DISASTER & EMERGENCY RESPONSE & RECOVERY PLAN

FOR

(Insert name of organization)

CREATED ON

_____________________________ 

PURPOSE

The purpose of this DISASTER & EMERGENCY Response and Recovery Plan (PLAN) is to provide our organization with a cohesive immediate response to a DISASTER or EMERGENCY situation that will help us manage the initial crisis stage, provide for the safety of our staff and the public, reduce the impact of the event and foster the speedy recovery and restoration of our operations.

OBJECTIVES
· Provide for the safety of our employees, clients and the general public both during and after the DISASTER/EMERGENCY.

· Ensure the survival of our organization.

· Preserve and protect our physical assets.

· Preserve and protect our documents, records and other important information.

· Preserve and protect our income stream.

· Identify the different events that might adversely impact our organization.

· Provide for a quick recovery and restoration of facilities and services.

· Confirm the commitment of our organization to the plan.

· Provide the resources necessary to carry out the plan.

· Provide for ongoing training of staff.

· Communicate the plan to all critical parties.

· Provide for updating the plan at regular intervals.

NOTE: This document is a generic guide only and should not be considered as an all inclusive document for each organization. The Plan needs are unique for each Organization and it is the responsibility of the EMERGENCY Recovery Planning Team to customize the plan for their organization. Even the makeup of the teams and their respective functions must be customized and tailored to fit the needs of the specific Organization.
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INSTRUCTIONS FOR THIS SECTION
ESTABLISH THE EMERGENCY RECOVERY PLANNING TEAM

PLANNING TEAM: ORGANIZATION AND RESPONSIBILITIES

The Disaster & Emergency Response Planning Team is responsible for the development of the Plan. The team should include at least one representative from senior management and people in key positions in the organization who understand how your organization functions and who are prepared to make important decisions. The Planning Team should be prepared to:

· Make an assessment of the organization’s exposures to Disaster or Emergency events.

· Identify events by type that may adversely impact the organization.

· Establish funding sources for Response and Recovery.

· Clearly identify the critical functions of the organization.

· Review critical processes

· Plan for employee and public safety in a EMERGENCY

· Train employees to carry out the plan.

· Keep the plan current.

· Define team roles and responsibilities.

EMERGENCY RESPONSE & RECOVERY PLANNING TEAM ORGANIZATION EXAMPLE
A. Team Leader:

B. Assistant Team Leader:

C. Key Staff Person:

D. Key Staff Person:

E. Board Liaison:

F. Emergency Response Team Leader

G. Recovery Team Leader

H. Other

INSTRUCTIONS FOR THIS SECTION

COMPLETE AN ASSET IDENTIFICATION PROCESS FOR THE ORGANIZATION

Identify the Assets of the organization that are at risk.
1) Develop a comprehensive schedule of all physical assets including all buildings and permanent structures including location and current replacement cost.
2) Valuation Of Physical Plant & Facilities:This should be done for each location owned, leased or used regularly by the Organization and it should be assumed that the facility will be unusable for some extended period of time in some cases, i.e. fire. If you do not own the building every effort should be made to determine what your rights are as a tenant if the building is damaged or destroyed. Important facts that are needed:

a) Replacement cost of the structure

b) Accurate estimate of the time to replace the entire structure

c) If you have not had a physical appraisal of the cost to replace your buildings, etc. in the last five years it is strongly recommended that you do so as part of this process.

d) Comprehensive list of all personal property including location and current replacement cost.
e) Accurate inventory & schedule

f) Accurate list of sources to quickly replace and cost

g) Comprehensive list of all specialized equipment such as computers, other IT equipment, software, etc. including replacement cost.
h) Accurate inventory & schedule

i) Accurate list of sources to quickly replace and cost

j) Comprehensive list of all vehicles including replacement cost.

Identify all critical documents and papers of the organization by location.

