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A. PLAN PURPOSE:
This plan is established to meet the requirements of Title 8, Section 3220 of the California Code of Regulations. In the event of an emergency or disaster situation, employees must be able to respond appropriately and effectively.  The emphasis is on preservation of life and health by taking timely action and using available information and resources within the agency.  In event of emergency or disaster, changing conditions may require expedient decisions.

1. SITE DESCRIPTION: 
Name
Location
City , CA 9******
2. SCOPE:  This plan applies to all agency staff assigned to this site.   
B. GENERAL EMERGENCY ACTION PROCEDURES

1. EVACUATION PROCEDURES

a. PUBLIC RADIO INFORMATION: Emergency Information is available on radio AM 1080.

b. EVACUATION DECISION:  During an evacuation, the senior manager on-site shall coordinate the incident with emergency responders.  The building should be evacuated in the event of a gas leak, major water leak, bomb threat, fire, earthquake, structural or suspected structural damage. Follow instructions from emergency responders, law enforcement, and agency management officials when an evacuation is ordered. 

c. HOW TO EVACUATE: Announce to staff and clients that an evacuation is ordered.  
Assist those who need help. Close but do not lock doors. Have staff direct clients to relocation area by a safe exit route. Do not use elevators during an emergency evacuation. Take necessary personal items purse, car keys, hat and coat, or similar items if they do not impede evacuation time. Use the “buddy system” to assure that everyone has evacuated the building.
d. UNACCOMPANIED CHILDREN: If unaccompanied children are on the premises during an evacuation, staff should not allow them to be alone.  Contact the Police Department or Incident Commander for instructions and find out if an emergency shelter has been designated nearby to house unaccompanied children.  Any reasonable and prudent measure should be taken to assure safety of children until the parents or emergency personnel take charge of them.

e. RELOCATION:  The relocation area for agency staff ******************** or as designated by emergency responders.  A headcount should be taken by the senior manager to account for staff and clients.  Provide information about missing persons to emergency responders.  If possible, do not allow staff or clients to leave the relocation area until instructed to do so by emergency responders.  Be aware of vehicle traffic and that some panicked person(s) may not use good judgement operating a vehicle to leave the scene.

f. RE-ENTRY:  If allowed to do so by emergency responders, staff may re-enter carefully and evaluate damage and recover personal items.     

2. FIRE

a.    FLAME AND/OR VISIBLE SMOKE

(1) Activate the pull box fire alarm: Remain calm, announce "There is an emergency and we need to begin evacuation" as firmly and calmly as possible to those in the immediate areas.

(2) Begin EVACUATION procedures - direct those nearby to leave the building using the most direct safe path to the nearest exit.  Be sure any children, elderly, or infirm are helped.  Pull manual fire alarm if available.

(3) DO NOT ATTEMPT TO USE NOR ALLOW OTHERS TO USE AN ELEVATOR.

(4) Call 9-1-1 from the nearest safe telephone.  Provide all information requested by the 

9-1-1 dispatcher.  Do not hang up unless instructed to do so by 9-1-1 operator or if you become endangered.

(5) Do not attempt to fight the fire unless you have specific fire extinguisher training on small incipient fires.  Do not attempt to enter other areas affected by the fire or any area suspected to be hazardous. 
(6) Report to the designated relocation area and inform management and emergency responders of what has happened.  The primary relocation and assembly area for agency staff is ************** or as designated by emergency response authorities.

(7) RE-ENTRY - Do not attempt nor allow others to attempt to re-enter the building unless under specific direction by emergency responders.

b. ALARM CONDITIONS

(1) Upon hearing a building fire alarm or voice command from management, staff or public safety personnel, begin the evacuation procedure.

(2) Do not attempt to find the cause of the alarm or make phone calls to determine if it is a false alarm.  

3. EARTHQUAKE

Earthquakes are unpredictable and strike without warning.  Therefore, it is important to be prepared to act quickly and safely.  The Office of Emergency Services provides information on earthquake preparedness. 
a. DURING THE EARTHQUAKE 
(1) Remain inside the building.

(2) TAKE COVER under a desk or table, or brace yourself in an interior doorway.

(3) STAY AWAY from windows.

(4) STAY CALM and calm others.

(5) Remain in position a few minutes after the initial shaking in case of aftershocks.

b. AFTER THE EARTHQUAKE

(1) Check yourself and others for injury.  Call 9-1-1 if necessary.

(2) Warn clients and fellow staff members to stay away from windows or equipment which may be unstable.

(3) Calm clients and staff.  Be especially aware of elderly persons and unaccompanied children.

(4) If accessible, locate the first aid and/or emergency kit.

