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I- PURPOSE:   
To provide necessary guidelines and 
procedure to the staff  to follow  in case an 
emergency evacuation  is required 
 
Priority: Save people, protect equipment and 
maintain business. 
 
 
II PROCEDURE:  
●​ When there is an alarm or announcement 

about the emergency evacuation, all the 
personnel  being located in the factory 
area  at that moment must follow the 
evacuation procedure as follows: 

 
●​ Staff  from  office area shall go down (if 

being on the 1st floor)  by  the stair next 
to the reception area and stair down to 
the warehouse and exit by reception door 
and warehouse door and proceed to the 
right part of the volleyball court, next to 
the flag poles (unless there is an 
announcement requiring to assemble in 
another place).  

 
●​ Staff in chemical factory shall exit 

through  the  warehouse door and the 
door next to the canteen and proceed to 
the right part of the volleyball court, next 
to the flag poles (unless there is an 
announcement requiring to assemble in 
another place).  

 
●​ Staff in coil factory shall exit through the 

door facing  the chemical factory , go 
through the grass ground and proceed to 
the right part of the volleyball court, next 
to the flag poles (unless there is an 
announcement requiring to assemble in 
another place).  

 
●​ All non-ABC visitors, contractors, 

suppliers, truck drivers…shall also need 

I- MUÏC ÑÍCH :  
Cung caáp nhöõng höôùng daãn & quy trình caàn 
thieát cho  nhaân vieân thöïc hieän khi coù yeâu 
caàu   di taûn khaån caáp .  
 
Öu tieân : cöùu ngöôøi, baûo veä thieát bò & duy 
trì hoaït ñoäng SX kinh doanh.  
  
II TIEÁN TRÌNH :  
●​ Khi coù tieáng coøi baùo ñoäng hoaëc coù 

thoâng baùo di taûn khaån caáp, yeâu caàu 
moïi ngöôøi ñang coù maët trong phaïm vi 
nhaø maùy thöïc hieän vieäc di taûn nhö sau: 

 
●​ Nhaân vieân ôû khu vöïc vaên phoøng  seõ ñi 

xuoáng  ñaát  (neáu ñang ôû treân laáu 1) 
baèng caùc caàu thang tieáp taân vaø caàu 
thang  loái kho vaø thoaùt ra ngoaøi  baèng 
caùc  cöûa tieáp taân, cöûa kho, taäp trung 
veà nöûa saân boùng chuyeàn caïnh coät côø 
Nhaø maùy ( tröø khi coù thoâng baùo yeâu 
caàu taäp trung nôi khaùc).  

 
 
●​ Nhaân vieân trong nhaø maùy hoùa chaát 

thoaùt ra theo loái cöûa  kho vaø cöûa caïnh 
phoøng aên, taäp trung veà nöûa saân boùng 
chuyeàn caïnh coät côø Nhaø maùy ( tröø khi 
coù thoâng baùo yeâu caàu taäp trung nôi 
khaùc). 

 
 
 
●​ Nhaân vieân Nhaø maùy nhanh thoaùt ra 

baèng cöûa höôùng veà nhaø maùy hoaù 
chaát, ñi baêng qua saân coû, taäp trung veà 
nöûa saân boùng chuyeàn caïnh coät côø 
Nhaø maùy ( tröø khi coù thoâng baùo yeâu 
caàu taäp trung nôi khaùc). 

 
 
●​ Nhöõng ngöôøi khoâng phaûi laø nhaân 

vieân cuûa ABC nhöng ñang coù maët trong 
phaïm vi Nhaø maùy cuõng phaûi taäp trung 
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to go to the volley ball court  and stand in 
row (unless there is an announcement 
requiring to assemble in another place). 

 
 
●​ All the company drivers shall keep their 

vans in the car parking space and  stand 
beside to depart when necessary (unless 
there is an announcement requiring to 
park van at another place). 

 
●​ All the trucks must be kept in place with 

engines turned off unless allowed by the 
Emergency Duty Leader to move out to 
avoid damage or to give space for 
emergency assistance forces . In any 
case,  trucks must not move or stand in 
such a way that block the access of 
emergency assistance forces.  