INSTRUCTIONS FOR THIS SECTION

COMPLETE AN IMPACT ANALYSIS
The objective of this part of the planning process is to accurately identify and quantify what the impact would be on the organization if a Disaster/Emergency event occurred. This process should be conducted from the viewpoint of the worst case scenario. That is, assume that there will be a total loss of your physical plant.
1. Loss of critical functions: In order to assess the impact of the loss of critical functions it is important to identify what the critical functions of your organization are and prioritize them in order of need to restore those functions.
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2. Space dislocation issues: Assuming your physical plant is damaged and cannot be used what kind of space/facilities would you need to acquire on a temporary basis to restore you critical functions? Assuming a worst case scenario in the time it would take to restore you facilities how long would you need the space/facilities? What is the availability of the space/facilities? How would the availability be impacted by an area wide/geographic catastrophe? What would be the cost to rent/ lease/acquire the space/facilities?
3. Equipment: Assuming the worst case scenario identify what critical equipment and supplies you would need to restore critical functions.
4. Computer & software: Assuming the worst case scenario what computer, software and other IT would you need to restore critical functions?
5. Vendors: Identify your key vendors that will be able to supply you with your needs. Identify and second resource in the event they were also impacted and cannot meet your needs.
6. Revenue and cash flow impact: This is a very critical part of the planning process. Identify your sources of revenues and calculate what the maximum loss of those revenues would be if your organization was hit by a Disaster. Complete a Business Interruption and Extra Expense exercise.
i. Business Interruption calculations should include identifying what revenues you would lose, what continuing expenses you would have to meet including but not limited to such items as payroll, benefits, property and other taxes, leases, mortgages, utilities, etc. In calculating the time to recover you should consider any unusual circumstances that might slow down recovery such as building and zoning code issues, debris removal, design issues, contractor availability, seasonal or climate issues, and time to restore the organization to full recovery.
ii. Extra Expense calculations should identify what extraordinary expenses you would incur to reduce the Business Interruption and speed restoration and recovery. In calculating your Extra Expense needs you should consider such items, but not limited to, rental temporary space facilities, rental of temporary equipment, moving expense, temporary utilities, communication issues, advertising, security, transportation, bonuses and overtime, professional services, etc.
INSTRUCTIONS FOR THIS SECTION
IDENTIFY AND PRIORTITZE THE TYPES OF EVENTS THAT COULD RESULT IN A DISASTER OR EMERGENCY SITUATION

The objective of this part of the planning process is to identify the types of events that could result in a Disaster/Emergency for your organization and then prioritize the events in terms of potential frequency and severity and potential warning time to prepare for the event. Some of the events you should consider (not necessarily in the same order of priority) are:

1. Fire

2. Hurricane

3. Tornado

4. Flood

5. Major failure of equipment

6. Workplace hostilities

7. Biosecurity

8. Terrorism

9. Loss of critical or key staff

10. Contingent exposure your organization would have if something happened to a key utility, vendor, client, etc.

EXAMPLE: 
1. Event: Structure Fire to office, frequency potential low, severity potential high, warning time short
2. Event: Hurricane (southeast U.S.) frequency potential high, severity potential high, warning time long
3. Event: Winter/ice storm (upper U.S.) frequency potential moderate, severity potential high, warning time indeterminate
INSTRUCTIONS FOR THIS SECTION

