The purpose of the "Emergency Procedures Desktop Guide" is to supplement your Occupant Emergency Plan (OEP) and to provide a reference tool for employees to follow in dealing with workplace emergencies.

Directions
The Emergency Procedures Desktop Guide shell is provided on pages 3 through 18. The facility must review the emergency tabbed areas and add facility needed contacts, information and phone numbers as needed. The completed guide when printed will display the tabs below each emergency area. The guide will need minor adjustments to align the emergency tab at the bottom of the displayed page. This Emergency Procedures Desktop shell provides a format to assist you in completing a comprehensive emergency desktop guide for your facility.
Sample of the printed and cut product.
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EMERGENCY ACTION

	

	1.
	Follow the directions below.

	2.
	Activate the facility fire alarm.

	3.
	Evacuate the facility.

	4.
	Assemble at your designated assembly area.

	Account for all assigned personnel and visitors


If a fire is discovered,
· Activate the nearest fire alarm pull station.

· Once the fire alarm is sounded, proceed to the designated exit (per the OEP) and leave the building in an orderly fashion.

· Do not use elevators to evacuate.

· Physically challenged persons will be assisted by their appointed Buddies to the freight elevator vestibule on the floor the physically challenged person works, and remain with the person until the fire department or other rescue personnel arrive to take charge.

· All employees should report to their designated assembly areas and wait for further instructions. 

FIRE

	

EMERGENCY ACTION 

	:

	1.
	Follow the directions given over the facility announcement system.

	2.
	Remain calm.

	.


1. DEFINITIONS.

· A Tornado or Severe Weather Watch means severe weather or tornado may threaten or strike the area.

· A Tornado or Severe Weather warning means severe weather or tornado has actually been seen and may affect the area.

2. PRECAUTIONARY MEASURES.
After a warning has been declared:

· Unless directed to evacuate, remain in the building and seek shelter in the center of the building, use basement or interior hallways.

· Stay away from windows.

· Use extreme caution and watch for fallen debris when exiting the building after the tornado or severe weather has passed.

· Stay away from fallen or damaged electric lines or wires. Do not touch them.

SEVERE WEATHER

	

EMERGENCY ACTION

	:

	1.
	Follow the directions below.

	2.
	Notify your supervisor and remain calm.

	3.
	Notify the XXXXXX at XXXXXX.

	4.
	Record the incident information and answer the, who, what, when, where, why, how questions for the incident.

	.


In the event of an explosion in the building, such as those caused by leaking gas, faulty boilers, or explosives, employees should proceed as follows:

· Take cover under tables, desks or other such objects that will give protection against flying objects or debris in the event of additional explosions.

· After the effects of the explosions have subsided, the XXXXXX will determine if evacuation is necessary.

·      if an evacuation is ordered, proceed to the designated exit (per the OEP) and leave the building in an orderly fashion.

· In the event the fire alarm system has been disabled, you may be informed by the public address system to leave the building.

· If the public address system is inoperable, the emergency response team members may verbally inform you to leave the building.

Call the XXXXXXXXXXX as soon as possible to report the incident, even if the local police responded to the facility.
EXPLOSIONS

	

EMERGENCY ACTION

	:

	1.
	Follow the directions below.

	2.
	Notify your supervisor and remain calm.

	3.
	Notify the XXXX at XXXX.

	4.
	Record the incident information and answer the, who, what, when, where, why, how questions for the incident.

	.


Ensure “Bomb Threat Card”* are located by your telephone.

If a telephone bomb threat is received:

· Immediately notify your supervisor and the XXXXXXXXXX.  In the case of a telephone bomb threat, try to keep the caller on the telephone as long as possible.  Obtain as much information as possible about the bomb and the caller utilizing the “Bomb Threat Information Card”. 

If a suspicious package or a bomb is discovered:

· Turn off all hand held radios, cell phones and pagers.

· Occupants of the building will either be personally contacted by their supervisor, the Public Address System, or will hear the fire alarm for evacuation. 

· Evacuate the building and proceed to your designated assembly area and wait for further instructions.

