AGENCY EMERGENCY 

PLAN AND PROCEDURES
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HANDBOOK FOR EMERGENCIES LIFE SKILLS AND PREVENTION

COBB COUNTY COMMUNITY SERVICES BOARD

DOUGLAS COUNTY COMMUNITY SERVICES BOARD

COBB COUNTY COMMUNITY SERVICES BOARD

DOUGLAS COUNTY COMMUNITY SERVICES GOARD

AGENCY EMERGENCY PLAN

The agency emergency plan is written to provide a safe work environment.   In partial fulfillment of that responsibility the Cobb Douglas Count Community Services Board and the Douglas County Community Service Board has designed an emergency plan to ensure the safety of all clients, personnel, families and visitors during emergency situations.  The staff is trained to save lives and prevent or minimize danger to property and equipment.  The emergency plan is designed to teach and guide staff in prevention as well as respond to a variety of emergency situations within the organization.  Staff initiates safety measures through fire and emergency drills, inspections and education.

The Executive Director or the designee has primary responsibility for the direction and control of all aspects related to emergency management and planning for the agency.  In coordination with the members of the Management Team, the Executive Director makes decisions concerning the short and long term effects of an emergency, determining status of staffing, interfacing with the media, contacting the emergency management agencies to exchange information and ordering the shutdown of a facility or program including the evacuation of residential clients and staff to another location due to unsafe living conditions and/or disastrous conditions. The location site is written at the bottom of the back page of the Emergency Information Data Sheet for each specific site. In the event that the evacuation site is not possible, an alternate location will be decided by the Executive Director. The CSB will have an agreement with outside facilities that are used for relocation of clients. Involuntary clients will be transported by the local sheriff s department, and voluntary client will be transported by agency vans.

The Executive Director or the designee notifies the Behavioral Health and Developmental Disabilities department (DBHDD), and depending on what county the incident occurs, the Cobb and/or Douglas Community Services Boards.  In residential services the Georgia Department of Community Health, Healthcare Facility Regulation office must be notified within 24 hours if an emergency situation does happen which dictates the emergency implementation of the plan and/or result in injury or loss of life.  The Program Directors work with staff in assessing emergencies and determining response to the situation, identify client and staff needs, and help in facilitating meeting those needs.

The Site Supervisor or the person in charge at the site is responsible for evaluating and determining the necessity to evacuate the building and to notify their supervisor of any emergency that causes interruption of normal operations or endangerment at the agency site.

The emergency plan will consist of the following measures involving prevention, preparedness and instructions on handling an emergency situation if should one occur.

Each agency site has a designated safety officer who is responsible for overseeing the overall safety of the site.  Each safety officer is encouraged to fill out a Safety Officer Flow Sheet each month as a reminder of his/her duties regarding safety measures.

The emergency plan consists of the following measures involving prevention, preparedness and instructions on handling an emergency situation if should one occur.

Each agency site has a copy of the HELP (Handbook for Emergencies, Life Skills and Prevention). New employees are given a copy of the book, with sample forms, during orientation. The book is divided into emergency codes (fire, weather conditions, security, missing persons, medical emergencies, and man power assist.)

▪
Code Black Bomb Threat

▪
Code Blue Medical Emergencies

▪
Code Gray Weather Conditions

▪
Code Green Manpower Assist

▪
Code Red Fire 

▪
Code White Missing Persons

▪
Code Yellow Security

▪
Code Orange is an accumulation of other emergencies and 
safety issues

The topics under each code have simple written instructions to guide a person through all types of emergencies.

The Handbook for Emergencies, Life Skills and Prevention (H.E.L.P) contains the following:

General Tab

•
Description and overview of the Emergency 
Codes

•
Hazardous Vulnerability Scale Information and Scale 
Sheet

•
Emergency Information Data List and form  

•
Emergency Community Resource List

•
Emergency Notification Phone Tree fact sheet

•
Self-Inspections fact sheet with walk through check lists for 
Agency and Personal Care homes

•
Schematic Floor Plans/Drawings/Evacuation fact sheet

Code Black - Bomb Threat

•
Types of Bomb Threat – Individual, phone, 
email

•
Bomb Threat Report Form

Code Blue - Medical Emergencies

•
Abdominal thrusts procedure for Choking

•
CPR

•
First Aid and First Aid Assessment Form

•
Injured person unconscious and breathing

•
Heat Exhaustion and Stroke

Code Gray - Severe Weather

•
Tornadoes, Thunderstorm

•
Earthquakes

•
Hurricanes

•
Flooding

•
Snow or Ice Storm 

•
Emergency/Disaster Drill Report Form

Code Green - Manpower Assist

•
Signs of Anger

•
Strategies for escalating behaviors

•
Strategies for someone with a weapon

•
Firearms and Weapons

Code Red - Fire

•
Fire emergency preparedness, evacuation prevention

•
R.A.C.E

•
P.A.S.S

•
Stop, Drop and Roll

•
Fire Drill/Fire Report

•
Fire Extinguisher and Emergency Lights logs

•
Smoke Detectors

•
Automatic Fire Sprinklers

•
No smoking 

•
Space Heaters

Code White- Missing Person

•
How to report a missing person

•
What to know when a person is missing

•
AWOL

Code Yellow - Security

•
Identification

•
Access

•
Active Shooter

•
Avoiding Risks

•
Communication

•
Security System

•
Safety outside the Office

•
Transporting Clients

•
Reference guide called “Keep Safe - A guide to personal 
safety”
Code Orange - Miscellaneous Emergencies

•
Power Failure - Emergency Light Log

•
Gas Safety

•
Water Safety – Water temperature check log

•
Unanticipated Interruption of Utilities

•
Explosions

•
Toxic fumes/toxic spill/ Shelter-in-
Place/hazardous 
material incident/

•
Shelter-In-Place

•
Emergency Readiness Equipment:  First Aid Kits, 
Emergency Kit, Personal Protection Equipment – 
Emergency Kit Supplies, PPE and First Aid check lists

•
Emergency Readiness:  Community Wide 
Disasters/defusing & debriefing

•
Disaster Drill/Disaster Report

•
Emergency information cards

•
Material Safety Data Sheets


Chemical/cleaning products approved list


Bleach Safety poster

•
Safety Officer Site Flow Sheet

References

Library

Other

Emergency Code Colors

Emergency Codes will be used throughout the agency to communicate impending or real emergencies to staff in a consistent, systematic manner so that staff can respond appropriately. The following codes, except the orange code, are located on the back of the Employee ID badge and are to be used to communicate emergencies or potentially hazardous situations.

	CODE BLACK
	BOMB - Evacuate the building

	CODE BLUE
	MEDICAL EMERGENCIES – medically trained staff in particular responds if in on the site.  CPR may be needed

	CODE GRAY
	SEVERE WEATHER – follow instructions at site

	CODE GREEN
	MANPOWER ASSIST – all available staff  respond to help

	CODE RED
	FIRE – follow the fire drill and fire procedure R.A.C.E.  &   P.A.S.S.

	CODE YELLOW
	SECURITY – lock the building and secure the building

	CODE WHITE
	MISSING PERSON – follow the site procedure

	CODE ORANGE
	Other emergencies


HAZARDOUS VUNERABILITY SCALE
Agency sites are assessed annually with the Hazardous Vulnerability Assessment Questionnaire to determine potential risk factors for disasters.  Although the information obtained from the questionnaire does not guarantee absolute protection from disasters, it does allow the facility staff to heighten their awareness in carrying out basic defensive steps, increase safety monitoring, identify items of high vulnerability, and encourages appropriate communication with local community resources.  The questionnaire is designed to reduce the impact of a terrorist attack and/or disaster failure.

The Hazardous Vulnerability Assessment Questionnaire consists of the following:

a.
Questionnaire to be completed by the facility site annually, 
preferably during the month of May and/or as needed.

b.
The subjective process assists in determining potential risk 
status of a facility site if ever a disaster should occur.

c.
An assessment of level of threat to a facility and the 
availability of community resources.

d.
The topics of vulnerability included on the Questionnaire 
include:


1.
General 


2.
Floods


3.
Fire


4.
Winter Storms/Extreme Cold


5.
Extended Heat Waves


6.
Wind/Tornadoes/Hurricanes/Earthquakes


7.
Hazardous Materials/Spills/Leaks


8.
Bomb Threats


9.
Terrorist /Disasters


10.
Security/Safety


11.
Medical Emergencies

e.
The vulnerability scale rates each question from a low to 
high vulnerability range.

f.
Each section is scored, and then the total is entered onto the 
last page of the Questionnaire.

g.
Scoring bracket ranges assesses the total score of the 
Questionnaire.


Low Risk
  
  83 - 165


Low Caution

163 – 248


High Caution

249 - 331


High Risk

332 - 415

h.
All sites, whose score is in the high caution or high-risk 
range, will develop a plan of action to increase staff, client 
and visitor safety.

i.
The plan of action form must be completed and turned into 
the EOC Chairperson within 30 days of completing the 
Questionnaire.

EMERGENCY INFORMATION DATA LIST

The emergency information data form is a list with emergency contact names and numbers. The list contains condensed instructions on how to respond to various emergency situations. Agency staff is encouraged to keep a copy of the emergency information data list near their telephone.

The Information list contains the following:  

•
General information about the specific site regarding 
location and phone number, emergency phone numbers, 
important telephone numbers and names of the Site 
Supervisor, the Program Director, and the Executive 
Director.  

•
The location of utility shut off switches that are located in 
or outside the building.

•
Chemical spill/leaks inside the building.

•
Evacuation/Shelter-in-place locations in and outside of 
building.

•
Information on severe weather and what actions to take in 
the event of a winter storm, tornado, hurricane, earthquake, 
flood, and extreme summer heat.

•
The location of extra blankets and fans if needed.

•
What to do in the event of a bomb threat.

•
What to do in the event of a fire. 

•
CPR and First Aid instructions.

•
The location of the Material Safety Data Sheets

•
The location of Personal Protective Equipment.

•
The location of medical equipment such as the first aid kit 

•
The location of hospitals and the name and phone 
number(s) of the program nurse.

•
The location of the residential sites’ emergency supplies, 
including water.

•
Alternative location for clients/program if building is 
evacuated for long period.

