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1. Plan Basics

2. Evacuation

3. Shelter-in-Place

4. Additional Best Practices

5. Life Safety/Emergency Response Updates

Emergency Response Training Goals
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Onsite volunteer responders 
are a vital link in life safety-

YOU bridge the gap between 
an event and safety until help 
arrives.
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In almost every case, protecting life safety means knowing how 
to activate your plan.
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Types of Emergencies and Activating Plan 

Tornadoes or dangerous weather eventsTornadoes or dangerous weather events

Calls to 9-1-1Calls to 9-1-1

Threats/Workplace Violence IncidentsThreats/Workplace Violence Incidents

Fire alarmsFire alarms
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Disaster Management and Emergency Response Plan

Plan ElementsPlan Elements

Immediate procedures to protect teammate safety.
• Covers entire facility
• Preparedness & Response efforts
• Evacuation procedures
• Shelter-in-place procedures
• Annotated floor plan(s)
• Designates onsite responders
• AED Machine(s)

Immediate procedures to protect teammate safety.
• Covers entire facility
• Preparedness & Response efforts
• Evacuation procedures
• Shelter-in-place procedures
• Annotated floor plan(s)
• Designates onsite responders
• AED Machine(s)

Business 
as Usual

Business 
as UsualEmergency 

Response 
Plan

Business 
Continuity 

Plans 

Disaster Management Timeline

Event
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Evacuation Quick Reference Steps- All Teammates
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• Pull fire alarm

• Remain calm, alert others

• If possible, take belongings (also keep a pair of flats/shoes at desk)

• Assist others that might need help or report to designated interior area of refuge

• Remain low if encountering smoke

• Use closest stairs to evacuate building (stay to the right side of stairwell)

• Report to exterior assembly location (stay away from building and main drive lanes)

• Check-in with teammate responders for accountability 

• Follow instructions from teammate responders

• Reenter the building when given the “all clear”

• Pull fire alarm

• Remain calm, alert others

• If possible, take belongings (also keep a pair of flats/shoes at desk)

• Assist others that might need help or report to designated interior area of refuge

• Remain low if encountering smoke

• Use closest stairs to evacuate building (stay to the right side of stairwell)
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• Follow instructions from teammate responders

• Reenter the building when given the “all clear”
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Evacuation  

• Do not prop or leave open fire doors

• Do not block exit routes nor exit doors

• Do not question if the alarm is “real”

• Do not run

• Do not use the elevator 

• Do not return to your department to 
retrieve personal belongings

• Do not exit on left side of stairwell

• Do not prop or leave open fire doors

• Do not block exit routes nor exit doors

• Do not question if the alarm is “real”

• Do not run

• Do not use the elevator 

• Do not return to your department to 
retrieve personal belongings

• Do not exit on left side of stairwell

• Do not assume your teammate 
responder knows you’ve evacuated

• Do not go to your vehicle

• Do not leave the exterior assembly area 
until instructed

• Do not reenter the building until given 
“all clear” by teammate responder

• Do not take pictures

• Do not assume your teammate 
responder knows you’ve evacuated

• Do not go to your vehicle

• Do not leave the exterior assembly area 
until instructed

• Do not reenter the building until given 
“all clear” by teammate responder

• Do not take pictures
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Evacuation Best Practice Tips- RESPONDERS
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AccountabilityAccountability

• Verify all occupants evacuated
• Update roster and visitor sign-in 

logs
• Teammate responder contact 

info and communication process
• Exterior assembly by floor/work 

space/organized by manager

• Verify all occupants evacuated
• Update roster and visitor sign-in 

logs
• Teammate responder contact 

info and communication process
• Exterior assembly by floor/work 

space/organized by manager

RecoveryRecovery

• Consider activation of LOB 
recovery plan*

• Consider LOB alternate work 
strategies*

*These actions are part of the Business Continuity 
Plan and are not part of the emergency plan

• Consider activation of LOB 
recovery plan*

• Consider LOB alternate work 
strategies*

*These actions are part of the Business Continuity 
Plan and are not part of the emergency plan

EvacuationEvacuation

• Assign teammate responder 
roles

• Ensure adequate number of 
responders

• Evacuation actions
• Buddy system
• Safe areas of refuge
• Clear exit routes and doors
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Riverview Center Life Safety Floor Plan - 1st Floor
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Evacuation- Exterior Safe Assembly Location
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Shelter-in-Place (SiP) Quick Reference Steps- All Teammates
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• Remain calm, alert others