CREATE EMERGENCY RESPONSE TEAM & PLAN
A. Emergency Response Team: 
The Emergency Response Team is responsible for taking charge of the facility/organization in the event of a Disaster/Emergency. This is the “first responder” team. There will be different responses to different types of events. A fire in the facility will present a different response than a hurricane for example. Depending on the time to prepare for the event they will be responsible preparing the facility for the event (i.e. boarding up, shutting down, etc.). 
Their most important function is the safety of people, both staff and the public that may at the time be in the care and custody of the organization. Therefore one of their most critical functions is the safe evacuation of people from the building or a plan to take care of people if they cannot leave the building. 
They will be responsible for and be in charge of all the key activities within the first 48 hours of all events and possibly for a longer period of time for some events. If the event occurs when the facility is closed, the Emergency Response Team should have a plan on how to communicate with team members (i.e. telephone tree) and where the team will assemble (central command point) to take charge of the situation. 
It is quite possible that there will be different specialized teams for emergency response to different situations, depending on the size and complexity of the organization.
B. Team Organization Example: 
The members of the Emergency Response Team should consist of key members of the organization who are likely to be around when an event happens. Thus, it is not a good idea to have members of senior management responsible for the Emergency Response if they are not likely to be around due to travel or other issues. Team members should be dependable key people who know the organization and understand its operations and functions. The following key team positions are critical:
B. Team Leader

B. Assistant Team Leader

B. Communications 
B. Evacuation

B. Shutdown

B. Damage control/security

B. Initial damage assessment

B. Initial insurance company contact

B. What consideration should we give to hiring a public adjuster? (see section on claims handling)

INSTRUCTIONS FOR THIS SECTION

CREATE A RECOVERY TEAM AND A RECOVERY PLAN

Recovery Team: The Recovery Team will operate in two phases. The first phase will be their responsibilities in restoring critical functions of the organization. The second phase will be the task of guiding the organization through full recovery. Therefore, their part of the plan will be written up as two functions 
A. Phase 1: Restoring critical functions
B. Phase 2: Full recovery. Due to necessity, control and authority senior management must be involved in this part of the recovery process.
Phase I: Restoring Critical Functions: Essentially there are three time periods that are important in the process of restoring critical functions. 
A. What functions can and should be restored in the first 48 hours, 
B. What functions can and should be restored within 72 hours and 
C. What functions can and should be restored within a reasonable time period, understanding that a “reasonable time period” is somewhat subjective depending on the type of organization, its critical functions and the nature of the event that resulted in the disruption. Much of the ground work and basis for putting this part of the plan into operation will have been laid in the risk assessment and impact part of the planning process. Part of this process will include:
1. Securing temporary facilities

2. Ordering temporary or replacement furniture, equipment and supplies.

3. Ordering communications, computer and other IT equipment and services.
4. Employee communication

5. Vendor communication

6. Client communication

7. Insurance claim recovery activities (see separate section)
Phase 2: Full Recovery Team: Even as part of the Recovery Team is working on restoring critical functions team members will begin the process of full recovery. These activities will continue until such time as the organization has been restored to where it was prior to the event. Each organization will have its own unique issues to incorporate into their plan. However, some of the generic issues facing most organizations with respect to recovery form an event that has damaged or destroyed their facilities will include:
A. Making decisions about repairing or replacing the physical structure.

B. Do we need the services of architects, engineers or legal representation?

C. Developing realistic estimate of the time it will take to get to full recovery.

D. Do we have any zoning or building codes issues that may have been missed in our initial risk assessment and impact planning?
E. Are there competent contractors available to do the work?

F. Who will coordinate the recovery process for the organization?

G. Who will be responsible for coordinating insurance recovery?

H. Who will be responsible for coordinating the ordering and delivery of equipment supplies, telephone and other communication equipment, etc.?

I. Will we need to hire a construction manager?
INSTRUCTIONS FOR THIS SECTION

ESTABLISHING A FINANCIAL PLAN FOR RECOVERY
The objective of this part of the planning process is to establish a risk financing plan to pay for the cost of Disaster/Emergency Recovery. Essentially there are only two general sources of funds to pay for risk financing. Either the money comes from internal sources or it must come from external sources. It is important for the organization to do a thorough analysis of internal resources it has so that it can more effectively seek funds from external sources.

A. Internal Sources Of Funds: 

Different organizations will have their own unique internal sources of funds. However, there are some of the generic sources of internal funds common to most organizations. The management of every organization will have some level of “risk appetite”. The question is: how much appetite do they have for assumption of risk in pursuit of their organizations goals? Therefore, one of the first important questions your organization needs to address in determining what it can handle internally to finance the cost of risk is what is your tolerance for risk? Making a decision on how much to “self insure” or retain should be predicate on two things.