Emergency Information Data List

	Location/Site Address
	Important Telephone Numbers

	
	Supervisor
	#

	
	Director
	#

	Telephone#_______________          
	CEO
	#


Emergencies call 911  
Poison Control # 404-616-9000
All utility shut off switches are located on the evacuation plan of each building.

All chemical spills/leaks inside the building –- call (9) 911 and evacuate the building

All chemical spills outside the building shelter in place (Location) and wait for instructions

Evacuation site outside ______________________________________

SEVERE WEATHER

[image: image4.wmf]Code Gray - severe weather/tornado - Listen to the Weather Radio for details - Listen to AM/FM radio for specific area
Winter storm watch conditions are favorable for heavy snow/ice/freezing temperatures
Winter storm warning is issued usually when conditions like ice, freezing rain, snow, extreme cold temperature is predicted.
Tornado watch conditions are favorable for the development of a funnel cloud.
Tornado warning an actual funnel cloud or tornado has been sighted.  Move all individuals in the facility to the designated area (Basement and/or an interior wall away from windows)
Hurricanes follow local instructions; 1-less wind damage; 5-most severe wind damage
Earthquake indoors – take cover under a table, etc. then duck, drop, and hold; outside – get  into open area away from buildings and power lines.
Flood watch conditions are favorable to cause flooding
Flood warning flooding in low lying areas are susceptible to rising water
Heat exhaustion 
fatigue, weakness, dizziness, nausea; cool, clammy, pale, red, or flushed skin
Heat stroke fever 105 F. or higher; confusion, delirium, unconsciousness; hot, red or flushed skin,  even under the armpits

Extra blankets are located: __________________________________
Extra fans are located: __________________________________________

BOMB THREAT

Code Black - bomb threat       Call (9) 911   See bomb caller form for details
By phone:  note time of call; write accurate statements made by caller; keep calm; listen to determine age, sex, accent, etc; list any sounds from the environment in the background and let the caller hang up first if possible. When something is suspicious: (package/object or individual) evacuate the building according to disaster drills; look, listen and think; look thoroughly inside and outside the building, if possible, for package/object; 
debrief situation with persons involved; wait until the all clear is given before returning into the building.

FIRE
Code Red – Fire - Fire exits are located on the evacuation plan of each building

1. Sound the fire alarm and/or call (9) 911
2. Gather all persons as far away from building as possible at the designated location outside.

Multi-purpose fire extinguisher
    R.A.C.E. to safety

P - Pull the pin 


    R - Rescue consumers, staff, 






visitors
A - Aim the nozzle 


    A - Activate an alarm
S - Squeeze the trigger 

    C - Confine the fire
       S - Spray in a sweeping motion 
    E - (below)

Extinguish, if small if unable to contain in 30 seconds, EVACUATE



CPR in 3 Steps:

           
[image: image1]                       
FIRST AID ASSESSMENT STEPS

Check – Check the scene for safety, what is happening? Is it an emergency?  Check the person: Is person breathing? Is person responding?

Call for others to help, delegate duties (see below) - Call – Call 9 (if an outside line is needed) 911, 

Care – Care for yourself by using PPE and, 

Care, within the scope of your training, for the person until emergency services arrive. Severe bleeding? Choking? CPR needed?

Delegate duties like getting PPE, First Aid Kit to others and have them get what medical information is needed for emergency staff. Be sure to notify person’s family or person’s emergency contact.

Dealing with situation – You are in charge until emergency services arrive.

HAZARDOUS MATERIALS

Material Safety Data Sheets are located_____

PERSONAL PROTECTIVE EQUIPMENT (PPE)

CPR resuscitator, aprons, gloves, masks, goggles, shoe covers, industrial gloves

PPE is located____________________________________________________

MEDICAL EMERGENCIES & EVACUATIONS
First Aid kit is located______________ AED is located _____________

Nearest hospital is _______________________________Telephone_______

Your site nurse is:_ _________________________ Phone # ________

Emergency supplies, including water, are located_______________ 

If your building needs to be evacuated, location site to take the clients is __________________

COBB COUNTY COMMUNITY SERVICES BOARD

DOUGLAS COUNTY COMMUNITY SERVICES BOARD

RESOURCE LIST

EMERGENCY/DISASTER

American Red Cross (local chapter)





404-876-3302

Metropolitan Atlanta Chapter,
1955 Monroe Drive 


Atlanta, GA 30324


Disaster Response  (24-Hour Help Line: 404-876-3302, option 1)

Emergency Communications Services for Military Members and their 
Families - 

(24-Hour Help Line: 404-876-3302, option) If your military family has 
an emergency need for Communication, please call the American Red 
Cross at (877) 272-7337.

COBB

Cobb Emergency Management Agency 770-499-4567

Cobb County Fire and Emergency Services 911 770-528-8000 
Cobb County Health Department 770-514-2300


Cobb County Police Department – Headquarter 770-499-3900
Director of Emergency Preparedness and Response for Cobb & Douglas Public Health Pam Blackwell 770-514-2333

DOUGLAS

Douglas County Health Department 770-949-1970

Douglas County Fire and Emergency Services 911   770-942-8626

Douglas County Sherriff Department 770-942-2121

Douglasville Police Department 770-920-3010

Hospitals:    


WellStar Cobb Hospital 770-732-4000  


WellStar Douglas Hospital
 770-949-1500

WellStar Kennestone Hospital 770-793-5000

STATE
Georgia Bureau of Investigation 404-244-2600

Poison Control Center   (Georgia) 1-800-222-1222

FEDERAL
ATF – (Bureau of Alcohol, Tobacco, Firearms and Explosives)

Report Illegal Firearms Activity
1-800-ATF-GUNS  
1-800-283-4867

Bomb Hotline 1-888-ATF-BOMB 
1-888-283-2662 
Arson Hotline 1-888-ATF-FIRE     
1-888-283-3473

Firearms Theft Hotline 1-888-930-9275

Explosives Theft Hotline 1-800-461-8841
Environmental Protection Agency (EPA) Region 4 Southeast1-800-241-1754

Outside Region 4 call 404-562-9900 

GA Environmental Protection Division 770-387-4900 

24 hr. Emergencies - State Warning Point (Statewide) 1-800-241-4113 
Federal Bureau of Investigation (FBI Atlanta Officer) 404-679-9000
Federal Emergency Management (FEMA) Region 4 Southeast 770- 220-5200

National Weather Service (Peachtree City) 770-486-1133

Emergency Notification Phone Trees.
The agency-wide emergency notification phone trees are updated quarterly each year.  Each site’s emergency notification phone tree is distributed to each staff member working at the site, a copy is kept at each site and another copy is maintained with the EOC chairperson.  Each agency program is encouraged to update its emergency notification phone tree quarterly within the fiscal year.  The emergency notification phone tree should be performed at least yearly at each site.


1. The phone tree must list each employee with name, home phone, cell 
phone, if available.  Home phone numbers are required even if cell 
numbers are available.  Hourly staff must be listed on the page, but do 
not need to be included in the actual tree.  During a major disaster for 
weather or site related emergencies, the Site Director will make the 
decision if hourly staff will be contacted.


2. Site Supervisors are to construct emergency phone trees so that all 
staff can be contacted in the shortest amount of time possible.  
Managers should consider staff that would be most critical to respond 
in an emergency and arrange the staff accordingly.  Each staff member 
listed on the phone tree is responsible for contacting the next staff 
below his/her name.  If the staff member is unable to reach the staff 
member directly under his/her name, the staff member needs to go to 
the next staff member listed on the chain and contact them.  

3. The initial person responsible for contacting the staff directly under his/her name will remain responsible to keep trying to contact that same staff member after they have make contact with the next person listed on the phone tree.  When the employee is reached or contacted, he/she should notify the first person on the chain.  When the last person in each branch has been contacted, the last person needs to contact the first person on the chain and report the contacts made and contacts still in progress.  The first person should also keep trying to get in touch with the contacts that were not made. 

SELF-INSPECTIONS

Self-inspections of all agency sites are performed quarterly, and in 24/7 sites a self-inspection is performed monthly on alternating shifts during the quarter.  The self-inspection will encompass safety, housekeeping, and infection control practices and check that sites under mandatory state regulations are in compliance.

 The Self-inspection forms

· The self-inspection form will have universal use at all agency sites.  There are two separate self-inspections forms:  Those used in agency sites and those agency sites under personal care home guidelines.

· The Safety Officer is responsible for having the self-inspection completed.

· The staff completing the inspection form will forward the completed self-inspection form to the EOC chairperson and other copies can be made for the Program Director and Site Supervisors as needed.  The completed self-inspection forms and any Health and Safety checklists should be kept on site in the Red Safety notebook for the current fiscal years.  All self-inspection forms are kept at the site for three years.

· The Environment of Care chairperson will present all self-inspection data to the Environment of Care Committee.  Any agency site with a percentage below 93 will assess the “no” items, complete a correction action plan and make the corrections as necessary.

· The Environment of Care chairperson and Infection Control Nurse will do a yearly walk through of each site to ensure safety and infection control practices are being adhered to.

· The homes overseen by the Developmental Disabilities Residential program will perform fire drills, emergency drills and site inspections according to the Georgia Department of Community Health, Healthcare Facility Regulation, and CARF standards.

	SELF INSPECTION – AGENCY

	
	FINAL SCORE:
	
	%

	Corrective Action Plans are due for scores of 93% and below

	Program Site:
	
	Date: 

	

	Shift: First         Third     Second 
	Inspected by:
	


The inspection form requires questions to be answered in the following categories with a yes, no, NA, needs repair, and an area for comments/work order submitted.


A:  OUTSIDE (Condition & Safety)

B:  INSIDE (General Cleanliness & Safety

C:  CLEANING SUPPLIES (Use and Storage)

D:  BATHROOMS

E: KITCHEN/BREAK AREAS

F. FIRE/SAFETY/DISASTER

G. REQUIRED POSTINGS / MANUALS

H. ITEMS KEPT IN THE RED SAFETY NOTEBOOK:

I:  NURSING OFFICE / TREATMENT ROOM
Residential sites have the following additional categories

H. FOOD PREPARATION AND STORAGE

I. DINING AREA


M. NURSING OFFICE / TREATMENT ROOM, SECLUSION, TIME OUT 
ROOM
Items are then totaled using the following method and the score entered.


