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Emergency Planning &
Evacuation Drills

Q Emergency Plans
10.9.2* Plan Requirements

Part V-sec.10.9
General Fire Safety e
Emergency plans shall be

provided as required by

Chapter 20

Occupancy Fire Safety

@ Fire Drills

10.6 Emergency egress and
relocation drills conforming to
the provisions of of the CFSC
shall be conducted as
specified by the provisions of
Chapter 20.

@ 10.6* Fire Drills

+ Where Required

¢ Drill Frequency

+ Competency

¢ Orderly Evacuation

¢ Simulated Conditions
+ Relocation Area

Q Crowd Managers

20.1.4.5 In assembly occupancies
having occupant loads

exceeding 1000, trained crowd
managers or crowd manager
supervisors shall be provided at
a ratio of 1 crowd
manager/supervisor for every

250 occupants. (there are two
exceptions)

@ Drills

20.1.4.6 The employees or
attendants of assembly
occupancies shall be
trained and drilled in the
duties they are to perform
in case of fire, panic, or
other emergency to effect
orderly exiting.




Q 20.2 Educational Occupancies
including Education Group E

CESC Guide Book Part V

¢ Educational
Occupancies Existing

* New Group E

Q Emergency Egress and
Relocation Drills

(1) Not less than one
emergency egress and

4 H:
W ir
relocation drill shall be fi’ ‘\

2 L]
o o,
(¥
conducted every !

month the facility is in i
session.

Q Emergency Evacuation Drills

20.2.3.1.3 All emergency
and relocation drill
alarms shall be

sounded on the fire
alarm system.

Q Emergency Evacuation Drills

20.2.3.1.4

Emergency evacuation drills shall be
conducted at different hours of the day
or evening, during the change of
classes, when the school is at
assembly, during the recess or
gymnastic periods, or during other
times to avoid distinction between
drills and actual fires.

20.3.3 Day-Care Homes, including
those considered Institutional Group I-

4.
Emergency Egress and
i ; N AN
Relocation Drills a,lf }r S
Not less than one "
emergency egress and ‘ i

relocation drill shall be
conducted every month the
facility is in session.

Q 20.4 Health Care Occupancies, including
Institutional Group I-2

Evacuation and Relocation e L.
Plan and Fire Drills. 4 i
Not less than one "k W
emergency egress and | '\
relocation drill shall be F| .

conducted every month the
facility is in session.




Q Evacuation and Relocation
Plan and Fire Drills

20.4.2.1. All employees shall be
periodically instructed and kept informed

with respect to their duties under the plan.

Q Evacuation and Relocation
Plan and Fire Drills

+ Drills shall be conducted quarterly...

+ A coded announcement shall be
permitted to be used...

Q Procedure in Case of Fire

Protection of Patient...

the proper protection of patients shall
require the prompt and effective
response of health care personnel

Q Staff Response

All health care occupancy personnel shall
be instructed in the use of and response to
fire alarms.

Q Fire Safety Plan

A written health care
occupancy fire
safety plan shall be
provided.

Q Residential Board and Care
Occupancies

Including Residential Group R-4 and
Institutional Group I-1

+ Emergency Plan

+ Resident Training

+ Emergency Egress and Relocation Drills




Q Ambulatory Health Care Centers,
including Business Group B

+ Evacuation and Relocation Plan and Fire
Drills...

- written copies of a plan for the protection of all
persons in the event of fire shall be made
available to all supervisory personnel, for their
evacuation to areas of refuge, and for their
evacuation from the building when necessary.

Q Ambulatory Health Care Centers,
including Business Group B

+ Proper protection protection of
patients...

- shall require the prompt and effective

response of ambulatory health care

personnel.

Q Fire Safety Plan Ambulatory Health

Care Centers, including Business Group B

A written fire safety plan shall include eight
elements:

Use of alarms

Transmission of alarm

Response to alarms

Isolation

Evacuation

Evacuation

Preparation

Extinguishment

* & 6 4 4+ 0+ 0 0

Q Staff Response Ambulatory Health Care

Centers, including Business Group B

All personnel shall be instructed...
1. response to fire alarms

2. use of the code phrase

3. aid of an endangered person

4. malfunction of fire alarm system

Q Detention and Correctional
Occupancies, including Institutional Group 1-3

+ Attendants
+ Evacuation Plan
+ Fire Drills

Q Hotels, and Dormitories including
Residential Group R-1 and B and B

Hotel Emergency Organization...

+ Employees of hotels shall
be instructed and drilled in
the duties they are to
perform in the event of fire,
panic, or other emergency.




