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[bookmark: _Toc178592023][bookmark: _Toc179380051]Emergency Contact Numbers
	Agency
	Type
	Contact

	Medical/Police/Fire

	Rural/Metro Medical 
	Emergency
	911

	Rural/Metro Medical
	Non-Emergency
	Insert Number

	Metro Police
	Emergency
	911

	Metro Police
	Non-Emergency
	Insert Number

	Rural/Metro Fire Department
	Emergency
	911

	Rural/Metro Fire Department
	Non-Emergency
	Insert Number 

	County Sheriff’s Office
	Emergency
	911

	County Sheriff’s Office
	Non-Emergency
	Insert Number

	City and County Departments

	Department of Public Health
	
	

	Animal Control
	
	

	Poison Control
	
	

	Utility Providers

	Insert Gas Provider
	Utility
	Insert Number

	Insert Electric Provider
	Utility
	Insert Number

	Insert Water Provider
	Utility
	Insert Number

	Insert Alarm Company
	Alarm Company
	Insert Number

	Insert AED Provider
	AED Provider
	Insert Number

	Administration

	Location Office
	Incident Commander
	Insert Number

	
	Custodian
	Insert Number

	
	Insurance
	Insert Number

	Head Office
	President or Official
	Insert Number

	
	Property & Insurance Mgr.
	Insert Number

	
	Communications 
	Insert Number

	
	IT Manager
	Insert Number

	Insurance

	Insurance Broker - Gallagher
	Claims Center
	Insert Number

	
	Disaster Preparedness
	https://www.ajg.com/us/disaster-preparedness/


[bookmark: _Toc179380052]

Emergency Exit Maps
Attach Maps here



[bookmark: _Toc179380053]Introduction 
Many people think of a place of work or play as a safe area where violence and emergencies cannot occur. Contemporary events have proven this assumption to be incorrect.  The openness of our workplaces, recreation spaces and marketplaces makes it easy for individuals looking to cause harm.  Additionally, fire, dangerous weather and other perils may impact our experience or facilities with little or no warning.  Procedures outlined in this document are designed ensure the safety and security of our staff, visitors and facilities for a wide spectrum of hazards the business may encounter. 

If an emergency occurs during regular operating hours, key staff members stand ready, willing, and able to respond.  

In the event of an emergency, we will need all employees to assist. Some employees and volunteers have been trained to assume a leadership role for implementing emergency plans at the time of an incident.  They are the frontline people who are naturally seen as leaders within the company.  They will communicate with employees and visitors, and initiate the proper response actions in order to keep everyone as safe as possible during an emergency.

IMPORTANT: The number one priority for all staff and volunteers is to ensure your own safety first. Remember, you can’t help someone in need if you become injured or part of the crisis. This document is NOT intended to be a “grab and go” guide in an actual emergency.  This guide serves as a training reference. 
[bookmark: _Toc179380054]Objectives
The objectives for the Emergency Plan are as follows:
1. Protect the safety and welfare of staff and visitors.
2. Provide for a safe and coordinated response to emergencies.
3. Protect our site’s facilities and properties.
4. Enable our site to restore normal conditions with minimal confusion in the shortest time possible.

[bookmark: _Toc179380055]Incident Command System (ICS)
The positions listed below are filled by members of the organization who will be involved in preparation, response and recovery phases of a crisis situation by virtue of their job duties. Volunteers who are trained for crisis management will also play key roles. The following positions are considered to be key members of your Emergency Response Team (ERT). 

Incident Commander
Sets the incident objectives, strategies, and priorities and has overall responsibility at the incident or event.  This position may be assumed by the Safety Director, President, Maintenance Manager, or other designee, though each member may have to act as an Emergency Responder.

· Will interrupt the Event to make the proper alert notification should an emergency or a crisis develops. 
· Manages and directs the Response Team 
· Provides key communication link between the organization
· Serves as designated spokesperson for all media inquiries. 

Incident Coordinator

· Assumes responsibility for implementation of the Crisis Management Plan at the time of incident, providing leadership until administrative staff or emergency personnel arrive on the scene.  This may be a designated staff member.
· Responsibilities include: 
· Work with other team members and available trained personnel to evaluate situations and initiate emergency response actions according to the Crisis Plan.
· Coordinate and direct Response Team actions 
· Immediately identify him/herself to staff and emergency personnel responding to an incident 
· Assist the organization and local authorities as requested

Emergency Response Team 
· May include members of the staff or who understand and are prepared to facilitate safe and effective response to an emergency. 
· Responsibilities include: 
· Identify themselves to the Incident Coordinator upon arrival for activities. Trained medical, fire and police professionals are particularly encouraged to make themselves known. 
· Know the location of fire extinguishers, exits, and severe weather shelter areas
· Model a calm demeanor
· Initiate intervention procedures as the situation dictates

Public Information Officer 
· Coordinates with the organization on the release of information to the media and prepares and distributes press releases. 
· Acts as a communications link between the site and the organization. Works closely with outside city, local and state responding agencies.
· Any employee or volunteer who find themselves confronted by the should be trained to respond:
· ‘It would be inappropriate for me to comment, however I would be happy to have our [PIO] respond to your question’

Operations Chief 
Staff member who knows the floor plans of the buildings and procedures for any emergency.  This person will naturally be involved in planning and preparation for crisis management.
· Responsibilities include: 
· Assist with recruiting and training of Response Team members 
· Communicate on‐going crisis management plans
· Receiving status reports from the Incident Coordinator 
· Relay appropriate information to emergency personnel, the community, media, insurance company
· Assess the needs and resources for development of an appropriate response plan. 
· Review the Crisis Management Plan annually to ensure all information is correct and current. 

Other Staff
· Individuals should know building floor plans, emergency procedures, location of valves and switches to shut down utilities, schedules, and can access all areas of the property and gathering spaces.

Roles for Recovery Efforts – Multiple people can be assigned to each category
Planning - Facilities, Operations, Office Staff, or Volunteers
· Organizes and oversees damage survey teams, if necessary; compiles damage and status information and ensures that an accurate written record of the site’s emergency response is initiated and maintained.
· Compiles a written record of emergency response activities; and compiles damage and status documentation for the post-event critique and After Action Report.
· Assigns damage survey teams to conduct a systematic survey of site damages; surveys damage to utility systems and shuts down main power, and water mains, as indicated; follows damage control procedures to provide the safest possible environment and limit damage to site facility; safeguards all usable water within the building; performs emergency repairs as necessary

Logistics – Facilities, Operations, Office Staff, or Volunteers
· Recruits and manages staff and volunteers. Procures supplies and equipment to support response operations
· Obtains and distributes equipment and supplies necessary to support emergency operations
· Assesses restroom and cooking facilities and the adequacy of available food, water, blankets, and other supplies; determines what additional equipment and supplies are needed

Finance – CFO, Finance Committee, Office Staff, or Volunteers
· Oversees all members of the Finance Team; ensures that all financial data is being recorded and catalogued properly for future reimbursement.
· Compiles a record of employee time devoted to response and recovery efforts.
· Compiles all disaster-related expenditures.

