
Fire Drill Evacuation Plan 

 
Roles and Responsibilities 

 

Procedure 

1. Evacuation Trigger: 
o The alarm will signal the start of the evacuation. 

o We have 2 minutes to evacuate office. 

o The LA Fire Department (LAFD) will be timing the exit. 

2. Evacuation Steps: 
o Wear comfortable shoes. 

o Exit the building promptly. 

o Do not use the elevators; use the nearest safe stairwell. 

o Follow Brenda Casillas, who will be guiding from the stairwell exit. 

3. Stairwell Safety: 
o Check the stairwell door for heat using the back of your hand before 

opening. 

o Use continuous handrails and walk in a single file. 

Role  Name Responsibility 

Floor 

Warden 

 Tsion 

Endale 

Ensure complete evacuation and take attendance at meeting 

point. 

Stairwell 

Exit 

Guide 

 
Brenda 

Casillas 
Stand by stairwell exit (left of main door) to guide team out. 

Searcher 

 
Nuve 

Gorte 

Perform a thorough search of office areas to ensure complete 

evacuation and all doors are closed to confine fire from 

spreading.   

Elevator 

Monitor 

 Mary 

Ramirez 
Ensure no one uses the elevator, direct to nearest stairwell. 

Sign 

Holder 

 Jordan 

Salesin 

Hold sign at meeting location (NW corner of 

Constellation/Century Park East). 



o Move quickly but do not run. 

o Close stairwell doors behind you to keep smoke out. 

4. Meeting Location: 
o Assemble at the Northwest corner of Constellation/Century Park East. 

o The meeting point is 300 feet away from the building. 

o Look for the PGIM sign held by the designated Sign Holder. 

5. Attendance: 
o Tsion Endale will take attendance at the meeting point. 

o If you cannot participate, inform Tsion, Nuve or Brenda in advance to 
be marked present/safe. 

6. Post-Evacuation: 
o Tsion, Nuve or Brenda will perform a head count and submit the 

attendance list to the Building Warden. 

o Await further instructions from Building Management or the Fire 
Department before re-entering the building. 

Fire Extinguisher Usage 
 
How to Use a Fire Extinguisher: 

• P: Pull the safety pin (usually a twist-pull action). 

• A: Aim the nozzle, horn, or hose at the base of the fire. 

• S: Squeeze the trigger handle. 

• S: Sweep from side to side. 

Important Points: 

• Trust your instincts; if the fire seems too big, it probably is. Evacuate and call 
the Los Angeles Fire Department immediately. 

• Never attempt to fight a fire alone; always have someone with you. 

• Keep a safe distance between you and the fire and always have a safe means 
of escape. 

• Never place a used fire extinguisher back in its cabinet; it should be 
recharged. 

 



Fire Extinguisher Locations: 

• Extinguisher 1: Located just outside the PGIM RE Printing Room on the left 
wall panel before entering the room. 

• Extinguisher 2: Located on the right-side wall right after passing the Sunset 
conference room (by Tsion's cubicle). 

 

Reminders 

• Failure to comply with the evacuation procedure may result in a hefty fine. 

• The LA Fire Department will be evaluating our drill. 

 

Contact Information 

• CBRE Building Management Office: (310) 226-7400 

• Prudential Global Security Command Center (GSCC):  973-802-6675 

• Nuve Gorte: (310) 916-7027 

• Tsion Endale: (510) 393-8878 

• Brenda Casillas: (310) 415-9257 

 
Let's ensure a smooth and organized evacuation. Your safety is our priority! 

 