Q Emergency Duties rotels, and

Dormitories including Residential Group R-1 and B and B

Upon discovery of a fire, employees shall
carry out the following duties:

(1) Activate the facility fire protection
signaling system, if provided

(2) Notify the public fire department

(3) Take other action as previously instructed

Q Apartment Buildings & Dormitories,
including Residential Group R-2

+ Emergency Instructions for Residents of
Apartment Buildings
¢ Drills in Dormitories

@ Mercantile Occupancies,
including Mercantile Group M

+ In every Class A or Class B mercantile
occupancy, employees shall be
periodically trained in accordance with
Section 10.6

@ Mercantile Occupancies,
including Mercantile Group M

Covered Mall Buildings

+ | ease Plan. A lease plan shall be
prepared for each covered mall building

Q Business Occupancies, including
Business Group B

Drills are required -

+ In all business occupancy buildings
occupied by more than 500 persons, or by
more than 100 persons above or below
the street level

@ Industrial Occupancies, including
Factory Industrial Groups F-1 and F-2

Emergency Drills -

+ Emergency drills of the on-site
emergency response team shall be
conducted on a regular basis but not less
than once every three months. Records of
drills conducted shall be maintained.




Q Storage Occupancies, including
Storage Groups S-1 and S-2

Emergency Plan and Employee Training is
Required.

NFPA Employee Evacuation

VIDEO

LIFE SAFETY TEAM PROCEDURES
HIGH RISE BUILDINGS

Q PSYCHOLOGICAL REACTIONS
PANICI!!

In a fire situation, human behavior is as
complex as in all other areas of life, but the
behavior that the press reports is not what is
being noted upon analysis of an incident.
“PANIC” accounts for less than 5% of the
reactions to an incident and frequently, what is
considered to be a “panic situation” is actually
one of confusion, occasioned by not knowing
what to do or how to behave.

@ Behavior during an emergency
falls into four categories.

+ AVOIDANCE -

¢ COMMITMENT —
* AFFILIATION —
* ROLE -

@ There are other factors that can affect an
evacuation that we must keep in mind.

¢ CHILDREN - always leave as a group
and walk at the pace of the slowest child.

* NORMAL TRAFFIC PATTERNS — will
determined the choice of many people
for an evacuation route.

+ TIME - We must keep the reality of time
pressure foremost.




Behavior during an emergency Behavior during an emergency
continued... continued...
The safe evacuation of a public building in When an emergency occurs in a public
an emergency requires the user to engage building and an evacuation is required, it is
in rapid and appropriate decision-making expected that users will move quickly
under stressful conditions. towards and area of safety.
Q Behavior during an emergency Q Problem solving involves four
continued... cognitive stages.
An emergency, such as a fire evacuation in + The FIRST stage is understanding the
a public building can be conceptualized in problem.
terms of problem solving and decision + The SECOND stage is developing a
making. plan.
+ The SECOND stage is developing a
plan.
¢ The FOURTH stage is looking back.

LIFE SAFETY TEAM PROCEDURES for
HIGH RISE BUILDINGS

» This program is not intended to cover all situations
or emergencies which may arise.

» Itis intended to serve as the primary direction in
emergency situations.

» Employees have to exercise their discretion,
judgment and intelligence in dealing with
emergencies.




The Life Safety Team consists of: LIFE SAFETY TEAM

Fleet Safe
> Fleet Safe Manager/Alternates Manager

CBRE Facility
Manager

» Floor Captains/Alternates

CBRE On Site
Facilities Staff

Floor Captains

» Evacuation Wardens

> Searchers Stair Guards Evacuation Searchers Special Needs
Wardens Assistants
1 NOTE: Floor captains, in an emergency report to the
» Stair guards Fieet Safe Manager: During Gy 0 day mnancs,

CBRE will direct Floor Catotains in suooort of the Fleet

As a member of the Life Safety Team you
need to know the following:

» POSTED EMERGENCY FLOOR PLAN FOR YOUR AREA.
» ALL EXITS ON YOU FLOOR.
» DESIGNATED ASSEMBLY AREAS.

» THE FIRE ALARM PULL STATIONS ON YOUR FLOOR AND
HOW TO USE THEM.

» EMERGENCY PHONE NUMBERS.
» THE OTHER MEMBERS OF THE EVACUATION TEAM.

» SPECIAL NEEDS EMPLOYEES THAT MAY NEED
ASSISTANCE DURING AN EVACUATION

FIRE
FIVE MOST COMMON CATEGORIES OF
EMERGENCIES: If there is a fire or smoke condition on your floor:
> FIRE 1. Immediately notify all building occupants and local Fire
Department by activating the nearest fire alarm pull
> MEDICAL EMERGENCY station.