1. It must be cost effective
2. It must fit within the risk appetite or risk tolerance parameters of the organization
Once you have answered that question you can look for internal sources of funds in the following categories.

3. Current cash flow operating funds: In your ongoing budget process what funds would your organization have available from regular operating funds to contribute toward loss recovery?
4. Securities and other investments: What funds could you readily tap from your invested funds to help finance recovery?
B. External Sources Of Funds: 
In most instances the most common external source for financing the cost of recovery is commercial or government backed insurance. The two most important insurance coverage categories are those policies that pay for the damage to or destruction of property and those that pay for business continuity items. Creating the risk financing part of your plan should include a very thorough review of these sections of your insurance program. This should be done with your insurance agent or broker or a consultant if you are looking for an independent assessment of your insurance program.
1. Property Insurance on buildings and personal property: All coverage should be written at 
i) Replacement cost with agreed amount and at full replacement cost values. 
ii) If there are multiple buildings/structures or locations take advantage of blanket coverage but do not use blanket coverage to insure at less than full replacement cost. 
iii) Make sure you file annual updated schedules of property with the insurance company. 
iv) If you have not had a physical appraisal of the replacement cost of buildings and personal property do it as part of this process.
2. Other physical structures or property: If you have other physical structures or facilities such as dams, towers, golf courses, swimming pools, piers, docks, etc. you must do the same due diligence with respect to your insurance coverage on those items.

3. Other equipment and vehicles: Do the same for the rest of your equipment and vehicles.

4. Specialty property coverage: If you have an exposure to flood or earthquake you will have a need for government backed insurance programs. This is also true of Terrorism insurance.
5. Business Interruption coverage: Intended to replace lost income and profits (IF ANY) and continuing expenses. You should complete an accurate Business Interruption worksheet. 
6. Extra Expense coverage: Will pay for extra expenses incurred to minimize the suspension of business and to continue operations and reduce the overall loss. Complete an accurate worksheet detailing the extra expenses you will incur to recover.
7. Contingent exposures: Do a thorough evaluation of your insurance needs to cover any loss your organization may sustain that results from damage to someone else’s property, i.e. utility, supplier, client, shut down by governmental administration, etc.

INSTRUCTIONS FOR THIS SECTION

CREATE A CLAIMS HANDLING PLAN

One of the most complex, perplexing and exasperating items to deal with in the recovery process is the claims recovery from the insurance companies. By establishing a plan for this part of the process your organization can go a long way to mitigating the problems that crop up in settling claims. The objective is to have a program in place that will help settle losses before they occur rather than scramble around after the loss to pick up the pieces. Key action items for establishing a claims process are:
1. Insurance policy storage: Keep full copies of your insurance policies off site. If your structure is destroyed so will your policies be lost.

2. Claim administration: Have a designated person or person who will be the point person to work with the insurance company adjuster or adjusters. This person should be someone on your staff who has the capacity to thoroughly understand your insurance coverage, mind for detail and good people and negotiating skills.

3. Public adjusters: There may be times when your organization may want to consider using the services of a public adjuster. This decision should be undertaken with great care. Unfortunately there are many public adjusting firms that can do much more harm than good. Conversely, there are a few excellent public adjusting firms that can do a great job of their clients. In either case it is not something to rush into without doing a lot of research work before signing up with a PA firm.
4. Documentation: Documentation of every aspect of the claim is critical to proving your loss to the insurance company. This is particularly true of the Business Interruption and Extra Expense claim. Have excellent financial records before the loss that can be easily used to document what you have and are losing during the recovery process. Keep good records of inventories. It is a good idea to video your facilities and then keep the videos offsite.

