Emergency Action Plan Guide
If you fail to plan, you plan to fail.

Developing Emergency Plans
1. Identify hazards, assess risks.  Determine:
a. the types of hazards (fire, flooding, tornado, etc.).
b. the probability of their occurrence.

c. the extent of damage if hazards occur.

2. Assess capabilities and resources.

a. What do we have?

b. What will we need?

c. Identify personnel and equipment.

3. Review existing plans if they exist.

4. Determine who is responsible for doing what.

5. Write the plan.

6. Implement and practice the plan.

7. Update the plan accordingly.

General Facility Requirements
· All exits shall have an illuminated sign above it that states, “EXIT”.

· A sign that states, “NOT AN EXIT”, should be placed over doors if there is the possibility that it could be mistaken for an exit.  (closets, stairways, etc.)

· Under no circumstances shall exits be locked while the building is occupied.

· All emergency exit doors shall be equipped with panic hardware.

· All emergency exits should open outward.

· All emergency exit doors shall lead to a safe place of refuge.

· All emergency exit doors and passageways shall have emergency illumination, in case of power loss.

· Access to exit shall be unobstructed at all times.

· All floor areas shall be clean and kept dry at all times.
General Emergency Plan Requirements

The following information is a very basic outline to keep the plan moving in the right direction.  There is a sample of an Emergency Action Plan at the end of the document.  For further assistance, you may also contact me, John Krauland, if you have any questions or need any suggestions with your plans at 412-456-3150.

Introduction

· Prepare an opening policy/ authority statement.

· Provide a brief description of the facility including a list of emergency equipment.
· Conduct a hazard assessment of your facilities to determine what risks are present and the probability they will occur.


Communication
· Designate key personnel to aid in evacuation or other emergency procedures, such as:

· calling the fire department;

· emergency first aid;

· utility shut-off; 

· or taking employee head count.

· Post a list of emergency telephone numbers near each phone.  Include:
· key personnel home and cell numbers;

· emergency utility contacts; and 

· mutual aid agencies.

· Identify types and descriptions of emergency communications.

Training & Education

· Evacuation procedures and meeting places.

· Use of fire extinguishers, and other safety equipment.

· Organization and personnel responsibilities.

· Recognition of different alarm variations if any.

· Incident procedures.

· Designate a central location for occupants to gather so a head count can be taken.

· Identify the types and frequency of training needed to carry out the plan.

Recovery and Service Continuity Planning

· Establish a back-up plan.  
Record Keeping  
· Establish a system for record keeping, including:
· who is in the building;

· who has been trained;

· what have they been trained in;

· inspection of emergency equipment such as fire extinguishers, fire alarms, etc.; 

· and the plan itself.

Maps

· Create and post evacuation drawings of the buildings with routes of egress and safety equipment identified.

· Include an aerial view to illustrate where the meeting points are in conjunction with the property facilities.

Use the worksheets on the following pages to help organize the information needed for your plan.


BUILDING DESCRIPTION

Provide some basic building data (information that may be helpful to emergency services

personnel).  Fill out this section for each building on your property.
1. Occupancy type (i.e., Office Building, School, Church, Temple, etc.):______________

2. Total square footage of your facility:________________________________________

3. Year building was built: _____________ Date of most recent renovation: __________

4. Number of stories: _________________ Is there a basement? Yes ______ No ______

5. Type of construction (i.e., wood frame, metal, concrete, masonry, etc.): ____________ ________________________________________________________________________

6. Describe any unique features about the building or surrounding grounds that may be pertinent to emergency service personnel:______________________________________

________________________________________________________________________

7. Attach a floor plan(s) of the facility to the Emergency Action Plan.

FACILITY SAFETY MEASURES & EMERGENCY SUPPLIES

A. Basic Safety Mitigation:
1. Do a hazard hunt and mitigate any obvious problems (you can use the Church Mutual- Self Inspection Safety Checklist). 

2. Check cabinet doors to ensure secure closure. 

3. Properly store chemical and flammable materials. 

4. Trim any large overhanging trees that could fall and damage property. 

5. Clearly mark gas and water shut-off valves with instructions for shut off. 

(Turn off utilities only if there is a leak or if you suspect damage to the lines)

6. Ensure working status of fire extinguisher(s) and smoke detectors (monthly).

7. Take photographs documenting the interior and exterior of your facility to

help later in recovering costs due to facility damage or equipment loss. 

