
Chapter 13

Emergency Action Plan 


	INTRODUCTION
	Emergency Action Plans should be implemented to protect employees, clients, and guests from injury or other loss in the event of a disaster.   Both natural and manmade disasters must be considered including but not limited to fire, tornado, earthquake, flood, hazardous materials spill, bomb threat, and civil unrest.   Each facility will have separate plans in responding to disasters.  It is important to evaluate your facility to determine what disasters should reasonably be anticipated in order for appropriate Emergency Action Plans to be established.

The most important phase of any emergency action plan is disaster planning and employee training.  Each TAASIT member should establish Emergency Action Plans that assign employee responsibilities in the event of a disaster and that ensure all employees receive adequate training on how to respond during emergency situations. 



	NOTIFICATION


	Once a disaster has been identified, notifying employees and proper emergency personnel is paramount. Emergency personnel include the Fire Department, Police, Ambulance Service, and Hospitals.   Emergency numbers should be posted near phones in each department.  Specific personnel should be assigned responsibility for notifying emergency services.

Supervisors and employees must be notified to initiate their responsibilities within the plan.  Whether it involves evacuating the facility or securing the doors, urgency foremost important.  An overhead paging system or other device should be put into place and tested periodically to ensure that the systems work and that employees area aware of their responsibilities.  




	CHAIN OF COMMAND
	In any emergency, there must be a designated chain of command to help maintain order.  Typically the administrator or most senior official on the premises will take responsibility as Incident Commander.  It is imperative that there not be multiple supervisors who unknowingly may contradict instructions given to employees.  Having one person in charge will eliminate this problem. 

A system of reporting will need to be established to maintain order.  It may be necessary to have an assistant be responsible for certain actions during an emergency such as head counts.  These are important parts of the plan, but should be reported to someone other than the incident commander to keep them free to perform more imminent functions.  

The responsibilities of the incident commander include but are not limited to:

· Determining the Scope of the Emergency

· Notification of emergency services

· Assigning tasks to be completed

· Determine if evacuation or lock up of facility is necessary

· Coordinate activities with emergency services

· Train the employees in their responsibilities

Management must also review the plan at least annually or whenever changes are made to the building or personnel.  




	EMPLOYEE TRAINING


	All employees must receive training upon hire regarding the appropriate procedures and individual responsibilities during an emergency.  This training must be completed at least annually, with drills spread periodically throughout the year on different shifts to ensure that employees are aware of and can perform their responsibilities.  

Training should include awareness of potential emergencies, how to recognize emergency signaling devices, how to operate emergency equipment (i.e., fire alarms, fire extinguishers, etc.), who to notify, responsibilities during an emergency, and specific evacuation routes and emergency exits.   Employees should also be informed of company personnel who have designated as first aid providers if applicable.



	CONTROL LOCATION


	During an emergency, a central control location must be set up for the reporting of information.  During any external emergency, this location should be inside of the building.  A likely location would be the Administrator’s office.  During any internal emergency, when evacuation is necessary, it will be necessary to have a location designated outside and away from the building.  All employees should know the locations of both the internal and external control centers.



	EVACUATION


	All employees must be aware of the evacuation routes in the facility.  Drilling of evacuations must also be conducted in order to be prepared for an actual emergency.  A system must be in place to conduct head counts for the residents as well as all employees.  Most facilities have detailed evacuation maps for all routes out of buildings.  These must be posted in highly visible locations and actions must be taken to ensure that these routes are clear of obstructions at all times.  



	SHELTERS
	Shelter areas must be identified so that employees will know where to take residents and themselves during tornados and other external situations.  They also must be kept clear of obstructions and be large enough to accommodate all residents, employees, and any guests.



	UTILITIES
	The location of all water, electric, and gas shut off’s must be listed to enable designated employee or emergency personnel to quickly close utilities.  Individual plans should designate an individual from maintenance to be responsible for shutting off utilities based on circumstances of specific emergency.  



	PREVENTATIVE MEASURES


	It is not realistic to believe that all disasters can be prevented and therefore it is necessary to establish adequate plans.  However, certain actions can be taken to reduce the potential of certain disasters or emergencies from occurring.   Those actions include:

· Properly storing and labeling hazardous and/or flammable materials.

· Limiting smoking to certain areas ideally outside the building.

· If welding, torch, or other hot work is performed, combustible/flammable materials are moved or covered and close attention is given to fire prevention.

· Practice good housekeeping, removing waste products and keeping aisles and emergency exits clear.

· Establish routine schedule for checking fire extinguishers, water sprinklers, alarms, emergency lighting, and first aid supplies.



	IMPLEMENTATION


	Brentwood Services Loss Control Consultants are available to assist in developing Emergency Action Plans.  It is also important to contact local Police and Fire departments for assistance and resources.