WORKSHEET






# yes ÷ (no + yes) = %
Example below

#yes

                         
35 yes             
    = 35

# no + yes                   
       + 5 no and 35 yes     
    = 40          = 35 ÷ 40 
= 88%

SCHEMTIC FLOOR PLANS/DRAWINGS AND

EVACUATION PROCEDURES
EVACUATION SIGNS

All of the sites will use the disaster drill or fire drill form in the event there is need to evacuate the building due a power failure, gas leak, fire, plumbing leaks or overflows, and water damage.


a.   A schematic drawing will be posted at the site with the following 

     information:

	ITEMS
	COLOR
	SYMBOL

	Electricity shut off
	Black
	E

	Gas shut off
	Green
	G

	Water shut off
	Blue
	W

	Fire extinguishers
	Red
	FE

	Fire alarm box
	Red
	FB

	Exits
	Black
	Line w/arrow


b.
All schematic drawings will have “You Are Here” indicators 
with arrows leading to exits.

c.
Write on the drawing or near the drawing the exact evacuation 
place designated to your site.

d.
It is not anticipated that staff will be responsible for actually turning off any utility but that they be aware of the location of cut - off points shown on the schematic drawing.

e.
It is the responsibility of the Site Supervisor to post up-to-date utility service numbers in an easily accessible place for staff to find in an emergency.                                                       

EVACUATION PROCEDURES

Fire 
Each site has its own designated evacuation meeting area outside of the building.  It should be 150 to 300 feet from the building.  Follow the steps found in the Fire Code Red section of the H. E.L.P handbook

Weather and Shelter In Place

Each site has its own designated evacuation area inside the building.  It should be away from windows and if all possible in an area such as a closet, bathroom, and hallway that has no windows.  Follow the steps found in each of the weather watch and warning sections in the Code Gray section of this 
H. E.L.P handbook.
CODE BLACK – BOMB THREAT

Bomb Threat:   CODE BLACK - Although the majority of bomb 
threats are false alarms, each threat must be taken 
seriously and 
provisions for handling threats, seeking help in locating 
explosive devices, and arranging for their removal is important for the 
safety of each individual.  Notify the Site Supervisor or designee 
immediately.  


If the threat is received from an individual an effort to verbally detain 
the person shall be made if it can be done without jeopardy.  Carefully 
observe the person so that an accurate description of his/her looks and 
clothing can be given to the authorities.  Get persons in the building to 
evacuate.


If the threat is received by phone, try to keep the person talking on 
phone as long as possible to obtain information about the person.  See 
Bomb Information Form.  Listen carefully to voice tone, speech pattern 
and background noises.  Try to keep the caller on the line and have 
another staff member call 911 immediately for possible call tracing and 
notify the Site Supervisor.  Get persons in the building to evacuate.  
When the person speaking to the caller feels uncomfortable evacuates 
the building and move to the designated area.  Do not hang up the 
phone with the caller on it or if the caller hangs up.


If the threat is received by email save the entire message, including any 
attachments and print out a copy to give to the Site Supervisor and the 
police.  Get persons in the building to evacuate.

If the threat is received by mail look for the following clues:


No return address


Restrictive markings such as “confidential” or “personal”

Excessive postage, multiple stamps

Excessive weight, rigid envelope

Lopsided or uneven envelope

Handwritten or poorly typed address

Protruding wires or tinfoil


Incorrect titles or titles with no name, misspelled words

Excessive securing material (i.e., tape, string)

Oily stains or residues

Mysterious delivery

Shows a city or state in the postmark that does not match 
the return address

Do not handle!  


Keep anyone from going near it.  
When leaving the area:


Do not move, touch or handle the object.


Do not use cell phones or two-way radios.


Do not turn off lights or touch switches.


Keep noise to a minimum.


Restrict use of telephone to only urgent business.


Secure the location.


Notify 911 and the Site Supervisor.


Evacuate the building by the nearest exit and calmly direct 


others to do the same.



Move everyone to a clear evacuation area that is at least 150 to 

300 feet from the building.



Do not re-enter the building until advised by emergency 


personnel.

Evacuations during a bomb threat, all staff are responsible for 


performing the following tasks:  


Take all occupants to the designated evacuation site.
Take a first aid kit, 

Take a cell phone

Take emergency files: 

Emergency Contact file – both staff and clients
                                
Daily attendance/sign-in logs



Follow instructions on the Disaster Drill Form

A Disaster Drill Form for a bomb threat will be completed and a copy forwarded to the Environment of Care chairperson with the original form kept on site in the Red Safety notebook.
BOMB THREAT REPORT FORM

Describe Caller’s Voice:
Male
Female
Normal
Stutter
Excited
Lisp
Slow
Raspy
Rapid
Deep
Soft
Crying

Loud
Disguise

Calm
Nasal

Distinct
Accent

Slurred
Familiar

Angry 
Giggling
Questions to ask:




1.
When is bomb going to explode?


2.
Where is it right now?





3.
What does it look like?




4.
What kind of bomb is it?




5.
What will cause it to explode?



6.
Did you place the bomb?




7.
Why did you put it in the building?



8.
What is your address?





9.
What is your name?






If voice is familiar, who did it sound like? 

Exact Wording of Threat: 

Background Sounds
 


Threat Language

Street

Animal Sounds


Well Spoken (educated)

PA system
Static



Foul Irrational
Voices

Music



Taped 
Incoherent

Motor

House noises


Message read by caller

Local

Office Machinery



Phone Booth
Long Distance

Time: 
Date: 
Length of Call: 

Number at which call was received: 

REMARKS: 

Receiver of call: Name and Title

CODE BLUE –MEDICAL EMERGENCIES

Medical Emergencies
CODE BLUE
Medical emergencies prompts all medically trained staff to respond and to report to the area prepared to perform Heimlich procedure, CPR and provide First Aid.  Other staff may be assigned to call 911 and direct emergency medical personnel to the person(s) needing assistance.  Be sure the Site Supervisor is notified.  Notify family, guardian, or significant others and help assist in gathering needed information.  Call 911 if necessary.  After the emergency team arrives they will take charge of the situation.

Abdominal Thrust

Adult or Child Older Than 1 Year

· Stand behind the person and wrap your arms around his or her waist. If the person is standing, place one of your feet between his or her legs or you can support the person's body if he or she loses consciousness. 
· Make a fist with one hand. Place the thumb side of your fist against the person's abdomen, just above the navel but well below the breastbone (sternum).  
· [image: image5.wmf]Grasp your fist with the other hand. Give a quick upward thrust into the abdomen. This may cause the object to pop out. Use less force for a child.  Repeat thrusts until the object pops out or the person loses consciousness. 

[image: image6.jpg]



CARDIAC PULMONARY RESUSCITATION (CPR) 
	1. CALL 

Check the victim for unresponsiveness. Yell for help. If there is no response to the call for help, go Call 911 and return to the victim with first aid kit and AED. In most locations the emergency dispatcher can assist you with CPR instructions.

COMPRESS (PUMP)

If the victim is not breathing normally, coughing or moving, begin chest compressions.  Push down on the chest 2 inches, 30 times right in the center of the breast bone.  Pump at the rate of 100/minute, faster than once per second.
	[image: image7.jpg]
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	2.AIRWAY  
Tilt the head back and lift the chin to open the airway. 

3. BREATHING
If the victim is not breathing use the face mask, covering the nose and mouth, to give breaths (no mask - pinch the nose and cover the mouth with yours). Blow until you see the chest rise. Give 2 breaths. Each breath should take 1 second.
	[image: image2.png]




	CONTINUE WITH 2 BREATHS AND 30 PUMPS UNTIL HELP ARRIVES 
NOTE: This ratio is the same for one-person & two-person CPR.  
In two-person CPR the person pumping the chest stops while the other gives mouth-to-mouth breathing.

Remember Compress are the most important part of CPR and Hands only may be given.

 Push Hard Push FAST


FIRST AID

The 3 main aims of first aid, commonly referred to as the "3 P's" are:

· Preserve life 

· Prevent further injury 

· Promote recovery 

In addition, some trainers may also advocate a 4th 'P' - Protect yourself, although this is not technically an 'aim' of providing first aid, and some people would consider that it is adequately covered by 'Prevent further injury' as this is to the casualty, yourself or others

There are certain skills which can be regarded as core, regardless of where or how first aid is taught. These should always be treated in the order of priority, usually given by the "3 B's"

· Breathing 

· Bleeding 

· Bones 

This means that any first aider should first seek to treat any problems with Breathing, before attempting to deal with a bleed or broken bone (which is not to say that they should not be considered at the time - such as in the case of a spinal injury, where a variation on the technique can be used to open the airway).

 ASSESSMENT STEPS
	Check
	Check the scene for safety. What is happening? Is it an emergency?  How many people are involved? 

Check the person: Is person breathing? Is person responding?



	Call
	Call for others to help, delegate duties (see below) - Call – Call 9 (if an outside line is needed) 911.

	Care
	Care – Care for yourself by using PPE and, 

Care, within the scope of your training, for the person until emergency services arrive. Severe bleeding? Choking? CPR needed?

	Delegate/Dealing
	Delegate duties like getting PPE, First Aid Kit/AED to others and have them get what medical information is needed for emergency staff. Be sure to notify person’s  family or person’s emergency contact

Dealing with situation – You are in charge until emergency services or a more qualified person comes.  Give commands clear and calmly. What do I need to tell paramedics when they arrive?
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Injured person unconscious and breathing - Recovery position. If an adult is unconscious but breathing, place them on their side in the recovery position until help arrives.
HEAT EXHAUSTIONAND STROKE

Prevention

Heat exhaustion often occurs when people exercise (work or play) in a hot, humid place and their body fluids are lost through sweating, causing the body to overheat.

Heat Stroke is a medical condition and is life-threatening.  The person’s cooling system, which is controlled by the brain, has stopped working, and the internal temperature has risen to the point where brain damage or damage to other internal organs may result.  Body temperature may reach 105+ degrees F. Individuals who are on blood pressure medications, allergy medications or depression medication may also be particularly at risk and should avoid hot environment.