5. Estimates: It is your obligation to get accurate and defensible estimates of what it will take to repair, rebuild and replace. Start the process at once using competent and reliable sources.

6. Time frame: Keep a close the clock. Do not let time go by in working on your process.

INSTRUCTIONS FOR THIS SECTION

ESTABLISH A PLAN FOR REPAIR OR REBUILDING

The objective of this part of the planning process is to create a plan to be followed for the repair, restoration or replacement of the physical plant and facilities of the organization. The better job that is done before a loss the smoother things will go if there is a loss. When you are putting this part of the plan together it will be helpful to review the information that was developed during the risk assessment session about your physical plant.
A. Who Will Be In Charge: 
The plan should designate who will be the organization’s point person for the rebuilding process. There should also be a back up person ready to go if there is anything that prevents the primary person from fulfilling the responsibilities. In addition to someone representing the organization it is a good idea to identify others who may be needed to assist in the process. This list would include but not necessarily be limited to:

1. Architect- it may be due to building and zoning code issues and requirements that you will need the services of an architect and/or engineer.
2. Attorney- it may be that you will need the services of an attorney to review any contracts, etc.

3. Construction manager- it may be that you will need the services of a construction manager

B. Claims Coordination:
It is very important to coordinate all of your rebuilding efforts, especially regarding any contractors, with the claims adjuster for the insurance company. One of the biggest mistakes an organization makes is to assume that the insurance company will pay for extracurricular work or renovation during the rebuilding process. They will only pay to restore what was damaged.
C. Timing and Ordering: 
It is critical to make sure that whoever is ordering supplies, furniture, fixtures, equipment, etc. coordinate delivery with the construction process.

INSTRUCTIONS FOR THIS SECTION

ESTABLISH A PLAN TO TRAIN EMPLOYEES & KEEP PLAN CURRENT

Once the plan is complete, it is necessary to train and educate your employees. They must be familiar with the plan, what their respective roles are in the event of a DISASTER or EMERGENCY including the following topics:
A. Safety
Theirs

The public

B. Evacuation
Have evacuation drills

Be prepared to deal with person with handicaps & disabilities

C. Shut Down
Who is in charge of shutdown

What shutdown procedures will be followed

Boarding up

Security

D. Communication
Staff

Dependents

Clients

Vendors

The media

E. Preserve Records
Their role in preserving important records and documents

F. Protect Assets
Their role in safeguarding and protect the assets of the organization

G. Payroll Issues
What steps the organization has taken to be able to meet its payroll and related obligations.

It is very important that the plan be kept current and relevant. 
This means it cannot be put on the back shelf and gather dust. 
Therefore, some of the planning committee should be permanently delegated the responsibility of keeping the plan current and employee training current. Copies of the plan should be stored offsite and readily available in the event of a disaster or emergency.

A WORD ABOUT EMPLOYEE DISASTERS

Every organization should have a plan in place in the event the services of a key person or key persons are lost to the organization for an extended or even permanent period of time.
HELPFUL RESOURCE MATERIALS TAKEN FROM VARIOUS SOURCES

Emergency Evacuation Procedure

A building evacuation is mandatory whenever a fire alarm sounds.
Building occupants should exit immediately, putting the department/company evacuation plan into effect. After the building has been evacuated, occupants must wait for a safety inspection before re-entry.

If a complete campus evacuation and closure is necessary during an emergency, it will be announced and coordinated by the Emergency Response Team. Facility evacuations will be sequential to maintain safety and avoid traffic gridlock.

Note that it may or may not be necessary to vacate a specific area during an emergency incident. Occupants in the area may simply be directed to remain on-site and shut down systems, or they may be asked to move to other sectors of their floor or building. In some events (such as extended power outages), evacuations are not necessary unless the incident has generated a hazardous materials incident or immediate health and safety risk. In limited emergencies, wait for evacuation instructions and engage the unit's Emergency Response Team to communicate the information throughout the unit.

