers has obtained agreements with vendors and
customers for post-disaster operations.

Business operations are divided into two categories: those that are critical and 
must be resumed within the first 2-3 days, and those that are less critical and 
may be brought back over a longer time frame. Depending on the emergency, 
priorities may change somewhat, although critical functions would remain the 
same. 

COMPUTER OPERATIONS 

Restoration of computer operations will require essentially the same activities 
regardless of the extent of the disaster. 
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A. Lists of Equipment and Service Contracts 

1. Hardware (Computer Inventory)
a. Devices (Server, back-up unit, etc.)
b. Manufacturers
c. Model/serial numbers
d. Wiring specifications

2. Software Programs
a. Listings
b. Vendors with phone numbers, e-mail address
c. Specifications - Nightly backup of all computer systems, stored off-site.
d. Agency-generated modifications

B. Passwords (Supervisor and Server) & Vendor and Support Desk 
Phone Numbers 

1. Admin passwords should be kept in a safe and secure place.

2. Only the system administrator and manager should have access to these
passwords.

C. Back-Up & Verify Computer Data at Regular Intervals 

* Routine backup of any personal computer local hard drives to the network
with backup stored off-site. This is the responsibility of the individual user.

* Safety lights centrally located to assist in evacuation during power failure.
* Doors to storage rooms and all file cabinets should be closed nightly and

when not in use.
* Physically impaired employees are to notify a disaster recovery team

member to allow special assistance to be provided in the event of a
building evacuation.

* The term physically impaired includes, but is not limited to pregnancy, and
employees with limited mobility, heart or lung problems.

* Off-site storage of client lists, asset lists, forms, employee information.

E. Off-site / On-site location of backup media 
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GRANITE INSURANCE BROKERS 
EMPLOYEE PERSONAL CONTACT INFORMATION SHEET 

Name and Phone Number for: ________________________________________ 

Daycare/Babysitter: ________________________________________________ 

School: __________________________________________________________ 

Bus #: ____  Driver: ________________________________________________ 

School:  _________________________________________________________ 

Bus #: ____ Driver ________________________________________________ 

School: __________________________________________________________ 

Department of Transportation for Schools: ______________________________ 

After School Program: ______________________________________________ 

Local Hospital: ____________________________________________________ 

Spouse Work #: ___________________________________________________ 

*Family Phone Tree Contact: ________________________________________

*Establish a "Family Phone Tree" within your own family to assist with contacting
other relatives to let them know you are okay or that you need assistance. 
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GRANITE INSURANCE BROKERS 
Fire Protection Self-Audit Safety Questions 

YES - NO Do you have a fire prevention plan in operation with employees trained? 

YES - NO Does your fire prevention plan describe the type of fire protection equipment 
and/or systems? 

YES - NO Have you established practices and procedures to control potential fire hazards 
and ignition sources? 

YES - NO Are employees aware of the fire hazards of the materials and processes to which 
they are exposed? 

YES - NO Is there a written fire prevention plan that includes: 
(a) Proper handling and storage of flammable and combustible materials. 
(b) Control of potential ignition sources such as welding or smoking. 
(c) Name or job titles of employees assigned to fire prevention 

responsibilities. 
(d) Plan describes the type of fire protection equipment and/or systems. 
(e) Employee training program for fire prevention and emergencies. 

YES - NO Is your local fire department well acquainted with your facilities, location and 
specific hazards?  

YES - NO If you have a fire alarm system, is it certified as required? 

YES - NO If you have a fire alarm system, is it tested at least annually? 

YES - NO If you have interior standpipes and valves, are they inspected regularly? 

YES - NO If you have outside private fire hydrants, are they flushed at least once a year on 
a routine preventive maintenance schedule? 

YES - NO Are fire doors and shutters in good operating condition? 

YES - NO Are fire doors and shutters unobstructed and protected against obstructions, 
including their counterweights? 

YES - NO Are fire door and shutter fusible links place? 

YES - NO Are automatic sprinkler system control valves, air and water pressures checked 
weekly/periodically as required? 

YES - NO Is maintenance of automatic sprinkler systems assigned to responsible persons 
or to a sprinkler contractor? 



31 

Granite Insurance Brokers 
FIRE SAFETY AND EVACUATION PLAN 

YES - NO Are sprinkler heads protected by metal guards, when exposed to physical 
damage? 

YES - NO Is proper clearance maintained below sprinkler heads? 

YES - NO Are portable fire extinguishers provided in adequate number and type? 

YES - NO Are fire extinguishers mounted in readily accessible locations? 

YES - NO Are fire extinguishers recharged regularly and noted on the inspection tag? 

YES - NO Are employees periodically instructed in the use of extinguishers and fire 
protection procedures? 

GRANITE INSURANCE BROKERS 
Emergency Action Plan Self-Audit Safety Questions 

YES - NO Are you required to have an emergency action plan. 

YES - NO Have emergency escape procedures and routes been developed and 
communicated to all employers? 

YES - NO Do employees, who remain to operate critical plant operations before they 
evacuate, know the proper procedures? 

YES - NO Is the employee alarm system that provides a warning for emergency action 
recognizable and perceptible above ambient conditions? 

YES - NO Are alarm systems properly maintained and tested regularly? 

YES - NO Is the emergency action plan reviewed and revised periodically? 

Do employees know their responsibilities? 

YES - NO For reporting emergencies? 

YES - NO During an emergency? 

YES - NO For conducting rescue and medical duties? 

GRANITE INSURANCE BROKERS 
Reviewer’s Signature: ____________________________________________ 
Date Conducted: __________________________________________ 