8. Post facility evacuation plan (with exit and assembly information). 

(Plan to account for staff and onsite participants in evacuation, and conduct evacuation drills)


B. The following emergency supplies and equipment are located as follows:

1. Portable radio(s) and extra batteries: _______________________________________

2. Emergency first aid supplies: _____________________________________________

3. Flashlights and extra batteries:_____________________________________________

(In case of no electricity, consider also a supply of light sticks that light for up to 12 hours)

4. Fire extinguisher(s): _____________________________________________________

5. Stored drinking water (more is better): ______________________________________

6. Basic tool kit: __________________________________________________________

7. Fire Alarm System (include the following):

􀂃 Location of fire alarm (and fire panel or fire control & command room if applicable): ________________________________________________________________________

􀂃 Sound of the fire alarm (i.e., loud bell, whooping horn, etc.): ________________________________________________________________________

􀂃 If the system is monitored by an outside agency, identify name and contact info: ________________________________________________________________________

􀂃 Indicate the location of smoke detectors: ________________________________________________________________________

􀂃 Indicate the location of fire alarm pull stations: _______________________________

________________________________________________________________________

􀂃 If a sprinkler system is installed, indicate the location of sprinkler water flow valves &

standpipes:

________________________________________________________________________

________________________________________________________________________

􀂃 Indicate also the location of tamper alarms for standpipes: ________________________________________________________________________

8. Exits:

􀂃 Provide information on fire escapes (i.e., type & location): ________________________________________________________________________


C. The following utility shut-offs & tools are located as follows (if applicable for your building):

1. Main gas valve: ________________________________________________________

(Only shut-off the gas if you smell gas or hear a hissing sound; then open exterior doors & windows)

2. Crescent wrench or gas shut-off tools: _______________________________________

3. Main water valve: ______________________________________________________

4. Electrical fuse box / circuit breaker: ________________________________________

(Shut off electricity if electrical wires are shorting or sparking)

5. Emergency or portable generator (if applicable): ______________________________

D. Take an inventory of neighborhood resources that can assist with your emergency response:  (Identify where to go for emergency help, especially if telephone service is unavailable immediately after a disaster)
1. Where can you rent or borrow a generator if necessary?

________________________________________________________________________

2. Where is the nearest medical treatment? ________________________________________________________________________

3. Where is the nearest fire station? ________________________________________________________________________

4. Where is the nearest police station? ________________________________________________________________________

5. Where can you go for additional water? ________________________________________________________________________

6. Where can you get additional medical supplies, medicines and special equipment? ________________________________________________________________________

E. Other Safety Measures:

1. First Aid / CPR Training -- Arrange for a First Aid / CPR class to be held at your facility (contact your local chapter of the American Red Cross). Encourage ushers, lay leadership, youth leaders and teachers to attend.


EVACUATION PLANNING

Some Evacuation Planning Tips:

1. Designate where people should go or stand, once they are outside the facility: ________________________________________________________________________

2. Post clear directions on how to evacuate the facility (post in central facility locations).

3. If it is possible and safe to do so upon exiting, staff should shutoff any electrical equipment that may be running in their area and close all doors behind them.

4. After evacuating, take a head count to ensure all staff and visitors have exited.

5. Consider people with disabilities (cognitive, hearing, visual, or mobility) who may need assistance.

6. Ensure that usher's are trained in the evacuation plan.

7. Practice evacuation/fire drills (keep records of all training completed).

COMMUNICATIONS PLANNING

It is suggested that the parish have a post-incident plan for disseminating information to staff, lay leadership, constituents, affiliates, members, and parents.

1. Develop a list of emergency contact numbers

Call 9-1-1 for most emergencies. If 9-1-1 is overloaded, then refer to the following:

Police Department ____________________________________

Fire Department ____________________________________

Ambulance ____________________________________

Water Department ____________________________________

PG&E ____________________________________

Hazardous Material Spill ____________________________________

Poison Control Center ____________________________________

Local Hospital ____________________________________

Insurance Agent ____________________________________

American Red Cross ____________________________________

Salvation Army ____________________________________


2. Setup a telephone tree for notifying staff and leadership (especially if the incident happens after hours). 

3. Setup a telephone tree or system to check on the condition/needs of parishioners when disaster strikes (especially older or disabled members). 

4. Designate one remote phone number where an emergency message can be recorded and be sure that all parishioners know that number and understand its use. 

5. Identify the names of persons who shall be notified in an emergency in order of priority. 

6. Plan for connecting with key denomination or community leadership to report status information and for emergency response coordination/assistance. 

7. Plan for interacting with the media during and after a disaster (identify media contact information and develop scripts for possible scenarios). 

8. Develop a plan for alternate communications.

RECOVERY & SERVICE CONTINUITY PLANNING

It is suggested that the parish have a plan to ensure it can continue providing services

after a disaster?

1. List the supplies/resources needed to keep your parish operating (then think about alternative vendors or sources for obtaining those items).