[bookmark: _Toc179380056]Preparedness
Emergency preparedness starts with the staff’s emergency preparedness at home.  To ensure staff are able to adequately respond to an emergency, disaster, or event, the following personal preparedness measures should be taken:

· Create a 72+hour emergency supply kit. See sample kit in appendix
· Develop a plan to reunite with family members.
· Develop a neighborhood preparedness program.

[bookmark: _Toc179380057]Drills
Each site is responsible for conducting routine drills (as applicable).  The supervisor shall keep a copy of each drill conducted on the Emergency Drill Report form.
[bookmark: _Toc179380058]Earthquake Drills
[bookmark: _Toc142189678][bookmark: _Toc142189866][bookmark: _Toc142190649][bookmark: _Toc142192230][bookmark: _Toc142197361][bookmark: _Toc142206759][bookmark: _Toc142208029]The following standards must be met to ensure a successful earthquake drill:
· [bookmark: _Toc142189679][bookmark: _Toc142189867][bookmark: _Toc142190650][bookmark: _Toc142192231][bookmark: _Toc142197362][bookmark: _Toc142206760][bookmark: _Toc142208030]The Fire Alarm/Public Announcement can be heard/seen by all staff
· Immediately after the earthquake alarm/public announcement sounds, all personnel MUST:
· [bookmark: _Toc142189680][bookmark: _Toc142189868][bookmark: _Toc142190651][bookmark: _Toc142192232][bookmark: _Toc142197363][bookmark: _Toc142206761][bookmark: _Toc142208031]DROP down on the floor;
· [bookmark: _Toc142189681][bookmark: _Toc142189869][bookmark: _Toc142190652][bookmark: _Toc142192233][bookmark: _Toc142197364][bookmark: _Toc142206762][bookmark: _Toc142208032]take COVER under a sturdy desk, table, or other furniture with backs to the windows and  protect head and neck with arms; and
· [bookmark: _Toc142189682][bookmark: _Toc142189870][bookmark: _Toc142190653][bookmark: _Toc142192234][bookmark: _Toc142197365][bookmark: _Toc142206763][bookmark: _Toc142208033]HOLD onto the furniture and be prepared to move with it.
· [bookmark: _Toc142189683][bookmark: _Toc142189871][bookmark: _Toc142190654][bookmark: _Toc142192235][bookmark: _Toc142197366][bookmark: _Toc142206764][bookmark: _Toc142208034][bookmark: _Toc142189685][bookmark: _Toc142189873][bookmark: _Toc142190656][bookmark: _Toc142192237][bookmark: _Toc142197368][bookmark: _Toc142206766][bookmark: _Toc142208036]Pre-assigned staff that will report to the Office to check-in for the Safety Emergency Response Team briefing and de-briefing.
· Upon sounding of the all clear, all personnel will return to their appropriate areas.  Take roll call and report any missing personnel immediately.
[bookmark: _Toc179380059]Fire Drills
Designee shall hold fire drills at least once a month in all buildings.  This should be done at least twice each year.

The following standards must be met to ensure a successful fire drill:

· The Fire Alarm/Public Announcement can be heard and/or seen by all employees
· Orderly evacuation begins immediately and is completed within minutes of the initial alarm, with minimal congestion at exit gates.
· Staff, and visitors will gather in an orderly fashion in pre-designated evacuation areas away from fire lanes. 
· The Incident Commander, or designee will take roll once in the evacuation area.  Any missing staff members or visitors will be immediately reported.
· Upon sounding of the all clear, staff and visitors will return to their appropriate workspaces or gathering area.  Missing persons must be reported immediately. 

Tornado Drills 
The following standards must be met to ensure a successful Tornado drill:
· On site staff, and visitors receive notification that there is severe weather in the area and a tornado watch has been issued by the National Weather Service.  
· On site staff receive an urgent notification that a tornado warning has been issued. Participants are directed to take immediate action, follow organizational procedures, and move to the closest designated protective location
· Staff or other designated authorities conduct a head count and report to the Incident Commander
· Participants receive the “all clear” message. Participants are reminded how important it is to prepare for tornadoes and other emergencies
· Participants return to work locations or gathering areas. Site leadership hold a short follow-up discussion about the drill and participants’ experiences

Stop and Think Drills
This drill prepares staff and visitors to respond quickly during an emergency situation. Regular practice will ensure an effective and orderly response.
· Ensure all staff and visitors can hear and/or see the Public Announcement (PA) system or other designated alert mechanism signaling an emergency lockdown, approaching natural disaster, first aid emergency. If possible, notify the community in advance that it is a drill (to prevent panic), but stress the seriousness of participation
· Once the alert is sounded, everyone must follow these immediate steps
· Assess: Staff and visitors must stop and think: "What is the safest option?"
· Evaluate your situation
· Where are your nearest exits?
· Where is the nearest First Aid Kit or AED?
· Do you have your “Go-Bag” 
· What are your next steps?
· Debrief
· After the drill, staff should review what was learned and how the response could be improved. A report must be submitted by the Incident Commander or designee on the outcome of the drill, with any identified areas for improvement.

[bookmark: _Toc179380060]Medical Emergencies
In the event of a medical emergency, staff should calmly and carefully assess the situation and immediately notify 9-1-1 emergency.  When handling medical emergencies, latex or rubber gloves must be worn at all times.  

Our Property has (Insert amount of first aid kits) First Aid Kits
· Describe locations of First Aid Kits (add additional bullet points of necessary)

The persons responsible for First Aid Kit maintenance and state of readiness are
· Insert personnel in change of inspecting AEDs
[bookmark: _Toc179380061]Calling 911
Be prepared to give the following information: 
· Location: INSERT LOCATION
· Your name 
· Number of people involved 
· Nature of incident 
· Remain on the line until help arrives, or the dispatcher approves disconnecting the call
[bookmark: _Toc179380062]Managing the Incident 
· Treat minor injuries from supplies in the first aid kits located in _____________
· Staff are assigned roles and cross trained in all aspects.
· First staff on scene starts aid (CPR, first aid, wound care etc.)
· Second staff, crowd control
· Third staff helping with aid, such as providing supplies, retrieving AED, and patient help.
· Fourth staff emergency traffic direction, pairing up with someone to give directions to first responders arriving on scene.