Heat Exhaustion

· Often pale with cool, moist skin

· Sweating profusely

· Feels faint or has collapsed

· May be complaining of headache, weakness, thirst, and nausea

· Pulse rate elevated

Heat Stroke

· Unconscious or has a markedly abnormal mental status

· Flushed, hot and dry skin

· May experience dizziness, confusion, or delirium

· May have slightly elevated blood pressure at first that falls later

· May be hyperventilating (breathing fast)

Treatment

· The reducing of the high body temperature back to normal should be done as quickly as possible

· Cold or ice packs may be placed in the armpits or groin.

· Keep skin moist with cool fluid

· Use fans to circulate the air

· Call 911 and the site supervisor.

· Follow instructions from medical personnel

Lack of air-conditioning

In the event that the air-conditioner breaks down be sure to use fans to cool down the building.  If anyone complaints of the symptoms of heat exhaustion or heat stroke take immediate steps to call for help.

CODE GRAY– SEVERE WEATHER

Severe Weather:  
CODE GRAY

The most common severe weather in the local area is tornadoes, but floods, hurricanes, ice and snow storms, and on occasion an earthquake.

Tornadoes and Thunderstorms
· Severe Weather can come in the form of thunderstorms and/or tornados and other threatening weather conditions. 
· Severe thunderstorm watch - Severe thunderstorms are possible.
· Serve thunderstorm warning - Severe thunderstorms are occurring.  Severe thunderstorms form tornadoes.

The tornado warning signal is a long blast from the emergency sirens located in the community.  It means to seek shelter immediately. 

Tornado Signs
1.
Strong, persistent rotation in the cloud base/whirling dust and debris
2.
Large hail - Tornadoes are spawned from powerful thunderstorms 
and the most powerful thunderstorms produce large hail.  Tornadoes 
frequently emerge from near the hail producing portion of the storm.
3.
Calm before the storm - Before a tornado hits, the wind may die 
down and the air may become very still.  Many tornadoes are wrapped 
in heavy precipitation and can’t be seen.
4. 
Cloud of debris - An approaching cloud of debris can mark the 
location of a tornado even if a funnel is not visible.
5. 
Funnel cloud - A visible rotating extension of the cloud base is a sign 
that a tornado may develop.  A tornado is evident when one or more of 
the clouds turns greenish and dark funnel descends.
6.
Roaring noise - The high winds of a tornado can cause a roar that is 
often compared with the sound of a freight train.
7.
Calm behind the storm - Tornadoes can occur near the trailing edge 
of a thunderstorm.  It is not uncommon to see clear, sunlit skies behind 
a tornado.
8.
Movement - The average tornado moves from southwest to 
northwest, but tornadoes have been known to move in any direction.  
TORNADO WATCH - Atmospheric conditions are favorable for a tornado to possibly occur.  Stay tune to the National Weather radio and/or television reports
TORNADO WARNING - Be alerted to outside sirens indicating a tornado warning.  A warning means a tornado has been sighted.  Take shelter immediately.  Move away from windows and outside walls.  Take the weather radio to the shelter area and listen for the expiration or continuation of the warning
.
Evacuation
· A designated area in each site is determined ahead of time to be used as a shelter.  Take the sign-in logs, the first aid kit, emergency files flashlights and weather radio, cell phone.
· Direct persons to proceed in a quick and orderly manner to the nearest designated shelter in the building
· Instruct persons to sit on the floor with their face down and protect their head with their hands.  If they have a jacket or there is a blanket cover the upper body and head.

Accepted tornado safety position
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If outside in the open

Thunderstorm/Tornado

· If no safe structure or location is within a reasonable distance, the person should find a thick grove of small trees surrounded by taller trees or a dry ditch.  Everyone should assume the “lightning-safe” position- a crouched position on the ground with the feet together, weight on the balls of the feet, head lowered, and ears covered.  DO NOT LIE FLAT!  Minimize the body’s surface area and minimize contact with the ground.
· If unable to reach safe shelter, persons should stay away from the tallest trees or objects (i.e.  Light poles, flag poles, etc.), metal objects (i.e.  Fences, bleachers, etc.), individual trees, standing pools of water, and open fields. Do not get under an overpass or bridge. You are safer in a low, flat location Persons should avoid being the highest object in an open field.
· Move at right angles if there is a tornado
· Attempt to reach shelter, such as a building with a basement
· If there is no time to escape or find shelter, lie flat in a ditch or depression, avoiding areas subject to rapid water accumulation or flooding in heavy rains.
· Watch out for flying debris. Flying debris from tornadoes causes most fatalities and injuries
· Trouble areas/places to avoid


1. All outside walls, elevators and windows of buildings


2. Any low-laying area that could flood

       3. Building areas with a large roof span
Vehicles – DO NOT USE FOR SHELTER- Never try to outrun a
Tornado in urban or congested areas in a car or truck. Instead, leave the vehicle immediately for safe shelter.
In situations where thunder and/or lightning may or may not be present, yet someone feels his/her hair stand on end and skin tingle, LIGHTNING IS IMMINENT!  Therefore, all persons should assume the “lightning-safe” position as described above.

HURRICANES
A hurricane is a type of tropical Cyclone
 which is accompanied by

Thunderstorms, and a counterclockwise Circulation of winds near the earth’s surface.

There is a hurricane watch and a hurricane warning:
Hurricane WATCH:  conditions are possible in the specific area of the WATCH, usually within 36 hours
Hurricane WARNING:  conditions are expected in the specified area of the WARNING, usually within 24 hours.
When there is a possibility of hurricane damage to any of the agency Sites and/or area, the following steps will be taken.
If evacuation is advised:

1. Listen to the advice of local officials and Site Supervisors

2. If evacuation procedures will take place follow the advice of the Site Supervisor who will be directly in touch with the Program Director.
If advised not to evacuate:

1. Stay indoors away from windows

2. Listen to the weather radio and agency radio

3. Go to the disaster evacuation area in the building

4. Check Emergency Kit and water supply

5. Take bedding and blankets to evacuation area

6. Take flashlights, first aid supplies and medications.

7. Take all emergency information on the clients and staff and do a roll call to be sure all persons are present in the evacuation area.

8. Be aware that the calm “eye” is deceptive, the storm is not over.

9. Stay in area until given the all clear from emergency personnel or Site Supervisor.

EARTHQUAKES

If indoors

· DROP to the ground; take COVER by getting under a sturdy table or other piece of furniture; and HOLD ON until the shaking stops. If there isn’t a table or desk near you, cover your face and head with your arms and crouch in an inside corner of the building.

· Stay away from glass, windows, outside doors and walls, and anything that could fall, such as lighting fixtures or furniture.

· Stay in bed if you are there when the earthquake strikes. Hold on and protect your head with a pillow, unless you are under a heavy light fixture that could fall. In that case, move to the nearest safe place.

· Use a doorway for shelter only if it is in close to you and if you know it is a strongly supported, load bearing doorway.

· Stay inside until the shaking stops and it is safe to go outside. Research has shown that most injuries occur when people inside buildings attempt to move to a different location inside the building or try to leave.

· Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn on.

· DO NOT use the elevators.

If outdoors

· Stay there.
· Move away from buildings, streetlights, and utility wires.
· Once in the open, stay there until the shaking stops. The greatest danger exists directly outside buildings, at exits and alongside exterior walls. 

If in a moving vehicle

· Stop as quickly as safety permits and stay in the vehicle. Avoid stopping near or under buildings, trees, overpasses, and utility wires.
· Proceed cautiously once the earthquake has stopped. Avoid roads, bridges, or ramps that might have been damaged by the earthquake.
If trapped under debris

· Do not light a match.
· Do not move about or kick up dust.
· Cover your mouth with a handkerchief or clothing.
· Tap on a pipe or wall so rescuers can locate you. Use a whistle if one is available. Shout only as a last resort. Shouting can cause you to inhale dangerous amounts of dust.
After an earthquake

· Check for injuries and apply first aid if necessary

· Do not move seriously injured persons unless they are in immediate danger

· Do not use the telephone immediately unless there is a serious injury or fire

· Check for gas and water leaks, broken electrical wiring.

· Turn off utilities (gas, water, heater, air conditioner)

· Check emergency kits and water source

· Turn on portable radio for instructions

· Be prepared for aftershocks

· Stay calm and assess all persons in the site.

FLOODING - FLOOD AND FLASH FLOOD
When to expect
Be aware that if it has been raining hard for several hours, or steadily for several days, be alert to the possibility of a flood.
Flood WATCH means a flood is possible in the area
Flood WARNING means flooding is already occurring or will occur soon in the area.
A flash flood WATCH means flash flooding is possible in the area.
A flash flood WARNING means a flash flood is occurring or will be occurring in the area.
A flash flood is a rapid rise of water along a stream or low-lying urban area.

In the event of flooding do the following:

1. Listen to the radio or TV stations for information indicating evacuation is warranted 

2. Notify the Site Supervisor

3. Wait for directions to evacuate.  Go quickly to higher ground away from rivers, streams, creeks, and storm drains unless it is safe to leave in a vehicle.

4. Never drive through a flood (ed) road

“TURN AROUND, DON’T DROWN”

SNOW OR ICE STORM
In the circumstance involving snow or ice, the Executive Director will determine the conditions of roads and walkways. When the weather conditions are so extreme that it is necessary to postpone or cancel any agency activity the Emergency Phone Tree will be initiated.
All 24/7 sites will follow the directions of their Site Supervisor.

EVACUATION SIGNS

Winter storm WATCH:  Be alert, a storm is likely.
Winter weather advisory:  Winter weather conditions are expected to cause significant inconveniences and are hazardous, especially to motorist
Frost/freeze WARNING:  Below freezing temperatures are expected and may cause damage to plants, crops, trees
Winter storm WARNING:  Take action, the storm is in or entering the area
Blizzard WARNING:  Snow and strong winds combined will produce blinding snow, near zero visibility.  Seek shelter immediately.
What is frostbite and hypothermia?