Supply or Resource Need 


Alternative Source for Obtaining Resource

___________________________________ ___________________________________

___________________________________ ___________________________________

___________________________________ ___________________________________

___________________________________ ___________________________________


2. List of signatories on bank accounts (in the event that the primary signatory is unavailable).

a. _______________________________________________________________________

b. _______________________________________________________________________

c. _______________________________________________________________________

4. Identify how you might backup key staff positions (assume some key staff will be unavailable).

Staff Position 



Possible Backup Source

___________________________________ ___________________________________

___________________________________ ___________________________________

___________________________________ ___________________________________

___________________________________ ___________________________________

5. Identify an offsite location for the backup of vital records and duplicate copies of important documents: _________________________________________________________________

6. Include as an appendix to this plan, or at the location above, an inventory of facility assets so losses can be documented for insurance.

7. What neighboring parishes or other community agencies can you join with to share

resources in emergencies? (Create mutual aid agreements as appropriate)

a. _______________________________________________________________________

b. _______________________________________________________________________

c. _______________________________________________________________________

d. _______________________________________________________________________

UPDATES TO THE PLAN

1. Date most recent earthquake drill was held:

___________________________________

___________________________________

___________________________________

___________________________________

___________________________________

2. Date most recent fire drill was held:

___________________________________

___________________________________

___________________________________

___________________________________

___________________________________

3. Date of most recent staff training in basic emergency preparedness:

___________________________________

___________________________________

___________________________________

___________________________________

___________________________________

4. Date your most recent staff home phone list was compiled/updated:

___________________________________

___________________________________

___________________________________

___________________________________

___________________________________


IMMEDIATE RESPONSE IN EMERGENCIES

The following response functions follow the government’s Incident Command System (ICS).  Given a small organization, the same staff person or volunteers may assume these functions.

1. Incident Command - the person who will lead and make decisions. This function manages the overall response and recovery to an emergency and directs the other functions below.

Person assigned: ___________________________________________ Phone: _______

2. Operations - the person who will do the work. Has responsibility for whatever the agency does to respond to client or disaster needs. Initial response operations include the following:

a. Site Security: Responsible for utilities in an emergency (gas, electricity and water).

Person assigned: ___________________________________________ Phone: _______

b. Fire Suppression: Checks for and suppresses small fires; notifies the fire department.

Person assigned: ___________________________________________ Phone: _______

c. Search and Rescue: If evacuation is required, ensures everyone has evacuated safely.

Person assigned: ___________________________________________ Phone: _______

d. First Aid: Administers first aid to injured persons.

Person assigned: ___________________________________________ Phone: _______

3. Planning - keeps everyone in the know. Monitors the news; comes up with short (i.e., what are we going to do in the next 24-hours), and long-term plans for the parish’s recovery.

Person assigned: ___________________________________________ Phone: _______

4. Logistics - the person to get the resources. Responsible for getting everything operations (above) needs to function to ensure the health and safety of staff, parishioners and other visitors.

Person assigned: ____________________________________________ Phone: _______

5. Finance - the person who will track all activities and costs. This person must also ensure there are safe backup copies for the following agency documents: 1. Articles of Incorporation (e.g., verification of tax exempt status); 2. Recent photographs documenting the interior and exterior of your facility; 3. Insurance documentation; 4. Licensing documentation, if appropriate.

Person assigned: ____________________________________________ Phone: _______

Below is the emergency action plan for the Central Administration building which can be used as an example. Keep in mind, your plan may be more or less complex, but the important thing is you have a plan.
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Introduction

The Church teaches that “human life is sacred because from its beginning it involves the creative action of God and it remains forever in a special relationship with the Creator who is its sole end.  God alone is the Lord of life from its beginning until its end.”   Life is a precious gift from God.  It is a gift that must be respected, honored and protected.  The dignity of human persons is rooted in their creation in the image and likeness of God.

The most valuable resources in the Diocesan Pastoral Center are our employees and volunteers who work with the Bishop in carrying out the administration of the Church.  The development of this Emergency Action Plan is an effort to protect their well being in any emergency situation that may arise.  This plan includes a planned response to fire, emergency medical needs, bomb threats or other security concerns, severe weather or natural disasters, and event terrorist activities given the world in which we now live.  Such a plan was formerly understood by most people to be a disaster plan.

Only those with direct responsibility for carrying out this plan need to be fully knowledgeable of it.  Most employees will only need a basic understanding of it from a summary that will be provided.  The plan contains concepts and language with which most people will not be familiar but which are clearly understood by those to whom our safety is entrusted.  It is designed as a resource tool that will determine what appropriate steps should be taken in an emergency and what will meet all applicable local, state and federal regulations.