*
Note: Cards can be obtained by contacting your agency.  
Call the XXXXXXXXXXXX as soon as possible to report the incident, even if the local police responded to the facility.
BOMBS AND BOMB THREATS

	

EMERGENCY ACTION

	SECURITY / READINESS Levels:

	1.
	Follow the required actions as stated in your Agency’s Security Notice.

	2.
	Provide any required notifications immediately.

	Remember, Know your agency required Security level and Readiness level actions.


The Security Conditions (SECONS) are outlined in your agency emergency guidelines. The SECONS address increased risks resulting from internal and external threats such as terrorist, violence in the workplace and criminal activity.

· SECON LEVEL GREEN.  This is the continuous/normal security posture for XXXXX. 

· SECON LEVEL BLUE.  The Agency official declaring SECON level Blue shall direct the implementation of measures selected from those listed below which are necessary to meet the potential security threat to Agency personnel and facilities.  The notification message shall state the reason for the increase or decrease in SECON levels.

· SECON LEVEL YELLOW. .  The Agency official declaring SECON level Yellow shall direct the implementation of measures selected from those listed below which are necessary to meet the potential security threat to Agency personnel and facilities.  The notification message shall state the reason for the increase or decrease in SECON levels.

· SECON LEVEL ORANGE.  The Agency official declaring SECON level Orange shall direct the implementation of measures selected from those listed below which are necessary to meet the potential security threat to Agency personnel and facilities.  The notification message shall state the reason for the increase or decrease in SECON levels.

· SECON LEVEL RED.  The Agency official declaring SECON level Red shall direct the implementation of measures selected from those listed below which are necessary to meet the potential security threat to Agency personnel and facilities.  The notification message shall state the reason for the increase or decrease in SECON levels.

SECURITY CONDITIONS (SECONS)

	

EMERGENCY ACTION

	:

	1.
	Know your Agency’s Hurricane Plan..

	2.
	Know where your community evacuation shelters are located.

	3.
	Know your community evacuation routes.

	4.
	Have a prearranged meeting location and telephone contact number.

	


HURRICANES.
Hurricanes are severe tropical storms with sustained winds of 74 miles per hour or greater. Hurricane winds can reach 160 miles per hour and extend inland for hundreds of miles. Hurricanes bring torrential rains and a storm surge of ocean water that crashes into land as the storm approaches. Hurricanes also spawn tornadoes.

Hurricane advisories are issued by the National Weather Service as soon as a hurricane appears to be a threat. The hurricane season lasts from June through November.

Planning Considerations

· Know your Agency Plan, local emergency management and  community evacuation plans. 

· Establish facility shutdown procedures. Establish warning and evacuation procedures. Make plans for assisting employees who may need transportation. 

· Make plans for communicating with employees' families before and after a hurricane. 

· Purchase a NOAA Weather Radio with a warning alarm tone and battery backup. 

· Listen for hurricane watches and warnings. 

· Hurricane Watch -- A hurricane is possible within 24 to 36 hours. Stay tuned for additional advisories. Tune to local radio and television stations for additional information. An evacuation may be necessary. 

· Hurricane Warning -- A hurricane will hit land within 24 hours. Take precautions at once. If advised, evacuate immediately. 

· Survey your facility. Make plans to protect outside equipment and structures. 

· Make plans to protect windows. Permanent storm shutters offer the best protection. 

· Covering windows with 5/8' marine plywood is a second option. 

· Consider the need for backup systems:

· Portable pumps to remove flood water 

· Alternate power sources such as generators or gasoline-powered pumps 

· Battery-powered emergency lighting 

· Prepare to move records, computers and other items within your facility or to another location.

HURRICANE
	

EMERGENCY ACTION

	:

	1.
	Follow the directions below.

	2.
	Notify your supervisor and remain calm.

	3.
	Notify the XXXXX at XXXXXX.

	4.
	Record the incident information and answer the, who, what, when, where, why, how questions for the incident.

	


For spills, releases or incidents requiring special training, procedures, equipment and the incident is beyond the abilities of present personnel, take the following steps:

· Immediately notify affected personnel and evacuate the spill area and Call 911. The XXXXX will determine if a building evacuation is required.