Frostbite is a severe reaction to cold exposure that causes freezing in the deep layers of skin and tissue.  It is recognized by a loss of feeling and a waxy-white or pale appearance in the skin especially around the nose, ear lobes

Hypothermia occurs when the body temperature drops to less than 95 degrees F.  Symptoms of hypothermia include uncontrollable shivering, slow speech, memory lapses, frequent stumbling, drowsiness, exhaustion.
How to treat a person with frostbite or hypothermia

Call 911 and the Site Supervisor.  Until help can arrive to the following steps:

1. Begin warming the person slowly and seek immediate medical attention.


2. Remove any wet clothes.


3. Place person in dry wrap such as a blanket

4. Warm the person’s trunk first, arms and legs should be warmed last


5. Never give the person caffeine (coffee or tea) or alcohol

If in a vehicle in a winter storm

1. Notify your Site Supervisor immediately

2. Stay in the vehicle

3. Display a trouble sign by hanging a bright colored cloth if possible

4. Turn on the vehicle’s engine for about 10 minutes each hour

5. Turn on the dome light as another additional signal

6. Keep the exhaust pipe clear of snow

7. Watch for signs of frostbite and hypothermia

8. Do minor exercises to keep up circulation

9. Avoid overexertion since cold weather can put added strain on the heart

CODE GREEN – MANPOWER ASSIST

Man Power Assist
CODE GREEN
Issue a manpower assist when a situation requires additional staff to provide a safe environment.  The agency will not tolerate any type of violence or threatening behavior from workers or other persons in agency sites.  

This will include:
· Aggressive or hostile behavior that creates a reasonable fear of injury to another person 
· Racial or cultural epithets or other derogatory remarks
· Harassing or intimidating statements, phone calls, or e- mail messages, or those that are unwanted or deemed offensive by the receiver
· Physical assault, threat of assault, or stalking an employee or client.

Recognize the signs of anger:

· First remember that anger is a natural response.

Anger is also a degree that falls into three basic patterns

1. The “exploder” where a person goes off like a volcano over a very
little provocation. 

2.  The “stewer” who constantly builds resentment towards someone or
something and doesn’t show it for some time.

3.The “passive/aggressive” will be angry but not show it directly.

Threatening, intimidating or harassing remarks or behavior can be 

expressed in several ways either a remark to one person or remarks to

one person about another. 

· Other ways:

1.  Orally, telephone, e-mail, letters, notes, stalking, body language

2.  Name calling, obscene language, abusive behavior

3.  Do not ignore the remarks or information even if you do not believe
     the threat is serious

· Strategies that may help when handling an angry/violent person
1.  Remove other persons from the area

2.  Make observations of the person’s behavior, appearance including if
     the person may be under the influence of 
alcohol or drugs

3.  Use the person’s name and make eye contact

4.  Slow down and lower your voice

5.  Try to stay calm and help the person calm down

6.  Sit down if possible; you will be less intimidating

7.  Encourage the person to sit near you and discuss the problem.  Keep
     the situation in your control
8.  If a person is harmful to himself/herself or others and will not
     respond to the above strategies, call 911 and protect yourself

· Strategies that may help when a person is shouting, swearing, and threatening,

1.  Signal some one that you need help
2.  Have someone call 911
Strategies that may help when someone has a weapon

1.  Stay calm

2.  Maintain eye contact

3.  Stall for time

4.  Keep talking but follow instructions from the person with the
     weapon

5.  Don’t risk harm to yourself or others

6. Never try to grab the weapon

7.  Call 911 when it is safe to do so

8.  Escape, if possible

Any workplace employee receiving any report of threatening behaviors should immediately report it to their Site Supervisor and Director of Human Resources, and call 911 if situation warrants it.

A client, an employee, and/or visitor or family member may not carry, exhibit, display or draw a firearm or weapon on agency  property/ premises or an agency van.

Firearms and Weapons

A weapon, including a pocket or army knife, is defined as an instrument capable of producing bodily harm (which can include flammables, toxins, ropes, wire clothes hangers, sharp pointed scissors, luggage straps, belts, knives, shoestrings for clients of secured residential facilities) or warrants alarm for the safety of another person. 
Pocket knives are prohibited.  If a client has a pocketknife in his/her possession, it must be given to the case coordinator and/or a staff member who will place it in a safe, locked area.  Notify the Site Supervisor

Law enforcement will be called if any person violates the firearm/weapons provision.

The employees must adhere to the Human Resource’s “Workplace Violence” Policy.

There will be a firearms/weapons prohibited sign posted at the front entrance of agency sites.

CODE RED – FIRE 
Fire:  
CODE RED 
Fire emergency preparedness and evacuation plan are vitally important to ensure a safe environment for clients, staff and visitors.   

· Fire drills will be conducted every month at alternating times and shifts.        
· Sites with day and/or evening hours, one shift per month.
· 24/7 residential sites, one per month alternating times’ and shifts’ evacuations during a fire drill.  
All staff are responsible for performing the following tasks:  


· Evacuation from the building
· Take all occupants to the designated evacuation area
· Do not use the elevator if one is in an agency building
· Take a first aid kit 
· Take a cell phone
· Take emergency files:


1.
Emergency file – both staff and clients 


2.
Daily attendance/sign-in logs

Follow instructions on the Fire Drill Form

A Fire Drill report will be completed and a copy forwarded to the EOC chairperson with the original report kept on site in the Red Safety notebook

Fire Prevention is the key when it comes to firefighting.  Each site is expected to have the following:

· Working smoke detectors

· Working, if installed,  sprinkler systems 

· Posted fire evacuation route in hallways and in corridors where exit doors are not visible from doorways.  

· Fire extinguishers easily visible and accessible at all times

· Storage and working areas free of trash
· Flammable liquids/substances stored away from spark producing sources and are contained in a closed spill-proof container.

· Utility lights with some type of wire guard over them.

Fire Prevention is the key when it comes to firefighting.  Staff should...
· Be alert for unusual odors that can be the first sign of fire. Check appliances or electrical equipment that smell strange

· Be alert to any smell of smoke and report it immediately

· Prevent electrical fires by looking for old wiring, worn insulation and broken electrical fittings

· Be aware that heat from an uncovered light bulb can easily ignite ordinary combustibles.
Fire Prevention is the key when it comes to firefighting.  Each staff member is responsible for the following:

· Staff will take all occupants to the designated evacuation area which should be at least 300 feet from the building.  

· Evacuation from the building should be completed within 2-3 minutes.
· This agency uses R.A.C.E. as a general approach to fire emergencies.

Step 1.
(R) (Rescue) Take the daily attendance/ sign-in log (for staff, client, and visitors) and the staff and client information emergency file to the designated area; use sign-in-log and client’s sign-in-sheet(s) to determine who is present through a roll call.

Step 2. 

(A) (Activate) the alarm (simulate for drill).

Step 3. 
(C) (Call 911) and (simulate call for drill); close all doors and check all rooms including vacant rooms and storage areas for persons who may not be aware of the drill.

Step 4. 
(E) (Extinguish) the fire, if possible; if not contained within 30 seconds, leave the area.   

The employees will utilize the P. A. S. S. Method and be familiar with the location and proper operation of multi-purpose fire extinguishers.  Always fight a fire from a position near the door and aim at the base of the fire.  Stand 10 to 20 feet away from the fire.  Releasing the lever will stop the discharge.

Step 1.
(P)
Pull the pin


Step 2.
(A) 
Aim the nozzle


Step 3.
(S)     
Squeeze the trigger


Step 4

(S)
Spray in a sweeping motion
Signal “all clear” in case of a drill.  In the event of an actual fire no one re-enters the building until the Fire Department personnel allow persons to return.  In the event of an actual fire the Department Director and Executive Director are to be notified immediately.

In sites where the building is shared with non Cobb County Community Services Board and Douglas County Community Services Board occupants, the CSB staff evacuates the site whenever there is a fire or fire drill announcement.  The CSB staff will perform fire drills at these sites monthly.

New agency staff is trained in fire safety and fire prevention during their hire orientation.

Fire safety is then reviewed with the agency staff at the work site.  Employees are to  become familiar with the location of all exit and emergency routes at their assigned work site.  

Employees are updated on fire safety yearly.

Stop, Drop and Roll – when flames are on your clothes, stop where you are,
drop to the ground or the floor, cover your face with your hands and roll back
and forth until the flames are extinguished.  Use a fire extinguisher if needed.
Smoke detectors

Smoke detectors are located throughout the facilities.  They are maintained in good working order and monitored regularly for functioning.  All smoke detectors will have the outside of the detectors documented with date and initialed (by the person who is changing the batteries) when batteries were last changed.

Battery operated smoke detectors must be checked during the self-inspections of agency sites. Batteries are replaced at least twice a year in spring and autumn.

Battery operated smoke detectors are required to have a “low battery” or “malfunction” safeguard.  If the smoke detector is not functioning notify Facility Operations immediately. Sleeping areas are equipped with a smoke detector even if the site is equipped with an approved sprinkler system.  An additional battery operated smoke detector should be mounted in sites with electrical smoke detectors in the event the electrical detector does not have a battery backup.  Kitchen areas and food preparation, basements and attic areas are to be equipped with a smoke detector.

Automatic fire sprinklers/ Fire Department Connections

Some buildings are equipped with automatic sprinkler systems and fire department connections.  This equipment is monitored by the companies responsible for installation and inspection annually.  Each site is responsible to notify their company when an inspection is due.  A copy of the inspection is sent to the EOC chairperson.

Fire extinguishers are serviced by local fire extinguisher companies and are inspected monthly by staff.  

All agency sites are inspected yearly by the local Fire Marshall.  The Fire

Marshall Reports are kept on site and a copy is sent to the EOC chairperson.

All sites are responsible for performing yearly fire extinguisher training with

trained staff by demonstrating the actual use of the extinguisher.

NO SMOKING POLICY

Smoking is prohibited in all agency properties, buildings and vehicles.  It is prohibited to reduce risk of diseases associated with smoking, passive smoking and also to reduce risk of fires.  Clients who are being treated for long-term behavioral health disorders may smoke only in designated areas at residential and day service sites.

1. Agency sites will post a “no smoking sign” at all front entrances.  No smoking signs shall be posted at other strategic locations both inside and outside.
2. Adult Residential and Day Services’ clients may smoke in designated locations that are environmentally separate from care areas, which are outdoors, well ventilated and located away from entrances.  Clients who choose to smoke will be required to sign a waiver stating their decision to smoke and relieving the agency of accountability for the adverse effects of their choice.
3. In new employee orientation all new hires will be informed of the no smoking policy, their conduct and their enforcement responsibilities.  
4. Staff is responsible for encouraging compliance with the non-smoking policy.  Staff is asked to tactfully inform persons who are smoking in a non-smoking area that there is a policy prohibiting smoking and ask them to cease smoking.

