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Emergency Management Plan for 
Facility Name

Chapter 1: Introduction
Introduction
An emergency is any unplanned event that can cause death or significant injuries to employees, patients, and the public or that can shut down the facility, disrupt operations, or cause physical or environmental damage. The ability for Facility Name to recognize, assess, and respond to an emergency is critical to continuity of care for its vulnerable patient population. 

Although Facility Name cannot always predict when conditions or events will require implementation of the emergency procedures, the principles and models contained in this emergency management plan will help lessen the impact of a disaster. Emergencies do not announce themselves, but the facility’s preparedness and response activities will determine the extent to which damage can be mitigated and operations resumed. Facility Name will engage staff and patients in the process through education and training. Preparation is the most effective way to prevent panic.

Emergency Plan Activation

The Facility Name Disaster Plan will be put into effect upon receipt of legitimate notification of an external disaster and approved by the Senior most staff person on site at the time and will assume the role of Incident Commander until properly relieved. The (Facility Manager/HR ???) will be contacted by the on-scene Incident Commander and then provided additional contacts using the Disaster Plan's disaster call list. 
If the (Facility Manager/HR ???) cannot be reached the call tree should be utilized to contact the highest level of authority available within the organization.
Accountability of Employees:

Information will be pulled directly from (Staffing Roster?) to track employees on premises in the event of a disaster. Most employees are required to clock in when they arrive and out when they leave but in the case of Exempt employees that do not regularly clock in, they should (Include Internal Process) to insure their accountability.

This list should be made available to any first responders that arrive on scene to assist in search and rescue efforts.

Contractor and Visitor logs should be gathered to verify that everyone is accounted for.

Medical Emergency:

Enter site specific first aid team response etc.



Fire Safety 

All Facility Location employees shall be familiar with the fire response procedure and the fire plan. A fire condition exists if you see fire or visible smoke in areas where their presence is neither common nor expected. The four basic actions that must be taken in case of fire are represented by the acronym RACE:


R = RESCUE or remove persons in immediate danger away from fire or smoke.


A = ALERT the fire department by pulling the nearest fire pull station) 

C = Confine the fire and smoke by closing doors and windows if necessary.

E = Extinguish the fire using a portable fire extinguisher, or Evacuate if 

       The safety of occupants is threatened by fire and smoke.

(List Department Special hazards or Specific Requirements Here)

“The paint shop in building B contains large volumes of flammable and possibly explosive material if a fire would reach this area. If a fire reaches this area Life Safety is a priority and staff should immediately evacuate and not return without approval from the fire department”
Use of Extinguishers

Fire extinguishers are located at strategic points around the building. Extinguishers are the first line of defense in fighting fires. Each extinguisher is the proper type for the fire that will most likely occur in that vicinity.  Most extinguishers located in normal hazard area are a ABC combination dry powder extinguisher and can be used for most applications.
If a fire is discovered while it is still small enough for the extinguisher to be effective:

· Remove the extinguisher from its place and hold it upright. Stand back 8 to 10 feet from the fire. Follow the acronym P-A-S-S.

· Pull the retaining pin.

· Aim the nozzle at the base of the flames.

· Squeeze the handle completely. This will discharge the extinguishing agent at the fire. Use a sweeping motion from side-to-side.

· Sweep from side to side. Go slightly beyond the fire area with each pass. Once the fire is out, wait before leaving the area. You may need to make a further application in case the fire re-ignites. 

· Begin evacuation procedures if it is not feasible to use an extinguisher.
· Close as many doors and windows behind you as possible to contain the fire to the smallest area possible
For electronic sensitive areas you will find “Clean Guard” or similar extinguisher that does not leave a residue that can damage control boards or circuits. The process for using these extinguishers is the same as the ABC extinguishers.

A special hazard extinguishing system may be available for a Metals fire (Class D) or specialized suppression systems in the I.T. server room. The I.T. server room fire protection system uses a nonflammable gas system to displace the oxygen in the room that will result in the fire quickly being extinguished. This fire system can also cause immediate death if a person is trapped in the area so do not enter this area without approval from the Fire department/
IF YOU HEAR THE FIRE ALARM or See Fire/Smoke Follow the department/area specific response.

 (Department Specific)
1. Close doors and windows in your area. Ensure that hallway doors are closed and exit   paths are clear of obstructions.
2. Prepare to evacuate – wait for instructions through the public address system or from your supervisor.
Power Outage 

The most common type of utility disruption is a power outage. Remain calm. 

· Assess the situation. Determine the need to evacuate team members. 
· Re-establish order and a sense of familiarity.
· If equipped the Back Generators should start within a few seconds. 

· Emergency lighting is available in all exit locations and the battery backups should last at least 90 minutes.

· Walk -- do not run -- to avoid falls. Direct or assist others necessary. 

· Keep to the right in hallways, stairs, sidewalks, and all pedestrian walkways. 

· Allow time for your eyes to adjust to the light before venturing forth into the darkness. 

· If you are unsure of your safety in the dark, stay where you are and call for help. Instruct patients to do the same. 