· Call 911 to report the incident.

· Give the 911 operator the following information:

1. Your name, telephone number, and location.


2. Time and type of incident.

3. Name and quantity of the material, if known.

4.  Extent of injuries or damage, if any.

· The key person on site should evacuate the affected area at once and seal it off to prevent further contamination of others until the arrival of emergency personnel.

· Anyone who is contaminated by the spill should avoid contact with others as much as possible; remain in the vicinity, and give his/her name to the emergency personnel.  Washing off contamination and any required first aid should be started immediately.

· No effort to contain or clean up spills and or releases should be made unless you have been trained.

· Take appropriate steps to make sure no one evacuates through the contaminated area.

· If an alarm sounds, follow established building evacuation procedures (see Building Evacuation).

· A facility Emergency Command Post may be set up near the emergency site. Keep clear of the command post unless you have official business.

· Do not re-enter the contaminated area.
Call the XXXXXXXXXXXX as soon as possible to report the incident, even if the local police responded to the facility.
HAZARDOUS MATERIALS

	EMERGENCY ACTION

	1.
	Take cover.

	2.
	Call 911, if emergency assistance is necessary.

	3.
	Evacuate if alarm sounds or if told to do so by emergency personnel.


TORNADOES.
Tornadoes are incredibly violent local storms that extend to the ground with whirling winds that can reach 300 mph.  Spawned from powerful thunderstorms, tornadoes can uproot trees and buildings and turn harmless objects into deadly missiles in a matter of seconds. Damage paths can be in excess of one mile wide and 50 miles long. Tornadoes can occur in any state but occur more frequently in the Midwest, Southeast and Southwest. They occur with little or no warning.

Be Prepared

The following are considerations when planning for tornadoes:

· Know if the community has a tornado warning system. 

· Have a NOAA Weather Radio with a warning alarm tone and battery backup. Listen for tornado watches and warnings. 

· Tornado Watch -- Tornadoes are likely. Be ready to take shelter. Stay tuned to radio and television stations for additional information. 

· Tornado Warning -- A tornado has been sighted in the area or is indicated by radar. Take shelter immediately. 

· Designate shelter areas in your facility. Ask your facility engineers or local emergency management office for guidance. 

· Consider the amount of space you will need. Adults require about six square feet of space. 

· The best protection in a tornado is usually an underground area. If an underground area is not available, consider:

· Small interior rooms on the lowest floor and without windows 

· Hallways on the lowest floor away from doors and windows 

· Rooms constructed with reinforced concrete, brick or block with no windows and a heavy concrete floor or roof system overhead 

· Protected areas away from doors and windows 

Note: Auditoriums, cafeterias and gymnasiums that are covered with a flat, wide-span roof are not considered safe.

· Make plans for evacuating personnel away from lightweight modular offices or mobile home-size buildings. These structures offer no protection from tornadoes. 

· Conduct tornado drills. 

· Once in the shelter, personnel should protect their heads with their arms and crouch down. 

TORNADOES
	EMERGENCY ACTION

	1.
	Take cover.

	2.
	Call 911, if emergency assistance is necessary.

	3.
	Evacuate if alarm sounds or if told to do so by emergency personnel.


A.
During the earthquake:

1. Remain calm and ACT, don’t react.

2. If indoors, seek refuge under a desk or table or in a doorway and hold on. Stay way from windows, shelves, and heavy equipment.

3. If outdoors, move quickly away from buildings, utility poles, overhead wires, and other structures. CAUTION: Avoid downed power or utility lines as they may be energized. Do not attempt to enter buildings until you are advised to do so by the proper authorities.

4. If in an automobile, stop in the safest place available, preferably an open area away from power lines and trees. Stop as quickly as safety permits and stay in the vehicle for the shelter it provides.

B.
After the initial shock:

1. Be prepared for aftershocks. Aftershocks are usually less intense than the main quake, but can cause further structural damage.