· Administer aid according to your capabilities.  If the situation requires a trained individual, get someone from the assembly to render assistance. 
· While waiting for professional help, do not move the ill or injured person unless further injury is imminent if remaining in that spot. 
· If a crime scene, DO NOT INITIATE clean up until instructed by the police to do so.
· When professional help arrives allow responders to take control of the situation.  	Stand by to assist as needed. 
· Initiate clean up procedures, if needed.  All bodily fluids and wastes should be considered infectious and gloves should be used when dealing with such fluids. 
· A local biohazard cleaning company should be contacted to clean the biohazard properly. In the interim, biohazard clean up kits are located under the counter in the Wellness Room. 
· Notify the Office if restocking of the first aid kit is needed.  A written note placed in the collection basket or voice mail message will be promptly attended to the next business day.
[bookmark: _Toc179380063]Automated External Defibrillator (AED)
Our Property has (Insert amount of AED’s) Automated External Defibrillators (AEDs):
· Describe location of AED (add additional bullet points of necessary)

We encourage the use of the AED by its staff and visitors. Inexperienced users can follow the pictograms and audible instructions upon powering on the device. Any person who uses the AED shall report use of the device to the office. The AED shall not be placed back into the cabinet until properly inspected for reuse.  

Training on the use of AEDs shall be provided for all first responders.

The persons responsible for AED maintenance and state of readiness are

· [Insert personnel in change of inspecting AEDs]

[bookmark: _Toc179380064]Bleeding Control
Call 9-1-1
· Call 9-1-1 yourself OR 
· Tell someone to call 9-1-1 

Ensure Your Safety
· Before you offer any help, you must ensure your own safety! 
· If you become injured, you will not be able to help the victim. 
· Provide care to the injured person if the scene is safe for you to do so.
· If, at any time, your safety is threatened, attempt to remove yourself (and the victim if possible) from danger and find a safe location.
· Protect yourself from blood-borne infections by wearing gloves, if available. 

Look for Life-Threatening Bleeding
· Find the source of bleeding
· Open or remove the clothing over the wound so you can clearly see it. By removing clothing, you will be able to see injuries that may have been hidden or covered.
· Look for and identify “life-threatening” bleeding. Examples include:
· Blood that is spurting out of the wound.
· Blood that won’t stop coming out of the wound.
· Blood that is pooling on the ground. Clothing that is soaked with blood.
· Bandages that are soaked with blood. Loss of all or part of an arm or leg.
· Bleeding in a victim who is now confused or unconscious.
[bookmark: _Toc179380065]Compress and Control
There are a number of methods that can be used to stop bleeding and they all have one thing in common—compressing a bleeding blood vessel in order to stop the bleeding. 
If you DON’T have a trauma first aid kit:
Apply direct pressure on the wound (Cover the wound with a clean cloth and apply pressure by pushing directly on it with both hands)
1. Take any clean cloth (for example, a shirt) and cover the wound.
2. If the wound is large and deep, try to “stuff” the cloth down into the wound.
3. Apply continuous pressure with both hands directly on top of the bleeding wound.
4. Push down as hard as you can.
5. Hold pressure to stop bleeding. Continue pressure until relieved by medical responders.

If you DO have a trauma first aid kit:
For life-threatening bleeding from an arm or leg and a tourniquet is NOT available OR for bleeding from the neck, shoulder or groin:
1. Pack (stuff) the wound with a bleeding control (also called a hemostatic) gauze, plain gauze, or a clean cloth and then apply pressure with both hands.
2. Open the clothing over the bleeding wound.
3. Wipe away any pooled blood.
4. Pack (stuff) the wound with bleeding control gauze (preferred), plain gauze, or clean cloth.
5. Apply steady pressure with both hands directly on top of the bleeding wound.
6. Push down as hard as you can.
7. Hold pressure to stop bleeding. Continue pressure until relieved by medical responders.
For life-threatening bleeding from an arm or leg and a tourniquet is available:
1. Apply the tourniquet 
2. Wrap the tourniquet around the bleeding arm or leg about 2 to 3 inches above the bleeding site (be sure NOT to place the tourniquet onto a joint—go above the joint if necessary).
3. Pull the free end of the tourniquet to make it as tight as possible and secure the free end.
4. Twist or wind the windlass until bleeding stops.
5. Secure the windlass to keep the tourniquet tight.
6. Note the time the tourniquet was applied.

Note: A tourniquet will cause pain but it is necessary to stop life-threatening bleeding.
[bookmark: _Toc179380066][bookmark: _Toc179206668]Naloxone Emergency Response Procedure 
Purpose
To establish guidelines and procedures regarding the utilization and pre-hospital administration of nasal Naloxone in order to reduce the number of fatalities which occur as a result of opioid overdoses.
General Procedures 
1. This site shall deploy Naloxone in the following primary locations:
· Location 1
· Location 2
· Location 3

2. This site shall appoint a Naloxone Coordinator to oversee the Naloxone Administration program. The Naloxone Coordinator’s responsibilities will include:
· Ensuring that all Naloxone kits are current and unexpired
· Ensure proper and efficient deployment of Naloxone throughout the facility
· Ensure that authorized staff are appropriately trained in the use and storage of Naloxone
· Ensure that any use of Naloxone on an overdose victim is documented in a Usage Report
· Replace Naloxone kits that are damaged, unusable, expired, or used

3. Only staff trained in the use of Naloxone are authorized to administer Naloxone at this site

Procedures for Use
1. Recognize the Signs of Opioid Overdose
	Opioid High
	Opioid Overdose

	Relaxed muscles
	Pale, clammy skin

	Speech is slowed or slurred
	Not breathing or very shallow breathing

	Nodding off, appearing sleepy
	Deep snorting or gurgling breaths

	Still responsive to stimuli
	Unresponsive to external stimuli

	Normal heart beat/pulse rate
	Slowed heart beat/pulse rate

	Normal skin color
	Cyanotic skin coloration (blue lips, etc.)

	Smaller than usual pupils
	Pinpoint pupils



a. Suspected or confirmed opioid overdose consists primarily of:
a. Respiratory depression evidenced by slow respiration rate or no breathing
b. Unresponsiveness to stimuli such as calling the victim’s name, shaking them, or performing a sternal rub
b. Suspicion of opioid overdose can be based on:
a. Presenting symptoms
b. Reports from bystanders
c. Staff prior knowledge of the victim
d. Nearby medications, illicit drugs or drug paraphernalia
2. Respond to the Opioid Overdose
a. Immediately call for emergency help – dial 911
b. Check the victim’s breathing. If needed, deliver first aid per your level of training
3.	Reverse the Opioid Overdose
a. Administer Naloxone
i. Administer Naloxone per the manufacturer’s instructions
ii. Once the victim resumes breathing normally, place them in the recovery position, lying on their side
iii. Stay with the victim until emergency medical help arrives to take over care

[bookmark: _Toc179380067]Fire Prevention and Response
[bookmark: _Toc179380068]Fire & Emergency Equipment Inspection
	Equipment
	Location
	Inspection Items

	Fire Extinguishers
	Entire Facility
	· Properly mounted location identified by signs
· Ready for use
· Is inspected yearly by a qualified vendor