• If possible, take cell phone and sheltering supplies

• Assist others that might need help

• Report to closest SiP location (stay away from glass/windows), if impassable, get to 
the interior most room and take shelter under sturdy furniture

• Check-in with teammate responders for accountability 

• Sheltering from tornado- in a crouched position, face the wall and cover head with 
hands

• Follow instructions from teammate responders

• Stay in the SiP location until instructed by 
teammate responder

• Remain calm, alert others
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hands

• Follow instructions from teammate responders

• Stay in the SiP location until instructed by 
teammate responder
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SiP

• Do not think it can’t happen here

• Do not question building 
announcements 

• Do not hesitate you may only have    
2-3 minutes of advanced warning

• Do not run

• Do not think it can’t happen here

• Do not question building 
announcements 

• Do not hesitate you may only have    
2-3 minutes of advanced warning

• Do not run

• Do not return to your department to 
retrieve personal belongings

• Do not assume your teammate 
responder knows you’ve evacuated

• Do not leave the SiP area until 
instructed by teammate responder

• Do not take pictures

• Do not return to your department to 
retrieve personal belongings

• Do not assume your teammate 
responder knows you’ve evacuated

• Do not leave the SiP area until 
instructed by teammate responder

• Do not take pictures
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SiP Best Practice Tips- RESPONDERS
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AccountabilityAccountability

• Verify all occupants sheltered
• Update roster and visitor sign-in 

logs
• Notify teammates outside or who 

are traveling in the area
• Teammate responder contact info 

and communication process
• Organize by manager/supervisor

• Verify all occupants sheltered
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logs
• Notify teammates outside or who 

are traveling in the area
• Teammate responder contact info 

and communication process
• Organize by manager/supervisor

RecoveryRecovery

• Consider activation of LOB 
recovery plan*

• Consider LOB alternate work 
strategies*

*These actions are part of the Business Continuity 
Plan and are not part of the emergency plan

• Consider activation of LOB 
recovery plan*

• Consider LOB alternate work 
strategies*

*These actions are part of the Business Continuity 
Plan and are not part of the emergency plan

SiPSiP

• Assign teammate responder 
roles

• Ensure adequate number of 
responders

• Stay away from glass/windows
• Do not leave SiP location 
• Situational awareness
• Report other hazards
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Shelter-in-Place (SiP) – Stay Away from Glass/Windows

Heritage-SunTrust Location (Atlanta, GA) – Tornado Damage
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Shelter-in-Place (SIP) – Riverview Center Life Safety Floor Plan – 4th Floor
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Plan Best Practice Tips- RESPONDERS
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Alert NotificationsAlert Notifications
• Distinctive SiP vs evacuation 

sounds

• Ensure correct Workday info

• Understand ‘SIREN’ 

• Download reliable weather 
notification apps-
county/NOAA/ARC

• Distinctive SiP vs evacuation 
sounds

• Ensure correct Workday info

• Understand ‘SIREN’ 

• Download reliable weather 
notification apps-
county/NOAA/ARC

AwarenessAwareness
• Build awareness

• Encourage others to volunteer

• Meet with the entire responder 
team

• Build awareness

• Encourage others to volunteer

• Meet with the entire responder 
team

Teammate RespondersTeammate Responders

• Assign 1 responder to 20 
teammates per shift, minimum

• Assign teammate responders to 
different tasks
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1. Report an Emergency

2. Report Non-Emergency

3. Update Workday Info

4. SIREN Article

Additional Emergency Response Best Practices Tips
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hSTIhSTI

1. Call: 911, SIOC (980) 233-9825, Manager

2. Complete Teammate Concern Form

3. Update Workday Information

4. Spotlight Article 

hBBThBBT

1. Call: 911, SIOC (980) 233-9825, Manager

2. Complete Physical Security Notification Form

3. Update Personal Information
Update Workday Location/Space Code

4. Archived 7/15/20 The Hub Article 
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SIREN Alert Example- Fire Alert Notification
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SIREN Alert Example- Weather Teammate Accountability

20



[-Internal-]

Truist Emergency Response Program Overview
Formal Plan Oversight

Truist Emergency Responder Terminology 
Life Safety = Emergency Response

Life Safety Team = Volunteer Emergency Response Team (VERT)

AED Coordinator = AED Inspector

Building Lead =  Incident Commander

Site Manager = Emergency Team Leader

Floor Sweep, Stairwell Monitor, First Down = Emergency Responders

Life Safety/Emergency Response Updates
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Safety is Everyone’s Responsibility
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Safety Starts With You

Questions? 
Thank You