Goal of the Plan

Emergency situations are not always preventable.  This plan by design and implementation provides a guide for handling and responding to emergencies when they occur.  It has been developed to meet the following objectives:

●
Provide guidance for all employees in emergency situations

●
Identify key personnel

· Provide roles and list responsibilities for the key positions

●
Provide guidance for continued operations

●
Provide for the security of the “Core Group”


Definitions

The following abbreviations will be used in this plan:

EAP – 
Emergency Action Plan

Core Group – 
The leadership group of the Diocese of Pittsburgh

LCC – 
Loss Control Coordinator

IC – 
Incident Commander

AIC – 
Assistant Incident Commander
ERT – 
Emergency Response Team, includes the IC, AIC, LCC, MRC, Floor Marshalls, and may include others appointed by the IC.

MRC – 
Media Relations Coordinator

AED – 
Automated External Defibrillators

MPC – 
Mustering Point Coordinator

Plan Distribution

All employees will receive an electronic copy of the EAP via email.  In addition, hard copies of the EAP will be kept by the Incident Commander (IC) and the Loss Control Coordinator (LCC).  Any employee who has comments or questions or wishes to review the plan may contact the Incident Commander (IC) or the LCC.

The LCC will maintain the master plan and ensure that all copies are updated as necessary.  We will distribute the plan to those local, county, state and federal agencies that may respond to emergency situations or that have power to order the evacuation of our facility.

Plan Updating Procedures
The EAP will be reviewed at least annually and after each evacuation by the Emergency Response Team (ERT).  Prior to this review, members of the team will solicit recommendations from all employees.  All recommendations will be forwarded, in writing to the LCC.  The ERT will review all recommendations and direct any changes to be made.  The LCC is responsible for making all changes including changes in local, state and federal regulations and/or requirements.

Revision Notation and Notification
When revisions are made to the EAP, the page(s) affected will reflect the revision number in the lower left corner of the page and the effective date of issue in the lower right corner.  Each EAP will have the revision posted by the LCC.


Description of Facility

The Diocesan Pastoral Center is the main office building for the administration of the Diocese of Pittsburgh.  It is a five-story building with a basement and is a fire resistive concrete/brick structure.  The basement is used for parking and storage.  This area also offers access to the basement/social hall of Saint Mary’s Parish.  The first floor houses offices and an auditorium and is the only full floor in the building.  The remaining four floors are used for offices and meeting rooms.  These floors are constructed in a “U” floor plan forming a central open area above the auditorium.  The basement is approximately 12,600 square feet and the upper five floors total approximately 40,862 square feet.


Protective Equipment

The following equipment is located throughout the building to aid in emergency situations.  All employees should be familiar with the location of the equipment.  Members of the ERT will be trained in the use of AEDs and fire extinguishers.  All equipment is identified on the evacuation plans.

AED – 
(Automated External Defibrillator) is a device used in an emergency situation when a person’s heart is in fibrillation.  There are 2 units in the facility.  They are located in the elevator lobby of both the 2nd and the 4th floor.  They are to be used by trained personnel only.
Audible alarm –
loud buzzing used to notify personnel to evacuate.  
Emergency lighting – 
there is emergency lighting located throughout the building to assist visibility in the event the power fails.  
Fire extinguisher – 
used to extinguish incipient or beginning stages of fires.  They are located in the hose station of the stairwell for each floor and in each hallway.  They are to be used by trained personnel only.
First aid kit -
contains basic first aid items and is located in each hose station.

Flashlight – 
located in the hose station of the stairwell for each floor. 
Hose station - 
contains the standpipe system, fire extinguisher, flashlight, and first aid kit.  They are located on each floor in the stairwells.
Pull stations – 
simultaneously used to notify occupants to evacuate and outside emergency personnel to respond.  
Security desk – 
located on the 1st floor, at the Boulevard of the Allies entrance.  Security is provided from 7am to 8pm Monday thru Friday.  All visitors are required to sign in and be met by an employee.
Smoke alarms – 
send a signal to the central station monitoring system.  They are located in each elevator lobby.  Once activated, the elevators return to the 1st floor and “lock out”.
Stand pipe system – 
a water source for fire hoses.  They are located in the stairwells of each floor inside the hose station cabinet.

Hazard Assessment

Emergency Medical Situations
Emergency medical situations are an ever present hazard in the workplace.  Supervisors should be aware of any existing severe medical conditions of employees.  All incidents shall be reported to the security desk or a member of the Emergency Response Team. 
Fires
Though the threat of fires is always present, special emphasis is placed on good housekeeping procedures, proper storage of flammables and combustibles, and identification of improper storage in mechanical, electrical and boiler rooms.  There are no unusual fire hazards present at this facility.  These procedures will include an understanding that:

●
The Diocese of Pittsburgh is committed to preventing fires and those situations that may promote a fire at our facility.

●
Fire prevention is the responsibility of all personnel.  We will follow safe practices to minimize fire hazards.  Supervisors are responsible for ensuring that safe practices are followed daily.  Any problems should be reported to the Loss Control Coordinator promptly.