 
 
●​ Everyone, when gathering at the 

volleyball court, must stand in rows and 
by  groups as  noted on the ground. This 
will help to identify who is still missing 
or staying  in the dangerous areas. Shift 
leaders are responsible for a roll call for 
their shifts and  double check  with  the 
shift duty list and attendance record at 
Security. Other sections (HR, Finance, 
Maintenance, Planning, Purchasing, 
Lab…) shall be checked by themselves 
(including guests of the department)  and 
double checked with the  attendance 
record at the Security  

 
 
●​ In case there is a threat of serious fire or 

explosion, the Management or  the 
Emergency Duty Leader shall allow staff 
to gather outside the factory fence, far 
from the dangerous areas but must ensure 
that such gathering will not  cause any 
obstruction to the emergency assistance  
forces and no staff run away without 

veà khu vöïc saân boùng chuyeàn ( tröø khi 
coù thoâng baùo yeâu caàu taäp trung nôi 
khaùc). 

 
 
 
●​ Caùc taøi xeá Coâng ty giöõ nguyeân xe taïi 

vò trí ñaäu xe vaø luoân ñöùng caïnh xe ñeå 
saün saøng xuaát phaùt, khi caàn ( tröø khi 
coù thoâng baùo yeâu caàu ñaäu xe nôi 
khaùc). 

 
 
●​ Taát caû caùc xe taûi khaùc phaûi ñöôïc taét 

maùy, ñöùng yeân taïi choã tröø khi ñöôïc 
pheùp cuûa ngöôøi tröïc chæ huy khaån caáp 
cho di chuyeån  ra ngoaøi ñeå traùnh  thieät 
haïi hoaëc ñeå nhöôøng choã cho löïc löôïng 
cöùu hoä . Trong moïi tröôøng hôïp, caùc xe 
khoâng ñöôïc di chuyeån gaây caûn trôû 
hoaëc ñaäu ôû choã gaây caûn trôû cho löïc 
löôïng cöùu hoä. 

 
●​ Moïi ngöôøi, khi ra ñeán saân boùng chuyeàn 

phaûi ñöùng taäp trung thaønh haøng, theo 
nhoùm, theo khu vöïc boá trí cuûa boä phaän 
mình (coù ghi baèng chöõ döôùi ñaát) ñeå 
ñieåm danh vaø theo doõi xem coù ai coøn 
soùt laïi hay khoâng. Caùc tröôûng ca thöïc 
hieän ñieåm danh ñoái vôùi coâng nhaân 
thuoäc ca saûn xuaát cuûa mình coù ñoái 
chieáu vôùi danh saùch tröïc ca vaø danh 
saùch chaám coâng  ôû Toå Baûo veä . Caùc 
boä phaän khaùc  nhö  Nhaân söï, Taøi 
chaùnh, Keá hoaïch, Thu mua, Baûo trì…töï 
ñieåm danh laáy (keå caû khaùch cuûa boä 
phaän mình) ñoàng thôøiù ñoái chíeâu vôùi 
danh saùch chaám coâng ôû Toå Baûo veä.  

 
●​ Trong tröôøng hôïp coù nguy cô chaùy noå 

to, Ban laõnh ñaïo Nhaø maùy hoaëc ngöôøi 
tröïc chæ huy khaån caáp seõ cho pheùp 
nhaân vieân taäp trung beân ngoaøi haøng 
raøo Nhaø maùy, ôû nôi caùch xa vò trí coù 
khaû naêng noå nhöng phaûi ñaûm baûo 
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permission  of the Management or 
Emergency Duty Leader 

 
 
●​ No one from ABC except GM or his 

authorized person is allowed to 
communicate with reporters, external 
inspectors or answer interviews…about 
the case. This is to avoid 
miscommunication and 
misunderstanding. 

 
●​ Priority for the Emergency Duty Leader  

in office hours (8:00 - 16:45 ) shall be: 
Factory Manger, HR Manager, Finance 
Manager, Production Supervisor, HR 
Supervisor, Coil Shift Leader, Chemical 
Shift Leader, Chief Security, Security 
officers. Where there is an absence of the 
former, the latter shall be responsible for 
the leading role in the emergency  case. 

 
●​ After office hours when there is no 

managers and supervisors in the factory, 
the priority for the Emergency Duty 
Leader  shall be Coil Shift Leader, 
Chemical Shift Leader, Chief Security, 
Security Officers. 

 
●​ On holidays, where there is no staff  

working in the factory, Chief Security or 
Security Officers (if no Chief Security at 
that moment) must be responsible for 
handling the case. In any case, Security 
must advise Police, Fire Fighting Unit 
and related  organizations, Factory 
Manager, HR Manager, Finance Manager 
as soon as possible. 