NO-SMOKING WAIVER

_____  
I am not a smoker.

_____
I am a smoker and have read and understand the No-Smoking Policy for the Cobb and Douglas Community Services Boards.

I understand that smoking can contribute to the development of lung cancer and other serious breathing conditions.

I have made a voluntary decision to smoke in this facility’s designated smoking area.  I do not hold the Community Services Boards accountable for any negative health consequences associated with my choosing to smoke.

Client Signature




Date
   

Witness 





Date
Electric Space Heaters
   
Electric space heaters are used as a temporary measure but in limited applications.  All space heaters will be approved by the Site Safety Officer

1. Only electric space heaters meeting the following criteria are permitted:
a. The space heater should be electrically powered and listed by Underwriters Laboratories (UL) or approved by Factory Mutual (FM).  There should be a tag or label indicating the device has been tested and/or approved by either of these two agencies.
b. The space heater should have a thermostat for heat regulation.  The heater’s thermostat will sense that the area has reached a certain temperature and reduce heating until the temperature in the area drops.  Any other space heater with a simple “on/off” or “high/low” switches continue to heat without any regulation and can easily cause fires.
c. The electric space heater should be fan driven.  Space heaters with heated metal coils are not permitted.  A guard or screen should cover the heating element.
d. The space heater should have a tip-over shutdown feature.  If the heater is knocked over, the unit should automatically shut off.
2. Approved space heaters may be used only if the following conditions are met:
a. The heater may only be on the floor.  
b. At least 3 feet of clearance must be maintained around the heater at all times.  Combustible materials like paper, plastic, and cloth must be kept away from the heater.  The heater should never be placed near a waste basket or trash receptacle, curtains and/or furniture.
c. Electric cords must be kept out of foot traffic paths to prevent tripping.  Electric extension cords are not allowed.  Heaters must be plugged directly into a wall receptacle.
d. The heater must be unplugged (not just turned off) any time the room or area being heated is unoccupied, especially at the end of the work day.
e. Never use a space heater in a bathroom or near water.   

Forms for Fire Safety
Fire Drill/Fire Report

E-mail  drill to the Environment of Care Chairperson (dfields@cobbcsb.com). 

Keep original in the site’s Red Safety notebook                                                                       

	Agency Site:
	Date:

	Drill Start Time:

AM or PM
	Drill End time:

AM or PM
	Shift: Circle one
	1St Shift
	2nd 

Shift
	3rd Shift

	Evacuation Time (How long it actually took for people to leave building):

	Drill Conductor’s Name:
	Title:


Beside the information above the following is also included on the fire drill form:


Signatures or (Initials if Client) of persons present.


If residential site apartment or unit number.
Drill conductor answers the following questions with a yes or no;


Was 911 called?


Was evacuation performed within 2-3 minutes and 150 ft to 300 feet 
from building?


Were all clients, staff, and visitors assembled in designated area?


Were daily logs and emergency files brought to designated area?


Were the first aid kit and a cell phone brought to the designated area?


Were all doors closed?


Was fire extinguished?


Did fire alarm system operate properly?


Did staff perform their responsibilities?


In the event of an actual fire did Fire Department respond?


Was the Site Supervisor notified?


In the event of a real fire was a debriefing done with persons involved?


Was a copy sent to Environment of Care Chairperson?
Fire Extinguishers and Exit/Emergency lights are checked monthly.
Fire Extinguisher Log ____________________ (site name)
	Below fill in the number/letter of each fire extinguisher at the site.  Check each month if the needle is in the green area
	Jul

YR.
	Aug


	Sept


	Oct


	Nov


	Dec


	Jan


	Feb


	Mar


	Apr


	May


	Jun




Exit/Emergency lights Log _______________________(site)
Mark √ in box if light worked for 30 seconds Mark X in box if light needs repairing

	Below fill in the number/letter of each emergency light and exit light

 Was there 30 second checks done on each emergency light?
	Jul

YR.
	Aug


	Sept


	Oct


	Nov


	Dec


	Jan


	Feb


	Mar


	Apr


	May


	Jun


** Email a copy of this checklist to the Environment of Care Chairperson located in Administration Building.   If repairs are needed contact Facility Operations.

CODE WHITE – MISSING PERSON

Missing Person



When a person is missing the programs should notify the Site Supervisor who will notify the Program Director, Client Rights Representative and the Executive Director and the family, guardian or person responsible.

Staff and if necessary, local police are called to assist in finding the person.  If there are outside agencies involved with the client they may need to be notified as well (DFCS, Probation).

Does the missing person have known associates with whom the person is in contact?  It is better to work the chain of known associates.

What to know when a person is missing:


1.
Assess if the person is at low, medium, or high risk


2.
Know the age of the person


3.
Know whether the person needs essential medication or treatment


4.
Know, if possible, what the person is wearing and any 
characteristic marks that may assist in finding the person


5.
Lists others the missing person may associate with


6.
Give any additional information that law enforcement might need

Away Without Leave   AWOL

Any client who is receiving treatment in an agency residential program and leaves without permission is AWOL. Staff should notify the Site Supervisor immediately.
Follow protocol of the agency site

CODE YELLOW – SECURITY


Security
  CODE YELLOW
Security involves the maintaining of a safe and secure environment for clients, staff and visitors.  Staff is required to learn skills in deescalating potentially dangerous situations by completing CPI training as recommended.

Identification
· Staff members are required to wear identification badges while on duty; the exception is when a staff person is with a client in the community and the badge would identify the client as receiving services.
· Staff members are required to sign in and out on the designated sign-in log when coming to and going from their place of work.
· When staff goes to a site other than their own, they are to sign the visitor sign-in log that is kept at the site. The sign-in log is located in the reception areas in most of the agency’s outpatient and day program services.  When leaving the site they should sign-out.
· Visitors are also required to sign in when they are on site and sign out when they leave.  Visitors should wear a “visitor badge” when visiting an agency site.  
· Every client is expected to sign in when attending an agency outpatient day program. 
· Every client receiving outpatient services is expected to sign in with the receptionist when they come into the outpatient clinics.
Access

· Doors to treatment rooms, lab areas and rooms where sharps, medications and chemicals are kept are to remain locked and secured when staff members are not present.
· Staff members are encouraged to lock their office doors each time they leave their offices.
· State vehicles are to be locked when not in use.
· Staff members are encouraged to lock their personal vehicles when they leave them and should not leave valuables in view on car seats, dashboards, etc.
· When possible use a single entrance to buildings to insure all persons in the building are accounted for in the event of security violations. 

Avoiding Risks
· Each staff member should be familiar with the building in which they work.

· Each staff member, client and visitor should avoid isolation.

· Each staff member should be aware of the location of his/her co-workers.

· Each staff member should avoid being alone in a room without easy access to an exit.

· Each staff member should ask an unfamiliar person in a private area “Is someone helping you?” 

Communication

· Remember to honor personal space; keep an arm’s length from the other person.
· Step back rather than forward when a person is escalating.
· Staff is trained to deescalate situations by lowering their voice, using a soothing tone, moving back, giving space, stepping aside, offering choices of ways out and alternate choices for persons to save face and not feel threatened.  

· Be empathic but firm in handling the situation.  Move toward facilitating a solution even if it is only a temporary solution.  Everything does not need to be solved immediately.  

· Staff should be aware of signs of escalating behavior, listen and watch for:


1.
Voice -- tone and volume.


2.
Body stance -- rigid, ready to act on feelings, tense.


3.
Eyes -- eye contact, looking for a way to leave


4.
Movements -- jerky or smooth, pacing, moving toward 


persons or picking up an object

· Get help from a co-worker.  Let others know you are having and/or anticipating a problem.  Initiate a Code Green:  ManPower Assist.

· Avoid hands-on or physically touching.

Security Incident or Failure of a Security System


In the event of a security incident or failure of a security system, the following procedures should be followed:

· In the event of a security incident in which there is a potential risk for loss of life or injury or destruction of property, the proper authorities should be notified, including the local law enforcement agency, the Site Supervisor, Program Director and the Executive Director.
· In the event of a failure in the security alarm system of a facility, the contracting agent should be notified.  Until the security system can be fixed or replaced, additional security measures should be taken.
· In the event of a need to control human and/or vehicle traffic in and around the agency site during an emergency, additional staff will be alerted to provide additional help and/or the local law enforcement agency will be notified.

Safety outside the Office

The following information is ways to stay safe when outside the office:

· The safest areas are bright, well-lit and busy areas
· Try to look and act confident
· It is advisable to spread valuables around your body (or leave at home).
· Keep your phone in one place, house keys in another, and your wallet somewhere else.
· Shout “fire” instead of help to get someone’s attention
· Carry a cell phone and if cell phone is stolen notify the network immediately and alert the police.  
· Do not pick up strangers or hitchhikers
· Keep an emergency kit and fire extinguisher in your vehicle when transporting clients. 
· If someone tries to take something from you, it is better to let them have it rather than get into a confrontation and risk of injury.
· If a client’s behavior becomes threatening pull over and call for help.

· Don’t try to be a hero
· Try to find safety



· If gun fire, get away, don’t let curiosity get you killed.
Safe Transportation of Clients 
1.
Know the clients you are transporting.

2.
Take a cell phone or a two-way radio with you; have it on standby ready to use


3.
Staff will receive annual CPI training and Defensive Drivers training every three years.


4.
A client who is having a behavior which could cause possible injury to others should not be transported.  The Site Supervisor should be called to assist with the behavioral issue.

 
5.
Clients will be expected to wear seat belts and adhere to vehicle safety policies and procedures.


6.
Children and adolescents which are transported in an agency van should have a monitor assisting the driver of the van. 


7.
Van drivers are expected to help all clients on and off the vans and any other state vehicles.


8.
Any accidents involving client transportation must be reported immediately to the UTS Manager and/or designated person.  All accidents involving clients should be reported to the Client Rights Representative within 4 hours or sooner depending on the severity of the injury.


