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It has been more than 7 years since the inception of the Emergency Action Plan 
Director Certification program.  The program has been highly successful and 
recognized throughout the country. 

We recognize the positive aspects of the current program; however, we 
recognize the necessity of upgrading safety by implementing this new test.  
Therefore, we are adopting new, important concepts including alternative 
actions. The FDNY has created categories for each of these. They are 
“recommended”, “acceptable” and “unacceptable”. These categories are found 
in this study guide, and frame many possible emergency action scenarios. 

Currently, any proposed course of action is accepted to pass the EAP test; 
however, it is obvious that some actions will are better than others. There are 
also certain actions which are predictably harmful.   

We also recognize that actions to be taken in the affected areas that experience 
the immediate impact/effect by the threat may differ from the rest of the 
building depending upon circumstances of the threat. The old test treated the 
building as a whole.  It will enhance safety by understanding that different 
actions may be more or less appropriate under varying circumstances.  
 
The Fire Safety Director On-Site Examination includes questions on the 
following topic areas: 

Part I. Building Knowledge 

 

Part II. Fire Command Center & Elevator Demonstration  

 

 

Part III. Non-Fire Emergency Scenarios 

 

Part IV. Knowledge of Training Requirement 
 
  

Updates 
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STUDY MATERIAL AND EXAM DESCRIPTION 
  

About the Study Material 
This study guide is intended to introduce the Fire Safety/Emergency Action 
Plan Director (FS/EAP Director) applicant to the topic areas that will be covered 
on the FS/EAP Director Certificate of Fitness On-Site Examination. It is just a 
general overview of the topic areas and is not intended to be a comprehensive 
guide during an emergency. The applicant must conduct additional research for 
his or her own building components and obtain additional study materials to 
prepare for the exam. Additional materials could be referred to the official 
bibliography for the F-59 Exam listed in the Appendix I. 
 
This study guide includes information taken from the New York City Fire Code 
and Fire Rules. The study guide does not contain all the information the 
applicant is required to know in order to work efficiently and safely during an 
emergency. It is the applicant’s responsibility to become familiar with all 
applicable laws, rules and regulations of the federal, state and city agencies 
having jurisdiction in his or her premises/property, even though such 
requirements are not included in this study guide. The applicant needs to be 
familiar with the applicable sections of the New York City Fire Code and Fire 
Rules and the materials listed in the Appendix I in order to adequately prepare 
for the exam. You must also be able to understand and apply the rules and 
procedures contained in this study guide to help increase the chances of 
receiving a passing score.  
 
This study guide or any other study materials or personal notes are NOT 
allowed during the FS/EAP Director On-Site Exam.  
 

About the On-Site Exam 
(1) Schedule the On-Site exam 

A candidate's supervisor, building manager or property owner must submit the 
request to schedule an On-Site FS/EAP Director Exam. Candidates cannot 
schedule their own exams. To qualify for the FS/EAP Director On-Site Exam, 
all the following condition must be met:  

(1) The candidate must pass the FDNY FS/EAP Director certificate of 
fitness computer based exam (Z-59 exam) and receive the FDNY 
letter of passing the Z-59 exam. 

(2) The building’s Comprehensive Fire Safety and Emergency Action 
Plan is accepted by the FDNY. 

The first attempt of the On-Site exam should be scheduled within a 6 month 
period from the date that the candidate receives the FDNY Z-59 letter indicating 
a passing grade. In addition, any other appointment for scheduling the On-Site 
exam must be requested within a one (1) year period from the date that the 
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candidate receives the FDNY Z-59 letter indicating a passing grade. This letter 
is NOT RENEWABLE.   

The supervisor or the building manager or property owner should request the 
On-Site Exam appointment through the following link providing that the 
building has a current FDNY approved Fire Safety and Evacuation Plan on file: 

http://www1.nyc.gov/nyc-resources/service/1602/emergency-action-plan-eap-
director-on-site-test  

No telephone, email or fax appointment requests will be accepted. 

In the case of hardship, an emergency overtime test Monday to Friday after 5:00 
PM or on Saturday can be requested. Additional overtime expenses will be 
charged. 

Applicants are allowed to be certified at 2 separate locations at one time without 
special restrictions. Applicants that work in 3 or more locations must apply for 
a modification/variance. A $200 non-refundable fee is required with each 
application Email pubcert@fdny.nyc.gov for further info about multiple (more 
than 2) certifications. Applicants participating in the variance program are 
required to retake an On-Site Exam at each premises in order to renew COFs.  

(2) Cancel the On-Site Exam 
All requests for cancellations shall be submitted via email only to High-
Rise@fdny.nyc.gov. Please note "Request for Cancellation" in the subject of the 
email and provide all the pertinent information regarding the candidate in the 
email so that the cancellation can be expedited. The building will be charged the 
On-Site test fee if cancelled less than 72 hours prior to the On-Site Exam. 
Any candidate canceling three (3) On-Site exams will not be allowed to 
schedule an On-Site exam until after 6 months following the third 
cancellation. 

If the supervisor or the building manager needs to reschedule the candidate, the 
cancellation must be submitted. After the cancellation is confirmed by the High 
Rise Unit, the supervisor or the building manager could schedule the On-Site 
Exam again. Requests to reschedule the On-Site exam must be 7 to 10 business 
days after cancellation. 

(3) On-Site Exam environment 
In order to maximize the candidate’s testing performance, the candidate or the 
supervisor must arrange a suitable environment for the FDNY inspector to 
administer the On-Site Exam.  
A suitable testing environment includes but is not limited to: 

• adequate room lighting 
• adequate ventilation 
• comfortable seating and clean work surfaces for the candidate to take 

notes and answer the questions. 
• minimum noise and no distractions during testing 
• alarms and announcements will be sounded at various points during this 

Exam, refer to “(4) During the FS/EAP Director On-Site Exam”. 

http://www1.nyc.gov/nyc-resources/service/1602/emergency-action-plan-eap-director-on-site-test
http://www1.nyc.gov/nyc-resources/service/1602/emergency-action-plan-eap-director-on-site-test
mailto:High-Rise@fdny.nyc.gov
mailto:High-Rise@fdny.nyc.gov
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The average testing time of the On-Site Exam is approximately 2.5 hours. The 
testing environment should be expected to be occupied for at least 2.5 hours.  
FDNY inspectors have the right to move the candidate to a proper testing 
environment. 

(4) During the FS/EAP Director On-Site Exam 
Before the On-Site Exam, the most recent EAP plan must be available to the 
FDNY inspector, including: 

• Building Information Card (BIC); 
• Fire Safety and Evacuation Plan and;  
• Comprehensive Fire Safety and Emergency Action Plan.  

The candidate also needs to present to the FDNY inspector a valid F-58 or F-25 
Certificate of Fitness for the same address where the Fire Safety and Emergency 
Action Plan On-Site is being conducted. Failure to produce the required 
documents prior to the On-Site Exam can result in termination of the exam. 
The On-Site exam fee will be charged. 

The On-Site Exam is to be conducted between the inspector and the candidate 
ONLY. However, in order to demonstrate the required skills in the second part of 
the On Site Exam, there should be at least another EAP staff/the building 
critical operational staff (e.g. EAP brigade member, EAP floor warden, FSD) 
on the premises. The inspector will give a specific instruction to the staff 
stating the assistance he/she should provide. The building staff must not assist 
any action other than the inspector’s instruction during the On Site Exam.  

The FS/EAP Director On-Site exam is an oral and practical test. For the oral 
test, the candidate will be required to answer various questions, which are 
referenced in this study material; however, no study materials or 
personal/outside notes are allowed at any time during the On-Site Exam. 

The FS/EAP Director On-Site Exam contains the following parts: 

 

Part I. Building Knowledge 

Part II. Fire Command Center & Elevator Demonstration  

Part III. Non-Fire Emergency Scenarios 

Part IV. Knowledge of Training Requirements 

 

In the first session of the On-Site exam, the candidate will be required to 
answer site specific questions related to the building operation. 

In the second session of the On-Site exam, the candidate will also be directed to 
practically demonstrate how the Fire Command Center operates and how to 
operate an elevator in Phase I service mode and Independent mode. The 
candidate is required to secure the appropriate approvals from the building’s 
management before the Inspector arrives to administer the exam. 
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The building’s management must allow the candidate to demonstrate the 
required skills, including but not limited to the following: 

(1) Manually activate the fire alarm tone; 
(2) Perform the announcement to the occupants; 
(3) Perform the communication with the EAP staff and the building 

critical operational staff; 
(4) Perform the Phase I and Independent Mode elevator operation.  

If the building’s management prohibits the candidate from demonstrating the 
required skills, the exam will be terminated. The failure will be designated to be 
a building failure and will not count as a failing score pertaining to the 
candidate, but the On-Site exam fee will be charged. 

The candidate must instruct building employees who are posted at or near the 
Fire Command Center to remain silent while he/she is answering questions or 
demonstrating the required skills. If any other person answers questions that 
the candidate is required to answer, instructs the candidate on how to perform 
the required skills or interferes with the exam in any manner, the candidate will 
NOT receive credit for those questions. 

In the third session of the On-Site exam, the candidate will be presented with a 
specific non-fire emergency scenario and directed to state the actions that the 
candidate would take should this scenario occur. The inspector will read each 
part of the scenario and then wait for the candidate’s responses before 
proceeding to the subsequent parts of the scenario. The candidate is allowed to 
take notes while the inspector is reading the scenario. Inspectors will provide 
paper for the candidate to take notes. The candidate will be directed by the 
inspector as to which sections are allowed for notes taking. The candidate will 
be given approximately 7 minutes to prepare his/her responses on the note that 
the inspector provides. After the preparation time, the candidate must verbally 
state his/her answers in order to receive credit. The inspector will repeat the 
scenario at the candidate’s request.  

When stating answers, the candidate should state all the actions that are 
required to be taken. The candidate must be as specific as possible and must 
not assume that actions were taken by others. Candidates should explain all 
their actions in detail from the beginning of the incident/emergency to the very 
end. The inspector may ask the candidate to restate and/or explain the given 
answers. The candidate must inform the inspector when he/she is satisfied with 
the answers provided and is finished stating all of the complete answers. The 
candidate must return the notes to the inspector when the scenario is 
completed. 
In the fourth session of the On-Site exam, The candidate is required to 
demonstrate his/her ability to train a staff member as part of the On-Site Exam. 
During the On-Site Exam, the candidate will be required to present initial 
training for one of the following staff members: (1) deputy FS/EAP directors; 
(2)FS/EAP building evacuation supervisors; (3)FS/EAP floor wardens; (4)deputy 
EAP floor wardens; (5)EAP brigade members. The staff member(s) will be 
designated by the inspector upon this test segment.  
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(5) On-Site Exam Grading 
Different weightings are assigned for different questions. For example, there are 
mandatory questions and important questions in the On-Site exam. All 
candidates must receive a score of at least 70% and pass all mandatory 
questions.  The applicants will retain their current FSD (F-58 or F-25) 
while certified as an FS/EAP Director. If the candidate does not pass any 
mandatory question or failed two important questions, the candidate will 
NOT receive a passing score. The mandatory questions in the FS/EAP On-Site 
exam are building specific questions where a practical demonstration will be 
required. The important questions are generic questions for the actions that 
must be explained as part of the answer to a question or scenario.  

The inspectors only record the candidate’s VERBAL answers but do not 
grade the exams. The On-Site exam will be graded by a third party unit at the 
FDNY. If you feel the examiner did not provide a fair opportunity, you may file a 
complaint by email. We assure that all complaints will be kept confidential.  

Your complaints and/or concerns regarding the administration of the On-
Site exam must be:  

• received by email within 24 hours of your On-Site exam 

• address your complaints to pubcert@fdny.nyc.gov  

• subject line of FS/EAP Director Onsite Complaint 

• In the body of the email please include  

1. Your full name  

2. Your Social Security number 

3. The date the On-Site Exam occurred  

4. Describe the specific issue in detail  

 

The grading processing may take from six (6) to eight (8) weeks. The exam 
results will be mailed to the candidate’s home address as indicated on the 
A-20 application filled out during the On-Site exam. If the candidate fails, 
the failure notices will also be mailed to the Building’s manager. 
 

(6) The Consequence of Failing the On-Site Exam  
If the candidate fails the On-Site exam, the fee will not be refunded. Applicants 
will be permitted to take two (2) On-Site Exams; however, applications for a 
second On-Site Exam must be filed within the one (1) year valid period from the 
date the candidate passed the computer based exam.  
 
If the candidate does not pass the examination after the second attempt, 
the candidate will be required to start the application process from the 
beginning by retaking the Fire Safety/Emergency Action Plan Director course 
and retaking the Z-59 Certificate of Fitness computer based examination.  
 

mailto:pubcert@fdny.nyc.gov
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Renewal Information 
This Certificate of Fitness must be renewed every THREE YEARS. Remember 
to RENEW TWO C of Fs, FSD AND FS/EAP C of Fs, upon their renewals. A 
Fire Safety/Emergency Action Plan Director (F-59 C of F holder) must maintain 
TWO valid Certificate of Finesses, the F-58/F-25 (Fire Safety Director) C of F 
AND the F-59 (FS/EAP Director) C of F, for the same premises. Holding a valid 
F-59 C of F but without renewing the F-58/F-25 C of F is not qualified to serve 
as an FS/EAP Director.  
 
Refer to the Notice of Exam for other detail: 
http://www.nyc.gov/html/fdny/pdf/cof_study_material/f_59_noe.pdf 
   

http://www.nyc.gov/html/fdny/pdf/cof_study_material/f_59_noe.pdf
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INTRODUCTION AND HISTORICAL EVENTS 
Based on Local Law 26 of 2004, RCNY 3 §6-02 of 2006 was adopted. The Fire 
Rule requires that the owner of each office building or occupancy required to 
have an Emergency Action Plan (EAP) should also designate a Fire 
Safety/Emergency Action Plan (FS/EAP) Director.   

The Rule 6-02 mandates that the owner of a building subject to its 
requirements be fully prepared to respond to non-fire emergencies. The owner 
must ensure the development of training and drills as well as procedures for 
sheltering occupants in place, relocating occupants within the building and 
implementing partial and full evacuation. The Rule establishes specific 
requirements as to the form and content of the EAP. It requires the FS/EAP 
Director be authorized to implement the EAP.  

Most of the time, emergency officials will be on the scene to assume 
responsibility for making the emergency action decisions; however, there may 
be situations that cause response of emergency personnel to be delayed or 
prevented. In that case, the responsibility and authority to choose the 
proper EAP action rests with the FS/EAP Director. The decision of the 
action(s) shall be based on an analysis of circumstances (i.e. consulting with the 
EAP brigade members and gathering information from the building occupants, 
media or  local authorities) as to which such action would best ensure the 
safety of the building and its occupants. 

