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PURPOSE: The purpose of this Guideline is to give clear, concise information to responders on how elevators 
operate and how to safely perform an elevator emergency. 

SCOPE: The scope of this guideline Applies to all Auburn Fire Rescue personnel.   

ELEVATOR EMERGENCY EVACUATION PROCEDURE 
This Guideline shall be followed if an emergency evacuation of an elevator occurs. 

1. In the event of an emergency evacuation the elevator service company MUST be notified immediately.  
2. Look for the service company’s information located somewhere inside the elevator machine room. If needed 

contact the buildings facilities management company for information regarding the elevator service company. 

PROCEDURES AND INFORMATION: 

Create two (2) rescue groups for all elevator emergencies and follow the instructions listed below. 

 

Group One:  Shall start at the main lobby and approximate the location of the elevator car. Proceed to that floor 
with the Hoist-way Door Unlocking Device also known as the “Drop Key”. 

• Communicate with the passengers and assure that they are safe. 
• Steps are being taken to rescue them. 
• Have the passengers stand clear of the elevator doors? 
• Refrain from smoking 
• Ask how many passengers are in the car. 
• Are there injured or ill passengers 
• Are the lights on in the car. 
• Keep the passengers CALM  
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Group Two:  Shall proceed to the elevator machine room. DO NOT attempt to move the stalled elevator car. 

• Verify that the elevator service company has been notified. 
• Locate the MAINLINE DISCONNECT SWITCH. 
• Communicate with Group One and let them know you are about to disconnect the power to the 

elevator. 
• Disconnect the power and wait approximately 10 seconds and turn the power back on. 
• Wait approximately 30 seconds and tell Group One to push the elevator call button. 

This may clear the fault and allow the elevator to open its doors. 
• If this attempt is unsuccessful, disconnect the power and perform a Lockout/Tagout procedure of the 

Mainline Disconnect Switch. You may need to post personnel at the switch to ensure the power stays 
disconnected. 

• Communicate to Group One that the Mainline power has be disconnected and Tagged Out. 

 

Group One:  Ensure you have located the nearest floor to the elevators’ location. 

• Insert the Drop Key into the elevator doors Escutcheon Hole and unlock the door. 
• You will then be able to open the door by hand. 
• If the elevator car is EVEN with the floor assist the passengers out of the car, close the door and place 

the elevator Out of Service. 
• If the elevator is within 3 FEET of the floor, open the hoist-way doors. You will be looking at the backside 

of the elevator door and door clutch. You should be able to manually open the elevator door. 
• If there is a car door restrictor present carefully pull down on the restrictor lever and open the door. 
• A rescue member should enter the car with one foot on the landing and the other foot holding the door 

open. 
• Assist the passengers out of the car one at a time. Use a small ladder if necessary. 
• Pay attention to a limited opening above or below the landing. Reduced opening clearance will make 

exiting the car too difficult and unsafe for both the passenger and the rescuer. 
• If the car is BEYOND 3 FEET, STOP and ensure that the elevator service company has been notified and 

are on scene.  
• Turn the rescue procedure over to the Elevator Service Company. 
• Reassure the passengers that they are safe. Do not allow the passengers to exit the car. 
• Assist the Elevator Service Mechanics if needed. 

 

END OF SOG 404 
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