●
The Building Supervisor or his representative will inspect the fire protection equipment monthly.  The inspection will include fire extinguishers, fire hoses, fire alarms, and emergency lighting.  The results of this inspection will be recorded on the Monthly Fire Inspection Form and the results made available to the Loss Control Coordinator and the Safety Committee.

●
All employees of the Diocese of Pittsburgh will monitor, on a daily basis, blocked or locked fire exits, poor housekeeping procedures, smoking in non-designated areas, flammable or combustible materials improperly stored, blocked fire extinguishers, and obstructed access to electrical rooms or panels.  Any unsafe conditions found should be reported to the Building Supervisor promptly.

Sever Weather (floods, tornados, snow, etc.)
The severe weather situations that we are most likely to encounter are tornados and winter storms.  Tornados will have the most impact on our facility.  Because of the lack of warning associated with tornados, they will require our employees to be knowledgeable in their prescribed duties.  The two definitions we need to remember are:

· Tornado Watch means that tornados may occur in or near the area

· Tornado Warning means that a tornado has been spotted in the immediate area
Winter storms or suddenly dropping temperatures present a unique set of circumstances.  Our operations groups have plans in place for snow and ice removal.  One of the hazards of winter weather that our employees will encounter is getting to and from work.  During severe winter weather employees should check the hotline prior to departing for work.  The supervisors of each department will identify and contact those persons deemed essential with additional instructions.  Should severe weather strike after employees have arrived for work, the decision to send employees home rests with the vicar-general, general secretary.

Earthquakes
Western Pennsylvania is not considered a highly hazardous area for earthquakes, but the reality is they can occur anywhere.  Aftershocks and tremors can be felt for hundreds of miles.  In the event of an earthquake, take cover under a sturdy table or desk.  Be sure to cover your head.  Listen for further instructions after the shaking stops.
Bomb Threats / Terrorist Threats (chemical, biological, etc.)

All bomb threats will be taken seriously.  No employee or member of the Diocese will search for a bomb.  If an employee notices a suspicious package, they will alert the Security desk or a member of the Emergency Response Team immediately.  Threats can be made verbally, by phone, in writing, or email to us or surrounding buildings.  In the event of a bomb threat, report it immediately to the Security desk or a member of the Emergency Response Team.  If it is a phone threat, pay attention and document observations made during the call such as:  caller’s identity, vocal characteristics, background noises, accents, or any other identifiable characteristics.  Terroristic threats may be made toward the Diocese, PPG Place or general threats to the City of Pittsburgh.  Each of these conditions will require some type of action on our part.  If the threat is directed at the Diocese, the IC will direct supervisors to take those actions deemed appropriate for the situation.  These may include evacuation, lock down or restricted access and departure from the facility.
Domestic Violence/ Civil Disturbance

Unfortunately, not every home is a happy home.  There is always a possibility that a family member may come to work with viscous intent.  Employees should notify a co-worker, supervisor, the Security desk, or a member of the Emergency Response Team if they are in a situation where they feel their own health or someone else’s health is in jeopardy.
Security Breach

The front and side doors are protected to prevent unauthorized entry, and all visitors are required to sign in at the Security desk.  However, it is still possible that an unauthorized visitor gets passed security.  Any suspicious looking people should be reported to the Security desk or a member of the Emergency Response Team.



Communication

Chain of Command - Normal Operations
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Chain of Command - Emergency Operations
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Emergency Communication Systems
In order to provide for the safety of employees and visitors, it is essential that immediate warning of any emergency situations be given so that appropriate steps can be taken.

Means of Notification
The primary means of notification for fires will be the fire alarm system.  Secondary means will be the intercom system and/or verbal communication.  For all other incidents, the primary means of the notification will be the intercom system and the secondary means will be telephones and/or verbal communication.

Notification for Small Area-Specific Incidents
Incidents such as individual medical emergencies, security violations, and possible small fire in a confined area will not generally require the notification of the entire facility.  These incidents will be reported by using telephones.  They are reported to the security office or a member of the emergency response team.  An alternate means of communication would be to verbally alert required personnel.  In these incidents, the first Floor Marshall on the scene will make all necessary decisions until the IC is available or the situation is resolved.

Notification of Serious or Facility-Wide Emergency Situation
Facility-wide situations include incidents of major fire, explosion, terrorist threat, natural disaster, impending severe weather, and other events outside our facility that may necessitate the partial or entire evacuation or lockdown of our facility.

For fires, the activation of the alarm system is the primary means of notification.  The intercom system is the secondary facility-wide notification system.  Portable radios will be used to communicate pertinent information to the necessary personnel.  Cell phones and runners will also be used as back up means of communicating directions and to alert those responsible for specific duties.