	Sprinkler System & extra sprinkler heads
	INSERT LOCATION
	· Valves locked open
· Extra heads and wrench in place
· Gauges show proper pressure
· Is inspected yearly by a qualified vendor

	Fire Alarm 
	INSERT LOCATION
	· Does not show any trouble codes


[bookmark: _Toc179380069]Housekeeping to Control Accumulations of Flammable and Combustible Materials
· General housekeeping is an everyday duty. Building cleanliness is stressed to all employees and volunteers, regardless of position. 
· Trash, scrap, and waste should be removed.  Each person is expected to clean up their area.  Waste receptacles are located throughout the facility to dispose of trash.
· All areas of storage should maintain at least 36 inches of clearance from any electrical panels or life safety devices. 
· All shelved storages areas should keep 24 inches of space from fire sprinkler systems or ceilings
· The Safety Committee members will include housekeeping and fire safety concerns as a part of their regular inspections.
[bookmark: _Toc179380070]Protocols in the event of fire
1. Activate the nearest fire alarm (if installed)
2. Notify the Fire Department by calling 911 or the local fire department
3. If the fire alarm is not available, call the office and provide:
a. Exact location of the fire.
b. Closest door for fire department entry.
c. Identify anyone who may be injured.
4. The administrator should notify the following people/services with the information above:
a. Residing incident commander
b. Building evacuation(s) by:
i. Using the fire alarm system
ii. Using a bull horn back-up system
5. Employees and volunteers trained in use of fire extinguishers may attempt to extinguish the fire if it is in its incipient or early stages.  If the fire spreads beyond its incipient stage or to the building’s internal structure, the employees/volunteers attempting to extinguish the fire must stop fire-extinguishing efforts and evacuate the building to the designated safe refuge areas. Fight the fire only if:
a. The Fire Department has been notified 
b. The fire is small (about the size of a waste basket) and is not spreading to other areas beyond its point of origin
c. Escaping the area is possible by backing up to the nearest exit
d. The fire extinguisher is in working condition and personnel are trained to use it. Use the PASS system to use the fire extinguisher:
6. If evacuation is needed, leave the building using the designated escape routes. All doors leading to the outside have lighted exit signs.  There is an emergency lighting system that will automatically activate if electric service is lost.
a. Staff are responsible for assisting individuals who need help and recruiting additional persons as necessary to ensure that all people are safely out of the building.
7. Assemble in the designated gathering area for the building
8. Do not re‐enter the building until an “all clear” has been issued. 
9. The Incident Coordinator will make a final check to ensure that everyone has been evacuated and is accounted for.
[image: ]
[bookmark: _Toc179380071]Evacuations
Evacuation route maps should be posted throughout each floor of your building. Some of the more common posting locations include lobbies, exit stairwells, in common areas (e.g. community room) and anywhere that evacuation routing clarifications are necessary.  The following information should be marked on evacuation maps:
· Emergency exits
· Primary and secondary evacuation routes
· Locations of fire extinguishers, first aid kits, and AEDs
· Fire alarm pull stations’ location
· Assembly points (If assembly points haven’t been determined yet, ask neighboring buildings where their assembly points are. Consider large open areas near the building such as a parking lot or large courtyard, and make sure the location will be accessible)
Always know at least two evacuation routes.
· Create a list of all of the personnel, volunteers, and others who are regularly in the building and mark which ones may need assistance evacuating due to a physical disability. At the assembly point, have a designated person conduct a roll call and then notify emergency responders which residents are missing, and which may need help being evacuated due to a physical disability.
· Ensure illuminated exit signs are placed over all exits, and illuminated exit signs pointing to the direction of the nearest exit are placed at the end of hallways that lead to a wall. Check the exit signs regularly to ensure the lightbulbs and batteries are functioning.  
· If there are any doors, windows, or gates that look like they can be exits but aren’t, post a sign that says “NOT AN EXIT” 
· Do regular site inspections to make sure emergency egress/exit routes are not blocked or barred off.
[bookmark: _Toc179380072]Evacuation Locations
Staff officials should review their specific site layout and determine where the safest outdoor location is near or around the property, visitors and staff.  It is important to ensure there is adequate space for the entire population and there is no danger of falling debris or power lines. 
List the site evacuation locations below:
	Primary Location
	

	Secondary Location
	



[bookmark: _Toc179380073]Chemical Exposures
In the event of an accidental workplace chemical release, response team members should attempt to identify the source and magnitude of the release.  These could range from typical facility cleaning supplies to common agents that may be carried by visitors (pepper-spray, perfume, etc.).

Incident Management
If a discharge or spill occurs indoors an evacuation may be needed to protect the safety of those assembled.  If outdoors, a shelter in-place approach may be more appropriate.  In either event, notification of emergency responders (911) should be considered until the nature of the chemical can be identified.

Resources
The organization should provide, at a minimum, the following resources:
1. An emergency wash basin/sink that can be used to dilute/mitigate common irritants such as cleaning agents, insecticides, herbicides, etc.
2. A binder with Safety Data Sheets (SDS) for all agents stored on the property with a provision to add others MSDS as needed.
[bookmark: _Toc179380074]Natural Gas 
A leak may be present if you can:
· Smell a distinct sulfur-like odor, similar to rotten eggs.  Even if it’s faint or momentary.
· Hear hissing or roaring coming from the ground, above ground piping, or a gas appliance.
· See dirt or water blowing into the air, unexpected dead or dying grass or plants or standing water bubbling continuously.  

If you notice any of these signs:
· Exit the area immediately, tell others to evacuate and leave doors open.
· From a safe place, call 911 and your Gas utility company and provide
· Building address,
· Site name,
· Description of the odor, and
· Location of the odor.
· Don’t smoke or use matches or lighters.
· Don’t turn off or on any electric switches, thermostats, or appliance controls.
· Don’t start or stop and engine or use an automated garage door.

If the incident involves gas leaks or chemical spills, follow the procedures below:
· Advise staff or visitors to cover their mouths and nose with a damp cloth or handkerchief to protect from any airborne hazards. 
· A member of the ERT should close all vents and turn off ventilation systems. 
· Advise employees to maintain shelter-in-place procedures until the all clear or evacuation signal is given by management and/or emergency responders.

[bookmark: _Toc179380075]Extended Power Loss
In the event of extended power loss to a facility certain precautionary measures should be taken depending on the geographical location and environment of the facility:
· Unnecessary electrical equipment and appliances should be turned off in the event that power restoration would surge causing damage to electronics and effecting sensitive equipment. 
· Facilities with freezing temperatures should turn off and drain the following lines in the event of a long term power loss. 
· Fire sprinkler system 
· Standpipes · Potable water lines 
· Toilets 
· Add propylene-glycol to drains to prevent traps from freezing  
· Equipment that contain fluids that may freeze due to long term exposure to freezing temperatures should be moved to heated areas, drained of liquids, or provided with auxiliary heat sources.
Upon Restoration of heat and power:
· Electronic equipment should be brought up to ambient temperatures before energizing to prevent condensate from forming on circuitry. 
· Fire and potable water piping should be checked for leaks from freeze damage after the heat has been restored to the facility and water turned back on.  