2. Protect yourself at all times.

3. Evaluate the situation and call 911 for emergency assistance, if necessary.

4. Do not use lanterns, torches, lighted cigarettes, or open flames, since gas leaks could be present.

5. Open windows, etc., to ventilate the building. Watch out for broken glass.

6. If a fire is caused by the earthquake, implement the FIRE PROCEDURES.

7. Determine whether or not anyone has been caught in the elevators or was trapped by falling objects. If so, call 911.

8. If the structural integrity appears to be deteriorating rapidly, evacuate the building.

DO NOT USE THE TELEPHONE UNLESS IT IS ABSOLUTELY NECESSARY FOR EMERGENCIES. Heavy use of the telephone will tie up the lines and prevent emergency calls from going out.

A.  Damaged facilities should be reported to Public Safety. (NOTE: Gas leaks and power failures create special hazards.)
B. If an emergency exists, call 911.
C. If the evacuation alarm sounds, follow established building evacuation procedures Occupant Emergency procedures (OEP) for the facility.

D. Should you become trapped in a building, DO NOT PANIC!

1. If a window is available, place an article of clothing (shirt, coat, etc.) outside the window as a marker for rescue crews.

2. If there is no window, tap on the wall at regular intervals to alert emergency crews of your location.

3. Emergency Personnel will check buildings immediately after a major quake. 
EARTHQUAKE

	

EMERGENCY ACTION 

	:

	1.
	Follow the directions below.

	2.
	Notify your supervisor and remain calm.

	3.
	Notify the XXXXX at XXXXXX.

	4.
	Record the incident information and answer the, who, what, when, where, why, how questions for the incident.

	.


If a letter or parcel is suspected of contamination with a biological or chemical agent:

· Move away from the item.

· Notify your supervisor. 

·  All personnel in the affected area should remain in the general area of the isolated suspect substance until the Fire Department arrives.

· The supervisor will make a list of all personnel present in the immediate area.

IF A TELEPHONE BIOLOGICAL / CHEMICAL THREAT IS RECEIVED use the “Agency Bomb Threat Card” under your telephone to record information about the incident. 

For suspected Chemical / Biological spills releases or incidents requires special training, procedures, equipment to handle the incident. Normally, the incident is beyond the abilities of facility personnel. The follow actions steps below:

:

A. Immediately notify affected personnel and evacuate the spill area.

B.    Call 911. The ROC will determine if a building evacuation is required.

C.    Give the 911 operator the following information:

1. Your name, telephone number, and location.

2. Time and type of incident.

3. Name and quantity of the material, if known.

4.  Extent of injuries or damage, if any.

D.
The key person on site should evacuate the affected area at once and seal it off to prevent further 
        contamination of others until the arrival of emergency personnel.

E.    Anyone who is contaminated by the spill should avoid contact with others as much as possible; remain in 
        the vicinity, and give his/her name to the emergency personnel.  Washing off contamination and any required first aid should be started immediately.

F.    No effort to contain or clean up spills and or releases should be made unless you have been trained.

G.   Take appropriate steps to make sure no one evacuates through the contaminated area.

H.    If an alarm sounds, follow established building evacuation procedures (see Building Evacuation).

I.     A facility Emergency Command Post may be set up near the emergency site. Keep clear of the command post unless you have official business.

J.     Do not re-enter the contaminated area.
Call the XXXXXXXXXXXXXXXXXXXX as soon as possible to report the incident, even if the local police responded to the facility.

BIOLOGICAL / CHEMICAL THREAT

	

EMERGENCY ACTION

	1.
	Call 911 and report the incident.

	2.
	Do not move the patient unless safety dictates.

	3.
	Follow the directions of responding medical support personnel

	4.
	Notify the XXXXXX at XXXXXXX.

	
	


If you provide first aid, consider the following:

· Is immediate action needed in order to save a life?

· Will I place myself in harm or jeopardy?