· Turn on NOAA weather radios and local radio stations to find additional information if the outage is due to a weather event. 

(List Department Specific Requirements Here)

Emergency kits are located ____________________________.

Bomb Threats 

Any employee in any department may be the person who receives a bomb threat. If you should be the person who receives the call, do the following:

A. Stay Calm

B. Write down as much information as you can (what was said, background noises, time of call, etc...).. Do not be afraid to ask for details and clarification, including the caller’s motive.

C. Notify Incident Commander (Facility Staff Title and provide the information recorded)

E. The Incident Commander should contact 911 and follow the instructions of law enforcement.

Refer to Facility Policy  Bomb threat for additional information.
Workplace Violence
· The Facility Name has a general duty to provide its employees and visitors with a workplace free from recognized hazards likely to cause death or serious physical harm. The facility will provide a safe and healthful workplace. The Facility Name programs and policies regarding the safety of visitors and staff are located in the Workplace Violence and the Armed Robbery, Hostage and Active Shooter Policy. If you witness a perceived or actual act of violence.
· Contact immediate supervisor or security. 
· Call 911 or law enforcement as necessary.
· Do not personally intervene if you fill this is threat to your wellbeing.
Active Shooter

An active shooter is when someone has fired a weapon or is in the process of firing a weapon inside the facility.

RUN – HIDE – FIGHT

Upon discovery of an active shooter, you should immediately remove yourself from the shooting area and go to a safe room or other area distant from the shooting.

If there is not time to run, then HIDE is the next option by finding a safe location that can be secured and provide a level of security. Try not to use a location that just has a single entrance or exit path. Block doors, look for weapons, staff low to the ground and prepare to fight if needed.
FIGHT

If you are face to face with a shooter there is no policy that will insure your personal safety. You will need to decide on what response is best suited for your situation. 

FIGHTING may be your last recourse so work as a team, if possible, look for items that may be used as a weapon. An ABC extinguisher can be a great tool that can give you weapon that can be sprayed at a distance that can blind or incapacitate the shooter, provide cover to escape and make the flooring a slip hazard to reduce the ability of the shooter to provide chase.

Enter specific response actions for the facility.
 Hazardous Spills

All hazardous substances shall be handled and disposed of in the safest manner possible, and in accordance with all applicable local, state and federal laws.

All reasonable precautions shall be taken to minimize employee exposure to hazardous substances and to keep such exposures below governmentally recognized safe limits. 

For spills of hazardous materials, remove all staff and visitors from the immediate area. 

Call 911 for any spills that can impact the safety of individuals or the environment.

Contact the Staff Title immediately and refer to the hazardous chemicals policy for additional information.
Utility Interruption

In the event of a loss of utility capabilities, it is essential to act rapidly.

The Facilities Management (Maintenance) department should be notified when you recognize a loss of utilities:

The following are considered to be a Utility.


· Electrical Systems

· Emergency Power

· All water supply, sanitary and storm systems

· All gas systems which include:

· Natural Gas

· Oxygen

· Compressed Air

· Vacuum

· HVAC Systems

· Boilers

· Elevators

· Fuel

Information Technology Outage

I.T. interruptions can be caused by multiple issues but must be treated carefully each time. Contact the on call I.T.  support person as soon as the outage is necessary. A hard copy of the emergency action plan is located in the ________________________. 
For any processes that are affected by I.T outages there are written down time procedures that can assist in continuing operations tracking of staff, shipping and receiving and production issues.

Loss of Phone Lines/Communications

In the event that the facility has lost the ability to communicate externally, staff can check the facility Facebook or Twitter page and monitor the radio station XYZ101.3 for public announcements.
Evacuation

The purpose of the Evacuation Plan is to establish a framework, which ensures Facility Name, visitors, and staff members are moved out of danger as quickly and safely as possible in the event of immediate physical threats, such as a fire. The evacuation may be partial or total building (evacuation of the entire building to other facilities).

Department Specific Procedure

Where to Evacuate:

If a total evacuation is necessary use the emergency exits located in each area and then return to designated assembly points for a head count. Seek a safe area and assist others as needed. 
Do not leave without approval from supervision after the head count is completed. It is vital that all employees, contractors and visitors are accounted for and this information reported to first responders.
Stairwell and Elevator Use:

Stairwells should be used instead of elevators whenever possible. Staff and visitors should evacuate by the nearest passable stairwell. 
In the event of a fire, elevators in the immediate vicinity of the fire should not be used unless operated by Fire Department personnel.

Earthquake

 Evaluate the facility for potential dangers and fix the problems. Examples:

· Remove potential fire hazards.
· Secure furniture or equipment/appliances to the wall (may fall and cause injuries)

· Store large and/or heavy items low to the ground.
· Repair any deep cracks in walls, ceilings or foundation of building.
· Bolt and strap the water heater to the wall and ground.
· Affix pictures and/or mirrors securely

· Brace overhead light fixtures

· Train and exercise on “Drop, Cover and Hold”

During an Earthquake

1. Drop, Cover and Hold

2. Inspect the facility for safety. Evacuate if the building is not safe using RACE system.

R: RESCUE – Rescue residents in immediate danger.