[bookmark: _Toc179380076]Natural Disasters
[bookmark: _Toc179380077]Severe Weather Watches and Warnings Definitions
 As defined by FEMA:
· Flood Watch: High flow or overflow of water from a river is possible in the given time period. It can also apply to heavy runoff or drainage of water into low-lying areas. These watches are generally issued for flooding that is expected to occur at least 6 hours after heavy rains have ended. 
· Flood Warning: Flooding conditions are actually occurring or are imminent in the warning area.  
· Flash Flood Watch: Flash flooding is possible in or close to the watch area. Flash Flood Watches are generally issued for flooding that is expected to occur within 6 hours after heavy rains have ended.  
· Flash Flood Warning: Flash flooding is actually occurring or imminent in the warning area. It can be issued as a result of torrential rains, a dam failure, or ice jam. 
· Tornado Watch: Conditions are conducive to the development of tornadoes in and close to the watch area. 
· Tornado Warning: A tornado has actually been sighted by spotters or indicated on radar and is occurring or imminent in the warning area. 
· Severe Thunderstorm Watch: Conditions are conducive to the development of severe thunderstorms in and close to the watch area. 
· Severe Thunderstorm Warning: A severe thunderstorm has actually been observed by spotters or indicated on radar, and is occurring or imminent in the warning area. 
· Tropical Storm Watch: Tropical storm conditions with sustained winds from 39 to 73 mph are possible in the watch area within the next 36 hours. 
· Tropical Storm Warning: Tropical storm conditions are expected in the warning area within the next 24 hours. 
· Hurricane Watch: Hurricane conditions (sustained winds greater than 73 mph) are possible in the watch area within 36 hours. 
· Hurricane Warning: Hurricane conditions are expected in the warning area in 24 hours or less.
[bookmark: _Toc179380078]Lightning Safety
“When thunder roars, go indoors.” If you can hear thunder, you are close enough to be struck by lightning. There is no place outside that is safe from a lightning strike. Remaining indoors for 30 minutes after seeing the last lightning and hearing the last thunder will eliminate the risk at the end of storms. 
If fewer than 30 seconds elapse between the time you see a flash and hear the thunder, then the flash is less than 6 miles away. Research has shown that the most successive flashes are within 6 miles, which means that you should have reached a safe place if lightning is less than 6 miles away. However, lightning may strike up to 10 miles away from the parent storm.

If someone is struck by lightning, call 911 immediately.

Indoor Lightning Safety 
· Never touch wiring during a thunderstorm. It's too late to unplug electronics if thunder is heard.
· Corded phones are dangerous during thunderstorms. Lightning traveling through telephone wires has killed people. Cell phone and cordless phones are safe. 
· Wait to use any plumbing-sinks, showers, tubs, and toilets. Plumbing can conduct electricity from lightning strikes from outside.
· Unplug expensive electronics including TV, stereo, home entertainment centers, and computers modem lines when thunderstorms are expected, and before the storm arrives. Typically, summer thunderstorms form in the early to mid-afternoon when most people are at work.
· Stop playing video games connected to the TV.

Outdoor Lightning Safety
No place outside is safe from lightning during a thunderstorm. 
· When a storm approaches go to a nearby large substantial building or a fully-enclosed metal-topped vehicle. Stay away from downed power lines.
· Call 911 to report downed power lines then call your electrical provider
· If a power line comes into contact with your vehicle, remain inside the vehicle until help arrives. 
· Do not attempt to get out of the vehicle - that is the safest place for you to be. By stepping out of the vehicle, your body can become the pathway for electricity to reach the ground, causing severe bodily harm and possibly electrocution.
· Use a cell phone, if available, to notify emergency services of the exact location.

[bookmark: _Toc179380079]Flash Flood
· If you live in a flood prone area have an evacuation plan.
· Store materials like sandbags, plywood, plastic sheeting and lumber for protection from floodwaters and to make quick repairs after a severe storm.
· Store materials above flood levels.
· Secure wanted objects to prevent them from floating away.
· Learn where to find high ground, which is safe from flooding. In a flash flood seek high ground quickly.
· When safe to do so, contact the Property and Insurance Director.

[bookmark: _Toc179380080]Dust Storms
· Straight lines winds in any thunderstorm can lift huge clouds of dust and reduce visibilities to near zero in seconds.
· Dust storms, or haboobs, are more common during the early part of the monsoon, but can occur at any time during the season, depending on rainfall patterns. Be prepared for blowing dust and reduced visibilities any time thunderstorms are nearby. 
· If indoors, stay inside. If outside, seek shelter as soon and as safely as possible. Staff should strongly discourage visitors from venturing outdoors until the storm as passed.
· If driving: PULL ASIDE, STAY ALIVE! If you encounter a dust storm and cannot avoid driving into it. Pull off the road as far as you can safely do so. Turn off your headlights and taillights. Put your vehicle in "PARK," and/or engage your parking brake, and take your foot off the brake (so your brake lights are not illuminated.) Other motorists may tend to follow tail lights in an attempt to get through the dust storm and may strike your vehicle from behind. For additional information, see pullasidestayalive.org

Dust storms usually last a few minutes, and up to an hour at most. Stay where you are until the dust storm passes.
[bookmark: _Toc179380081]High Winds / Tornados
The National Weather Service has developed a method of identifying severe storm conditions.  The classifications are: 
●	Tornado Watch (conditions are favorable for development of a tornado) 
●	Tornado Warning (tornado has been detected) 
●	Other Severe Weather Watch or Warning 
 
A tornado can move from 25 to 40 miles per hour, so prompt action must be taken.  Should a weather situation develop which threatens the property, the Incident Coordinator will notify staff and visitors through the established notification system. 

In the event of severe weather: 
· Shelter in place by moving to the designated area immediately.  Move quickly but do not run. 
· Encourage others to get to safety immediately.  No one should attempt to leave the property to “get home before the storm.” 
· Optimal shelter areas include rooms without windows (e.g. restrooms)
· Once situated in the shelter area, protect your face and head and stay put until an “all clear” is given.
· If moving to a shelter area is not possible, sit on the floor under tables or other solid structure. Cover your face and head.
· Remain in the shelter or safe area until an all‐clear is given.  An average tornado only lasts for 8‐10 seconds, but more funnels may have been spawned by the storm. 
· Personal use of cell phones to notify outside family that individuals are safe and have been asked to remain at the site are permissible if tower signals allow access. 
· All employees, if capable, are responsible for assisting individuals who need help and recruiting additional persons as necessary to ensure that everyone has moved to a designated area. 
· The Incident Coordinator will make a final check to ensure everyone has been sheltered. 
· Communication with local authorities will be coordinated by cell phone or from a landline at the property office.