FIRST AID IS FIRST AID ONLY!! DO NOT JEOPARDIZE YOUR HEALTH OR THE HEALTH OF THE PATIENT. WAIT FOR PROFESSIONAL HELP IF YOU ARE NOT ABLE TO PROVIDE FIRST AID SAFELY OR ARE NOT TRAINED IN FIRST AID.

To obtain prompt emergency medical treatment, you should request an ambulance. The following is a brief summary of the procedures for requesting a local ambulance.

Dial 9-911, If victim is not breathing, initiate CPR / first aid and continue care until EMS arrives.

1. Provide:

-  Your name and telephone number.

-  Location of the emergency (Building and Room Number).

-  The extent of the accident/injury and number of people involved.

-  Location where someone will meet the ambulance for directing personnel to the injured.
2. Notify the manager in the area immediately.

The individual making the call should continue to stay on the phone with the dispatcher and answer as many questions as possible regarding the condition of the injured person so that information can be forwarded to the responding emergency personnel.

Medical emergencies should not be transported in personal or Facility vehicles. The ambulance is on call 24 hours a day.

3. Medical and first aid emergencies will occur involving persons employed at or visiting the facility.  Before skilled help arrives, actions should be taken to sustain life and minimize further injury.  Help for a medical problem is available from the following source:  XXXXXXXXXXXXXXXXXXXXX.  These persons have varying levels of skill.  Some are well trained and can perform certain life-sustaining techniques and can reasonably decide whether a condition is life threatening.  If the problem is minor cope with the problem using floor personnel and escort the person to the Medical Clinic.  Call the XXXXXXXXXXXXXXXXXXXXXX as soon as possible to report the incident, even if the local police responded to the facility.
MEDICAL ASSISTANCE
	

EMERGENCY ACTION 

	Crime / Violent Behavior Incidents:

	1.
	Protect yourself first

	2.
	Call 911, if needed

	Give your name and location. The dispatcher should be told that the incident is in progress.


The Local Police Department is staffed 24 hours a day for your assistance and protection. They are available seven days a week all year long.

REPORTING CRIMES IN PROGRESS

If you are a victim or a witness to any in-progress criminal offense, report the incident as soon as possible to the appropriate Police Department serving your area. You should attempt to provide as much of the following information as possible.

1. Nature of the incident. MAKE SURE the dispatcher understands that the incident is in progress!

2. Location of the incident.

3. Description of suspects involved.

4. Injuries that have occurred.

5. Description of any weapons involved.

6. Description of property involved.

Violent Behavior
In an unusual or potentially dangerous situation, remember the following:

1.
Never try to handle a situation that you feel might be dangerous. Notify your supervisor, and the local Police for help, if needed. Ensure the incident is reported to the ROC at ext 5180.

2.
If, local Police are needed, call 911 and clearly state that you need immediate assistance. Give your name, location, and state the nature of the problem.

Stay on the line with the dispatcher until help arrives. Keep the dispatcher informed on any changes so responding units can respond with the required emergency equipment.. Even if you cannot communicate, keep the line open. The dispatcher may be able to learn more about what is happening. Call the XXXXXXXXXXXXXXXXXXXXXX as soon as possible to report the incident, even if the local police responded to the facility.
REPORTING CRIMES NOT IN PROGRESS

If you have become a victim of a crime at the facility and it is not an emergency or life-threatening situation, telephone the XXXXXXXXXXXXXXXXXXXXXX and be prepared to provide at least the following information:

1. Your name.

2. Your address.

3. Your telephone number.

4. A brief synopsis of what occurred (Who, What, Why,  When Where, and How)
5. Your exact location at the time of the call (room #, facility building, etc.).

“You See Something  -  Report Something”
CRIME / VIOLENT BEHAVIOR REPORTING

	

EMERGENCY ACTION 

	Workplace Violence Incidents:

	1.
	Protect yourself first – Notify your manager

	2.
	Call 911, if needed

	Give your name and location. The dispatcher should be told that the incident is still in progress.


Respond – During a Workplace Violence Incident 

If an employee is aware of a threat, the employee must inform his or her supervisor of the potential for violence. Do not try to evaluate or ignore the seriousness of a threat. All threats, whether considered serious or not, must be immediately reported. Even without an actual threat, employees should report any behavior they have witnessed that they regard as threatening or violent. 