The most general concern is whether there was an event that already 
compromised the integrity of the building systems and the safety of its 
occupants, or if there is the potential for one to occur. As previously mentioned, 
FS/EAP On-Site test credits the candidates for four types of EAP actions 
(shelter in place, in-building relocation, partial evacuation and full evacuation); 
however, based on the real life emergency situations that have occurred in the 
past few years, the Fire Department recognizes that not all EAP actions are 
suitable for every situation. Some improper actions may cause more injuries or 
damages. As a result, this booklet is designed to provide general guidance for 
the FS/EAP Director to select the immediate actions based on different 
emergencies BEFORE the emergency personnel arrive at the scene or 
provide instructions. The study guide’s purpose is to provide a framework for 
acceptable courses of action in non-fire emergency situations. It is NOT the 
purpose to provide unbending, absolute rules for situations in which there 
are a great many variables. 
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The following real life emergencies provide a discussion of the proper actions 
that the FDNY recommends and improper actions that an FS/EAP Director 
should avoid. 

Compliance with orders of lawful authorities. 
The owner, fire safety/EAP Director and all other EAP staff and building 
occupants shall comply with the orders of the Fire Department or other 
incident commander or emergency response personnel should such 
incident commander or emergency response personnel be present at the 
building. 
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Real life emergency I: Natural gas leaked and exploded indoors 
(New York, NY) 

 
On 3/12/2014, Con Edison received a call from a resident at a building in East 
Harlem reporting a (natural) gas leak around 9:13 a.m. Seventeen minutes later, 
the gas leak led to an explosion and knocked down two 5-story buildings. The 
accident killed at least eight people and injured at least 70 others. 

If a natural gas leak occurs in a building requiring an EAP plan, what actions 
should the building’s FS/EAP Director both take and avoid? 

Natural gas leaks have caused deadly catastrophes. If an explosion occurs, the 
whole building may collapse, implementing a shelter in place or an in-building 
relocation will not save the occupants from injuries. The FDNY strongly 
recommends that once a suspected carbon monoxide or natural gas line leak 
throughout the building is reported, the FS/EAP Director should fully evacuate 
the whole building through a safe exit and follow the authority’s (e.g. FDNY) 
instructions for the further actions.  
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Real life emergency II:  Gas leaked and exploded outdoors  
(Kaohsiung, Taiwan) 

 
A smell of natural gas and white smoke began coming out of manholes on 
streets on 7/31/2014 at 8:46 p.m., and a series of explosions started around 
midnight. The blasts ripped up roads, trapped and overturned cars and fire 
trucks, and caused a blackout to the electrical grid. About 10 miles of road 
length were damaged. The explosions reportedly blew cars high up in the air; 
some vehicles and victims were found at the rooftops of buildings three or four 
stories high. Thirty one people were killed and 309 others were injured. 

If a natural gas leak occurs outside a building requiring an EAP plan, what 
actions should the building’s FS/EAP Director both take and avoid?  

If a natural gas leak occurs in the immediate area of the building, sheltering the 
occupants in or near the affected area (e.g. lobby, window areas) may expose 
them to a higher risk of injuries. The occupants may be injured from the 
shattering glass and other debris. The FDNY highly recommends the FS/EAP 
Director to move the occupants out of the affected area to a safe in-building 
relocation area. In addition, all the occupants should be warned to avoid the 
location affected by the natural gas leak.  

 
  



 

11 
 

Real life emergency III: Bomb exploded outdoors (Boston, MA) 

 

 

 

 
 

On 04/15/2013, two pressure cooker bombs exploded during the Boston 
Marathon at 2:49 pm EDT, killing 3 people and injuring an estimated 264 
others. 

If a bomb explosion happens outside a building requiring an EAP plan, what 
actions should the building’s FS/EAP Director both take and avoid? 

If a bomb explosion happened in the immediate area of the building, sheltering 
the occupants in place of the affected area (e.g. lobby or window areas) will 
expose them to a higher risk of injuries.  For example, occupants may get 
injured from the debris or there might be a second explosion that causes more 
damage. The FDNY highly recommends the FS/EAP Director relocate the 
occupants to safe areas within the building.  
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Real life emergency IV: Car crash, building structural damage  
(Seattle, WA) 

 

 
On 8/28/2014, an SUV drove into a hair salon in a historic building, injuring 
seven people. The structural integrity of the historic building may be 
compromised after a concrete support pillar was demolished. 

If a crash happens to a building requiring an EAP plan, what actions should the 
building’s FS/EAP Director take and avoid? 

The car crash may cause a collapse of the building.  In this case, sheltering in 
place will put the building occupants in great danger. The FDNY highly 
recommends that the FS/EAP Director implement a full evacuation if the whole 
building is considered to be compromised. 
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DEFINITION 
ACTIVE SHOOTER. An individual actively engaged in killing or attempting to 
kill people in a confined and populated area. Active shooters use firearms, 
explosives, fire, or other deadly weapons and there is often no pattern of method 
to their selection of victims. 

AFFECTED AREA (as defined for testing purposes). The area(s) that may be in 
close proximity to the threat/incident and experience the immediate impact of 
the threat/incident. 

ASSEMBLY AREA. A designated outdoor area to which building occupants are 
directed to report upon implementation of a partial evacuation or evacuation in 
accordance with a 
fire safety and evacuation plan or an emergency action plan. 
BUILDING OCCUPANTS. All persons in the building, including employees, 
building 
personnel and visitors. 
CRITICAL OPERATIONS STAFF. Building personnel or other building 
occupants designated to remain after the emergency action plan is implemented 
to perform or shut down critical operations, or perform essential services, before 
they shelter in place, relocate in building or evacuate. 
DEPUTY FIRE SAFETY/EAP DIRECTOR. One (1) or more employees 
designated by the owner as qualified and trained to perform the duties of such 
position in accordance with the requirements of this section and R404-02, and 
who possesses the requisite qualifications and training, as set forth in R113-03. 
EAP DRILL. A training exercise by which building occupants are familiarized 
with and/or practice the procedures for safe, orderly and expeditious sheltering 
in place, in-building relocation, partial evacuation or evacuation, in accordance 
with the emergency action plan, and to evaluate the efficiency and effectiveness 
of the implementation of such plan.  
EAP STAFF. The individuals identified in an emergency action plan as 
responsible for the implementation of such plan, including but not limited to 
the fire safety/EAP director, deputy fire safety/EAP director, EAP building 
evacuation supervisor, EAP wardens, deputy EAP wardens, EAP searchers, 
members of the EAP brigade and critical operation staff. 
EMERGENCY. An incident involving an explosion, a biological, chemical, 
radiological, 
nuclear or other chemical incident or release, natural disaster, or the threat 
thereof, or a declaration of emergency by a lawful authority, that requires 
implementation of a 
building’s emergency action plan to help ensure the safety of the building 
occupants. 
EMERGENCY ACTION PLAN (EAP). A written plan which sets forth the 
circumstances and procedures for the sheltering in place, in-building relocation, 
partial evacuation or evacuation of building occupants in response to an 
incident involving an explosion, a biological, chemical or nuclear incident or 
release, natural disaster or other emergency, or the threat thereof, or a 
declaration of emergency by a lawful authority.  
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EVACUATION. The emptying of a building of all building occupants in response 
to a fire or an emergency. 
FIRE DRILL. A training exercise by which building occupants are familiarized 
with and/or practice the procedures for the safe, orderly and expeditious in-
building relocation, partial evacuation or evacuation, as applicable to the 
occupancy or building type, in accordance with the fire safety and evacuation 
plan, and to evaluate the efficiency and effectiveness of the implementation of 
such plan.  
FIRE SAFETY AND EVACUATION PLAN. A written plan which sets forth the 
circumstances and procedures for the in-building relocation, partial evacuation 
or evacuation of building occupants, required or as appropriate for such 
occupancy or building type, in response to a fire.  
FIRE SAFETY/EAP DIRECTOR. The employee designated by the owner to 
perform duties of such position in accordance with the requirements of this 
section and R404-02, and who possesses the requisite qualifications and 
training, as set forth in R113-03. 
FSP STAFF. The individuals identified in a fire safety and evacuation plan as 
responsible for the implementation of such plan.  
HOSTAGE SITUATION. A hostage situation begins the moment a suspect takes 
a person (or some people) under his or her control and subjects that person(s) 
to the risk of bodily harm for the purpose of furthering a criminal act or 
facilitating an escape. 

IN-BUILDING RELOCATION. The controlled movement of building occupants 
from an endangered area of a building to an in-building relocation area within 
the same building in response to a fire or an emergency. 
IN-BUILDING RELOCATION AREA. A designated indoor area to which building 
occupants may be relocated in accordance with a fire safety and evacuation 
plan or an emergency action plan. 
NEIGHBORING BUILDINGS. Buildings subject to the provisions of this section 
that are located on either side of a city street, up to a distance of 200 feet apart, 
unless separated by a barrier to movement, such as a restricted access roadway 
or railway. 
OFFICE BUILDING. A group B occupancy designed and arranged to provide 
offices and other areas for the conduct of business ordinarily conducted in 
offices.  
OWNER. The fee owner or lessee of the building, or other person or entity 
having charge thereof. 
PARTIAL EVACUATION. The emptying of a building of some but not all 
building occupants in response to a fire or an emergency. 
REGULAR BUSINESS HOURS. Times of day and days of the week during which 
a building or occupancy is normally occupied and business is conducted, and 
any time when an office building is occupied by more than 500 persons on one 
or more floors, including street level, or by more than 100 persons on one or 
more floors other than street level.  
REST OF THE BUILDING (as defined for testing purposes). The area(s) other 
than the affected area. 
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SHELTER IN PLACE. The precaution of directing building occupants to remain 
inside the building, at their present location, in response to a fire or an emergency.  
UNDERGROUND BUILDING. A building or part thereof having a floor level for 
human use or occupancy more than 30 feet (9144 mm) below the lowest level of 
exit discharge, as that term is defined in the Building Code.  
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PART I. BUILDING KNOWLEDGE 
 

Candidates will be required to answer site specific questions regarding the 
following topics: 
1. The information from the Building Information Card:  

(1) Building Information 
(2) Building Statistics 
(3) Stairways 
(4) Elevators 
(5) Ventilation 
(6) Utilities 
(7) Fire Protection systems 
(8) Hazardous Materials 
(9) Communications 
 

2. The information from the Emergency Action Plan of the candidate’s building: 
(1) EAP Staff  
(2) In-Building Relocation 
(3) Primary/Alternate Routes 

 
3. Other information about the building operation. 

 
The answers given in Part 1 are scored based on the Building Information 
Card (BIC) and the building Emergency Action Plan. If the candidate knows 
there is any change in the BIC or the EAP, the candidate must inform the 
inspector before the On Site Exam begins. 
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1 The Information from the Building Information Card  
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2 The Information from the Building Emergency Action Plan 
(1) Regarding EAP staff members 

The candidate should know the three EAP staff members (or their 
designees) required to be on the Brigade (titles & name). 
• Property Manager & name 
• Director of Security & name 
• Chief Engineer & name 

 
The information could be found in the building Emergency Action Plan, 
Appendix A, table 3 

 
Example: 

 
 

The candidate should know the titles of staff members that will assess 
the following building components: 

• Entrances/Exits & Stairway safety. 
• Elevator safety. 
• Utilities & Fuel Oil systems. 
• HVAC. 
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The information could be found in the building Emergency Action Plan, 
Appendix A, table 7 

 
Example: 
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(2) Regarding In-Building Relocation 
The candidate should know as follows: 

• The types of spaces used for In-Building Relocation (IBR). 
• If there is an IBR area on each floor. 
• If a floor does not have an IBR area, what staircase will be 

utilized to reach their IBR area? 
 

The information could be found in the building Emergency Action Plan, 
Appendix A, table 8 

Example: 

 
 

(3) Primary/Alternate Routes and Assembly Areas 
The candidate should know the primary/alternate evacuation routes. 
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The information could be found in the building Emergency Action Plan, 
Appendix A, table 9 
 

Example: 
 

 
The candidate should know: 

• The primary/alternate assembly areas. 
• The methods used to account for the occupants, after movement. 

Also how and by whom it will be communicated back to the 
FS/EAPD. 

 
The information could be found in the building Emergency Action Plan, 
Appendix A, table 10 
 

Example: 
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3 Other information about the building operation 
The candidate needs to know the following information about his/her 

building: 
• The regular business hours of the building. (as indicated in the 

plan) 
• If there are scissor stairs in the building. 
• Elevators that possess two-way communication. 
• The title of the staff member who will operate the elevators in 

Manual / Independent mode. 
• If there are any day tanks within the building, capacity & 

location. 
• If the building has Steam &/or Natural Gas Service. 

o The location of entry into the building & the location of the 
shut-offs. 

• If there is any uninterruptible power supply (UPS) battery 
system and/or Energy Storage System (EES) in the building.  

o The location(s) of the battery system(s)  
• What fail-safe & door release equipment exists in the building 

and the floors they serve. 
• Alternate site for command (If the Fire Command Center is 

compromised). 
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Part II. FIRE COMMAND CENTER & ELEVATOR 
DEMONSTRATION  

 
The candidate will be required to demonstrate the following skills that should be 
performed upon implementation of the Fire Safety/Emergency Action Plan:   

• Staff identification don apparel  (Puts on clothing or outerwear identifying 
his/her official role) 

• Performs all appropriate announcements  
• Performs all appropriate communications 
• Performs elevator recall procedures 
• Provides other required information 

 
1 Staff identification donning of apparel   

Upon the demonstration session of the FS/EAP On-Site Exam, the candidate 
shall identify him/herself as a FS/EAP director to the inspector and others by 
donning a vest, armband, hat or other form of identification indicating his/her 
role. The candidate WILL NOT BE REMINDED or TOLD by the inspector to 
don his/her staff identification apparel. 
 
2 Performs all appropriate announcements 

Candidates will be required to demonstrate proficiency in the following areas:   
• Ability to identify and explain all components of the Fire Command 

Station 
• Make All Call announcement including the stairways. 
• Make localized announcement. 
• Manual Activation of Alert Tone or Alarm Tone. 
• Simulate fail-safe door release. 
• Communicate via Warden Phone. 

 
3 Performs all appropriate communications  

Candidates will be required to demonstrate both the primary and alternate way 
to communicate to: 

• EAP staff. 
• Building occupants. 
• Building critical operation staff. 

 

The information could be referred to the building Emergency Action Plan, 
Appendix A, table 7, in subsection 5. 
 

Example: 
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4 Performs elevator recall procedures 

The applicant will be required to demonstrate proficiency in the following 
elevator procedures:  

• Recall an elevator bank using Fireman Service Key to utilize the Phase I 
emergency elevator recall. 

• A car designated in your EAP shall be placed in the Independent Mode 
(NOT PHASE II). 