To Implement an Evacuation

1. Remain calm.

2. Alert Emergency Response Team to Assist with evacuation.

3. Communicate clearly and succinctly. 
4. Example:

5. We have a ______ type of emergency.

6. Evacuate to ______.

7. Take your belongings.

8. DO NOT use the elevators.

9. Communicate clearly and succinctly. 
10. Do not use elevators.

11. Take personal items.

12. Assist persons with disabilities.

13. Check offices, classrooms, and restrooms.

14. Turn equipment off, if possible.

15. Close doors, but do not lock them.

16. Take emergency supplies, rosters.

17. Keep exiting groups together.

18. Instructors assist students.

19. Gather at the evacuation site and await instructions.

Account for faculty, staff and students

20. Sample Evacuation Procedures
(Evacuation is required any time the fire alarm sounds, an evacuation announcement is made or a supervisor orders you to evacuate.)

1. Turn equipment off, if possible

2. Quickly shutdown any hazardous operations or processes and render them safe. Critical emergency coordination staff must follow the emergency plan. 

3. Notify others in the area of the alarm if they did not hear it

4. Take emergency supplies and staff rosters, if possible

5. Exit the room

6. Take jackets or other clothing needed for protection from the weather.

7. Close windows and close, but do not lock doors as you leave.

8. Leave room lights on.

9. If you are away from the unit's room when the alarm sounds you should exit the building immediately and not return to the unit's room.

10. If you are unable to leave the building due to a physical disability:

11. Go to the nearest area where there are no hazards. 
12. Use a telephone to call Police at 911, or use other means to advise them of the situation. 
13. Be sure to give them the room number so they can send help to you. 
14. If possible, signal out the window to on-site emergency responders.

15. One person may remain with you if they wish to assist you.

16. Exit the building via the nearest safe exit route. Walk, do not run. Do not use elevators to exit. 
17. Move away from the building, report to the unit's designated evacuation point and meet with other persons from the unit or building. Report any missing or trapped people to the emergency responders. 

18. Keep existing groups together.

19. Account for faculty, staff and students and sign in at evacuation point.

20. Wait at evacuation point for directions

21. Do not reenter the building until emergency staff gives the "all clear" signal. The silencing of the building fire alarm system is normally used as the "all clear" signal. In some cases the fire alarm will be silenced and staff members placed at building entrances to keep people out until the incident has been resolved.
NOTE: It is also important for the ERT to be prepared for a “no evacuation” emergency. That is one where it is not possible for the staff or public to leave the facility during the event.

Evacuation of Persons with Disabilities
Be aware that staff and volunteers with "hidden" disabilities (arthritis, cardiac conditions, back problems, learning disabilities, etc.) may also need individual assistance. Use the following list to assist both helpers and disabled persons. Use a "buddy system" naming who is responsible for whom.
To Assist Visually Impaired Persons


1. Announce the type of emergency

2. Offer your arm for guidance

3. Tell the person where you are going, obstacles you encounter

4. When you reach safety, ask if further help is needed

To Alert People with Hearing Limitations 

1. Turn lights on/off to gain the person’s attention, or

2. Indicate directions with gestures, or

3. Write a note with evacuation directions

To Evacuate People Using Crutches, Canes, or Walkers 

1. Evacuate these individuals as injured persons

2. Assist and accompany to evacuation site if possible, or

3. Use a sturdy chair (or one with wheels) to move the person, or

4. Help carry individual

To Evacuate Wheel Chair Users 

1. Non-ambulatory persons’ needs and preferences vary

2. Individuals at ground floor locations may exit without help

3. Others have minimal ability to move – lifting may be dangerous

4. Some non-ambulatory persons have respiratory complications

5. Remove them from smoke and vapors immediately

6. Wheelchair users with electrical respirators get priority assistance

7. Most wheelchairs are too heavy to take down stairs

8. Consult with the person to determine best carry options

9. Reunite the person with the chair as soon as it is safe to do so

Emergency Action Plan
Medical Emergency Procedure

1. Protect victim from further injury by removing any persistent threat to the victim. Do not move the victim unnecessarily. Do not delay in obtaining trained medical assistance.