A: ALARM – Sound nearest alarm if not already activated.

C: CONFINE – Close doors behind you to confine the fire.

E: EXTINGUISH – Utilize fire extinguisher as situation permits or

3. Put out small fires quickly. If not handled by one extinguisher, or it is larger than a wastepaper basket, evacuate.

4. Check on staff and visitors. Check restrooms or vacant rooms.

5. Take care of injured or trapped persons. Provide medical treatment as appropriate. Call 9-1-1 only for life threatening emergencies.

6. Turn off gas only if you smell gas or think it may be leaking. (Natural gas line cannot be turned on again except by the gas company.) Alert the local Fire Department.

7. Be prepared for after-shocks and re-evaluate building safety after additional seismic activities

Severe Weather/Tornado
       Employees will be informed of a Tornado Watch or Tornado Warning via the overhead paging system, local tornado sirens and local media alerts. Buildings not equipped with overhead paging must listen for local tornado sirens and local media alerts. The operator will call these buildings during regular business hours, but time is of the essence during a tornado and staff in out buildings should take protective measures as soon as possible.

A Tornado Warning will also be announced when a Severe Thunderstorm Warning is issued by the National Weather Service with potential winds in excess of 75 mph. The ???? will contact the ????? or the Administrator on Call for authorization to initiate this announcement. 
1. Weather Status Announcement; Tornado Watch
Employees shall review Tornado Plans and be prepared to take immediate action.

* Listen for Tornado Sirens and local media alerts should a Tornado Warning be issued.

2. Weather Status Announcement; Tornado Warning
(List Department Specific Requirements Here)
· Close all interior doors, windows, and drapes in your area.
· Move into a safe room or away from glass, into smaller interior rooms on the lowest level.
· Hearing impaired staff and visitors shall be informed of weather conditions by means of written notes.
· Locate safety kits, e.g. flashlights, first aid, ponchos etc.
· Listen and wait for the all clear announcement, "All clear, Tornado warning", signaling it is safe to return to normal activity.
· In the unlikely event that the facility should receive significant damage, the Incident Commander will put the  "Emergency Disaster Plan"  into effect.
Severe Weather/Blizzard/Ice Storm

The ?????? has the authority to modify work schedules, close all or part of the facility based on emergency or unsafe conditions caused by weather. The ????? may make determinations as to the limited nature of reductions in operations based on these conditions. When inclement weather or emergency conditions exist, every effort will be made to keep ???? open and operating as normal. However, where the health and safety of employees or the public would be placed at risk the ????  has the responsibility for making these determinations at the earliest opportunity. 

Employees should not put themselves or the public at significant risk when traveling during inclement weather but you should also plan accordingly in advance of weather conditions to be able to be at work and meet the needs of our customers.

Civil Disorder

Personal safety of all employees, visitors and the overall safety of the facilities shall be the priority incident plan.

 The majority of significant civil disorders are not spontaneous events. It is vital that ??? monitors for activities that are occurring both locally and on a national level so that a detailed Incident Action Plan can be developed. ??? will work closely with local Emergency Management and Law Enforcement at all times.

PROCEDURE: Upon notification that an increased risk of significant civil disorder is possible, the ??? Disaster Plan shall be activated. Considerations shall be made to secure all facilities in the immediate area of the civil disorder.

When civil disorder begins an initial planning meeting with the Incident Command Staff and Department Leaders can be activated to:
1. Establish the appropriate level of activation of the command center (HCC).

2. Establish an operational period of 8 hours initially, then extend as the incident matures.

3. Identify high probability security issues and safety risks.

4. Identify facilities and geographical areas at immediate risk of staff harm and damage to buildings.

5. Identify facilities and geographic areas at risk but not in need of immediate intervention to protect facilities and co-workers.

6. Identify needed and available resources such as food, shelter, security staff and any other staffing needs, Supplies etc.

Options if facilities are at immediate risk:
· Contact ??? to activate the Disaster Plan and address the following immediate needs

1. Close; board up facilities if necessary.

2. Provide assistance to safely evacuate staff.

3. Remove high value equipment, hazardous materials and place in a secure location. 

4. Prepare First Aid Teams

5. Relocate Human Resources services to alternate locations if needed.

6. Implement a communication plan to staff and the community.

.

7. Operations in the area will be canceled when the area is unsafe or recommended business closures from law enforcement.

8. Additional Security may be provided by using contract security agencies or through the Mutual Aid Agreements.

 

Options if co-workers cannot return home at shift change if curfews are implemented:

· Implement plans to lodge co-workers overnight using the Winter Storm plan by housing employees in available office or conference rooms. 

High value equipment preservation
· High value equipment at remote locations can be brought to the ??? or other areas as determined by the ????.
· Equipment such as vans, forklifts, trucks, trailers, and other vehicles can be stored on the ???? lot.

Communications: Develop a message for co-workers to include:  PUBLIC INFORMATION OFFICER
· What happened

· What the hospital is doing

· What co-workers need to do.

· When updates will occur
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