Example Training Script, Green Thumb Office Supply
Intro
In this video, you will learn about Green Thumb Office Supply’s emergency evacuation plan for fires.
Green Thumb Office Supply is required by law to create a detailed, written evacuation plan so all employees and customers can safely evacuate in the event of an emergency.
Because we care about the safety of our employees and our customers as much as we care about the environment, we have created this video to help you understand what to do in a fire emergency. In some parts of the U.S., our office buildings face the possibility of other emergencies related to natural disasters, such as floods, earthquakes, and hurricanes. However, fires are a threat to all offices, regardless of location. This video, therefore, is a corporate-wide training video to help you better understand our evacuation procedures. Because all Green Thumb Office Supply centers have the same layout and design, you will be able to take this understanding and training with you and safely evacuate from any of our more than 150 stores across the U.S.
In this video, you will learn about two evacuation procedures. the first, called Plan1, details the procedures if there is no visible smoke or flames and you can safely evacuate, The second, called Plan 2, details the procedures if a fire or smoke prevents you from exiting through the nearest exit and includes instructions for using a respiratory device.
 
[Plan 1]
 
All Green Thumb Office Supply centers are equipped with highly sensitive fire and smoke detectors that are regularly tested to ensure they work properly. When a smoke or fire alarm sounds and you do not see signs of flames or smoke, you should follow Plan 1. Plan 1 requires you to do the following:
Step 1: Stop what you are doing. If you are in the middle of a transaction with a customer, or in the middle of a meeting, stop these activities immediately. Put down anything that is in your hands, such as products you are stocking or items you are ringing up.
Step 2: Immediately walk to the nearest exit. Here you see a floorplan of our store’s layout. Note the front entrances, which will remain open during a fire, and the back entrances, which have doors that are to remain unlocked during normal business hours. When smoke and fire alarms sound, the emergency exit lights installed in all Green Thumb Office Supply stores will activate to help show you the safest way to safety.
If you are helping a customer, please notify them that they must immediately evacuate the building. Ask them to walk with you to the closest exit.
Step 3: Continue walking to the designated safe area, which is the northeastern corner of the Green Thumb Office Supply parking lot. As you can see, this area does not allow parking and remains unobstructed at all times.
You may notice that your two on-duty managers do not evacuate with you. This is because there are other safety procedures that management must follow to ensure that the building has been safely evacuated by all employees and customers.
Step 4: Take a headcount of all of your fellow employees. Is someone missing? You will need to relay this information to your manager when they exit the building and conduct a final headcount.
Step 5: Remain outside until the local fire or police department determines the store is safe.
 
[Plan 2]
 
If a fire or smoke prevents you from exiting through the nearest exit, then you should follow Plan 2. Plan 2 requires you to do the following:
Step 1: Stop what you are doing. If you are in the middle of a transaction with a customer, or in the middle of a meeting, stop these activities immediately. Put down anything that is in your hands, such as products you are stocking or items you are ringing up.
Step 2: Identify the areas of smoke or fire. If you can safely exit through the nearest exit, then do so. Follow all evacuation procedures from Plan 1.
If you cannot safely exit due to fire or smoke, then continue with Plan 2.
Step 3: Green Thumb Office Supply has respirators located in the front and the back of the store. Here is a map of their locations. If smoke has filled the room, then grab one of these respirators and place it over your nose and mouth as shown. Be sure to tighten the straps.
After this video, you will practice putting on a respirator so that you feel comfortable doing so in an emergency situation.
Step 4: Once you are equipped with a respirator, give them to any customers or other employees who need one. After this video, you will practice helping others put on a respirator so that you feel comfortable doing so in an emergency situation.
Step 5: If you can now safely walk through the store and to a safe exit, do so. If you cannot safely walk through the store to a safe exit because it is blocked by fire, which is a rare occurrence, then use one of Green Thumb Office Supply’s fire safety blankets. These blankets are located next to the respirators in each of the locations indicated on the map.
Step 6: Remain on the floor and under this blanket until the local fire department can locate you. Your blanket will have a light and reflector on it to help first responders locate you. Your managers will notify authorities that you are missing, and will also let them know the area of the store where you were last seen.
After this video, you will practice putting on and taking off respirators. You will also practice helping others put on a respirator. If you have any questions, you will be able to ask a manager at this time. Please make sure that you sign your training form, which states that you have received fire safety training. And remember: you can watch this video as many times as necessary. A link will be sent to your Green Thumb Office Supply email (or, if you are a GTOS vendor, a link will be sent to your email on file).
You should now know how to safely evacuate from your building. Green Thumb Office Supply thanks you for taking the safety of others seriously. A fire is a rare occurrence, but one we must all plan for.
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