  
Activate Phase I Activate Independent Mode 

• Manually operate a designated elevator car in the Independent Mode 
including the following: 

o closing the elevator door, 
o moving the elevator to the designated floor,  

• Two-way communications between FCS and elevator car: 
o acknowledging the call from the occupants in the elevator, 
o initiating communication with occupants inside the elevator. 
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5 Provide other required information  

(1) Providing list of occupants in need of assistance 
(2) Showing the ability of controlling fans at the Fire Command Center, if 

applicable. 
 

6 Mandatory failures 

The following building related actions are mandatory and must be performed 
correctly during the examination. Inability to perform any of these actions will 
result in a failure: 

• All call announcement including the stairs*.  
• Localized announcements*. 
• Communicating via Warden phone. 
• Fail-safe door release. 
• Recall of elevators in Fireman Service Phase I*. 
• Independent/Manual Operation of elevators*. 

 
* Buildings with Mini Class E alarms need to demonstrate how floors will be 
notified and how non Fireman service elevators will be recalled and parked. 
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Part III. Non-Fire Emergency Scenarios 
 
During this section, every candidate will be presented with a specific non-fire 
emergency scenario. The candidate should analyze if the building occupants are 
in immediate danger and state the actions that the candidate would take should 
such a scenario occur. The candidate will be given approximately 7 minutes to 
prepare his/her responses. After the preparation time, the candidate must 
verbally state his/her answers in order to receive credit. The inspector will 
repeat the scenario at the candidate’s request.  
 
When stating answers, the candidate should state all the actions that are 
required to be taken. The candidate should be as specific as possible and do not 
assume that actions were taken by others. Candidates should explain their 
actions from the beginning of the incident/emergency to the very end. The 
inspector may ask the candidate to restate and/or explain the answers. The 
candidate must inform the inspector when he/she has finished stating the 
answer.  
 
 

EAP ACTIONS  
 

In the event of a non-fire emergency in or affecting the building, the 
following actions must be taken: 

• The FS/EAP Director should immediately report to the Fire Command 
Center. The Fire Command Center should be used for command, 
communication and control of the emergency. 

• Immediately call 911 to report (1) any emergency situation and (2) any 
determination to implement the EAP and which EAP action is being 
implemented. These two details must be covered to receive full credit 
during the On Site exam. (Title 3 Rules of the City of New York 404-02-(c)-
7) 

• Notify/consult with the EAP Brigade regarding the implementation of the 
EAP. 

• The FS/EAP Director may decide to perform different actions based on the 
different events and emergency scenarios (as mentioned in the following 
pages). The most appropriate EAP actions may also vary depending on 
the specific emergency situation occurring and the building design 
and components. In general, the FS/EAP Director should implement an 
EAP action or combination of actions that will keep the occupants away 
from the threat.  

• Notify the building occupants of  
a. What has occurred 
b. Where it has occurred 
c. What provisions of the EAP will be implemented (Inform the 

occupants of the appropriate actions to follow) 
d. Why they are being instructed to follow the EAP actions (explain why 

the EAP actions are necessary) 
• Assess the Building Components or Systems and take appropriate actions 



 

28 
 

 Egress from entrances/exits and stairways 
The access/egress might be denied or limited based on different 
emergencies. 

 Elevator operation 
Recall all elevators. Determine if it is safe to use elevators. If safe, only 
elevators provided with two-way voice communication are allowed to be 
used and must be operated in a manual/independent mode.   

 Evaluate ventilation system operation  
Take appropriate actions. 

 Windows 
 In some emergencies, windows may need to be placed in a closed position. 

The occupants may need to be moved away from shattering glass; 
however, in some emergencies, the windows may need to be opened (if 
possible) to increase the air flow. 

 Interior door, including fire doors 
Maintain doors in the closed and unlocked position. All fail-safe (electro-
magnetic door release) devices (if applicable) will be released manually to 
ensure all re-entry doors are unlocked. 

 Evaluate electrical, natural gas, steam and other utility operations 
All should be assessed. The shut-off valve should be indicated on the EAP 
of the building. 

 Evaluate fuel oil storage systems and associated pumps and piping 
All should be assessed. 
 

• Communications 
 Monitor the media via the television, radio and internet for updates 

from local authorities (i.e. the Mayor’s Office). 
 Maintain appropriate communication with the building occupants. 

Prevent occupants from panic or self-evacuation.  
 

• Follow the law enforcement personnel and first responders’ instructions. 
As an FS/EAP director, you are required to notify arriving law enforcement 
personnel and first responders of the nature of the emergency, the 
information of the building component (e.g. BIC, EAP, and keys/access 
cards) and the response up to the current time; and comply with the 
directions of the law enforcement and/or other lawful authority. 
 

• The “all clear” can only be given when it is announced by the authorities 
that the threat has passed.  
Once the “all clear” is given, an appropriate announcement should be 
made to the building occupants by the authorities that the threat has 
passed. 
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Four EAP actions for different areas and different emergency scenarios 
This section is meant as a commentary to support & further clarify the tables 
enclosed (table 1-1, 1-2, 2-1, 2-2, 3-1 and 3-2). This section is broken down into 
different types of emergencies. Each emergency is then split into two areas: 
inside the building & outside the building. The actions discussed will follow 
along as seen below: 
 
 
 
 

 

 

 

 

 
The FDNY has created three categories of response actions: they are 
“RECOMMENDED” (refer to table 1-1 & table 1-2), “ACCEPTABLE” (refer to 
table 2-1 & table 2-2) and “UNACCEPTABLE” (table 3-1 & 3-2).  
 
The following content is arranged as follows:  

• The type of the emergency  
o Outside – Action to be taken for: 
 Affected Area -Recommended → Acceptable  → Unacceptable  
 Rest of the Building -Recommended → Acceptable  → 

Unacceptable  
o Inside – Action to be taken for: 
 Affected Area -Recommended → Acceptable  → Unacceptable  
 Rest of the Building -Recommended → Acceptable  → 

Unacceptable  
 
This booklet offers, as a general guide, the following non-fire EAP actions steps, 

 
outside   

the building 

 
inside   

the building 

Emergency 

 Affected area 

 
Rest of the 

building 

EAP action(s) 

EAP action(s) 

EAP action(s) 

EAP action(s) 

 Affected area 

 
Rest of the 

building 

• The meaning of the affected area in this booklet is determined to be: 
 

The area(s) that may be in close proximity to the threat/incident and 
experience the immediate impact of the threat/incident. 

 

• The meaning of the rest of the building in this booklet is determined to be: 
 

The area(s) other than the affected area 
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as used in table 1-1, 1-2, 1-3, 2-1, 2-2, 3-1, 3-2 & 3-3. They will be used as a 
scoring criterion for the EAP on-site test: 
 

• The recommended EAP actions (listed in the table 1-1, 1-2 &1-3) - the 
actions that the FDNY strongly recommends the applicants should apply 
for the specific scenarios. The applicants will receive full credit if they 
choose the action(s) in the On-Site exam.  

• The acceptable EAP actions (listed in the table 2-1 & 2-2) - the actions 
that the FDNY does not recommend. The applicants will receive partial 
credit in the On-Site exam.  

• The unacceptable EAP actions (listed in the table 3-1, 3-2 & 3-3) - the 
actions that the FDNY does not encourage the applicants to apply for the 
specific scenarios. The applicants will NOT receive credit in the On-Site 
exam. 

 
The study material is NOT a mandate regarding EAP actions; it is only providing 
a rule of thumb for general emergency situations. The most appropriate EAP 
actions may vary depending on the specific emergency situation which 
occurs within the context of the building design and components.  

1 Emergency Actions for Biological Incident or Release 
If there is any suspicious letter or package that may contain a biological agent, 
such as “anthrax”, the envelope or package should be isolated and 
contaminated. The first responders will perform a threat assessment of the 
situation and make decisions about further actions. 

1.1 Biological agent released outside the building impacting the 
immediate area 

 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If a credible biological threat has occurred outside the building (e.g. 
outside the building main entrance), the openings of the building or the 
place near the main entrance (e.g. the lobby) have a high probability of 
being exposed to the threat and should be treated as affected areas.  
 
The occupants may be exposed to the threat. The FDNY recommends 
relocating the occupants to a safe in-building relocation area. 

 

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Since the rest of the building is not affected by the incident, the FS/EAP 
Director should instruct the occupants to remain where they are. 

 

b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

Formatted: Highlight
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(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants who are not affected by 
the incident; however, the FDNY accepts (but does not recommend) if the 
FS/EAP Director makes the choice to move the occupants to safe in-
building relocation areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
 
Evacuating the occupants and exposing them to the outside 
biological/toxic agent will be considered an unacceptable action by the 
FDNY for this scenario. The FS/EAP Director should direct the occupants 
to stay away from the threat; it may be safer for the occupants to remain 
inside the building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside 
biological/toxic agent will be considered an unacceptable action by the 
FDNY for this scenario. The FS/EAP Director should direct the occupants 
to stay away from the threat; it may be safer for the occupants to remain 
inside the building. 

 

II. Other special notes: 
The affected area should be isolated.  All building entrances (including 
loading dock, garage door, etc.) should be closed and sealed off to prevent 
any contamination from entering the building. It may also be advisable to 
post a guard at every entrance to limit both access and egress from the 
building. 
 

1.2 Biological agent released inside the building (in a confined area only) 
 
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: isolate the individual(s) who 

was/were directly exposed to the agent.  
 Reason:  

The individual(s) who has/have been exposed to or have had contact with 
the possible biological agents must be isolated. The individual(s) should 
be isolated in an area free from any further exposure and away from 
other people who have not been exposed to the agent and be hold for 
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possible decontamination. By isolating both the affected area and 
individual(s), the FS/EAP director helps to limit the spread of the 
biological agents and allow the individual(s) to receive medical evaluation 
and treatment as soon as possible.  

 

(2) Recommended actions for the rest of the building: shelter in place or in-
building relocation. 

 Reason:  
The decision made to implement a shelter in place or an in-building 
relocation is recommended by the FDNY. The occupants in the rest of the 
building are not experiencing the threat directly. There is no need to 
evacuate the occupants; however, the occupants should be alerted to stay 
away from the threat. 

 
b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: partial or full evacuation 

(evacuation P/F). 
 Reason:  

There is no urgent need to move the occupants outside; however, the 
FDNY accepts (but does not recommend) if the FS/EAP Director chooses 
to evacuate the occupants to a safe, well-ventilated outside assembly 
area(s). 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: not isolate the individual(s) 

who has/have had direct contact with the agent. 
 Reason:  

The individual(s) who has/have had direct contact with the agent should 
be removed away from the threat but not be released to prevent possible 
cross-contamination.  

 
(2) Unacceptable actions for the rest of the building:  
 Reason:  

If the FS/EAP Director chooses to move the occupants, it will not be 
acceptable to the FDNY if he/she decides that the exit route for the 
occupants is passage through the affected area. The occupants should be 
alerted to stay away from the affected area, and not to pass through or 
enter it. 

 
II. Other special notes: 

The affected area should be isolated.  Advise everyone to stay clear of the 
affected area. 
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1.3 Biological agent released inside the building, and possibly 
contaminates multiple floors (e.g. someone carried the agent to 
multiple floors) 

I. EAP actions (recommended, acceptable and unacceptable) 
 

a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: isolate the individual(s) who 

was /were directly exposed to the agent. 
 Reason:  

The individual(s) who has/have been exposed to or have had contact with 
the possible biological agents must be isolated. The individual(s) should 
be isolated in an area free from any further exposure and away from 
other people who have not been exposed to the agent and be held 
for possible decontamination. By isolating both the affected area 
and individual(s), the FS/EAP Director helps to limit the spread of the 
biological agents and allow the individual(s) to receive medical evaluation 
and treatment as soon as possible.  

 

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Before the emergency personnel arrive, the decision made to implement a 
shelter in place is recommended by the FDNY. Because the agent has 
been carried around on multiple floors, it might contaminate 
undetermined locations. The FS/EAP Director should recommend that all 
individuals who have not been directly exposed to the agent to stay in 
place to wait for further instructions given from the emergency personnel. 
It could prevent the occupants from exposure to the agent.  

 
b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation, 

partial or full evacuation (evacuation P/F). 
 Reason:  

There is no urgent need to move the occupants; however, the FDNY 
accepts (but does not recommend) if the FS/EAP Director chooses to 
move the occupants to designated safe in-building relocation areas or to 
safe, well-ventilated outside assembly areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: not isolate the individual(s) 

who has /have had direct contact with the agent. 
 Reason:  

The individual(s) who has/have had direct contact with the agent should 
be removed away from the threat, but not be released to prevent possible 
cross-contamination.  
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(2) Unacceptable actions for the rest of the building:  
 Reason:  

If the FS/EAP Director chooses to move the occupants, it will not be 
acceptable to the FDNY if he/she decides that the exit route for the 
occupants is passage through the affected area. The occupants should be 
alerted to stay away from the affected area, and not to pass through or 
enter it. 

 
II. Other special notes: 

The affected area should be isolated.  Advise everyone to stay clear of the 
affected area. 

2 Emergency Actions for Chemical Incident or Release 

2.1 Chemical agent released outside the building impacting the 
immediate area 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If a credible chemical threat has occurred outside the building (e.g. 
outside the building main entrance), the openings of the building or the 
place near the main entrance (e.g. the lobby) which have higher risk for 
being exposed to the threat should be treated as affected areas.  
 
The occupants may be exposed to the threat. The FDNY recommends 
relocating the occupants to a safe in-building relocation area. 

 

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Since the rest of the building is not affected by the incident, the FS/EAP 
Director should instruct the occupants to remain where they are. 
 

b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants who are not affected by 
the incident; however, the FDNY accepts (but does not recommend) if the 
FS/EAP Director makes the choice to move the occupants to safe in-
building relocation areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  
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The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 

Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 

II. Other special notes: 
The affected area should be isolated.  All building entrances (including 
loading dock, garage door, etc.) should be closed and sealed off to prevent 
any contamination from entering the building. It may also be advisable to 
post a guard at every entrance to limit both access and egress from the 
building. 
 

2.2 Chemical agent released inside the building  
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation, partial 

or full evacuation (evacuation P/F). 
 Reason:  

The individual(s) who has/have been exposed to or have had contact with 
the possible chemical agents should be removed from the affected area 
(in-building relocation, partial or full evacuation). The individual(s) 
should be relocated to an area free from any further exposure and 
away from other people who have not been exposed to the agent and 
be held for possible decontamination. By isolating both the affected 
area and individual(s), the FS/EAP director helps to limit the spread of 
the chemical agents and allow the individual(s) to receive medical 
evaluation and treatment as soon as possible.  
 