9.
During times of transportation, there is no drinking or eating in state vehicles by either staff or clients.  


10.
There is no smoking in state vehicles.


11.
All items in the state vehicles and personal vehicles, such as fire extinguishers, first aid kits, etc., must be secured tightly so items do not move or become unattached during an accident or a sudden stop.

12.
Vehicle drivers will be trained in CPR and First Aid.


13.
Vehicle drivers should be able to handle roadside 



emergencies.


14.
State vehicles will contain trash bags and/or lined trash 


receptacles.


15.
State vehicles will have personal protective equipment and/or 


a spill kit.
CODE ORANGE –

MISCELLANEOUS EMERGENCIES
POWER FAILURES
1. Call the Site Supervisor and follow any instruction for evacuation if it becomes necessary.
2. Turn off all light switches
3. Set all equipment and appliances to the OFF position. This is to protect the circuit breaker, fuses, and prevent damaging any equipment when the full surge of current hits as the power comes back on.
4. Increase ventilation by opening a window or windows.  If the power is off more than a few minutes evacuate persons from darkened areas to other areas with natural light.
5. Use flashlights to move around. 
6. Keep the freezer closed as much as possible.  A full freezer will stay at freezing temperatures for two days A half-full freezer will stay at freezing temperatures for about one day.  If the freezer is not full, quickly group packages together to insulate the food and maintain the coldest possible temperature.
7. Foods in the refrigerator should be safe as long as power is out no more than 4 hours.  
a. Discard meat, poultry and seafood if held above 40( F for over 2 hours. This includes any food containing meat, poultry or fish.
b. Discard soft cheeses, shredded cheeses, and low-fat cheeses if held above 40( F for over 2 hours.
c. Discard milk products and/or any products made with milk and eggs, if held above 40( F for over 2 hours.
d. Discard sauces, spreads, jams, and dressings if held above 50( F for over 8 hours.
e. Discard all vegetables that are pre-cut, pre-washed, packaged items; cooked; open; baked; or contains sauces.
8. For residential sites, use the emergency preparedness kit as needed.   
GAS SAFETY
1. The maintenance and repairs of equipment and/or appliances that utilize natural gas will be serviced and cleaned by a professional trained individual.
2. Natural gas is colorless and odorless and many companies add a distinct odor such as rotten eggs or skunk to make gas leaks detected more easily.  With a strong smell of gas get everyone out of the home immediately and don’t touch anything that could create a spark or static electricity, this could be dangerous.

3. At no time should paper products, chemicals, rags, mops/brooms or any combustible objects be placed in the same area as the gas water heaters.

4. All agency sites that use natural gas should have carbon monoxide detectors in the buildings near the area where the gas appliance is located.  If the carbon monoxide detector goes off, open up windows and doors, and call a service technician to inspect leak right away.

5. The pilot light should be just about a 90% blue flame.  A yellow flame, excessive ash or soot around pilot light or air ducts, lengthy warm-up times or strange noises or odors indicates a problem is present
6. If carbon monoxide poisoning is present it will mimic flu-like symptoms (headache, nausea, vomiting, dizziness, disorientation, muscle weakness or fatigue, difficulty walking).  Take all individuals in the area outdoors and call for medical help if needed
WATER SAFETY

Water Temperature 

1. Group homes and companion homes will check the water temperature at the hot water fixture using an appropriate thermometer/measuring device on a  monthly basis.

2.
Water temperatures are not to exceed 120 degrees F. Some sites 110 degrees F 

3.
Facility Operations or the Property Management of
 the site will be notified if water temperatures are above 120 degrees F and/or 110 degrees F.

4.
All water temperature checks are posted on a water temperature checklist. The date, time initials of the person who performed the check, location of the faucet, and the water temperature should be documented on the checklist.

5.
Monthly water temperature checklists will be kept 
in the Red Safety 
Notebook in the group homes and on site at companion homes.


Plumbing 

1.
For any type of plumbing leaks or overflows always call the Site Supervisor then the Facility Operation’s Supervisor and/or an appropriate plumbing agency designated by the agency.




After regular business hours call:


Brumbelow    
 - (770) 489-0285


Roto Rooter
- Smyrna (770) 988-9416


24- hour service
 - Atlanta (404) 892-7000

Unanticipated Interruption of Utilities


When there is an unanticipated interruption of utilities (gas, electricity, water, loss of air conditioning, heating or damage to the physical plant) the following should be followed and/or known:

1.
Know the location of utility cut-off valves; these are posted at each site on the schematic drawings.

2.
Know the location of telephone numbers for the utility companies that serve the facility.

3.
Notify Facility Operations in the event of a disruption or failure of one of the utility systems.  Cut off the utility as instructed to do so.  Facility Operations will assist with assessing and returning service, if possible.

4.
When the interruption of utilities essential for maintaining safe operation of a facility or program occurs, the Site Supervisor, Director of Services with the Executive Director will assess the situation and determine if the program is to move temporarily to another site.

5. 
Program staff and clients will be relocated in accordance with procedures in each program and with knowledge of the most appropriate location in those circumstances.  

EXPLOSIONS

1.
An explosion produces blast and combustion and may be accompanied by or followed by fire.  A severe explosion could result in the shattering of glass and the displacement of walls, interior partitions, and ceilings.  Prompt action should be initiated for the removal of trapped or injured persons.  All persons should be removed from the blast area and relocated to a safe area.

If there is an explosion:


a.
Get under a sturdy table or desk if things are falling around you.  When they stop falling, leave quickly, watching for obviously weakened floors and stairways.  As you exit from the building, be especially watchful of falling debris.              

Once you are out:

          a.
Do not stand in front of windows, glass doors, or other potentially hazardous areas.  Move away from sidewalks or streets to be used by emergency officials or others still exiting the building. Evacuate to the designated area unless it is damaged by the explosion. Then designate a new location to evacuate.

If you are trapped in debris:


a.
Use a flashlight to signal your location to rescuers. Avoid 

  
necessary movement so you don’t kick up dust.


b.
Cover nose and mouth with anything you have on hand


c.
Tap on a pipe or wall so rescuers can hear where you are. 

d.
Shout only as a last resort.  Shouting can cause a person to inhale dangerous amounts of dust.  

Toxic fumes/toxic spill/hazardous material incident

Authority figures will instruct persons to either seek shelter where they are (shelter in place) and advise if the premises are to be sealed or to evacuate immediately.

If such an incident occurs indoors evacuate persons immediately and go to the 
designated area.  Call 911.  Perform a role call to assure everyone is present.  Do 
not return to the building until advised by the emergency team.

If a chemical incident occurs outdoors prepare to Shelter-in-place

Be sure to designate a person for each step:

1.
Announce that a shelter in place advisory has been issued and instruct persons to go to the designated room chosen for shelter in place.  

2.
Stay inside building and immediately have persons evacuate to designated Shelter - in-Place room within 3 minutes, taking sign-in sheet(s), the radio and a Cell phone. Check all rooms to be sure that everyone has evacuated. 

3.
Close all windows and doors

4.
Turn off ventilation systems (heating, air-conditioning), if possible.

5.
Use duct tape and plastic sheets of paper to tape around doors and windows in the Shelter - in-Place room. Dampen towels and place over the crack under the door.

6.
Staff should notify the Site Supervisor who will notify the Program Director, and the Executive Director and call 911 if the situation warrants it.

7.       The facility is re-entered and the shelter exited only with permission of the authorities in charge.

If driving in a vehicle and you hear a warning signal, listen to local radio or 
further information. You will be told what to do, including where to find the 
nearest shelter if 
you are away from your "shelter-in-place" location.


If you are very close to home, your workplace or a public building, go there immediately and go inside. Follow the "shelter-in-place" recommendations for that location. 


If you are unable to get indoors quickly and safely, then pull over to the side of the road. Stop your vehicle in the safest place possible. If it 
is sunny outside, it is preferable to stop under a bridge or in a shady 
spot to avoid being overheated. 


Turn off the engine. Close windows and vents. If possible, seal the heating, ventilating, and air conditioning vents with duct tape or 
anything else you may have available. 


Listen to the radio periodically for updated advice and instructions


Notify your agency site to report where you are.


Stay where you are until you are told it is safe to get back on the road. 
Follow the directions of law enforcement officials. 

Hazardous Materials 


1.
The containers for possible blood borne pathogens will be identified 
with bio-hazardous warning labels and signs and that the disposal 
of sharp items and bio-medical waste is disposed of in proper containers and according to current OSHA Guidelines. Low volume agency sites will use the Sharps Management System. All high volume agency sites will use BFI (Browning Ferris 
Instruments) and/or Steri-systems Inc.

2.
Needles and sharps used for blood draws and injections have approved safety devices.  Sharp containers are provided for the disposal of all sharp items.

3.
Staff that comes in contact with hazardous materials and/or wastes is oriented and educated in the use of personal protective equipment.

4.
A Material Safety Data Sheet notebook is available on site in case of an emergency with a cleaning/chemical agent.  Incidents involving spills or exposures are reported to the EOC chairperson.


Hazardous Waste

Determination of a hazardous material is based on evidence concerning the physical and health hazards of all chemicals products used.  Hazardous materials are defined as chemicals, chemical wastes, and regulated medical infectious waste.  If the materials are combustible liquids, compressed gases, explosive, flammable, organic peroxides, oxidizers, pyrophoric, unstable or water reactive as defined in the federal standard, they are treated as hazardous chemicals.  The agency will also include any materials that present a health hazard because of any “statistically significant evidence” that acute or chronic health effects may occur in employees exposed to the materials.

It is the responsibility of the EOC chairperson to compile an inventory of all chemicals used within the agency and assure that a Material Safety Data Sheet (MSDS) for each chemical is kept on file.  

All containers of chemical products will be stored only in the original containers with their original label identifying the contents and alerting employees to possible hazards.  Chemicals are never to be transferred to secondary containers.

Training will be provided to all employees about the Hazardous Communication Standard and safety measures for working with hazardous materials.  New employees will be trained during orientation.  As new products are approved and introduced to the agency, updated training will be provided.  Hazardous materials information is reviewed with employees yearly. 

If a hazardous material spill or accident occurs clean up will be conducted in accordance with the Material Safety Data Sheet.  If here is a large spill or accident the area will be evacuated immediately and 911 will be called with a request for assistance by the County HAZMAT Team and the Executive Director will be notified immediately.