2. Notify emergency personnel of the location, nature and extent of the injury by calling 911. Always call from a safe location.

3. Provide first aid until help arrives if you have appropriate training and equipment and it is safe to do so.

4. Send someone outside to escort emergency responders to the appropriate location, if possible.

Fire or Explosion Emergency Procedure

1. Alert people in the immediate area of the fire and evacuate the room.

2. Confine the fire by closing doors as you leave the room.

3. Activate the building fire alarm system by pulling the handle on a local fire alarm box.

4. Notify emergency personnel of the location and size of the fire by calling 911. Always call from a safe location.

5. Evacuate the building using the established Emergency Evacuation Procedure. Once outside, notify emergency responders of the location, nature and size of the fire.

6. If you have been trained and it is safe to do so, you may attempt to extinguish the fire with a portable fire extinguisher. If you have not been trained to use a fire extinguisher you must evacuate the area.

Hazardous Materials Emergency Procedure
Hazardous Materials Emergency exists when: 

Cleanup of a spill of a hazardous material is beyond the level of knowledge, training or ability of the staff in the immediate spill area
or 

The spill creates a situation that is immediately dangerous to the life and health of persons in the spill area or facility. 
Environmental Heath and Safety is equipped to respond to and cleanup Hazardous Material Spills.
Steps to be taken:
1. Alert people in the immediate area of the spill and evacuate the room. If an explosion hazard is present, take care not to create sparks by turning on or off electrical equipment.

2. Confine the hazard by closing doors as you leave the room.

3. Use eyewash or safety showers as needed to rinse spilled chemicals off people.

4. Evacuate any nearby rooms that may be affected. If the hazard will affect the entire building evacuate the entire building. If there is a chance of explosion from the chemical spill do not activate the building fire alarm. Evacuate the building manually by alerting others by voice. Take care not to turn electrical equipment on or off or otherwise cause sparks. If there is no chance of explosion, activate the building fire alarm system by pulling the handle on a local fire alarm box.

5. Notify emergency personnel of the chemical, location and size of the spill calling 911. Always call from a safe location. Be prepared to spell chemical names.

6. If building evacuation is required, evacuate the building using the Emergency Evacuation Procedure presented in this guide. Once outside, notify emergency responders of the location, nature and size of the spill.
Isolate contaminated persons. Avoid contamination or chemical exposure.

7. Power Outage
1. Assess the extent of the outage in the unit's area.

2. Report the outage to the utility company (insert name and phone).

3. Assist other building occupants to move to safe locations. Loss of power to fume hoods may require the evacuation of laboratories and surrounding areas.

4. Implement the unit's power outage plan. Evaluate the unit's work areas for hazards created by power outage. Secure hazardous materials. Take actions to preserve human and animal safety and health. Take actions to preserve research.

5. Turn off and/or unplug non-essential electrical equipment, computer equipment and appliances. Keep refrigerators and freezers closed throughout the outage to help keep them cold.

6. If needed, open windows (in mild weather) for additional light and ventilation.

7. Release of faculty, staff and students during an extended power outage is decided on by _____ (policy decision will determine).

8. To obtain information about a prolonged outage, call 

.

Criminal Activity or Violence Emergency Procedure

1. Attempt to remove yourself from any danger.

2. Notify Police by calling 911. Try to call from a safe location if possible.

3. If possible, provide the police with the following information:

4. Location of crime

5. Nature of crime and specifics (number of people involved, any weapons, etc.)

6. Any injuries

7. Description of suspect(s) (height, weight, sex, race, clothing, hair color etc.)

8. Direction of travel of suspects

9. Description of any vehicles involved in the crime

10. DO NOT pursue or attempt to detain suspects.

Bomb Threat Procedure
1. Remain calm and obtain as much information as possible from the caller. Try to write down the caller's exact words. Ask for and try to obtain the following information:

i) When is the bomb going to explode?