Decontamination includes changing of clothes and placing the 
contaminated clothes in a sealed plastic bag, if applicable. Washing with 
soap (preferably liquid) and water. Flushing skin with lots of water; 
flushing eyes with water if they are irritated.  
 
In general, the FS/EAP Director should take action to find clean air 
quickly: evacuate or in-building relocate the occupants.  
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(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

The decision made to implement a shelter in place is recommended by the 
FDNY. Because there is no urgent need to move the occupants, the 
FS/EAP Director should recommend the occupants stay in place.  

 
b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation, 

partial or full evacuation (evacuation P/F). 
 Reason:  

There is no urgent need to move the occupants; however, the FDNY 
accepts (but does not recommend) if the FS/EAP Director chooses to 
move the occupants to designated safe in-building relocation areas or to 
safe, well-ventilated outside assembly areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place. 
 Reason:  

Sheltering the occupants in place in the affected area will serve to 
increase their contact with the threat. 

 
(2) Unacceptable actions for the rest of the building:  
 Reason:  

If the FS/EAP Director chooses to move the occupants, it will not be 
acceptable to the FDNY if he/she decides that the exit route for the 
occupants is passage through the affected area. The occupants should be 
alerted to stay away from the affected area, and not to pass through or 
enter it. 

 
II. Other special notes: 

The affected area should be isolated. Advise everyone to stay clear of the 
affected area. 
 
 

3 Emergency Actions for Carbon Monoxide/Natural Gas Leak 

3.1 Carbon Monoxide/Natural Gas Leak found outside the building 
impacting the immediate area 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

The occupants may be exposed to the threat. The FDNY recommends 
relocating the occupants to a safe in-building relocation area. 
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(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Since the rest of the building is not affected by the incident, the FS/EAP 
Director should instruct the occupants to remain where they are. 

 

b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants who are not affected by 
the incident; however, the FDNY accepts (but does not recommend) if the 
FS/EAP Director make the choice to move the occupants to safe in-
building relocation areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 

II. Other special notes: 
Isolate the affected area. Advise everyone to stay clear of the affected area. 
 
 

3.2 Carbon Monoxide/Natural Gas Leak found inside the building (in a 
specific floor/area only) 

 
If the FS/EAP Director or his/her brigade members cannot decide if the 
gas leak is a major or minor leak, the leak should be treated as a major 
leak. In this case, the FS/EAP Director should follow the procedure 
recommended in 3.3 Carbon Monoxide/Natural Gas Leak found inside the 
building (throughout the building) 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
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(1) Recommended actions for the affected area: in-building relocation, partial 
or full evacuation (evacuation P/F). 

 Reason:  
Carbon monoxide gas and natural gas are both flammable and constitute 
a  health hazard. The longer the occupants are exposed to the gas, the 
more ill they will become. The FS/EAP Director should in-building 
relocate or evacuate the occupants to empty the affected area. All 
occupants of the following floors: (1) the affected floor(s) that is/are 
reported for a suspicious gas leak, (2) the floor above the affected floor, 
and (3) the floor below the affected floor should be in-building relocated or 
evacuated , so that they may find fresh, clean air as quickly as possible. 
 

(2) Recommended actions for the rest of the building: shelter in place  
 Reason:  

If the gas leak is minor and only in a certain small area, the rest of the 
building is not affected by the incident, the FS/EAP Director should 
instruct the occupants to remain where they are. 
 

b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation, 

partial, or full evacuation (evacuation P/F). 
 Reason:  

There is no urgent need to move the occupants; however, the FDNY 
accepts (but does not recommend) if the FS/EAP Director chooses to 
move the occupants to designated safe in-building relocation areas or to 
safe, well-ventilated outside assembly areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place. 
 Reason:  

The occupants who are in the affected area should not be sheltered in 
place. Sheltering the occupants in place may expose them to the threat. 
 

(2) Unacceptable actions for the rest of the building: 
 Reason:  

If the FS/EAP Director chooses to move the occupants, it will not be 
acceptable to the FDNY if he/she decides that the exit route for the 
occupants is passage through the affected area. The occupants should be 
alerted to stay away from the affected area, and not to pass through or 
enter it. 

 
II. Other special notes: 

The affected area should be isolated.  Advise everyone to stay clear of the 
affected area. 
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3.3 Carbon Monoxide/Natural Gas Leak found inside the building 
(throughout the building) 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: full evacuation. 
 Reason:  

 “Full evacuation” will be the only recommended and acceptable action. 
Once the gas leak is ignited by a spark, it might cause major damage to 
the occupants and the building structure. In order to prevent a possible 
catastrophe, it is highly recommended that the entire building be 
evacuated before the “all clear” is given by the FDNY. 

 
(2) Recommended actions for the rest of the building: full evacuation. 
 Reason:  

“Full evacuation” will be the only recommended and acceptable action. 
Once the gas leak is ignited by a spark, it might cause major damage to 
the occupants and the building structure. In order to prevent a possible 
catastrophe, it is highly recommended that the entire building be 
evacuated before the “all clear” is given by the FDNY. 

 

b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: NA. 

 

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, in-building 

relocation and partial evacuation. 
 Reason:  

No occupant should be allowed to stay inside the building. 
 

(2) Unacceptable actions for the rest of the building: shelter in place, in-
building relocation and partial evacuation. 

 Reason:  
No occupant should be allowed to stay inside the building. 

 
II. Other special notes: 

It may be advisable to post a guard at every entrance to limit the access to 
the building. 
 
 
 

4 Emergency Actions for Explosion 

4.1 An explosion happened directly outside the building impacting the 
immediate area 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
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(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If an explosion happened outside the building, the building may still be 
exposed to a threat. The FDNY recommends that the FS/EAP Director 
move the occupants to safe in-building relocation areas. 
 
If the outdoor explosion has severely damaged the building structure, 
refer to 4.2 “An explosion happened inside the building”. 

 

(2) Recommended actions for the rest of the building: in-building relocation. 
 Reason:  

If an explosion happened outside the building, the building may still be 
exposed to a threat. The FDNY recommends that the FS/EAP Director 
move the occupants to safe in-building relocation areas. 
 
If the outdoor explosion has severely damaged the building structure, 
refer to 4.2 “An explosion happened inside the building”. 

 

b. Acceptable actions: (refer to table 2-1)  
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: shelter in place. 
 Reason:  

It is safer to relocate all occupants to safe in-building relocation areas for 
outdoor explosion events; however, since the rest of the building may not 
be affected by the event, the FDNY also accepts (but does not recommend) 
that the FS/EAP Director suggest to occupants in the rest of the building 
to remain in place. 
 
 
 

 

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should not be sheltered in 
place. Sheltering the occupants in place may expose them to the threat. 
The occupants who are in the affected area should be moved. 
 
It is considered to be unacceptable by the FDNY for the FS/EAP Director 
to evacuate the occupants immediately after the explosion occurs outside 
the building. It is safer to keep the occupants inside the building until 
credible information can be gathered and an informed decision can be 
made. 
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The partial or full evacuation decision is recommended by the FDNY only 
when the building structure is damaged. The occupants should be alerted 
to stay away from the affected area, and not to pass through or enter it. 

 
(2) Unacceptable actions for the rest of the building: partial or full evacuation 

(evacuation P/F). 
 Reason:  

It is considered to be unacceptable by the FDNY for the FS/EAP Director 
to evacuate the occupants immediately after the explosion occurs outside 
the building. It is safer to keep the occupants inside the building until 
credible information can be gathered and an informed decision can be 
made.  
 
The partial or full evacuation decision is recommended by the FDNY only 
when the building structure is damaged. The occupants should be alerted 
to stay away from the affected area, and not to pass through or enter it. 

 
II. Other special notes: 

Isolate the affected area. Advise everyone to stay clear of the affected area. 

4.2 An explosion happened inside the building  
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: full evacuation. 
 Reason:  

 “Full evacuation” will be the recommended and acceptable action by the 
FDNY for this scenario. An explosion very often causes damage to the 
building structure, and can cause many serious post explosion injuries 
among survivors.  The FS/EAP Director should determine the best route 
for all building occupants to leave the building quickly.  
 
Relocation in a building is recommended only when all the paths to 
the exits are blocked.   

 
 

(2) Recommended actions for the rest of the building: full evacuation. 
 Reason:  

 “Full evacuation” will be the recommended and acceptable action by the 
FDNY for this scenario. An explosion very often causes damage to the 
building structure, and can cause many serious post explosion injuries 
among survivors.  The FS/EAP Director should determine the best route 
for all building occupants to leave the building quickly.  
 
Relocation in a building is recommended only when all the paths to 
the exits are blocked.   
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b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: NA. 

 
c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, in-building 

relocation or partial evacuation. 
 Reason:  

If there is any safe way to leave the building, the FS/EAP Director should 
not suggest that any occupant stay inside the building. It is unsafe to 
leave any occupant inside the building before the authorities declare that 
the building structure is safe and that there are no other explosives inside 
the building (most bomb attacks have more than 2 explosives). 

If the explosion has compromised all safe exit routes, the FS/EAP 
Director should suggest safe in-building relocation areas for the 
occupants. 

(2) Unacceptable actions for the rest of the building: shelter in place, in-
building relocation or partial evacuation. 

 Reason:  
If there is any safe way to leave the building, the FS/EAP Director should 
not suggest that any occupant stay inside the building. It is unsafe to 
leave any occupant inside the building before the authorities declare that 
the building structure is safe and that there are no other explosives inside 
the building (most bomb attacks have more than 2 explosives). 
If the explosion has compromised all safe exit routes, the FS/EAP 
Director should suggest safe in-building relocation areas for the 
occupants. 
 

5 Emergency Actions for a Suspicious (Unattended) Package 
 
If the suspicious package has significant feature(s) indicating that it may 
contain explosives, the FS/EAP Director should refer to 4. Emergency Actions 
for Explosion. 
 
Packages that have lumps, bulges, protruding wires, or aluminum foil; buzz, 
tick or make a sloshing sound; or, have a bomb threat note related to it could 
be indicators of a potential bomb. 
 
If there is no clear information what the suspicious package contains, the 
FDNY provides the following guidance to be followed: 
 

5.1 A suspicious package is reported to be located directly outside the 
building impacting the immediate area 

 
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-1) 
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(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If there is a suspicious package located outside the building impacting the 
immediate occupancy area, even it does not have any significant 
feature(s) indicating that it contains explosives, the building occupants 
may still be exposed to the potential risk. The FDNY recommends that the 
FS/EAP Director make the choice to move the occupants to safe in-
building relocation areas. 

 

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

If there is a suspicious package located outside the building impacting the 
immediate occupancy area, and it does not have any significant 
feature(s) indicating that it contains explosives. The decision made to 
implement a shelter in place for the rest of the building is recommended 
by the FDNY. Because there is no urgent need to move the occupants, the 
FS/EAP Director should recommend the occupants stay in place.  

 

b. Acceptable actions: (refer to table 2-1)  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants; however, the FDNY 
accepts (but does not recommend) if the FS/EAP Director chooses to 
move the occupants to designated safe in-building relocation areas. 

 

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should not be sheltered in 
place. Sheltering the occupants in place may expose them to the threat. 
The occupants who are in the affected area should be moved. 

Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 
 
The occupants should be alerted to stay away from the affected area, and 
not to pass through or enter it. 

 
(2) Unacceptable actions for the rest of the building: partial or full evacuation 

(evacuation P/F). 
 Reason:  

Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat. 
It may be safer for the occupants to remain inside the building. 
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The occupants should be alerted to stay away from the affected area, and 
not to pass through or enter it. 

 
II. Other special notes: 

DO NOT HANDLE THE PACKAGE. Isolate the affected area. Advise 
everyone to stay clear of the affected area. 

5.2 A suspicious package is reported inside the building  
 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation, partial 

or full evacuation (evacuation P/F). 
 Reason:  

If a suspicious package(s) is/are found inside the building, even it does 
not have any significant feature(s) indicating that it contains explosives, 
the occupants may still be exposed to the potential risk. The FS/EAP 
Director should in-building relocate or evacuate the occupants to empty 
the affected area.  

If an evacuation is announced to the occupants, the FS/EAP Director 
must determine the best route(s) for the occupants. The goal is to stay as 
far away from the threat as possible. There should not be anyone near or 
inside the area before the “all clear” is announced by the FDNY/NYPD.  

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

If a suspicious package(s) is/are found inside the building, and it does 
not have any significant feature(s) indicating that it contains explosives, 
the decision made to implement a shelter in place is recommended by the 
FDNY. Because there is no urgent need to move the occupants, the 
FS/EAP Director should recommend the occupants stay in place.  

 
b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation, 

partial or full evacuation (evacuation P/F). 
 Reason:  

There is no urgent need to move the occupants; however, the FDNY 
accepts (but does not recommend) if the FS/EAP Director chooses to 
move the occupants to designated safe in-building relocation areas or to 
safe, well-ventilated outside assembly areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place. 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
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(2) Unacceptable actions for the rest of the building:  
 Reason:  

If the FS/EAP Director chooses to move the occupants, it will not be 
acceptable to the FDNY if he/she decides that the exit route for the 
occupants is passage through the affected area. The occupants should be 
alerted to stay away from the affected area, and not to pass through or 
enter it. 

 
III. Other special notes: 

Isolate the affected area. Advise everyone to stay clear of the affected area. 

6 Emergency Actions for Civil Disturbances (outside the building) 
Civil disturbances include riots, demonstrations, threatening individuals, 
crimes in progress, or assemblies that have become significantly disruptive. 
 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If there is a civil disturbance happening outside the building, the 
occupants may be exposed to the threat. The FDNY recommends 
relocating the occupants to a safe in-building relocation area. 
 

 

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Since the rest of the building is not affected by the incident, the FS/EAP 
Director should instruct the occupants to remain in place. 

 

b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants who are not affected by 
the incident; however, the FDNY accepts (but does not recommend) if the 
FS/EAP Director chooses to move the occupants to safe in-building 
relocation areas. 

 
 

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
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Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 
II. Other special notes: 

All building entrances (including loading dock, garage door, etc.) should 
be closed to prevent rioters from entering the building. It may also be 
advisable to post a guard at every entrance to limit access to the building. 

7 Emergency Actions for Building Utilities Failure 
There can be many types of Building Utilities Failure events depending upon the 
building components and the severity of the failure. FDNY recommends any 
EAP action (shelter in place, in-building relocation, partial or full evacuation) 
that is reasonable and justifiable; however, FDNY does not accept sheltering 
occupants in place if the emergency has compromised the affected area 
and the occupants will be in danger for remaining in the affected area. In 
this case, the occupants who are in the affected area should be relocated 
within the building or be evacuated. 

8 Emergency Actions for a Building with Physical Damage/Structural 
Failure 

If the FS/EAP Director cannot decide if the structural failure is major or minor, 
he/she should assume it as a major failure that may lead to building collapse 
and take the EAP actions that will protect the occupants from the possible 
threat. 