If you encounter an angry or hostile individual: 

· Stay calm. Listen attentively. 

· Maintain eye contact. 

· Be courteous. Be patient. 

· Keep the situation in your control. 

· Signal a coworker, or supervisor, that you need help. (Use a duress alarm system or prearranged code words.) 

· Do not make any calls yourself. 

· Have someone call the contract guard, or local police. 

· Confrontations with an armed man or woman are the most dangerous of all situations involving violent persons and the most difficult for inexperienced people to deal with. In a situation where there is a potentially armed intruder or an individual exhibiting violent behavior, remember the following: 

· Freeze in place and do nothing, letting the potential assailant make the next move. 

· Above all, avoid doing anything that could cause the potential assailant to take action. 

· Simply standing still and letting the individual "talk it out" may be the only action to take under these extreme circumstances. 

· Don’t try any heroics that could cause the potential assailant to react violently. 

· Look the potential assailant directly in the eye. 

· Keep talking to gain time and calm the gunman. 

· Never feel helpless. 

· Establish a prearranged word or phrase ("emergency check") that tells other coworkers to summon authorities immediately. 

· Keep calm until security guards can disarm the man and remove the potential assailant from the premises. 

Recover – After a Workplace Violence Incident 

Many individuals are affected by a threat, including the victim, witnesses, bystanders, as well as friends, relatives, and co-workers of those involved in or witnessing the event. The following are suggested actions to take after a threat has occurred:

· Discuss the circumstances of the incident with staff members and mangers. Encourage employees to share information about ways to avoid similar situations in the future. 

· Inform victims of their legal right to prosecute perpetrators. 

· Offer stress debriefing sessions and posttraumatic counseling services to help workers recover from a violent incident. 

· Investigate all violent incidents and threats, monitor trends in violent incidents by type or circumstance, and institute corrective actions. 

· Discuss changes in the program during regular employee meetings. 

WORKPLACE VIOLENCE
	

EMERGENCY ACTION 

	Active Shooter Response :

	1.
	Protect yourself first 

	2.
	Call 911

	Give your name and location. The dispatcher should be told that the incident is still in progress.


HOW TO RESPOND WHEN AN ACTIVE - SHOOTER IS IN YOUR VICINITY

Quickly determine the most reasonable way to protect your own life. Remember that customers and clients are likely to follow the lead of employees and managers during an active shooter situation.

1. Evacuate

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

• Follow the instructions of any police officers

• Do not attempt to move wounded people

• Call 911 when you are safe

2. Hide out

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., an office with a closed

  and locked door)

• Not trap you 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

If the active shooter is nearby:

• Lock the door

• Silence your cell phone and/or pager

• Turn off any source of noise (i.e., radios, televisions)

• Hide behind large items (i.e., cabinets, desks)

• Remain quiet

If evacuation and hiding out are not possible:

• Remain calm

• Dial 911, if possible, to alert police to the active shooter’s location

• If you cannot speak, leave the line open and allow the dispatcher to listen

3. Take action against the active shooter, 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

4. How to react when law enforcement arrives:

• Remain calm, and follow officers’ 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 attempting to hold on to

   them for safety

• Avoid pointing, screaming and/or yelling

• Do not stop to ask officers for help or direction when evacuating,  proceed in

  the direction from which officers are directing you.
ACTIVE SHOOTER 
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 To ensure our supported FEMA Facilities are knowledgeable and prepared this Emergency Procedures Desktop Guide shell is provided. This guide should be incorporated within facility emergency awareness training at the facility. Information in this guide is from the Lesson Learned Network and the Department of Homeland Security (DHS).
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  To ensure our supported FEMA Facilities are knowledgeable and prepared this Emergency Procedures Desktop Guide shell is provided. This guide should be incorporated within facility emergency awareness training at the facility. Information in this guide is from the Lesson Learned Network and the Department of Homeland Security (DHS).
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