For all other emergency situations, radios are the primary source of notification.  Telephones, intercoms and runners are the back-up sources.

Media Relations Policy

The Diocese of Pittsburgh recognizes the need to provide accurate information to the news media concerning emergency situations when appropriate.  In the event of an emergency at our facility, the MRC or a person designated by the IC are the only persons authorized to provide information to the media.  All requests for information concerning personnel, facilities, visitors or incidents/events, must be referred to the MRC/Communications Department.




	
If there is an emergency, dial 911

	Emergency Contact List

	Fire, Police, Ambulance
	911

	Poison Control
	1-800-222-1222

	

	Name
	Office
	Cell

	Very Rev. Ronald P. Lengwin
	412-456-3131  ext. 3471
	(412) 215-3999

	Wayne Boettcher
	412-456-3025  ext. 3447
	(412)-337-0349

	Elaine Rectenwald
	412-456-3030  ext. 3456
	(412)-370-6137

	Tony Harms
	412-456-3000  ext. 3546
	(412) 760-2377

	John Krauland
	412-456-3150  ext. 3219
	(412) 855-8998

	

	Emergency Utility Contact List

	Duquesne Light
	412-393-7000

	Equitable Gas
	1-800-253-3928

	Fire Fighters, Inc.
	412-761-3371

	Pittsburgh Water & Sewer
	412-255-2429

	State Security
	1-800-444-2892

	

	Mutual aid contact list

	American Red Cross
	412-263-3100

	Salvation Army
	412-446-1500

	Allegheny County Emergency Management Agency
	412-473-2550

	Pennsylvania Emergency Management Agency
	724-357-2990

	Mercy Hospital
	412-232-8111




Education and Training

To ensure that the EAP is properly followed during emergencies, a training program will be provided for all persons who have leadership responsibility, management, supervisors and employees.  The objectives of the training program are to ensure that personnel understand:

●
Their roles and responsibilities concerning this EAP.

●
The procedures necessary to affect a safe response to emergency situations.

●
All evacuation procedures to effect a safe and expedient evacuation of the appropriate areas of the facility

All personnel will receive training at the appropriate level of their anticipated involvement.  All employees will be trained in the general procedures and specific departmental procedures related to the EAP to include evacuations, incident discovery, and notifications.  The ERT will establish the requirements of the training and the LCC will develop and maintain the specific training plans.

All Employees’ Responsibilities

Means of Egress
All employees are to be trained on the primary and secondary exit strategies of the areas they usually work in.  Floor plans with egress routes are located in each hall and can be found in Tab 5.  Do not use elevators during emergencies.  When the evacuation alarm is triggered, the elevators return to the first floor and lock out.  Employees are responsible for assisting any visitors out of the building.  All employees should evacuate to their assigned mustering points which are located in the 1st Avenue Building parking lot and in the 3rd Avenue Plaza at PPG.  All employees shall remain at their assigned mustering point until accounted for.

Communications
All employees are to be trained on the various types of communications used internally and externally during emergency operations (see Tab 2).  The following method should be used to contact emergency personnel to report emergencies.  No employees should speak to any members of the media regarding emergency situations. 

Reporting Procedures
During an emergency situation, you begin a race against time.  The faster you can regain control of a situation the more likely you are to reduce losses to people and property.  Therefore, the Central Administration will use the RACE method for reporting an incident.

Report the incident to a Floor Marshall or the security desk, and then they will


Assess the situation (What can be done to save life and resources?)


Control the situation the best way possible


Evacuate to the mustering point or gathering point if all else fails.
PULL FIRE ALARM AND CALL 911 IMMEDIATELY UPON EVACUATION
Types of Emergencies

All employees are to be aware of the specific types of emergencies and the appropriate actions to take in the event of such emergencies listed in the Hazard Assessment section listed in Tab 1.

Organization and Personnel Responsibilities
of Emergency Response Team
The selection of personnel to fill the following positions will be based on their ability to handle the stress associated with emergency situations and the level of involvement placed on them.

Loss Control Coordinator (LCC)

The LCC is responsible for the EAP, including all updates and revisions, as well as education and training regarding the EAP for all employees of the Pastoral Administration Center. 

Incident Commander (IC)

During an emergency situation, the Incident Commander will have the responsibility for ensuring that proper actions are taken for the safety of all persons in the facility.  The IC will be the liaison between outside agencies and the Diocese of Pittsburgh.  The IC will also have to keep the “Core Group” informed of the situation.  Senior management grants the IC the authority to carry out those tasks and functions identified in the EAP or those deemed necessary for the safety of all persons involved.

Assistant Incident Commanders (AIC)

In the event the IC is not available, the AIC would take their place.  
Mustering Point Coordinators (MPC)
The MPC must proceed to their assigned areas as quickly as possible, maintain accurate accountability of all assigned personnel, gather information concerning missing employees and visitors, and forward that information to the IC.