8.1 The building has minor physical damage (such as broken windows), 
and the damage is in some specific areas that will NOT lead to 
building collapse. 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
(1) Recommended actions for the affected area: in-building relocation, partial 

or full evacuation (evacuation P/F). 
 Reason:  

If there is a minor physical damage to the building, the FS/EAP Director 
should in-building relocate or evacuate the occupants to empty the 
affected area; however, if an evacuation is announced to the occupants, 
the FS/EAP Director must determine the best route(s) for the occupants 
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to avoid the threat. There should not be anyone near or inside the area 
before the “all clear” is announced by the authority (e.g. FDNY).  
 

(2) Recommended actions for the rest of the building: shelter in place or in-
building relocation. 

 Reason:  
The decision made to implement a shelter in place is recommended by the 
FDNY. Because there is no urgent need to move the occupants, the 
FS/EAP Director could recommend that the occupants stay in place; 
however, it could also be recommended by the FDNY that the FS/EAP 
Director may make the choice to relocate all building occupants within 
the building to ensure their safety. 

 
b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: partial or full evacuation 

(evacuation P/F). 
 Reason:  

There is no urgent need to move the occupants outside the building; 
however, the FDNY accepts (but does not recommend) if the FS/EAP 
Director chooses to move the occupants to safe, outside assembly areas. 

  

c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place. 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 

 
(2) Unacceptable actions for the rest of the building:  
 Reason:  

If the FS/EAP Director chooses to move the occupants, it will not be 
acceptable to the FDNY if he/she decides that the exit route for the 
occupants is passage through the affected area. The occupants should be 
alerted to stay away from the affected area, and not to pass through or 
enter it. 

 
II. Other special notes: 

Isolate the affected area. Advise everyone to stay clear of the affected area.  

8.2 The building has possible severe structural failure (such as a major 
wall breakdown) or the damages are within multiple floors/large areas 
that may lead to building collapse  

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-1) 
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(1) Recommended actions for the affected area: full evacuation. 
 Reason:  

 “Full evacuation” will be the recommended and acceptable action by the 
FDNY for this scenario. Severe building structural damage may cause the 
building to collapse. The FS/EAP Director should determine the best 
route for all building occupants to leave the building quickly.  
 
In-building relocation is recommended only when all the paths to the 
exits are blocked.   
 

(2) Recommended actions for the rest of the building: full evacuation. 
 Reason:  

 “Full evacuation” will be the recommended and acceptable action by the 
FDNY for this scenario. Severe building structural damage may cause the 
building to collapse. The FS/EAP Director should determine the best 
route for all building occupants to leave the building quickly.  
 
In-building relocation is recommended only when all the paths to the 
exits are blocked.   

 

b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of building: NA. 

 
c. Unacceptable actions: (refer to table 3-1) 
(1) Unacceptable actions for the affected area: shelter in place, in-building 

relocation, or partial evacuation. 
 Reason:  

If there is any safe way to leave the building, the FS/EAP Director should 
not suggest any occupant stay inside the building. It is unsafe to leave 
any occupant inside the building before the authorities declare the 
building structure is safe. 
If all safe exit routes are compromised, the FS/EAP Director should 
suggest safe in-building relocation areas for the occupants. 
 

(2) Unacceptable actions for the rest of the building: shelter in place, in-
building relocation, or partial evacuation. 

 Reason:  
If there is any safe way to leave the building, the FS/EAP Director should 
not suggest any occupant stay inside the building. It is unsafe to leave 
any occupant inside the building before the authorities declare the 
building structure is safe. 
If all safe exit routes are compromised, the FS/EAP Director should 
suggest safe in-building relocation areas for the occupants. 

II. Other special notes: 
All building entrances should be closed. 
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9 Emergency Actions for Natural Disasters 
The recommended/acceptable/unacceptable actions for the natural disasters 
should depend upon whether a given disaster causes structural damage to the 
building, or it causes any building utilities failure.  

9.1 Natural disaster and the building structure is not compromised 
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-2) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

It is a general natural disaster procedure (such as, earthquake, hurricane, 
tornadoes, storms) not to spontaneously evacuate. It is safer to stay 
inside the building rather than leaving the building to avoid falling or 
flying debris. The window areas (in earthquake conditions, it might also 
include areas with mirrors and overhead fixtures) are the most vulnerable 
areas in most natural disasters.  
The FS/EAP Director should relocate the occupants of the affected area to 
safe in-building relocation areas.   

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Since the rest of the building is not affected by the incident, the FS/EAP 
Director should instruct the occupants to remain in place. 

 

b. Acceptable actions: (refer to table 2-2) 
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants who are not affected by 
the incident; however, the FDNY accepts (but does not recommend) if the 
FS/EAP Director chooses to move the occupants to safe in-building 
relocation areas. 

  

c. Unacceptable actions: (refer to table 3-2) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
Evacuating the occupants and exposing them to the outside natural 
disaster will be considered an unacceptable action by the FDNY for this 
scenario. The FS/EAP Director should direct the occupants to stay away 
from the threat. It may be safer for the occupants to remain inside the 
building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside natural 
disaster will be considered an unacceptable action by the FDNY for this 
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scenario. The FS/EAP Director should direct the occupants to stay away 
from the threat. It will probably be safer for the occupants to remain 
inside the building. 

 

9.2 A natural disaster causing minor building physical damage (such as 
broken windows), which will NOT cause the building to collapse 

If the FS/EAP Director cannot decide if the building physical damage is major 
or minor, he/she should assume it as a major building structural failure that 
may lead to building collapse and take the EAP actions that will protect the 
occupants from the possible threat. 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-2) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If there is minor physical damage to the building, the FS/EAP Director 
should in-building relocate the occupants to empty the affected area. 
There should not be anyone near or inside the area before the “all clear” is 
announced by the authority.  

(2) Recommended actions for the rest of the building: shelter in place or in-
building relocation. 

 Reason:  
The decision made to implement a shelter in place is recommended by the 
FDNY. Because there is no urgent need to move the occupants, the 
FS/EAP Director could recommend to the occupants to stay in place; 
however, it could also recommended by the FDNY that the FS/EAP 
Director make the choice to relocate all building occupants within the 
building to ensure their safety. 

 
b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: NA. 

 

c. Unacceptable actions: (refer to table 3-2) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
It is safer to stay inside the building so as to avoid falling or flying debris 
rather than leave the building. 

 
(2) Unacceptable actions for the rest of the building: partial or full evacuation 

(evacuation P/F). 
 Reason:  

It is safer to stay inside the building so as to avoid falling or flying debris 
rather than leave the building. 
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II. Other special notes: 
Isolate the affected area. Advise everyone to stay clear of the affected area. 

9.3 A natural disaster which caused major building structural failure that 
may cause building collapse 

I. EAP actions (recommended, acceptable and unacceptable) 
a. Recommended actions (refer to table 1-2) 
(1) Recommended actions for the affected area: full evacuation. 
 Reason:  

 “Full evacuation” will be the recommended and acceptable action by the 
FDNY for this scenario. Severe building structural damage may cause the 
building to collapse. The FS/EAP Director should determine the best 
route for all building occupants to leave the building quickly.  
 
In-building relocation is recommended only when all the paths to the 
exits are blocked.   
 

(2) Recommended actions for the rest of the building: full evacuation. 
 Reason:  

 “Full evacuation” will be the recommended and acceptable action by the 
FDNY for this scenario. Severe building structural damage may cause the 
building to collapse. The FS/EAP Director should determine the best 
route for all building occupants to leave the building quickly.  
 
In-building relocation is recommended only when all the paths to the 
exits are blocked.   

 

b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of building: NA. 

 
c. Unacceptable actions: (refer to table 3-2) 
(1) Unacceptable actions for the affected area: shelter in place, in-building 

relocation, or partial evacuation. 
 Reason:  

If there is any safe way to leave the building, the FS/EAP Director should 
not suggest any occupant stay inside the building. It is unsafe to leave 
any occupant inside the building before the authorities declare the 
building structure is safe. 
If all safe exit routes are compromised, the FS/EAP Director should 
suggest safe in-building relocation areas for the occupants. 

(2) Unacceptable actions for the rest of the building: shelter in place, in-
building relocation, or partial evacuation. 

 Reason:  
If there is any safe way to leave the building, the FS/EAP Director should 
not suggest any occupant stay inside the building. It is unsafe to leave 
any occupant inside the building before the authorities declare the 
building structure is safe. 
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If all safe exit routes are compromised, the FS/EAP Director should 
suggest safe in-building relocation areas for the occupants. 
 

II. Other special notes: 
All building entrances should be closed. 

9.4 Building power failure which is caused by a natural disaster 
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-2) 
(1) Recommended actions for the affected area: shelter in place or in-building 

relocation. 
 Reason:  

It is safer to stay inside the building to avoid falling or flying debris and 
wait for the authorities rather than leaving the building; however, FDNY 
does not accept sheltering occupants in place if the emergency has 
compromised the affected area and the occupants will be in danger 
for remaining in the affected area. In this case, the occupants who 
are in the affected area should be relocated within the building or be 
evacuated. 

(2) Recommended actions for the rest of the building: shelter in place or in-
building relocation. 

 Reason:  
It is safer to stay inside the building to avoid falling or flying debris and 
wait for the authorities rather than leaving the building. 

 
b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: NA. 

 

c. Unacceptable actions: (refer to table 3-2) 
(1) Unacceptable actions for the affected area: partial or full evacuation 

(evacuation P/F). 
 Reason:  

If there is a natural disaster occurring outside, instructing the occupants 
to leave the building may result in more injuries than suggesting that 
they remain inside the building.  
 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
If there is a natural disaster occurring outside, instructing the occupants 
to leave the building may result in more injuries than suggesting that 
they remain inside the building. 
 

9.5 The building affected by flooding caused by a natural disaster  
I. EAP actions (recommended, acceptable and unacceptable) 

a. Recommended actions (refer to table 1-2) 
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(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

The FS/EAP Director should relocate the occupants of the affected area to 
safe in-building relocation areas.   

(2) Recommended actions for the rest of the building: shelter in place or in-
building relocation. 

 Reason:  
The decision made to implement a shelter in place is recommended by the 
FDNY. Because there is no urgent need to move the occupants, the 
FS/EAP Director could recommend the occupants stay in place; however, 
it is also could be recommended by the FDNY that the FS/EAP Director 
make the choice to relocate all building occupants within the building to 
ensure their safety. 

 

b. Acceptable actions:  
(1) Acceptable actions for the affected area: NA. 
(2) Acceptable actions for the rest of the building: NA. 

 
 

c. Unacceptable actions: (refer to table 3-2) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
Evacuating the occupants and exposing them to the outside natural 
disaster will be considered an unacceptable action by the FDNY for this 
scenario. The FS/EAP Director should direct the occupants to avoid the 
threat; it may be safer for the occupants to remain inside the building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside natural 
disaster will be considered an unacceptable action by the FDNY for this 
scenario. The FS/EAP Director should direct the occupants to avoid the 
threat. It may be safer for the occupants to remain inside the building. 

 

II. Other special notes: 
Isolate the affected area. Advise everyone to stay clear of the affected area.  
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10 Emergency Actions for Active Shooter Events 

10.1  Introduction 
 
The agreed-upon definition of an active shooter by U.S. government agencies is 
“an individual actively engaged in killing or attempting to kill people in a 
confined and populated area.” Implicit in this definition is that the subject’s 
criminal actions involve the use of firearms. According to the New York City 
Police Department, an active shooter emergency should be excluded from the 
following situations: gang-related shootings, shootings that solely occurred in 
domestic settings, robberies, drive-by shootings, attacks that did not involve a 
firearm, and attacks categorized primarily as hostage-taking incidents. In its 
definition, the Department of Homeland Security notes that, “in most cases, 
active shooters use firearm(s) and there is no pattern or method to their 
selection of victims.” The Police Department has limited this definition to 
include only those cases that spill beyond an intended victim to others. 
 

 
 
The type of police response to an active shooter attack depends on the unique 
circumstances of the incident. In the event of such an attack, the FS/EAP 
Director should follow the instructions of the first-responders from the Police 
Department.  
 
However, active shooter situations by their very nature are unpredictable and 
the situations evolve quickly. Although the Police Department will immediately 
respond to this incident upon notification, it may still take 3 to 5 minutes for 
the Police Department to arrive at the scene, develop and implement their 
response.  
 
According to a Study of Active Shooter Incidents (2000 – 2013) report prepared 
by the U.S. Department of Justice, in 64 incidents where the duration of the 
incident could be ascertained, 23 (35.9%) of 64 incidents ended in 2 minutes or 
less and 21 (32.8%)  of 64 incidents ended in between 2 to 5 minutes. This 
means even when the Police Department was present or able to respond within 
minutes, civilians (including FS/EAP staffs) often had to make life and death 
decisions. 

Active Shooter- An individual actively engaged in killing or 
attempting to kill people in a confined and populated area. Active 
shooters use firearms, explosives, fire, or other deadly weapons and 
there is often no pattern of method to their selection of victims. 
 
Hostage Situation- A hostage situation begins the moment a suspect 
takes a person (or some people) under his or her control and subjects 
that person(s) to the risk of bodily harm for the purpose of furthering a 
criminal act or facilitating an escape. 
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Because active shooter attacks are dynamic events, the Fire Department cannot 
put forth a set of required actions for private security response to such 
incidents. However, the Fire Department has compiled a list of 
recommendations based on booklets developed by the Police Department, U.S. 
Department of Homeland Security, and U.S. Department of Justice (refer to the 
Active Shooter Section of the EAP bibliography) for FS/EAP staff to minimize the 
risks from active shooter attacks. The following recommendations are general 
guidelines as scoring criteria in the EAP test and to help the FS/EAP 
Director when it becomes necessary to take immediate action BEFORE the 
emergency personnel arrive at the scene or provide instructions. It is NOT 
the purpose to provide unbending, absolute rules for situations in which 
there are a great many variables. The most appropriate EAP actions may 
vary depending on the specific active shooter situation which occurs 
within the context of the event, the building design and components. 

10.2  Active shooter emergency 

10.2.1 Active shooter outside the building 
a. Recommended actions (refer to table 1-3) 
(1) Recommended actions for the affected area: in-building relocation. 
 Reason:  

If there is shooting emergency happening outside the building, the 
occupants may be exposed to the threat. The FDNY recommends 
relocating the occupants to a safe in-building relocation area. 
 

 

(2) Recommended actions for the rest of the building: shelter in place. 
 Reason:  

Since the rest of the building is not affected by the incident, the FS/EAP 
Director should instruct the occupants to remain in place. 

 

b. Acceptable actions: (refer to table 2-1) 
(1) Acceptable actions for the affected area: NA. 