 
 
●​ In emergency evacuation, staff should 

not delay to go out because of trying to 
bring with him/her  bag or property,  
should not run too quickly or elbow 
others, or jostle . Please give first priority 

khoâng gaây caûn trôû cho caùc phöông 
tieän cöùu hoä vaø khoâng coù nhaân vieân 
naøo töï yù boû ñi neáu khoâng ñöôïc pheùp 
cuûa Ban Laõnh ñaïo hoaëc ngöôøi tröïc chæ 
huy khaån caáp.  

 
●​ Ngoaïi tröø Toång Giaùm ñoác hoaëc ngöôøi 

ñöôïc uûy quyeàn, khoâng nhaân vieân  naøo 
ñöôïc töï yù giao tieáp vôùi caùc nhaø baùo, 
thanh tra vieân hoaëc traû lôøi phoûng vaán 
veà vuï vieäc xaûy ra. Ñieàu naøy nhaèm 
traùnh caùc thoâng tin sai leäch coù theå 
gaây nhaàm laãn. 

 
●​ Thöù töï öu tieân chæ huy tình traïng khaån 

caáp trong giôø haønh chaùnh (töø 8:00 – 
16:45) laø  Giaùm ñoác Nhaø maùy , Giaùm 
ñoác Nhaân sö ï, Giaùm ñoác Taøi chính, 
Giaùm saùt saûn xuaát, Giaùm saùt Nhaân 
söï, Tröôûng ca saûn xuaát nhang, Tröôûng 
ca saûn xuaát hoaù chaát,ToÅ tröôûng Baûo 
veä, Nhaân vieân tröïc Baûo veä . Khi 
khoâng coù maët ngöôøi  tröôùc, ngöôøi 
tieáp theo chòu traùch nhieäm thay theá ñeå  
chæ huy. 

 
●​ Ngoaøi giôø haønh chaùnh , luùc khoâng coù 

maët caùc  Giaùm ñoác vaø Giaùm saùt, thöù 
töï chæ huy khaån caáp laø  Tröôûng ca saûn 
xuaát  nhang,  Tröôûng ca saûn xuaát  hoaù 
chaát , Toå tröôûng baûo veä , Nhaân vieân 
tröïc baûo veä.   

 
●​ Trong ngaøy nghæ, khoâng coù nhaân vieân 

saûn xuaát , toå tröôûng Baûo veä hoaëc 
Nhaân vieân tröïc baûo veä (neáu khoâng 
coù maët Toå tröôûng) chòu traùch nhieäm 
xöû lyù. Trong moïi tröôøng hôïp, caàn phaûi 
baùo ngay cho  Coâng an, löïc löôïng Phoøng 
chaùy chöõa chaùy vaø caùc cô quan höõu 
quan, Giaùm ñoác Nhaø maùy, Giaùm ñoác 
Nhaân söï vaø Giaùm ñoác Taøi chaùnh bieát 
caøng sôùm caøng toát.  
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to children and old people (if any) and 
ladies to exit. 

 
●​ Factory Emergency Assistance Team 

(including Production Supervisor + 
Security team + Shift Leaders if  in office 
hours; or Shift leaders + Security Team if 
after office hours) shall be responsible 
for: 

       1/Assisting people to exit from the    
          dangerous areas 
       2/Acting under instructions of  the  
          Emergency Duty Leader. 
       3/ Take on-site fire fighting/assistant  
           actions (to be trained)  
 
●​ Security must keep tight control on 

people going in/out and allow only 
emergency assistance forces (fire 
brigade, police, ambulance…) to go 
in/out 

 
●​ Only when there is an announcement 

from the Management that the fire/ 
explosion is over, no more danger then 
the staff may return to their work place  

 
●​ In case there is a source or finding of 

bomb, explosive, toxic chemicals…or a 
threat of bomb , explosive, toxic 
chemicals setting… the Management will 
allow staff to evacuate to a safe place 
outside the factory until everything 
become safe and no more danger. Any 
case of  prank by giving  false threat or 
providing false information on purpose to 
create trouble and scare people will be 
disciplined by the Management and will 
be treated by law. If such prank directly 
or indirectly causes damages or losses to 
the company or individuals, the 
prankster(s)  must be responsible for 
reimbursement 

 

●​ Trong tình huoáng di taûn khaån caáp, caùc 
nhaân vieân khoâng neân trì hoaõn ñeå coá 
mang theo ñoà ñaïc, tuùi xaùch cuûa mình, 
khoâng chaïy quaù nhanh vaø khoâng chen 
laán, xoâ ñaåy. Öu tieân cho treû em , ngöôøi 
giaø (neáu coù) vaø phuï nöõ thoaùt ra 
tröôùc. 

