CITY OF NEW ORLEANS
CHIEF ADMINISTRATIVE OFFICE
POLICY MEMORANDUM NO. 55(R)

I.

September 2, 2003

TO:

All Departments, Boards, Agencies, and Commissions

FROM:

Charles L. Rice, Jr., Chief Administrative Officer

SUBJECT:

EMERGENCY EVACUATION PLAN

PURPOSE.
This is re-issued to revise emergency evacuation procedures for City
buildings. In an emergency, agencies shall follow the emergency evacuation
plan developed by the Fire Department. Where necessary, agencies shall
develop and implement internal procedures to supplement the overall plan.

II.

PROCEDURES.
A. During a fire alarm and certain other emergency situations, building
elevators will not be available for evacuation. Everyone must take
the alarm seriously and leave the building in an orderly fashion as
quickly as possible. Provisions must be made to evacuate those who
are unable to use the stairs or otherwise prevented from using their
normal means of exiting the building.
B. Monitors. A floor monitor and an assistant floor monitor must be
appointed for each wing of each floor of City Hall and the Police
Complex. Additionally, alternates must be appointed for all floor
monitors and assistants. All monitors are responsible for ensuring
orderly evacuation, initial response to the emergency, and notifying
Security and Fire personnel of person who need assistance. Each
agency shall notify OEP and CAO of the names and pertinent
information of the monitors, assistants and alternates.
C. Evacuation of handicapped. Any employee who is unable to use the
stairs must notify the floor monitor. The floor monitor shall
complete the attached Life Hazard form and send it by facsimile to
Property Management-Security. It is essential that the Life Hazard
list be kept up to date at all times. Anyone who is even temporarily
unable to use the stairs must notify the monitor. Those who regain
ability to descend the stairs should be removed from the list. The
disabled person is responsible for informing the monitor and the
monitor for informing Security. The Life Hazard list will become a
part of the Fire Pak kept in the Security Office.

III.

TRAINING.
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Floor monitors, assistant floor monitors, and alternates will be trained
by a team from the Fire Department, Police Department, Office of Emergency
preparedness (OEP) of the Chief Administrative Office, and the Human
Relations Commission. Training, which will include specifics for the
evacuation plan, usage of fire extinguishers, and contact with emergency
personnel, will take place every two years or as needed. Building
evacuation plans are available for City hall and the Police Complex.
Evacuation plans for other building shall be developed upon request.
IV.

EQUIPMENT.
Lift chairs shall be available in the Security Office of multi-story
buildings. These chairs will be used to transport persons who cannot
evacuate without assistance.

V.

MISCELLANEOUS.
A. The floor monitors and their assistants shall ensure that the
stairwells and other access area to the stairwells are kept clear of
debris. Those sites needing attention should be reported to the
Property Management Department, Public Buildings Division, at 8964730. Nothing is to be stored in the stairwells or access areas to
stairwells, such as corridors. Doors to the stairwells must be kept
closed.
B. The floor monitors are encouraged to hold their own training
sessions for their area of responsibility. Recommended topics for
discussion are internal evacuation procedures, using fire
extinguishers, reporting procedures for those who cannot walk down
the stairs, and timely exit of the building upon the floor monitor’s
notification. The Office of Emergency Preparedness and other City
agencies will assist in training endeavors upon request.
C. In case of an emergency evacuation, employees should be mindful of
the possibility of visitors with disabilities who will require
assistance in leaving the building. At the time of building
evacuation, if there are persons present who cannot use the stairs
and who require expert assistance in exiting, the building security
guards should be notified of the location of anyone who needs
assistance.
D. In multi-story buildings, the floor monitors and the assistants
should be aware of employees with disabilities who will require
assistance during an emergency evacuation. The floor monitor should
ensure that the individual with a disability is moved to an easily
identified location, such as the stairwell.
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