 
(2) Acceptable actions for the rest of the building: in-building relocation. 
 Reason:  

There is no urgent need to move the occupants who are not affected by 
the incident; however, the FDNY accepts (but does not recommend) if the 
FS/EAP Director chooses to move the occupants to safe in-building 
relocation areas. 

  
 

c. Unacceptable actions: (refer to table 3-3) 
(1) Unacceptable actions for the affected area: shelter in place, partial or full 

evacuation (evacuation P/F). 
 Reason:  

The occupants who are in the affected area should be moved. The 
decision made to shelter in place may expose the occupants to the threat. 
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Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 

(2) Unacceptable actions for the rest of the building: partial or full evacuation 
(evacuation P/F). 

 Reason:  
Evacuating the occupants and exposing them to the outside threat will be 
considered an unacceptable action by the FDNY for this scenario. The 
FS/EAP Director should direct the occupants to stay away from the threat; 
it may be safer for the occupants to remain inside the building. 

 
III. Other special notes: 

All building entrances (including loading dock, garage door, etc.) should 
be closed to prevent the shooter(s) from entering the building.  

 

10.2.2 Active shooter inside the building 
 

a. Recommended actions (refer to table 1-3) 
(1) Recommended actions for the WHOLE building: 

If an active shooter event occurs inside your building, as an FS/EAP Director, 
you may be a victim of the scene. You should react quickly when gunshots are 
heard and/or when a shooting is witnessed by following one of the Police 
Department’s three tactics: Run-Hide-Fight (refer to the training section of this 
booklet). As a civilian, you are not expected to neutralize an active shooter 
threat. However, you still need to implement the actions that could minimize the 
injuries of the building occupants.  
 
For example, if an active shooter starts shooting in close proximity of the Fire 
Command Center, you should secure yourself based on the tactics suggested by 
the Police Department. You may run away from the lobby, or you may hide in a 
safe shelter place at that moment. Call 911 as soon as possible, safety 
permitting. But once you feel it is safe to return the Fire Commend Center or 
designated alternative location, you should return and carry out your 
responsibilities suggested below.    
 
The following actions are highly recommended by the FDNY upon active shooter 
events, IF YOU FEEL IT IS SAFE TO DO SO:  
 

• Immediately call 911. The call(s) should report (1) any emergency situation 
and (2) any determination to implement the EAP and which EAP action is 
being implemented. In addition, if the following information is known, you 
should also provide them to the 911 operator: 

o Location of the active shooter  
o Number of shooters, if more than one  
o Physical description of shooter/s  
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o Identity of the shooter/s (e.g. employee) 
o Number and type of weapons held by the shooter/s  
o Number of potential victims at the location  

 
        Every detail must be covered to receive full credit during the On Site exam. 

 
• The FS/EAP Director should immediately report to the Fire Command 

Center. The Fire Command Center should be used for command, 
communication and control of the emergency. If the Fire Command Center 
is compromised, if possible try to reach the designated alternative location 
that could allow you to carry out the following responsibilities. The 
alternate location should be established as soon as possible.  
 

• Notify the building occupants. 
If an active shooter situation occurs, the building occupants need to know 
that there is an active shooter in the building. Depending on the building 
communication systems, the alert could be delivered via different methods 
(public announcement system, text, email, etc.). The notification should be 
a conveyance of information, not an issuance of a command. The alert 
should indicate there is an active shooter event taking place inside the 
building and, if possible, tell the occupants where the shooter was last 
seen. There is much discussion of whether an announcement over the PA 
system is a prudent decision. Many companies and associations strongly 
advocate the position that announcements over the PA system is are 
beneficial and will immediately notify all occupants to implement 
recognized strategies. However, there are critics of this approach since it 
will alert the active shooter that first responders are alerted. We do not 
make an official recommendation but immediate notification is critical.   
  
A sample script for an active shooter emergency notification: 

“An active shooter has entered the building, he was last seen on 3rd 
floor of the building. Please implement the active shooter procedures 
based on your location.” 

 
Federal agencies (e.g. U.S. Department of Health and Human Services, U.S. 
Department of Homeland Security, U.S. Department of Justice, Federal 
Bureau of Investigation, Federal Emergency Management Agency) highly 
recommend the use of plain text/clear language (not code words) to 
communicate information clearly and effectively. Sending the alert through 
as many delivery channels as possible is the best way to ensure awareness 
within the danger zone. The goal is to empower as many individuals as 
possible with the ability to make an informed decision as to their best 
option to maximize chances of survival. 
 
In general, the FS/EAP Director should expect all the building 
occupants will choose one of the 3 survival techniques (Run, Hide or 
Fight) based on their own condition, location, and environment.    
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• Notify/consult with the EAP Brigade regarding the implementation of the 
EAP. 

 
• Assess the Building Components or Systems and take appropriate actions 
 Egress from entrances/exits and stairways 

The access/egress might be denied or limited based on the active 
shooter(s) location. 

 Elevator operation 
Recall all elevators. Determine if it is safe to use elevators. The use of 
elevators is not generally recommended during an active shooter 
event.  

 Interior door, including fire doors 
Maintain doors in the closed and unlocked position. Since the use of 
elevators is restricted, it is the non-fire emergency protocol to release all 
fail-safe (electro-magnetic door release) devices (if applicable) to 
ensure all re-entry doors are unlocked. However, every individual 
emergency may cause variety that may require adjustment for the 
protocol.  
 
If the active shooter is known/seen to be around the stairway, the 
occupants should be alerted to stay away from the stairway. 

 Evaluate ventilation system operation  
Take appropriate actions. 

 Evaluate electrical, natural gas, steam and other utility operations 
All should be assessed.  

 Evaluate fuel oil storage systems and associated pumps and piping 
All should be assessed. 
 

• Communications 
 Continue to monitor the emergency. 
 Maintain appropriate communication with the building occupants.  

 
b. Acceptable actions (refer to table 2-1): NA. 

 
c. Unacceptable actions (refer to table 3-3):NA. 

10.3  How to respond when law enforcement arrives  
 
Law enforcement’s purpose is to stop the active shooter as soon as possible. 
Officers will proceed directly to the area in which the last shots were heard.  
 
• Officers may wear regular patrol uniforms or external bulletproof vests, 

Kevlar helmets, and other tactical equipment. 
• Officers may be armed with rifles and shotguns in addition to the handguns.  
• Officers may use pepper spray or tear gas to control the situation.  
• Officers may shout commands, and may push individuals to the ground for 

their safety.  

Formatted: Highlight
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As an FS/EAP director, you are required to notify arriving law enforcement 
personnel and first responders of the nature of the emergency, the 
information of the building component (e.g. BIC, EAP, and keys/access 
cards) and the response up to the current time; and comply with the 
directions of the law enforcement and/or other lawful authority. Remember 
that the first officers to arrive to the scene will not stop to help injured persons. 
Expect rescue teams comprised of additional officers and emergency medical 
personnel to follow the initial responding officers. These rescue teams will treat 
and remove any injured persons from the areas that have been cleared by the 
first responding officers. They may also call upon able-bodied individuals to 
assist in removing the wounded from the premises. 
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Table 1-1. RECOMMENDED EAP actions for different scenarios 

This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30 -58. 

Scenario 

The location where the scenario occurs 
Outside the building Inside the building  

(in a specific area only) 
inside the building  

(possibly affecting multiple floors) 
Affected area The rest of the 

building 
Affected area The rest of the 

building 
Affected area The rest of the 

building 
Biological 
Agent 
Release 

 In-building 
relocation 

 Shelter in place  
 

 Isolate the individuals 
who were directly 
exposed to the agent  

 Shelter in place  
 In-building 

relocation 
 

  Isolate the individuals 
who were directly 
exposed to the agent 

 Shelter in place  
 

 

Chemical 
Agent 
Release 

 In-building 
relocation 

 Shelter in place   In-building 
relocation 

 Evacuation (P/F)* 

 Shelter in place 
 

 In-building 
relocation 

 Evacuation(P/F)* 

 Shelter in place 

CO/Natural 
Gas  release 

 In-building 
relocation 

 Shelter in place  
 

 In-building 
relocation 

 Evacuation (P/F)* 

  Shelter in place 
 

 Full Evacuation   Full Evacuation 

Explosion  In-building 
relocation  

 In-building 
relocation 

 Full evacuation  Full evacuation  Full evacuation  Full evacuation 

Suspicious 
package 

 In-building 
relocation 

 

  Shelter in place  
  

 In-building 
relocation 

 Evacuation(P/F)* 

 Shelter in place  
 

 In-building 
relocation  

 Evacuation(P/F)* 

 Shelter in place  
 
 

Civil 
disturbances 

 In-building 
relocation 
 

 Shelter in place 
 

    

Failure of 
building 
utilities 

NA  Shelter in place 
 In-building 

relocation 
 Evacuation(P/F)* 

 Shelter in place 
 In-building 

relocation 
 Evacuation(P/F)* 

 

 Shelter in place 
 In-building 

relocation 
 Evacuation(P/F)* 

 Shelter in place 
 In-building 

relocation 
 Evacuation(P/F)* 

Building  
damage  

NA Building has minor physical damages Building suffers major structural failure 
Affected area The rest of 

the building 
Affected area The rest of the 

building 
 In-building 

relocation  
 Evacuation(P/F)* 

 

 Shelter in place 
 In-building 

relocation 
 

 Full Evacuation  
 

 Full Evacuation 
 

*Note: Evacuation (P/F) : Partial or Full Evacuation 

See p30 See p26 

See p34 See p34 

See p30 See p33 

See p36 See p36 

See p36 See p37 

See p38 

See p38 See p39 See p39 

See p40 See p41 See p41 

See p43 See 43 See p44 See p44 

See p45 See p45 

See p46 See p46 See p46 See p46 

See p47 See p48 See p46-47 

See p35 See p35 

See p40 

See p44 See p44 

See p41 See p41 

See p48 

See p31-32 See p32 See p33 
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Table 1-2. RECOMMENDED EAP actions for natural disasters 
This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30 -58. 

Scenario Affected Area The rest of the building 
Natural disaster and the building structure is not 
compromised 

 In-building relocation 
 

 Shelter in place 
 

A natural disaster causing minor building physical damage   In-building relocation  In-building relocation  
 Shelter in place  

A natural disaster causing major building structural failure   Full Evacuation   Full Evacuation  
 

Building power failure which is caused by a natural disaster  Shelter in place 
 In-building relocation 

 Shelter in place 
 In-building relocation 

The building affected by flooding caused by a natural 
disaster 

 In-building relocation 
 

 Shelter in place 
 In-building relocation 

 
Table 1-3. RECOMMENDED EAP actions for active shooter emergency 

This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30-58. 
Scenario The location where the scenario occurs 

Outside the building Outside the building Inside the building 
Affected area The rest of the building The whole building 

Active shooter  In-building relocation 
 

 Shelter in place 
 

 Run 
 Hide 
 Fight 

  

See p49 See p49-50 

See p50 See p50 

See p51 

See p53 

See p52 See p52 

See p53 

See p51-52 

See p55 See p55 See p56-58 
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 Table 2-1. ACCEPTABLE EAP actions for different scenarios  
This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30-58. 

Scenario 

The location where the scenario occurs 
Outside the building Inside the building  

(in a specific area only) 
inside the building  

(possibly affecting multiple floors) 
Affected 

area 
The rest of the 

building 
Affected 

area 
The rest of the building Affected 

area 
The rest of the building 

Biological Agent 
Release 

  In-building relocation 
 

  Evacuation (P/F)*    In-building relocation 
 Evacuation (P/F)* 

Chemical Agent 
Release 

 
 

 In-building relocation   In-building relocation 
 Evacuation (P/F)* 

  In-building relocation 
 Evacuation (P/F)* 

CO/Natural Gas  
release 

  In-building relocation   In-building relocation 
 Evacuation (P/F)* 

 
 

 

Explosion   Shelter in place     

Suspicious 
package 

 
 

 In-building relocation   In-building relocation 
 Evacuation(P/F)* 

  In-building relocation 
 Evacuation(P/F)* 

Civil 
disturbances 

  In-building relocation     

Active shooter   In-building relocation     

Failure of 
building utilities 

NA     
 

Building damage  NA Building has minor physical damages Building suffers major structural failure 
Affected 

area 
The rest of the building Affected 

area 
The rest of the building 

  Evacuation(P/F)*   
*Note: Evacuation (P/F) : Partial or Full Evacuation 

Table 2-2. ACCEPTABLE EAP actions for natural disasters 
This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30-58. 

Scenario Affected Area The rest of the building 
Natural disaster and the building structure is not compromised   In-building relocation  

A natural disaster causing minor building physical damage    
A natural disaster causing major building structural failure    
Building power failure which is caused by a natural disaster   
The building affected by flooding caused by a natural disaster   

See p33 

See p36 

See p43 

See p32 

See p36 

See p37 

See p47 

See p45 

See p49 

See p34 

See p31 

See p40 

See p38 

See p44 See p44 

See p55 
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Table 3-1. UNACCEPTABLE EAP actions for different scenarios 
This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30 -58. 

Scenario 

The location where the scenario occurs 
Outside the building Inside the building  

(in a specific area only) 
inside the building  

(possibly affecting multiple floors) 
Affected area The rest of 

the building 
Affected area The rest of the 

building 
Affected area The rest of the 

building 
Biological 
Agent Release 

 Shelter in place  
 Evacuation 

(P/F)*  

 Evacuation 
(P/F)* 
 

 Not isolate the 
individuals who were 
directly exposed to the 
agent 

  Not isolate the 
individuals who were 
directly exposed to the 
agent 

 

Chemical Agent 
Release 

 Shelter in place  
 Evacuation 

(P/F)* 

 Evacuation 
(P/F)* 
 

 Shelter in place   Shelter in place 
 

 

CO/Natural Gas  
release 

 Shelter in place  
 Evacuation 

(P/F)* 
 

 Evacuation 
(P/F)* 
 

 Shelter in place 
  

  Shelter in place 
 In-building relocation 
 Partial evacuation 

 Shelter in place 
 In-building 

relocation 
 Partial evacuation 

Explosion  Shelter in place 
 Evacuation 

(P/F)* 

 Evacuation 
(P/F)* 

 Shelter-in-place  
 In-building relocation 
 Partial evacuation 

 Shelter-in-place  
 In-building 

relocation 
 Partial evacuation 

 Shelter in place 
 In-building relocation 
 Partial evacuation 
 

 Shelter in place 
 In-building 

relocation 
 Partial evacuation 

Suspicious 
package 

 Shelter in place  
 Evacuation 

(P/F)* 

 Evacuation 
(P/F)* 

 Shelter-in-place  
 

  Shelter in place 
 

  

Civil 
disturbances 

 Shelter in place 
 Evacuation 

(P/F)* 

 Evacuation 
(P/F)* 

    

Building 
utilities failure 

NA     

Building  
damage 

NA Building has minor physical damages Building suffers major structural failure 
Affected area The rest of the 

building 
Affected area The rest of the 

building 
 Shelter in place 

 
  Shelter in place 

 In-building relocation 
 Partial evacuation 
 

 Shelter in place 
 In-building 

relocation 
 Partial evacuation 

*Note: Evacuation (P/F) : Partial or Full Evacuation 

See p31 See p31 

See p32 

See p32 See p34 

See p34-35 See p36 See p35 See p36 

See p37 

See p42 

See p38 See p39 

See p39 

See p41 See p42 

See p44 See p45 See p44 See p45 

See p46 

See p47 See p47 See p48 

See p48 

See p33 

See p37 See p38 

See p42 See p42 

See p43 

See p36 See p36 

See p45-46 

See p43-44 

See p40-41 
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Table 3-2. UNACCEPTABLE EAP actions for natural disasters 
This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 30-58. 