(5) Agency management will assess damage, check for gas and water leaks.  Shut off utility valves if you are knowledgeable.  Check for broken glass and structural damage.  Secure or move objects likely to fall due to an after shock.  Check phones to see if they work and make sure they are back on hook.  Check office electrical equipment and unplug it if it can be done safely. 

c. RECOVERY

(1) Initiate the department disaster recovery plan.

(2) Provide requested information to management and emergency response personnel.

(3) Follow instruction of emergency responders.

4. DRILLS AND TRAINING

a. Supervisors should practice a "walk through" for staff of the emergency routes within the work area.  Include alternative routes in case a primary route is blocked during an emergency. 
b. As appropriate, this plan and staff training and/or emergency drills may be coordinated with other agency contingency plans and/or drills which affect the work area.

5. MEDICAL EMERGENCY  
Note: A First Aid kit is located at the *****and a trauma kit at the ********** . AED(s) are located at the *************.
a. KEEP CALM - GET HELP - CALL 9-1-1 

b. DO NOT MOVE AN INJURED PERSON

c. AVOID CONTACT WITH THE BLOOD OR BODY FLUIDS OF AN INJURED PERSON.

d. IF TRAINED TO DO SO, PERFORM PRIMARY SURVEY OF VICTIM.
e. IF TRAINED TO DO SO, RENDER CPR OR FIRST AID.
f. KEEP VICTIM PRONE AND WARM.
g. ATTEND VICTIM UNTIL RELIEVED BY EMERGENCY RESPONDERS.
h. AFTER THE INCIDENT  

(1) Obtain name and address of victim and any witness(s).

(2) Notify management of incident. A written report shall be provided to supervision.

(3) If injury is to an agency employee, the supervisor of the injured employee must comply with reporting procedures set forth in the Worker Compensation Procedure Manual.

(4) If exposed to the blood or body fluids of an injured person, the employee providing assistance to the injured person must be examined by a licensed physician in accordance with bloodborne pathogen exposure regulations.

6. POWER OUTAGE

a. Re-chargeable flashlights are provided for interior office and bathroom areas.  Use flashlight to direct staff and clients away from hazards. 

b. Shut off computers and other sensitive electrical devices to protect them from surges when power is restored.

c. Cease or modify service operations for clients if necessary.

d. Management will notify Any District Administration of situation and advise of impact on services as applicable.

e. Do not attempt to troubleshoot equipment or make repairs, as electricity is extremely dangerous.

7. DISRUPTIVE BEHAVIOR  (VIOLENT OR SEVERELY AGITATED PERSONS)
(1) Use tact and professional courtesy to assure the person that they will receive all possible assistance in solving their problem. Observe the behavior and body language of the agitated person to determine if there is possibility of escalation to violent behaviors or actions.

(2) Tell the person when their behavior is inappropriate - be specific, i.e.,  "Please do not touch my telephone."  Speak slowly and calmly.  Do not be confrontational, allow the person room to leave and do not attempt to restrain the person.

(3) Get the attention of your supervisor or other staff members to provide assistance in assisting the person and to observe the situation. If the person continues to be argumentative or agitated, try to get the person to calm down, be seated or leave the premises. 

(4) Inform them that you will notify authorities if instructions are not followed. Be aware that this tactic may worsen the situation with some individuals.  Arrange that a co-worker is able to make a 9-1-1 call out of sight and hearing of the hostile person if the situation seems to be escalating toward a violent incident. 
(5) Make written notes of physical description of person and any information obtained by yourself or other.  If written notes are not immediately possible, document and report as soon as you are able to do so after the incident.

(6) If the person threatens someone with harm, or becomes physically violent, immediately summon help. Call 9-1-1 and provide the dispatcher with needed information and follow their instructions.

8. EMERGENCY ACTION PLAN MAINTENANCE

a. Management will review this emergency plan with new employees.

b. All incidents are to be documented in a written report. Some reports may require supporting documentation – police reports/investigations. Some incidents may require use of standard forms – worker compensation, accident investigation reports – these forms are discussed in the policy and procedure manuals governing the topic. 

c. Annually, supervisors will review this plan with all staff members in conjunction with walk-through drills. 

d. Annually, the ************* will review this plan. 

9. RESERVED FUTURE:  (TRAINING REQUIREMENTS)

10. RESERVED FUTURE:  (DISASTER RECOVERY PLAN)

11. RESERVED FUTURE: ( SECURITY OPERATIONAL PLAN)

Plan Prepared by: ____________________________________  Date ______________


  Name - Title  

Plan Authorized by:  ___________________________________ Date ______________

  Name - Title 
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