 
●​ Rieâng boä phaän cöùu hoä taïi choã (bao 

goàm Giaùm saùt Saûn xuaát  + Toå Baûo 
veä+ caùc Tröôûng ca, neáu trong giôø 
haønh chaùnh; hoaëc  caùc Tröôûng ca saûn 
xuaát vaø Toå Baûo veä,  neáu sau giôø 
haønh chaùnh)  chòu traùch nhieäm: 

       1/Hoã trôï cho moïi ngöôøi thoaùt hieåm 
       2/ Haønh ñoäng theo söï phaân coâng cuûa      
           ngöôøi chæ huy khaån caáp. 
       3/ Thöïc hieän coâng taùc cöùu hoûa/ cöùu 
hoä  
           taïi choå ( seõ ñöôïc huaán luyeän)  
 
 
●​ Nhaân vieân Baûo veä kieåm soaùt chaët 

cheõ ngöôøi ra vaøo. Chæ cho pheùp caùc 
löïc löôïng cöùu hoûa, cöùu thöông, coâng an 
vaø caùc löïc löôïng hoã trôï khaùc vaøo, ra. 

 
●​ Khi nguy cô chaùy noå ñaõ heát, khoâng 

coøn nguy hieåm nöõa vaø coù leänh cuûa 
ban laõnh  ñaïo, nhaân vieân ñöôïc pheùp 
trôû laïi nôi laøm vieäc cuûa mình. 

 
●​ Rieâng tröôøng hôïp coù thoâng tin hoaëc 

phaùt hieän veà vieäc ñaët bom, chaát noå, 
chaát ñoäc  hoaëc lôøi  ñe doaï ñaõ/ seõ ñaët 
bom, chaát noå, chaát ñoäc…,  Ban Laõnh 
ñaïo seõ cho pheùp nhaân vieân  di taûn ra xa 
khoûi khu vöïc nhaø maùy cho ñeán khi 
chaéc chaén moïi vieäc ñaõ ñöôïc xöû lyù an 
toaøn.  Moïi tröôøng hôïp  coá tình ñuøa 
nghòch, ñe doïa giaû taïo hoaëc coá yù cung 
caáp thoâng tin giaû taïo nhaèm gaây roái 
loaïn, hoang mang, seõ bò  kyû luaät taïi 
Coâng ty vaø bò xöû lyù theo phaùp luaät. 
Neáu troø ñuøa nghòch coá yù ñoù tröïc tieáp 

4 
​ - 4 - 



 
 

HR  DEPARTMENT 
 

REVISION 
00 

DATE EFFECTIVE 
27 September  

PROCEDURE No. 
HR-020 

EMERGENCY EVACUATION 
PLAN 

WRITTEN BY 
 
 

CONCURRED BY  
 
 

APPROVED BY  
 

 
●​ Any staff getting any information  about 

bomb/ explosive/ toxic chemical setting 
… must inform the Management and 
Security immediately. Security is 
responsible for informing the local 
police, related authorities and the 
Management to coordinate in handling 
the case properly. 

 
●​ Each Head of department/ Manager/ 

Supervisor/ Shift leader is responsible for 
announce and explain this plan to his/her 
staff and also to his/her 
department/section’s guests/visitors…   

 
 
 

hoaëc giaùn tieáp gaây thieät haïi , maát 
maùt cho Coâng ty hoaëc caù nhaân, ngöôøi 
ñuøa nghòch phaûi chòu traùch nhieäm boài 
thöôøng. 

 
●​ Baát kyø nhaân vieân naøo coù thoâng tin gì 

veà vieäc ñaët bom, chaát noå, chaát ñoäc … 
yeâu caàu baùo ngay cho Ban Laõnh ñaïo 
Coâng ty vaø cho boä phaän Baûo veä. Boä 
phaän Baûo veä, coù traùch nhieäm, baùo 
ngay cho coâng an  ñòa phöông vaø Ban 
laõnh ñaïo bieát ñeå phoái hôïp xöû lyù.  

 
●​ Moãi Tröôûng boä phaän/Giaùm Ñoác/ 

Giaùm Saùt/ Tröôûng ca coù nhieäm vuï 
thoâng baùo vaø giaûi thích phöông aùn naøy 
cho nhaân vieân cuûa mình cuõng nhö cho 
nhöõng ngöôøi khaùch cuûa boä phaän mình.  
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