ii) Where is the bomb located right now?

iii) What does the bomb look like?

iv) What kind of bomb is it?

v) What will cause the bomb to explode?

vi) Did you place the bomb?

vii) Why?

viii) What your address?

ix) What is your name?

x) Also record the following information:

xi) Exact time the call is received

xii) Information about caller including:

(a) Sex

(b) Education
(c) Age

(d) Background noise

(e) Location of caller

(f)  Accent, speech impediments or traits

(g) Caller's attitude


2. Immediately notify Police by calling 911. Always call from a safe location. Provide the police with the context of the threat, telephone number on which it was received, your name, room number and telephone number where you can be reached.

3. Take no other action unless directed to by Police.

Suspicious Package Procedure
1. If you receive or observe a suspicious letter or package that is unexpected or unknown with the following characteristics:

i) Excessive postage

ii) Misspellings of common words
iii) Excessive weight
iv) Rigid envelope

v) Foreign mail, air mail or special delivery

vi) Hand written or poorly typed address

vii) Restrictive markings such as confidential, personal, etc.

viii) An excessive amount of securing material used, such as masking tape, string, etc.

ix) Incorrect titles
x) Oily stains or discoloration
xi) Visual distractions
xii) Lopsided or uneven
xiii) Titles but no names
xiv) No return address
xv) Protruding wires or tinfoil

2. Immediately:

i) Notify Police immediately by calling 911. Always call from a safe location.

ii) Move people away from the package.

iii) DO NOT move or open the package.

iv) DO NOT investigate too closely.

v) DO NOT cover, insulate or place the package into a cabinet or drawer.
Building Evacuation Procedure (example)
The need to account for and mobilize the staff in an orderly way is crucial to an effective response in many emergency situations - particularly when the response requires some sort of evacuation or movement of staff from one place to another. Specifically: 

1. When a fire drill sounds in one of the facilities -- all staff and volunteers in the building should go to a pre-determined rendezvous point as follows: 
i) State clearly the rendezvous point for each building location

2. As you are leaving the building: 

i) We need to assume collective responsibility for making sure that everyone gets out, as we are getting out quickly ourselves. 

ii) If you are a member of a buddy system please move quickly to help your buddy to exit the building safely.

iii) On the way out, knock on your neighbors' doors, intrude into meetings; make sure that student staff get out of the building. It is not practical to assign this responsibility to any one person or even a small group, since there is just no way to guarantee who will actually be in a building at any time of the day or night. 
iv) If possible, practical, and safe -- bring your personal belongings like coats, backpacks, handbags, wallets, etc.

3. When you arrive at the designated rendezvous site you will need to sign in: 

i) If pre-designated members of the Emergency Response Team are present, one or more of them will have sign in forms and you will be asked to sign in. 

ii) If pre-designated members of the Emergency Response Team are not present, than at least one staff member present should assume responsibility for creating a sign-in sheet and obtaining all signatures (including student staff). 

INSTRUCTIONS FOR THIS SECTION

Lists you should have on hand for emergencies

Disabled Persons Requiring Evacuation Assistance

List self-identified disabled persons who request notification or evacuation assistance during an emergency. Designate evacuation assistants to wheelchair users to assist them during an emergency. 

	Name
	
	CCE Phone #
	Cell Phone #
	Building/Room

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Emergency Plan Distribution List

(Everyone should be keep a copy at home as well as in the office)

	Staff in need of emergency plan:
	Date Delivered

	Name
	1st Copy (Home)
	2nd Copy (Office)

	
	
	

	
	
	

	
	
	


Staff Roster as of (month, day, year)

The office copy should be kept handy for use in an evacuation and copy kept at home for off hours emergency
	Name
	Home Address
	Office Phone
	Cell
	Pager
	Home

Email
	Home Phone
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