Supervisors

Supervisors will be responsible for accountability and evacuation (on order) of their personnel.  They will also ensure that all persons have cleared the area prior to evacuation.  In minor emergencies in their area, they should respond to the scene and take charge until a Floor Marshall arrives.


Emergency Response Team

The ERT is comprised of members of the building maintenance staff, security staff and select individuals.  These persons will receive special training consistent with their responsibilities, including adult first aid, adult CPR, adult AED, fire extinguishers, and scene assessment and security training.  The ERT will come under the direction of the IC on the scene.  A member of the ERT will be contacted and respond to any medical emergency.  If and when required, our facility is within three minutes of an EMT Unit.

Traffic Control
Because both of our mustering points are across the street, it is important that one of the first few people out of the building on each side should alert the traffic to slow down.  There are highly visible vests and orange caution flags located near the main exits.  Responsible persons shall pick up the flags on the way out the door.  Once safely in the street, begin to hold cars until people stop exiting the building.


Incident Procedures

Ordered Evacuations
The safe evacuation and accountability of all our employees and visitors is the first priority.  Most of the situations we encounter will only require the sealing off of a small area or a section of the facility.  Should an incident occur that requires evacuation, we are committed to achieving this in a safe and timely manner.  To accomplish this, we must be able to affect early warning of the situation and communicate the information to the IC and the proper personnel.

We will never announce publicly the partial evacuation of our facility.  The intercom system will only be used in the event of total evacuation.

It is of the utmost importance that all supervisors know which employees they have in the facility at all times.  Should an evacuation be required, we must be able to account for all of our employees.  This will ensure that emergency response personnel are not searching for someone who was not here.
●
Incident Commander/ Assistant Incident Commander
· Know all aspects of the plan

· Ensure all personnel are trained in proper procedures

· Ensure that the proper means of notification are used in a timely manner

· Direct the actions of the ERT
· Ensure that all required outside agencies are notified

· Interact with Police, Fire and EMS
· Report known information to arriving agencies

· Know the status of the Diocese of Pittsburgh personnel

· Apprise upper management of situation

· Decide what information should be released to the media

(
Floor Marshalls
· Know the requirements of this plan

· Ensure that personnel are trained

· Determine any special needs or training that may be required
· Ensure that the area is clear prior to departing

(
Supervisors
· Know who is in the facility at the time of the emergency

· Notify all persons in their area of responsibility

· Direct evacuees to appropriate exits

· Ensure that evacuations begin immediately

· Assist evacuees and visitors as needed

· Report to mustering point and account for all assigned persons

· Assist IC and AIC as required


(
Mustering Point Coordinators
· Assist evacuation out the exits up the sidewalks or across the street

· Report to your assigned point promptly

· Maintain accurate status of assigned personnel

· Communicate status to IC or AIC when all personnel are accounted for or upon request

· If any person is unaccounted for, gather as much information as possible and relay it to the IC

(
Employees
· Know the requirements of this plan

· Know all means of egress from your work areas

· Assist supervisors in evacuation of visitors as directed

· Know where and to whom to report once outside the facility

(
Emergency Response Personnel
· Know the requirements of this plan

· Know the facility

· Know your assigned duties

Mustering Points

Each area of the facility will have primary and alternate mustering points for our employees.  In the event of an evacuation, those employees without specific duties or responsibilities will report immediately to the assigned mustering point.  Because of the size and design of our facility, all employees must know the assigned mustering points.  These points are located (see aerial view in tab 5):

●
For those exiting through the Boulevard of the Allies exit – the diocesan parking lot across the street 

●
For those exiting to Third Avenue – the PPG Plaza 

●
In the event of a catastrophic evacuation – the fountain in Point State Park

At the mustering point, check in and give any information you may have on the incident or persons you may believe are still in the facility.

Ordered Lock-downs

Due to severe weather or threats, lock-downs may be ordered.  Similarly to ordered evacuations, ordered lock-downs may be an evacuation to an internal mustering point, also know as a gathering point.  If we are given prior warning, the basement/garage area and the Social Hall of Saint Mary’s will be used as emergency shelters or internal mustering points.  Lock-downs could also be conducted by locking individuals or groups of people in their offices.  Specific directions will be given by the IC or the Security desk.
Emergency Medical Situations
Employee Procedures

· Notify Supervisor of the nature, location and severity of the emergency

· Secure area and move non-emergency personnel away from the area

· Guide ERT and medical personnel to the emergency

Supervisor Procedures
· Get as much information as possible

· Notify IC and designated Floor Marshall of situation, provide as much info as possible