[bookmark: _Toc179380082]On Site Disturbances 
[bookmark: _Toc178592034]DO NOT BE AFRAID TO CALL 911, Anyone can call 911
[bookmark: _Toc179380083]“Lockdown”/“Lockout” 
Procedures is a protective action/measure to help safeguard staff members, visitors and guests when there is an armed or unarmed perpetrator approaching the grounds or has gained access to any part of the building.  “Lockdown” is employed to keep people away from a violent perpetrator while the Local Police Agency engage the suspect(s).
· Lock all exterior and interior doors,
· Take refuge in the nearest and safest room, office, or area.  Be sure to remain quiet.  If possible, please block the office door with cabinets and/or with office furniture.  Be sure to cover glass window on main classroom door(s).
· Preventing the perpetrator from gaining access to your space.
· Immediately direct lost staff members outside your area into the nearest secured room.
· Close, lock and secure the doors, which can allow access as fast as possible.
· Close blinds or shades/curtains to prevent anyone from seeing inside the office area.
· Turn off lights.  Direct everyone away from windows and doors.
· Prevent anyone from leaving the room or building.
· If a gunshot or an explosion is heard, get everyone down on the floor and remain there until it is safe to get up.

[bookmark: _Toc179380084]Unauthorized Intrusion / Suspicious Person
The first line of defense against an unauthorized individual in the building is a situationally aware member of the staff.  Being aware and knowledgeable of the people in the facility can prevent an intrusion from progressing into a more dangerous situation.  A suspicious person could be anyone. Attention should be given to any person(s) exhibiting bizarre, unstable or inappropriate behavior. 

Designating a limited number of entrances for access to building is a means to know who is in the building at any given time.  All doors may be used for exit at any time. 
· Anyone who discovers an intruder and determines that they may be looking to cause harm or have criminal intentions should immediately call 911, then notify management.
· If confronted by the intruder, ask what they want and try to get them to leave.  If threatened, do as they say and resist only if you or others are faced with an imminent act of violence. 
· Active listening may de‐escalate an aggressive individual.  Speak with a calm, firm voice; being careful not to challenge the aggressor. 
· Protection of individuals comes before protection of property. 
· Try to make mental notes regarding physical appearance: 
· Gender 
· Physical Size (height/weight) 
· Scars, marks, or tattoos
· Estimated Age
· Race/Ethnicity 
· Apparel 
· Other distinctive features 
· Write down the license plate number, description of the vehicle, any damage and direction the intruder took to leave church property.

[bookmark: _Toc179380085]Unruly People 

If a member of the staff begins to cause a disturbance, your actions will be dependent upon the ensuing actions of that individual.  It is important not to aggravate or escalate the situation or put yourself/others in a position of harm. 
●	Try to get them to leave using a calm, active listening technique. If necessary, call 911. 
●	Never initiate physical contact.   
●	Do not take physical action against an unruly person for damage to church property.


[bookmark: _Toc179380086]Threats of Harm 
Threats to harm individuals or the facility may be made explicitly, such as a telephone bomb threat or written note.  Other times threats may be gleaned from overheard comments and suspicious, unattended items.  Anyone who becomes concerned that an individual or object may pose a risk, should state their concern to the Incident Coordinator.  At all times, it is expected that administrators, staff and response team members will use professional judgment in assessing and addressing potential threats.
 
In the event of immediate, explicit danger call 911 and:

· Secure or isolate the individual or object posing a threat. 
· Take immediate action to move others from harm’s way. 
· Anyone receiving a telephone threat should attempt to prolong the conversation and gather as much information as possible from the caller. 
· Suspicious packages and other items should not be handled by anyone other than law enforcement personnel.
[bookmark: _Toc179380087]Bomb Threat
In most cases, threats of a bomb or other explosive device will be received by telephone.
· Attempt to gain as much information as possible using the “Bomb Threat Checklist” in the Appendix.  Do not hang up on the caller.
· Immediately notify the Administrator and alert them to call 911 and be sure to provide:
· Name
· Call back phone number
· Exact street location with the nearest cross street
· Nature of incident 
· Number and location of people involved and/or injured
· The Administrator will notify the organization.
· Instruct all visitors and staff to turn off cellular devices and radios. 
· Sound the fire alarm to evacuate all involved buildings. 
· Secure all exits to prevent re-entry to buildings.
· Follow directions from local Law Enforcement Agencies.
· Re-occupy buildings when instructed to do so by Law enforcement.


[bookmark: _Toc179380088]Active Shooter
· This plan cannot cover every possible situation that might occur.  Nevertheless, it is a training tool that can reduce the number of injuries or death if put into action as soon as a situation develops.  Time is a critical factor in a situation of this magnitude. 
· If a violent intruder enters the building, the Incident Coordinator must decide upon the best action to take.  Use the option that is least likely to draw attention to people.  No one should stay in the open area.
Run
If there is an accessible escape path, attempt to evacuate the premises. Be sure to:
· Have an escape route and plan in mind
· Evacuate regardless of whether others agree to follow
· Leave your belongings behind
· Help others escape, if possible
· Prevent individuals from entering an area where the active shooter may be
· Keep your hands visible
· Do not attempt to move wounded people 
· Call 911 when you are safe

Hide
· If evacuation is not possible, find a place to hide where the active shooter is less likely to find you.  
· Your hiding place should:
· Be out of the active shooter’s view
· Provide protection if shots are fired in your direction (i.e., and office with a closed and locked door)
· Not trap or restrict your options for movement
   To prevent an active shooter from entering your hiding place:
· Lock the door
· Blockade the door with heavy furniture
· Silence or power down your cell phone and electronic devises
· Turn off any source of noise (i.e., radios, television)
· Hide behind large items (i.e., cabinets, desks)
· Remain quiet
 If evacuation and hiding out are not possible:
· Remain calm
· Dial 911, if possible, leave the line open and allow the dispatcher to listen

Fight
As a last resort, and only when your life is in imminent danger, attempt to disrupt and /or incapacitate the active shooter by:
· Acting as aggressively as possible against him/her
· Throwing items and improvising weapons
· Yelling 
· Committing to your actions
[bookmark: _Toc179380089]How to Respond when Law Enforcement Arrives
Law enforcement’s purpose is to stop the active shooter as soon as possible.  Officers will proceed directly to the area in which the last shots were heard.
· Officers usually arrive in teams of four (4) or more
· Officers may wear regular patrol uniforms or external bulletproof vests, Kevlar helmets, and other tactical equipment
· Officers may be armed with rifles, shotguns, handguns
· Officers may use pepper spray or tear gas to control the situation
· Officers may shout commands, and may push individuals to the ground for their safety