Scenario Affected Area The rest of the building 
Natural disaster and the building structure is not compromised  Shelter in place 

 Evacuation(P/F)* 
 

 Evacuation (P/F)* 

A natural disaster causing minor building physical damage  Shelter in place 
 Evacuation(P/F)* 

 Evacuation (P/F)* 

A natural disaster causing major building structural failure  Sheter in place 
 In-building relocation 
 Partial evacuation 

 Sheter in place 
 In-building relocation 
 Partial evacuation 

Building power failure which is caused by a natural disaster  Evacuation(P/F)* 
 

 Evacuation(P/F)* 

The building affected by flooding caused by a natural disaster  Shelter in place 
 Evacuation(P/F)*  

 Evacuation(P/F)* 

*Note: Evacuation (P/F) : Partial or Full Evacuation 
 
 

Table 1-3. UNACCEPTABLE EAP actions for active shooter emergency 
This table is only a reference guide. IT CANNOT BE USED ALONE. The details are on page 25 -47. 

Scenario The location where the scenario occurs 
Outside the building Outside the building Inside the building 

Affected area The rest of the building Affected area 
Active shooter  Shelter in place 

 Evacuation(P/F)* 
 

 Evacuation(P/F)* 
 

N/A 

*Note: Evacuation (P/F) : Partial or Full Evacuation 

See p49-50 

See p50 

See p51 

See p50 

See p53 See p53 

See p52 See p52 

See p49 

See p51-52 

See p56 See p55-56 
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Part IV Knowledge of Training requirements 

1 General Instruction of the Training Session 
The FS/EAP Directors are required to supervise and train the deputy FS/EAP directors, 
FS/EAP building evacuation supervisors, FS/EAP floor wardens, deputy EAP floor wardens, 
EAP searchers, EAP brigade members, critical operation staff and other EAP staff, including 
conducting initial and periodic refresher training to maintain the state of readiness of such 
staff. During the first part of the training session, the candidate is required to demonstrate 
his/her ability to train a staff member as part of the On-Site Exam. The candidate will be 
required to present an initial training session for one of the following staff members: (1) 
deputy FS/EAP directors; (2)FS/EAP building evacuation supervisors; (3)FS/EAP floor 
wardens; (4)deputy EAP floor wardens; (5)EAP brigade members. The staff member will be 
designated by the inspector upon this test segment. 
 
The second part of the training session is to present an active shooter training session for 
your building occupants. The candidate will be asked to train the building occupants in 
case of an active shooter emergency. 

2  Training the Eap Staff Members 
During this first part of the training segment, the candidate must assume that the 
inspector is a new employee. This new employee does not have any knowledge of the 
building. The candidate can only show his/her training knowledge verbally during the 
On-Site Exam, the candidate must describe any required information specifically and 
clearly. 
  
Below are two examples; the first is an example of a poorly executed training segment. The 
second is a properly executed training segment.  
 
For this example we will assume that the staff member being trained must be taught 
information about the elevator(s) location and floors served. 

• Bad example:  NO CREDIT 
   The candidate said, “I will show you where the elevator lobby is located and which 
floors each elevator serves.” 
• Good example: CREDIT 
The candidate said, “You need to know the location of the elevator lobby. It is 
located on the right hand side of the front entrance reception desk. The first two 
elevators serve from the ground floor to the roof and the last elevator serves from 
basement to the 7th floor.”   

 
The candidate will be given approximately 10-15 minutes to prepare an outline to be used 
for training. The training should cover 5 basic topics:  

1. Designation:  
How many of this specific staff members are required for the building? 

2. Qualifications:  
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In order to serve as an EAP staff member, what is the frequency and length of training 
that the staff member should receive from the FS/EAP Director?  

3. Duties: 
List the duties required for the position to be performed in the event of an emergency. 

4. A general overview of the building’s EAP: 
Explain the building specific details the employee in this position is required to know 
once the EAP is implemented 

5. EAP concepts: 
Discuss the 4 actions (shelter in place, in-building relocation, partial evacuation and 
full evacuation) of dealing with an emergency as listed in the EAP. 

 
The outline that the candidate prepares in this test segment can be referenced during the 
On-Site exam; however, if the candidate writes something down but forgets to verbally 
mention it, the candidate will NOT be given credit for it. The outline will be confiscated (It is 
to be handed in) at the end of the exam.  
 
The EAP staffs shall be trained in the performance of their duties in accordance with 
the EAP plan. The following information only provides a general guideline for training 
session in the EAP On Site Test. It is the applicant’s responsibility to become familiar 
with all the training topics covered in his/her building’s EAP plan, even though such 
information may not be included in this study guide. 

2.1 Same information must be learned by all EAP staff members 
 

(1) A general overview of the building’s EAP: 
All EAP staff members should know the specific evacuation requirements: 
(a) Locations of exits, stairwells, elevators, primary and alternate exit  routes 

(The information could be found in the building Emergency Action Plan, Appendix A, 
table 7, table 9, and/or the BIC card) 
*Examples of exits: (this is only an example!) 

- There are two exits in the building, one located at 1st Ave and another one 
located at Smith street. 

*Examples of stairway: (this is only an example!) 
- Stairway “A”, southwest corner, floors served: basement to 10th floor. 
- Stairway “B”, east side, floors served: basement to 12th floor. 

*Examples of elevators: (this is only an example!) 
- Elevator bank “L”, west side, floors served: basement to 12th floor. 
- Elevator bank “M”, southeast side, floors served: ground floor to 12th floor. 

*Example of the primary and alternate exit routes: (this is only an example!) 
- If partial or full evacuation is implemented, all building occupants should be 

evacuated through the designated exit routes.  
For ground floor to 12th floor, the primary exit route is stairway “B” and the 
exit terminates on 1st Ave. The secondary exit route is stairway “A” and the 
exit terminates on 1st Ave.  
For the basement, the primary exit route is stairway “C” and the exit 
terminates on Smith street; the secondary exit route is stairway “D” and the 
exit terminates Smith street. 
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(b) Locations of assembly areas 
(The information could be found in the building Emergency Action Plan, Appendix A, 
table 10) 
 
*Example: (this is only an example! You should use the information provided in your 
building’s EAP) 
Once the partial or full evacuation is implemented, you should know the primary 
assembly area which is located on the 2nd Ave between Smith street and John road. 
You should also know the secondary assembly area which is located on the Queens 
Ave between John road and Mark place. 
 

(c) Locations of In-building relocation areas 
(The information could be found in the building Emergency Action Plan, Appendix A, 
table 8) 
*Example: (this is only an example! You should use the information provided in your 
building’s EAP) 
Once the in-building relocation is implemented, you should know all in-building 
relocation areas in our building. The in-building relocation areas on all floors 
including basement are located at the elevator lobby of each floor.  
 

(d) Procedures for accounting for building occupants after competing in-building 
relocation, partial or full evacuation and the method of communication. 
(This information could be found in the Part 4 of the building Emergency Action Plan) 
 
*Example: (this is only an example! You should use the information provided in your 
building’s EAP) 
You should know the procedures for accounting for employees present in the building 
and taking a head count at the in-building relocation area or the assembly area.  
 
After implementation of an in-building relocation, the responsible staff assigned by 
the EAP (such as FS/EAP Wardens) should take a head count at the relocation area. 
For any occupant not accounted for, a list of the names and last known locations 
shall immediately be established. The responsible staff should call to the fire 
command station via the fire warden phone to report if all the floor occupants are in 
the relocation area and to report the number of occupants in the area.  
 
After completing a partial or full evacuation, the responsible staff assigned by the 
EAP (such as FS/EAP Wardens) should take a head count at the assembly area. For 
any occupant not accounted for, a list of the names and last known locations shall 
immediately be established. The staff should call the EAP Director via cell phone to 
report. In an evacuation, do not return to the building. All building occupants should 
remain with their group unless otherwise instructed. 
 

(2) Four EAP actions: 
Discuss the 4 actions (shelter in place, in-building relocation, partial evacuation and 
full evacuation) of dealing with an emergency as listed in the EAP. 
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2.2 Different training content for different EAP staff members 
 

I. Deputy FS/EAP directors; 
 
(1) Designation:  
There must be one or more employees designated as a Deputy FS/EAP director by the 
owner as qualified.  
 
(2) Qualifications:   
The deputy fire safety/EAP director shall hold a fire safety/EAP director certificate of 
fitness. The deputy fire safety/EAP director shall receive training in the emergency action 
plan from the fire safety/EAP director 
 
(3) Duties and responsibilities.  
The deputy fire safety/EAP director shall: 

(a) in the absence of the fire safety/EAP director, perform the duties of the fire 
safety/EAP director, as circumstances warrant, except that the fire safety/EAP 
director shall personally supervise all FSP staff training;  

(b) in the presence of the fire safety/EAP director, assist the fire safety/EAP director in 
carrying out the requirements of the fire safety and evacuation plan and this section, 
as circumstances warrant; 

(c) be fully familiar with the provisions of the Emergency Action Plan; 
(d) ensure notices identifying the FSP Staff shall be conspicuously posted on each floor, 

and kept at the fire command center, where they shall be made available for 
inspection by Department representatives. 

(e) ensure the proper record keeping is maintained 
(f) be responsible for a daily check of the availability of EAP wardens and deputy EAP 

wardens, and make such notifications or temporary assignments as are necessary to 
ensure adequate EAP staffing; 

(g) in the event of an emergency in or affecting the building,  
• immediately report to 911 to report (1) any emergency situation and (2) any 

determination to implement the EAP and which EAP action is being implemented. 
• report to the fire command center or designated alternative location 
• implement the emergency action plan, if appropriate 
• notify arriving emergency response personnel and incident commander of the 

emergency and the building response thereto;  
• be responsible for communicating all information and directions to building 

occupants to implement the fire safety and evacuation plan; 
 
II. EAP building evacuation supervisor 

 
(1) Designation:  
There must be at least one person as a EAP building evacuation supervisor, and qualified to 
serve in such position, shall be present and on duty in the building at all times when a fire 
safety/EAP director is not required to be on duty, but there are occupants in the building. 
The EAP building evacuation supervisor at such times shall exercise the authority and 
responsibility of the fire safety/EAP director to implement the emergency action plan. 
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(2) Qualifications:   
The EAP building evacuation supervisor shall receive training in the emergency action plan 
from the fire safety/EAP director.  
 
(3) Duties and responsibilities.  
The FS/EAP building evacuation supervisor shall: 

(a) in the absence of the fire safety/EAP director and deputy fire safety/EAP director, 
perform the duties of the fire safety/EAP director, as circumstances warrant, except 
that the fire safety/EAP director shall personally supervise all FSP staff training;  

(b) in the presence of the fire safety/EAP director, assist the fire safety/EAP director in 
carrying out the requirements of the fire safety and evacuation plan and this section, 
as circumstances warrant; 

(c) be fully familiar with the provisions of the Emergency Action Plan; 
(d) ensure notices identifying the FSP Staff shall be conspicuously posted on each floor, 

and kept at the fire command center, where they shall be made available for 
inspection by Department representatives. 

(e) ensure the proper record keeping is maintained 
(f) be responsible for a daily check of the availability of EAP wardens and deputy EAP 

wardens, and make such notifications or temporary assignments as are necessary to 
ensure adequate EAP staffing; 

(g) in the event of an emergency in or affecting the building,  
i. immediately report to 911 to report (1) any emergency situation and (2) any 

determination to implement the EAP and which EAP action is being implemented. 
ii. report to the fire command center or designated alternative location 
iii. implement the emergency action plan, if appropriate 
iv. notify arriving emergency response personnel and incident commander of the 

emergency and the building response thereto;  
v. be responsible for communicating all information and directions to building 

occupants to implement the fire safety and evacuation plan; 
 
III. EAP wardens 
(1)  Designation:  
There must be at least one EAP warden for each floor of the building. EAP wardens shall be 
on duty on each floor during regular business hours for such floor. 
 
(2) Qualifications:   
The EAP warden shall receive training in the emergency action plan from the fire 
safety/EAP director. 
 
(3) Duties and responsibilities.  
 

(a) be fully familiar with the provisions of the Emergency Action Plan; 
(b) in the event of an emergency on the floor or immediately affecting building occupants 

on the floor, notify the fire safety/EAP director and building occupants on the floor of 
the emergency, and initiate appropriate action; 

(c) in the event of an emergency not on the floor or not immediately affecting building 
occupants on the floor, establish communication with the fire safety/EAP director 
and, if possible, await direction from the fire safety/EAP director; 
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(d) keep the fire safety/EAP director informed of his or her location and the progress of 
the implementation of emergency action plan measures; 

(e) confirm the in-building relocation or evacuation of the floor or portion thereof by 
directing deputy EAP wardens and/or other EAP staff designated as EAP searchers to 
search all areas of the floor to be relocated in building or evacuated; to do so by 
visual inspection, not merely by the lack of a voice response; and to notify any 
remaining building occupants that they must immediately comply with the applicable 
emergency action plan procedures; 

(f) determine whether the stairwells are safe to enter before directing building occupants 
to use them, and, if unsafe, notify the fire safety/EAP director, and to instruct 
building occupants not to use 

(g) perform such other duties as set forth in the fire safety and evacuation plan, or as 
directed to do so by the fire safety/EAP director. 
 

IV. Deputy EAP wardens  
 
(1) Designation:  
There must be at least at least one deputy EAP warden for each employer of building 
occupants on a floor. If the floor area occupied by an employer of building occupants on a 
single floor exceeds 7,500 square feet, a deputy EAP warden shall be designated for each 
7,500 square feet or portion thereof. At least the minimum required number of deputy EAP 
wardens shall be on duty on each floor during the regular business hours of such employer. 
 
(2) Qualifications:   
The deputy EAP warden shall receive training in the emergency action plan from the fire 
safety/EAP director 
 
(3) Duties and responsibilities.  
 