· Dispatch personnel to direct arriving emergency medical personnel

· Provide dedicated communication support until incident is resolved

Floor Marshalls Procedures
· Respond to the scene

· Direct personnel in securing the area

· Assess the situation, make or cancel call for additional resources

· Inform the IC of actions being taken

· Request additional support from other Floor Marshall’s as needed

· Terminate emergency and conduct debriefing

ERT Procedures


· Respond to the scene

· Render First Aid to the level of your training

· Report by radio arrival at the scene and status of emergency 

· Advise IC or LCC of any additional resources needed, or any request that may be canceled

· Assist IC and medical personnel as needed

Loss Control Coordinator
· Move to scene and assist ERT until termination

· Monitor and take notes of debriefing

· Ensure that all forms and reports are completed in a timely manner

· Submit appropriate reports to outside agencies


Severe Weather
IC Procedures
· Direct employees to secure facility as needed

· Relocate to Security Center

· If the severe weather hits, provide appropriate direction

· Direct medical personnel to needed areas

· In the event of a catastrophic event, setup a communications center to handle requests for information

· Initiate call-back procedures if needed

· Notify upper level management of the situation

· Move to and evaluate the scene as soon as feasible

· Terminate emergency

· Make initial decisions concerning areas to be closed and outside resources needed for repair

· Prepare to conduct or delegate someone to briefing media

· Conduct debriefing as soon after emergency as possible

Floor Marshall Procedures
· Direct personnel in securing the area

· Each Floor Marshall should move to a different area in the facility

· Should a storm hit, assess situation quickly

· Inform the IC of actions being taken, recommend level of evacuation if needed

· Begin evacuation in order

· Request additional support from other Floor Marshall’s as needed

Security Procedures
Monitor Weather Alert Radio and report severe weather alerts as follows:

· On receipt of a severe weather advisory, notify the IC and ERT
· Continue to monitor radio and provide updates and changes of status

· Implement all actions requested by IC and ERT
· If notified of a tornado sighting in our area, immediately notify IC and ERT
Loss Control Coordinator
· Move to scene and assist IC and Floor Marshalls as needed

· Monitor and take notes of debriefing 

· Ensure that all forms and reports are completed in a timely manner

· Submit appropriate reports to outside agencies


Drills/ Exercises

The ERT will conduct “table top” scenarios at the direction of the IC to evaluate the plan and to implement any and all changes.  Any member of this group will also receive additional training in specific duties, actions, and responsibilities of their position during an emergency situation as identified in the EAP.  

To ensure that the EAP will meet current conditions and that all involved individuals will respond properly, the EAP will be tested periodically or when major changes to the plan are implemented.  All persons are required to participate in all evacuation drills.

The purpose of drills and exercise is to evaluate the preparedness of all personnel, the evacuation procedure, proper function of alarms and communication systems, response time of ERT, and adherence to the EAP procedures.

All drills and exercises will be documented.  This documentation will include the date and time they were conducted, evaluations by the IC and Assistants, problems identified, and corrective actions taken.  The LCC will maintain this document and present it for review at the next scheduled ERT meeting.

Frequency of Training
All employees will receive training during initial employment orientation and refresher training at least annually.  Training will also be conducted when employees change areas or departments.  Supervisors are responsible for ensuring that training is conducted.  All affected employees will receive training whenever the EAP is revised.

Members of the ERT will also receive refresher/update training for emergency fire and medical situations every six months.




Record Keeping


Current Emergency Action Plan
The most recent version of the EAP is available by request from the LCC or IC.  
Employees/ visitors present???
Training of Employees

A signed roster should be filled out at any training session, and a group photo should be taken of all participants. Also a quiz should be administered at the end of any training session to ensure that the employee learned the information.  These quizzes should be saved in order to show that the employee knew the information.

Drills/ Exercises

All drills and exercises will be documented.  This documentation will include the date and time they were conducted, evaluations by the IC and Assistants, problems identified and corrective actions taken.  The Loss Control Coordinator will maintain this document and present it for review at the next scheduled ERT meeting.

Plan review

Evaluation of the plan should be performed by the LCC and IC annually and accurate records of changes made and the date reviewed should be kept.  Criteria to be considered in the evaluation:

· Changes in organizational charts

· Newly recognized hazards

· Modifications to the structure

· New processes

· Evaluation of drills


Inspection records

Accurate logs will be maintained by the LCC of inspections of critical emergency response equipment in order to release liability in the event that someone is injured using the equipment.

· AED- 
us monthly
· Audible alarm- 
at least annually 
· Emergency lighting- 
us monthly
· Fire extinguisher- 
annually by a professional, us monthly
· First-aid kit-
us monthly

· Flashlight- 
us monthly
· Pull stations- 
professional annually
· Smoke alarms- 
us monthly
· Stand pipe system- 
professional annually
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