How to React when Law Enforcement Arrives
· Remain calm, and follow officer's instructions
· Put down any items in your hands (i.e., bags, jackets)
· Immediately raise hands and spread fingers
· Keep hands visible at all times
· Avoid making quick movements toward officers such as holding on to them for safety
· Avoid pointing, screaming, and/or yelling
· Do not stop to ask officers for help or direction when evacuating, just proceed in the direction from which officers are entering the premises
Information to Provide to Law Enforcement or 911 Operator
· Location of the active shooter
· Number of shooters, if more than one
· Physical description of shooter(s)
· Number and type of weapons held by the shooter(s)
· Number of potential victims at the location

Additional Important Information
· The first officers to arrive to the scene will not stop to help injured persons. Expect rescue teams comprised of additional officers and emergency medical personnel to follow the initial officers. These rescue teams will treat and remove any injured persons. They may also call upon able-bodied individuals to assist in removing the wounded from the premises.  
· Once you have reached a safe location or an assembly point, you will likely be held in that area by law enforcement until the situation is under control, and all witnesses have been identified and questioned. Do not leave until law enforcement authorities have instructed you to do so.
[bookmark: _Toc179380090]Disruption
Emergency Response Teams should be the primary responders to any emergency and one staff member should be identified as the lead.  Ideally, at least one staff personnel would be trained in basic First Aid, CPR, and AED
[bookmark: _Toc179380091]Internal Disruption
Illness
· The nearest employee should attend to the ill employee. 
· If the ill employee is able to stand, the attending employee can assist/stand by them until he/she is seated. 
· If the ill employee isn’t able to stand with minimal assistance or if they are not breathing the attending employee should remain with him/her until help can be summoned. Do NOT move them.
· The attending the employee should summon someone to call 911 immediately. 
· As soon as possible, notification should be made to the person in charge of the incident so that he/she can provide information to emergency personnel.  
· In the case of a spill of bodily fluids, the Blood Borne Pathogens protocol (a part of first aid training) should be followed. 
· To the degree possible, the fluid should be covered with an absorbent material (kitty litter works fine) and an employee should direct other occupants around the cleanup area. Once the liturgy is over, the material can be swept up and disposed of using Blood Borne Pathogens protocol. If the floor is carpeting, the carpet should be cleaned as soon as possible.

[bookmark: _Toc179380092]Trips and Falls entering/exiting the building
The nearest staff should attend to the person injured. 
· If the injured person is able to stand, the staff can assist/stand by the visitor until they are seated. 
· If the person isn’t able to stand with minimal assistance or if the visitor is not breathing the staff should remain with the injured person until help can be summoned. Do NOT move them.
· Calling 911 is the responsibility of the person in charge of the property. 

[bookmark: _Toc179380094]Protestors
· Never engage or debate with protestors. Instruct staff and volunteers not to respond to protestors.
· Staff should courteously ask protestors to sit down. If the interruption continues, call police.
· Never use physical force. Request police assistance to remove protestors from the premises if necessary.
· Do not continue the liturgy until the disturbance has ended and protestors have departed. 
[bookmark: _Toc179380095]Disturbed Individual
· In the event that an individual should cause a disturbance, it is the responsibility of the staff to escort the individual outside if the individual is willing to go. Otherwise, the staff should call the police and ask that the individual be removed from private property. 
· If the individual is unwilling to leave, operations should stop until such time as the police can remove the individual. staff should not try to restrain the individual causing a disturbance unless they feel that violence is being threatened against employees or visitors. Extreme caution should be exercised if trying to restrain an individual.
[bookmark: _Toc179380096]Natural Disaster: Fire, Earthquake, etc.

· The nature of the disaster will dictate the actual response. In most cases, the staff should direct the personnel to exit the building through the nearest exit. In case of a fire, the best exits are those away from the source of the fire. 
[bookmark: _Toc179380097]Active Shooter
· If possible, staff should calmly direct people to exit the building in a direction opposite the location of the shooter. If that isn’t possible, the staff should direct the personnel to shelter in place, crouching down behind the pews/chairs to be less visible and more protected
· See Active Shooter section within the Emergency Action Plan for more details. Please consult with your local Police or Sheriff’s department to develop an Active Shooter plan specifically for your location.
[bookmark: _Toc179380098]Suggested Training
· At least one employee per shift should be trained in First Aid, CPR, and Blood Borne Pathogens protocol. Ideally, more than one person should receive this training. 
· At least one employee per shift should have a cell phone on hand to make emergency calls.
· Police should be invited to train employees on conducting evacuations, handling distraught individuals, etc.

[bookmark: _Toc179380099]External Disruption
(Occurring outside of Church during Mass)
[bookmark: _Toc179380100]Threatened Protest
· If you have advance warning of a protest, do not hesitate to request police presence to help maintain security.
· The organizations grounds are private property. Protestors have a right to free speech and expression, but they do not have the right to block access, distribute flyers, or communicate with your supervisor on your property without prior permission.
· Prepare staff for possible protests and disruptions. Discuss procedures in advance.
· To ensure the safety of vulnerable staff and avoid unnecessary confrontations, identify alternative access to/from your building, away from protestors.
[bookmark: _Toc179380101]Protestors Appear
· Call police immediately. 
· Never engage or debate with protestors. Instruct staff not to respond to protestors. 

[bookmark: _Toc179380102]External Threats (e.g., accident on property, water main break, etc.)
· A staff should check out the threat. If it is deemed an immediate threat to the building should be evacuated.  If it is not an immediate threat the congregation should be informed at the end of Mass to take appropriate action, e.g., to exit through side doors rather than the main door.

[bookmark: _Toc179380103]Active Shooter
· Staff should immediately lock the door to prevent the shooter from entering. If possible, staff should calmly direct people to exit building a direction opposite the location of the shooter. If that isn’t possible, the staff should direct the congregation to shelter in place, crouching down behind tables/chairs to be less visible and more protected. Please consult with your local Police or Sheriff’s department to develop an Active Shooter plan specifically for your location.