Employees of contractors operating in the facility will be given necessary protective equipment.  It is the policy of this agency that such equipment will be worn by employees of contractors when working in the facility.  If these employees are performing work that involves specific materials, they will be informed of the hazards and safety precautions before entering areas that contain hazardous materials and will be allowed to see Material Safety Data Sheets, if they wish. 

Emergency Readiness

Equipment

Emergency Kits 


Know the location of the emergency kit, flashlights, weather radio and portable radio, back-up batteries, cell phone and the client information emergency files.  

Residential facilities that operate 24/7 with agency staff will prepare for emergencies by:

a.
The emergency preparedness kits will be kept in a designated place.

b.
Check supplies (non-perishable) in the emergency preparedness kit for expiration dates and usability every six months.  In the event that supplies from the emergency preparedness kit are used the Site Supervisor will be responsible for replenishing the kits.

c.
Items may be added to or deleted from the list at any time with the approval of the Residential Services Coordinator.

d.
Employees will assist all clients and visitors to the evacuation area.  Take all sign-in logs, emergency files, call the roll, and making sure everyone is accounted for.


First Aid Kits


A first aid kit is available at all agency sites. A first aid kit will be on site and in every vehicle.  All items in first aid kit must be in good condition (no yellowing, torn wrappers, outdated supplies, etc.).   


1.
Refer to the first aid checklist for the first aid items and monthly signature form.  The first aid kit checklist is to be maintained in the Red Safety notebook at each site.

2.
Sites are responsible for designating an individual to complete checklist and replenish supplies as needed.

Transportation Emergencies


1.
State vehicles will have a first aid kit, a fire extinguisher, personal protective equipment, a spill kit, and a seat belt cutter. All emergency items are safely adhered in vans so no one is injured during an accident or during a sudden stop.  All other state vehicles and (personal vehicles when transporting clients) will keep emergency equipment locked in the vehicle’s trunk.

2.
State vehicles are equipped for roadside emergencies.

3.
State vehicles have either a cell phone or a communicative device in the event that an emergency should occur.

Personal Protection Equipment 

1.
Staff responding to a medical emergency is required to wear gloves when in contact with blood and body substances.  Clean hands after removing gloves with both soap and water or waterless alcohol-based hand rub. 

2.
Avoid direct mouth-to-mouth resuscitation whenever possible. Use the resuscitation device that is in the first aid kit.

3.
Wear protective eyewear whenever there is a risk of eye splash

4.
Gowns, boots, and masks should be worn when risk of contamination to clothes, feetorface.
Air Conditioning & Heating


a.
Air Conditioning

1.
Whenever air conditioning service is interrupted, contact Facility Operations to have a professional assess the situation and determine the appropriate repair services.  Until the air conditioning unit can be repaired, the center should use electrical fans to circulate the air and cool down the building.

2.
Air conditioning filters are changed regularly. 


b.
Heating

1.
Whenever the heating system is interrupted determine if another part of the building has heat.  If not, the clients could be relocated until the heat is restored.  Contact Facility Operations to have a professional assess the problem and determine how to restore heat.



2.
Furnace filters are changed regularly.


Use of Extension Cords 

· Employees will request temporary use of an extension cord from his/her Site Supervisor.

· If a temporary extension cord is in use for more than one month, a request should be made for an evaluation of a permanent outlet to be installed.

Emergency Readiness

 Community Wide Disasters

1.
The Cobb County Community Services Board and the Douglas County Community Services Board are in partnership with the Cobb County Board of Health and with the Douglas County Board of Health and other county agencies such as the Fire Department, the Emergency Services, and Police Department in the event of a community wide emergency.  The 
Infection Control Nurse and another designee from the agency will serve on the District/County Health Emergency Assistance and Resource Team known as (D-HEART).


2.
The Mental Health members of this Team will help assess community mental health delivery status and capabilities; provide recommendations to the District Operations Center for additional mental health support; assess the mental health needs of medical care providers and victims and report them so a coordinated response to the needs can be provided; monitor the status of mental health care delivery in the community to include supplies, 
equipment, staff, capabilities, and overall support structure; and assist in prioritizing support that is needed.


Defusing/debriefing after an emergency


After any emergency, time will be allotted so a defusing or mini-debriefing and/or formal debriefing with all persons involved can take place before resuming programs, treatment and/or work. Individuals who have been traumatized by the incident and need further help will be cared for as needed.  


Defusing or mini-debriefing is a term given to the process of talking it out.  Soon after an emotional situation or disaster involve persons to ventilate about their disaster related memories, stresses, losses, and method of coping.


Debriefing is helping persons process their direct involvement with a disaster or traumatic event.  It is held shortly after the event. Debriefing allows for persons involved in the situation to talk about their feelings regarding the incident.

Emergency education

Annual updates

1.
Employees are updated on safety/emergency preparedness during each fiscal year.

2.
Clients are instructed on safety during fire and disaster drills.  Many residential clients are involved in their own apartment’s environment inspections.

Orientation

1.
New hires will have an Environment of Care introduction to the agency policies and procedures regarding safety issues.  

EMPLOYEE DISASTER PREPAREDNESS

Disasters can disrupt lives.  We cannot control were a disaster strikes.  But we can take steps to prepare for our own emergency information to be available in the event that something would happen.   

The agency sites encourage employees to fill out an identification card which will help the agency obtain health status in the event an emergency situation where to happen and the employee cannot respond.

Emergency Index Card

	Name of Employee:

List three emergency numbers to call in the event you become unconscious and cannot speak

1.

2.

3.

Addition information (optional)




Material Safety Data Sheets
The cleaning agents/chemicals utilized within the agency are appropriate, effective, used as directed, and safe for use by employees and around clients and visitors.  There will be Material Safety Data Sheets on all hazardous materials, cleaning products/chemicals and art supplies used throughout the agency.  The Material Safety Data Sheets are available at each site in a special Material Safety Data Sheet notebook.  The Material Safety Data Sheets for cleaning products/chemicals will be placed in Material Safety Data Sheet notebook and kept at all agency sites.  The Material Safety Data Sheets for art supplies will have its own special Material Safety Data Sheet notebook and kept on site where there is an art studio.

Material Safety Data Sheets

a. Upon approval of any product by the Environment of Care Committee, a Material Safety Data Sheet (MSDS) will be obtained from the manufacturer.  If not immediately available, the Material Safety Data Sheet may be obtained via the Internet.  Requests may also be made in writing to the manufacturer.  

b. All Material Safety Data Sheets involving cleaning products/chemical and art supplies will be kept on file in the office of the Environment of Care chairperson and at sites. No approved cleaning product/chemical or art supply will be used unless the Material Safety Data Sheet in on site.

c. Agency sites that have art studios must keep on file a Material Safety Data Sheet notebook that contains specific material safety data sheets involving mediums, oils, and any other art supplies.

d. The Environment of Care Committee will announce the adding or discontinuation of all cleaning products/chemicals and/or art supplies when changes occur.  

e. Any additional cleaning products/chemicals used by Facility Operations that are not on the approved cleaning list must have a Material Safety Data Sheet with the product and the cleaning product/chemical must be used according to the written instruction.  If the product or chemical is one that will be used frequently in the agency then the EOC chairperson needs to be notified so that product or chemical can be approved by the Environment of Care Committee and placed on the approved Cleaning Agents/Chemicals List.

Cleaning Agents/Chemicals

The Environment of Care chairperson, with the members of the Environment of Care Committee, shall identify and select the agents that are the most cost and cleaning effective while meeting national standards for client/agency use.   



Cleaning Agents:




Cleaning agents/chemicals disinfectant/detergent will be selected that:




            1.
Are applicable to all surfaces, and will not corrode, bleach or damage.





  2.
Are low in toxicity. 




  3.
Do not exhibit objectionable odors.





  4.
Are effective against all types of dirt.




                5.
Have activity in the presence of contaminants.

The Environment of Care Committee will make final recommendations for selection of 
cleaning agents and chemicals used by the Facility Operations Department.  After approval by the committee each agent will be placed in the List of Approved Cleaning Agents.


Only approved cleaning agents selected by the Environment of Committee will be used in the agency with the exception of personal liquid hand soap.
· If there is an allergy to Dial liquid hand soap, the employee and/or client should bring in their own liquid soap and have the site supervisor be made aware of the allergy.

· When the products are approved, the assigned staff shall instruct the employees on the use and as appropriate, measurement of these products, as well as any safety measures to be followed.

· No products/chemicals can be stored in containers other than the original.

· Cleaning procedures, agents, and schedules for the agency are reviewed annually.

· All staff will follow instructions listed on container.

· Sites using Clorox bleach must have Bleach Safety Instructions at the site and readily available.  The Bleach Safety Instructions have information on first aid, spills and splashes, disposal of container, poison control number and agency directions in case of an emergency involving bleach.  

· Use Lysol Disinfectant Spray and other approved disinfectants according to directions.  When spraying the disinfectant, allow surface to remain wet for 10 minutes, and then air dry.

MISCELLANEOUS SAFETY TIPS AND REFERENCES

DISASTER EDUCATION
American Red Cross

Disaster Education, Preparedness, Planning and Mitigation Library 
Fire/Safety 

Coloring Book DD and children
 Fire Safety Activity FDNY
Fire Safety for Children with Special Needs

SAFE Escape Riley Hospital for Children

Fire Safety for kids

www.firesafety.gov/kids
Marty & Jett’s Matching Game

DD and children

Fire Safety for Kids.gov

Cooking Oil and Grease Fires

Fire Hazards in the Home

Portable Fire Extinguishers

Smoke Alarms

P.E.I. Mutual Insurance Company

Ten fire Safety Tips www.firecomm.gov.mb.ca
Security

Keep Safe: A guide to personal safety

Home Office

Disasters/Medical Emergencies

Coloring Book Disaster Preparedness 

DD

American Red Cross  

Emergency Preparedness: Taking Responsibility for Your Safety Tips for People with Disabilities and Activity Limitation DD and children

 www.espfocus.org
Falls

Strains and Sprains

Sunburn 

American Academy of Family Physicians

When Minutes Count  

A citizen’s guide to medical emergencies

SAFETY FIRST

REMAIN AWARE OF ALL EMERGENCIES
�
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