The deputy FS/EAP floor wardens shall: 

(a) be fully familiar with the provisions of the Emergency Action Plan; 
(b) in the absence of the EAP warden, perform the duties of the EAP warden, as 

circumstances warrant;  
• in the event of an emergency on the floor or immediately affecting building 

occupants on the floor, notify the fire safety/EAP director and building occupants 
on the floor of the emergency, and initiate appropriate action; 

• in the event of an emergency not on the floor or not immediately affecting 
building occupants on the floor, establish communication with the fire 
safety/EAP director and, if possible, await direction from the fire safety/EAP 
director; 

(c) in the presence of the EAP warden, assist the EAP warden in carrying out the 
requirements of the emergency action plan and this section, by searching all areas of 
the floor to be relocated in building or evacuated, and notifying any remaining 
building occupants that they must immediately comply with the applicable 
emergency action plan procedures, and by performing such other duties as assigned 
by the emergency action plan or directed by the EAP warden. 
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V. EAP brigade members 
 
(1) Designation:  
The EAP brigade shall consist of the building manager, chief engineer and director of 
security (or, in their absence, qualified designees), and other building personnel, office 
employees or other building occupants designated to assist in the implementation of the 
emergency action plan, including persons assigned to assist building occupants that 
require assistance to participate in the plan. EAP brigade members shall be on duty during 
regular business hours. The fire safety/EAP director and deputy fire safety/EAP directors 
shall not be designated as EAP brigade members; 
(2) Qualifications:   
All EAP brigade members shall receive training in the emergency action plan from the fire 
safety/EAP director 
 

(3) Duties and responsibilities.  
(a) perform their designated assignments, as set forth in the emergency action plan or as 

directed by the fire safety/EAP director; and 
(b) in the event of an emergency, immediately report to the designated locations, as set 

forth in the emergency action plan or directed by the fire safety/EAP director, to be 
ready to undertake their designated assignments. 

3 Preparation and Training for an Active Shooter Situation 
Active shooter situations by their very nature are unpredictable and the situations evolve 
quickly. The Fire Department developed these recommendations based on analysis of past 
active shooter incidents and careful review of previous studies. Unlike other guides on 
active shooter attacks, this guide provides recommendations tailored to FS/EAP Directors. 
Based on the booklet developed by the Police Department (refer to the Active Shooter 
Section of the EAP bibliography), the FS/EAP Director should prepare his/her building 
and/or building occupants for the following three domains: procedures, systems, and 
training.  
 

A. Procedures: 
• Conduct a realistic security assessment to determine the facility’s vulnerability to 

an active shooter attack.  
• Identify multiple evacuation routes and practice evacuations under varying 

conditions; post evacuation routes in conspicuous locations throughout the facility; 
ensure that evacuation routes account for individuals with special needs and 
disabilities.  

• Designate a shelter location that provides an area with ballistic cover, not just 
visual concealment. The ideal shelter locations should have thick walls, solid doors 
with locks, minimal interior windows, first-aid emergency kits, communication 
devices, and duress alarms. 

• Designate a point-of-contact with knowledge of the facility’s security procedures 
and floor plan to liaise with police and other emergency agencies in the event of an 
active shooter situation.  

• Incorporate an active shooter drill into the building’s emergency preparedness 
procedures.  

• Vary security guards’ patrols and patterns of operation.  
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• Prepare a “Go Bag” gathering building floor plans, Building Information Card, 
access cards and keys. The “Go Bag” should be placed in the Fire Command Center, 
but limit access to the FS/EAP staffs, building responsible personnel and the first 
responders.  Because the FS/EAP Director might not be able to stay at the Fire 
Command Center to carry out his/her responsibilities while active shooter 
emergency occurs, a Go Bag that is sturdy and easy to carry is needed in a hasty 
evacuation.    

• Establish a central command station (such as Fire Command Center) for building 
security.  

 
B.  Systems:  
• Ensure credential-based access control systems are in place that provide accurate 

attendance reporting, limit unauthorized entry, and do not impede emergency 
egress.  

• Ensure closed-circuit television systems are in place that provide domain awareness 
of the entire facility and its perimeter; ensure that video feeds are viewable from a 
central command station.  

• Ensure communications infrastructure are in place that allows for facility-wide, 
real-time messaging.  

• Ensure elevator systems are in place that may be controlled or locked down from a 
central command station. 
 

C. Training:  
 
This training section should be addressed if you are assigned to present an active shooter 
training during the EAP On-Site test.  
 
• The most important concept to share with the building occupants is the survival 

techniques to use when an active shooter is in their vicinity: Run, Hide, Fight. 
 
1. RUN  

If there is an accessible escape path, attempt to evacuate the premises.  
Be sure to discuss with the occupants the following issues: 
o Have an escape route and plan in mind.  
o Visualize the entire escape route before beginning to move, and avoid using 

elevators or escalators.  
o Evacuate regardless of whether others agree to follow.  
o Leave your belongings behind.  
o Help others escape, if possible.  
o Prevent individuals from entering an area where the active shooter may be.  
o Keep your hands visible, fingers spread apart. 
o Follow the instructions of any police officers. 
o Do not attempt to move wounded people.  
o Call 911 when you are safe. 
 

2. HIDE  
If evacuation isn't an option, find a place to hide where the active shooter is less 
likely to find you.  
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Be sure to discuss with the occupants: (1) ideal hiding place; and (2) what they 
should do when they hide 
 Ideal hiding place should be an area with ballistic cover, not just visual 

concealment: 
o Concealment: is something that will block you from the view of the gunman. 

Soft wall cubicles and desks may conceal but provide no substantial ballistic 
protection. 

o Cover: is something of substantial thickness and weight that will stop a bullet. 
Inside, office furniture and equipment such as vending machines, copy 
machines, and file cabinets can stop many types of bullets. 

 
 

Your hiding place should:  
o Be out of the active shooter’s view. 
o Provide protection if shots are fired in your direction (i.e., an office with a 

closed and locked door).  
o Not trap or restrict your options for movement.  

 
 When you hide, you should: 
o Lock the door, if applicable. 
o Blockade the entrance with heavy furniture, if applicable. 
o Silence, not vibrate, your cell phone, pager and/or any other electronic 

devices. 
o Turn off any source of noise (i.e., radios, televisions).  
o Hide behind large items (i.e., file cabinets, copy machine, soda machine).  
o Remain quiet. 

 
3. FIGHT  

If evacuation and hiding out are not possible, as a last resort, and only when your 
life is in imminent danger, attempt to disrupt and/or incapacitate the active 
shooter:  
o Act as aggressively as possible against him/her.  
o Throw items and improvise weapons.  
o Yell.  
o Commit to your actions.  

 
• Train Building occupants to call 911 as soon as it is safe to do so.  

Information to provide to law enforcement or 911 operator:  
o Location of the active shooter.  
o Number of shooters, if more than one.  
o Physical description of shooter/s.  
o Number and type of weapons held by the shooter/s.  
o Number of potential victims at the location.  

          
          If you cannot speak, leave the line open and allow the dispatcher to listen. 

 
• Train building occupants on how to respond when law enforcement arrives on scene: 

o Follow all official instructions.  
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o Remain calm. 
o Immediately raise hands and spread fingers, keep hands empty (put down any 

items in your hands) and visible at all times, 
o Avoid making sudden or alarming movements such as holding on to them for 

safety. 
o Avoid pointing, screaming and/or yelling. 
o Do not interfere with responding officers: Do not stop to ask officers for help or 

direction when evacuating. Just proceed in the direction from which officers 
are entering the premises. 

o Remember that the first officers to arrive to the scene will not stop to help 
injured persons. Expect rescue teams comprised of additional officers and 
emergency medical personnel to follow the initial responding officers. These 
rescue teams will treat and remove any injured persons from the areas that 
have been cleared by the first responding officers. They may also call upon 
able-bodied individuals to assist in removing the wounded from the premises. 

 
Focus on teaching building occupants a few basic concepts, actions, and make sure they 
perform them well. In sum, after training, the building occupants should know the 
following three topics: 

1. Survival techniques 
Discuss the 3 survival techniques when an active shooter is in their vicinity. Describe 
the detail, such as how to choose the techniques, how to apply the techniques, and 
what should be considered when you apply a specific technique. 

2. Information for 911 operators  
Discuss what information should be provided to the 911 operators.  

3. How to respond when law enforcement arrives on scene  
Inform the occupants what to expect when law enforcement arrives on scene as they 
work to stop an active shooter and eliminate the threat. 

 
All employees can help prevent and prepare for potential active shooter situations. There 
are many training course offered by the law enforcement agencies (NYPD, FEMA, etc.) that 
provide guidance to individuals, including managers and employees, so that they can 
prepare to respond to an active shooter situation. For example, NYPD SHIELD addresses 
private sector business on both an industry-specific and a geographic basis. This enables 
the NYPD to best serve the unique needs of each constituency. NYPD provides training 
services to assist public and private sector entities in defending against terrorism including 
active shooter. In addition, different active shooter training courses are also provided by the 
Federal Law Enforcement Training Centers (FLETC), the detail is addressed in the following 
link: http://www.dhs.gov/active-shooter-preparedness 
 
Your human resources department and facility managers should engage in planning for 
active shooter scenario. FDNY strongly recommends all FS/EAP Directors to discuss with 
the human resources department and facility managers about the various free programs 
offered by the NYPD Shield and NYS FEMA with regard to active shooter related training. 
The local law enforcement could help you to plan and conduct the training exercises based 
on your building components.  
  

http://www.dhs.gov/active-shooter-preparedness
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Appendix I. Official Bibliography (Computer Based Exam and On-Site 

Exam) 

The FDNY has provided all recognized EAP schools with the official bibliography to better 
prepare applicants for the course and examination. We encourage all applicants to visit the 
links before attending any school.  

You may read this document but cannot link or access it directly from this document.  

1. You can copy it to document file and then link directly to the sites.  
2. You can type the exact citation in a search engine and then visit the sites.  

FINAL EAPD Curriculum Bibliography 11/30/14 

1. Rule 6-02 
o Office Building Emergency Action Plans, 3 RCNY 6-02  

2. Different Building Evacuation Concepts, including: Sheltering in Place, In-
Building Relocation, Partial Building Evacuation, and Full Building Evacuation.  

o “FAQs about building evacuation.” NFPA Research and Reports. 23 September 
2005. Accessed 11/14/2014.  

o “The Evacuation Plan: Key Questions You Need to Ask.” Boma International. 
23 September 2005. Accessed 11/14/2014. 

o How to Plan Workplace Emergencies and Evacuations. OSHA 3088. US 
Department of Labor. 2001. Accessed 11/14/2014. 

o "Primer for Design of Commercial Buildings to Mitigate Terrorist Attacks”, 
FEMA 427. Accessed and modified the link on 11/14/2014. 

3. Building Communications and Announcements  
o “Strategies for creating evacuation messages.” NFPA Research and Reports. 23 

September 2005. Accessed and modified the link on 11/14/2014. 
o  “Emergency Communications” Federal Communications Commission,  

Consumer and Governmental Affairs. October 2014. Accessed and modified 
the link on 11/14/2014.  

4. Building Ventilation Options  
o 1996 North American Emergency Response Guidebook, A Guidebook for First 

Responders During The Initial Phase of a Hazardous Materials/Dangerous 
Goods Incident, US Department of Transportation Research and Special 
Programs Administration  

o New York City Building Code, SUBCHAPTER 6, Means of Egress,  
Accessed 11/14/2014. 

o Brannigan F. “Building Construction for the Fire Science”, Third Edition, 
1997, National Fire Protection Association.  

http://www.nyc.gov/html/fdny/pdf/rcny/rcny_6_02_final_rule.pdf#search=
http://www.nfpa.org/itemDetail.asp?categoryID=811&itemID=20771&URL=Research%20&%20Reports/Fact%20sheets/Safety%20in%20other%20occupancies/High-rise%20buildings/FAQs%20about%20building%20evacuation
http://www.disaster-resource.com/articles/03p_122.shtml
https://www.osha.gov/Publications/osha3088.pdf
http://www.fema.gov/media-library-data/20130726-1455-20490-6114/fema427.pdf
http://www.fema.gov/media-library-data/20130726-1455-20490-6114/fema427.pdf
http://www.lewis-mcchord.army.mil/safety/Publications/Fire/NFPA-FS_Building_Evacuation_for_Building_Managers.doc
http://transition.fcc.gov/cgb/consumerfacts/emergencies.pdf
http://www.nyc.gov/html/dob/downloads/bldgs_code/bc27s6.pdf
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5. Use of Elevators in Non-Fire Emergencies  
o CDIHP “Evacuation Preparedness Guide.”  Accessed and modified the link 

on 11/14/2014. 
o “Recommendations for Staff Using Elevators.” Workplace Safety Toolkit. 

Accessed and modified the link on 11/14/2014.  
o “Elevators, Escalators and Stairways.” Workplace Safety Toolkit. Accessed 

and modified the link on 11/14/2014. 
6. Human Services and the Handling of Building Occupants with Special Needs 

during Non-Fire Emergencies  
o FEMA and USFA. “Emergency Procedures for Employees with Disabilities in 

Office Occupancies.” U.S. Fire Administration Guide Series. FA-154 (06/95). 
Accessed on 11/14/2014.  

o FEMA and USFA “Orientation Manual for First Responders on the Evacuation 
of People with Disabilities.” U.S. Fire Administration Guide Series. FA-235/ 
August 2002. Accessed on 11/14/2014.  

o U.S. Department of Justice. “A Guide to Disability Rights Laws." U.S DOJ Civil 
Rights Division. July 2009. Accessed and modified the link on 11/14/2014.  

7. WMD’s, including Dirty Bombs, and Other Radiological Agents  
o “Emergency Preparedness and Response for Radiation Emergencies”. 

Department of Health and Human Services Centers for Disease Control and 
Prevention. New, accessed on 11/14/2014.  

o “Population Monitoring Guide in Radiation Emergencies, 2nd Edition" 
Department of Health and Human Services Centers for Disease Control and 
Prevention. New, accessed on 11/14/2014. 

o “Radiological Dispersion Device”   Ready.gov. February 2013. Accessed on 
11/14/2014.   

o “Dirty Bombs.”  Council on Foreign Relations. 2002. Accessed on 
11/14/2014.   

o “FAQs: Dirty Bombs.” Department of Health and Human Services Centers for 
Disease Control and Prevention.  October 2013. Accessed on 11/14/2014.   

o Davis LE, Davis LM, Howell D, LaTourrette T, and Mosher D. “Individual 
Preparedness and Response to Chemical, Radiological, Nuclear, and 
Biological Terrorist Attacks.” RAND Public Safety and Justice, 2003. Accessed 
on 11/14/2014.   

o “Guidance for Protecting Building Environments from Airborne Chemical, 
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