[bookmark: _Toc179380107]Appendix A: Emergency Supplies
The following lists address kits, supplies for the whole site and Search & Rescue gear recommended by American Red Cross.
Office, or Site Kits
· Leather Work gloves 
· Latex gloves 
· Safety goggles: 1 pair 
· Small First Aid kit 
· Pressure dressings
· Space blankets
· Tarp or ground cover 
· Buddy list 
· Pens, paper 
· Whistle 
· Duct Tape: 2 rolls (for sealing doors and windows) 
· Scissors 
· Suitable container for supplies (5-gallon bucket or backpack) 
· Drinking water and cups (stored separately) 
· Toilet supplies (large bucket, used as container for supplies and toilet when needed, with 100 plastic bags, toilet paper, and hand washing supplies) 
· Portable radio, batteries or other communication system 
· Flashlight, batteries 
· Push broom (if classroom includes wheel chairs) 

Supplies for the Site: Water, First Aid, Sanitation, Tools, Food
· Water 
· ½ gallon per person per day times three days, with small paper cups 

· First Aid 
· Compress, 4 x 4": 1000 per 500 employees
· Compress, 8 x 10": 150 per 500 employees 
· Elastic bandage: 2-inch: 12 per campus; 4-inch: 12 per campus
· Triangular bandage: 24 per campus 
· Cardboard splints: 24 each, small, medium, large 
· Butterfly bandages: 50 per campus 
· Water in small sealed containers: 100 (for flushing wounds, etc.) 
· Hydrogen peroxide: 10 pints per campus 
· Bleach, 1 small bottle 
· Scissors (paramedic): 4 per site 
· Tweezers: 3 assorted per site
· Triage tags: 50 per 500 employees
· Latex gloves: 100 per 500 employees
· Oval eye patch: 50 per site
· Tapes: 1" cloth: 50 rolls per site; 2" cloth: 24 per site 
· Dust masks: 25 per 100 employees 
· Disposable blanket: 10 per 100 emplyees
· First Aid books: 2 standard and 2 advanced per site
· Space blankets: 1 per employee
· Heavy duty rubber gloves: 4 pairs 
· Sanitation Supplies 
· 1 toilet kit per 100 staff, to include: 
· 1 portable toilet, privacy shelter, 20 rolls toilet paper, 300 wet wipes, 300 plastic bags with ties, 10 large plastic trash bags 
· Soap and water, in addition to the wet wipes, is strongly advised. 
Tools per Site 
· Barrier tape, 3" x 1000": 3 rolls 
· Pry bar 
· Pick ax 
· Sledge hammer 
· Shovel 
· Pliers 
· Bolt cutters 
· Hammer 
· Screwdrivers 
· Utility knife 
· Broom 
· Utility shut off wrench: 1 per utility 
Other Supplies 
· Folding tables, 3' x 6': 3-4 
· Chairs: 12-16 
· Identification vests for staff 
· Clipboards with emergency job descriptions 
· Office supplies: pens, paper, etc. 
· Signs for employee request and release 
· Alphabetical dividers for request gate 
· Copies of all necessary forms 
· Cable to connect car battery for emergency power 
Protective Gear for each Emergency Response Team (ERT) Member 
· Hard hat, OSHA approved 
· Identification vest 
· Leather work gloves 
· Safety Goggles 
· Dust mask 
· Flash light, extra batteries 
· Duffel or tote bag to carry equipment 
· Backpack with First Aid supplies 
· Master Keys


[bookmark: _Toc179380108]Appendix B: Bomb Threat Report Form
	Location/Business Unit:
	Time Call Received:
	Call Taken By:

	
	Time Caller Hung Up:
	Title:

	Date:
	Caller ID Info (*69):
	



	Questions to Ask:




	Exact Wording of Threat:  

	1. When will the bomb explode?

	Caller’s Voice:
	Caller’s Language:
	Background Sounds

	2.  Where is the bomb right now?
	Calm
	Nasal
	Deep Breathing
	Cracking Voice
	Well Spoken
	Educated
	Street Noises
	Crockery

	3.  What does it look like?
	Angry
	Stutter
	Disguised
	Accent
	Foul
	Message Taped?
	Voices
	PA System

	4. What kind of bomb is it?
	Excited
	Lisp
	Serious
	Used Slang
	Message Read?
	Young (child)
	Music
	House Noises

	5.  What will cause it to explode?
	Slow
	Raspy
	Incoherent
	Joking
	Young (adult)
	Middle Aged
	Motor
	Office

	6.  Did you place the bomb?
	Rapid
	Deep
	Slurred
	Distinct
	Old
	
	Factory
	Machinery

	7.  Why?
	Soft
	Ragged
	Clearing Throat
	Normal
	Caller Demographics
	Animal Noises
	Clear

	8.  How did the bomb get in the building?
	Loud
	Laughter
	Crying
	Frightened
	Male
	Female
	Unknown
	Static
	Local

	9.  Where are you calling from?
	If voice is familiar, who did it sound like?

	Approximate Age:
	Long Distance
	Cell Phone

	10.  What is your name, address, and phone number?


	Other Observations:





[bookmark: _Toc179380109]Appendix C: Emergency Drill Records
	Type of Exercise or Drill
	Date Held
	Time
	Comments
	Recorded by
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[bookmark: _Toc179380110]Appendix D: Emergency Drill Reporting Form
	Emergency Drill Information

	Date:
	

	State:
	

	Location:
	

	Your Name and Title:
	

	Number of people at site:
	

	Number of Staff:
	

	Time Alarm Sounded:
	

	Time Drill Concluded:
	

	Time to Evacuate (Evacuation Drills Only):
	

	Type of Drill:

	☐ Shelter-in-Place
☐ Lockdown
☐ Evacuation
☐ Earthquake
☐ Other:
	Notes:



	Additional Drill Specific Information

	Staff Previously Trained on Emergency Procedures this Year?
	☐ Yes
☐ No

	Incident Command System Used?
	☐ Yes
☐ No

	Incident Commander: 
	

	Operations Chief:
	

	Type of Building:

	☐ Corporate office
☐ Job site
☐ Remote office
☐ Other:
	Notes:



	Weather Conditions:

	☐ Clear
☐ Cloudy
☐ Raining
☐ Rain and wind
☐ Windy
☐ Snow and/or Sleet
☐ Hail
☐ Hot (Above 80 degrees)
☐ Cold (40 to 10 Degrees)
☐ Severe cold (_____0)
	Notes:



	Participants:

	☐ Office staff
☐ Site personnel
☐ Law Enforcement
☐ Fire Department
☐ Emergency Medical Services
☐ County Emergency Mgmt.
☐ Volunteers
☐ Other:

	Notes:



	Notification:

	☐ Bell or Buzzer
☐ Enhanced Alert System
☐ Intercom
☐ Phone
☐ Voice Notification
☐ Siren
☐ Reverse 911 or Shout Out
☐ Other:
	Notes:



	Situation at Start of Drill:

	☐ Morning
☐ Lunch
☐ Afternoon
☐ Evening
☐ Before Work
☐ Other:
	Notes:






	Notes:






	Extenuating Circumstances, Identified Factors, and/or Special Conditions Simulated:

	Notes: 








	Mitigation and/or Plans for Improvement:

	☐ Additional Staff Training
☐ Need for Additional Equipment
☐ Improved Emergency Supplies
☐ Cooperative Planning with Responders
☐ Revised Emergency Procedures
☐ Improved Communication
☐ Other:

	Notes:




	Explain Correction(s) Needed and who is Responsible for any Corrective Efforts:











Inccident Commander


Emergency Response Team


Opperation Chief


Planning


Finance


Logistics


Location Liaison & PIO
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