2. When an evacuation signal is sounded, follow

> instructions given over voice evacuation system.
Some
buildings use horns/strobes for an evacuation signal.

> 3. Designated Life Safety Team Members will direct
evacuation.
> BOMB THREAT 4. Proceed to down stair tower, then to pre-determined

floor or area of congregation.
5. Report Fire Alarm to the Fleet Security Operations
Center as soon as possible (800-233-3236)




MEDICAL EMERGENCY

If you are alerted to a medical emergency on your
floor, follow these steps:

If you are by yourself, go immediately to step #3,

If there is someone in your immediate area (within
shouting distance) alert them to the problem, request
their assistance and go to step #3 while they provide
aid and comfort.

Obtain an outside line, dial 911 (know your local
emergency numbers if 911 is not in service in your
area), provide the following information (speak clearly
and slowly):

Your full name including the street address, city and
state and the telephone number where you can be
reached.

A

o

The location of the injured person's) (as specific as
possible).

The type of injury (e.g., cut, burn, severity of
illness/injury).

Any other pertinent information.

Stay on the line until you are sure the receiving
party understands and until that party breaks the
connection.

Notify SOC (1-800-233-3236), provide the same
information as above.

Notify Building Security (if present in your facility) so
that they may guide emergency response
personnel. If you do not have building security, ask
one of your co-workers to wait for and escort the
response personnel.

Notify a Department Manager or Designee in the
area.

If you are alerted to a hazardous spill on your floor, follow these
steps:

1.STOP- DO NOT APPROACH! Assess from a safe distance.
2. Note location and size of spill.

3. No one should attempt to clean up the spill.

4. Direct all employees to a safe location.

5. Contact SOC (1-800-233-3236).

6. Notify Building Security (if present in your facility) so that they will
respond and guide emergency response personnel. If you do
not have building security, ask one of your co-workers to wait
for and escort the response personnel.

7. Notify a Department Manager or Designee in the area.

8. Fire Department, Security and Facilities Management
will immediately be notified by the Operations
Center.

9. Direct emergency response to the chemical spill.

NOTE: Response to a chemical spill requires special training and
special equipment. Unless so trained or equipped, employees
will limit their efforts to the protection of property, and
evacuation (if necessary).

If you are alerted to an odor or leak of gas on your floor,
follow these steps:

1

Obtain an outside line, dial 911 (know your local emergency
numbers if 911 is not in service in your area), provide the
following information (speak clearly and slowly):

Speak clearly and slowly, giving:

Your full name including the street address, city and state and the
telephone number where you can be reached.

The location of the odor or gas leak

Any other pertinent information.

2. Contact SOC (1-800-233-3236).

3. Notify Building Security (if present in your facility) so that they
will respond and guide emergency response personnel. If you
do not have building security, ask one of your co-workers to
wait for and escort the response personnel.

4. If agas odor or unusual odor is confirmed by the Fire
Department then the Fleet Safe Manager, Security and
Facilities Management will immediately be notified.

5. If an emergency evacuation is ordered the evacuation is treated
the same as a fire evacuation.




BOMB THREAT

If you receive a bomb threat see Appendix | for specific protocol.

¢ The decision to evacuate will be as per Fleet policy
and/or by the direction of the on scene emergency
response personnel.

+ Bomb evacuations are the same as fire evacuations;
once a decision has been made to evacuate pull the
nearest fire alarm pull station and leave the building.

+ If a suspicious device is found do not touch it,
immediately report it to security or law enforcement.

ALL OTHER EMERGENCIES

1.

2.
3.

Obtain an outside line, dial 911 (know your local emergency
numbers if 911 is not in service in your area), provide the
following information (speak clearly and slowly):
® Speak clearly and slowly, giving:
® Your full name including the street address, city and state and
the telephone number where you can be reached.
® The location of the odor or gas leak.
® Any other pertinent information.

Contact SOC (1-800-233-3236).

Notify Building Security (if present in your facility) so that
they will respond and guide emergency response personnel.
If you do not have building security, ask one of your co-
workers to wait for and escort the response personnel.

EVACUATION RESPONSIBILITIES

FLEET SAFE MANAGER

Act as the Fleet executive at the scene, assuming responsibility for
Fleet decisions and employee direction

Conduct incident assessment, escalation and communication
Coordinate the management of emergency situations, with Facilities,
Security, Emergency Response Personnel, and Floor Captains to
conduct incident

Coordinate the management of emergency situations, with Facilities,
Security, Emergency Response Personnel, and Floor Captains to
conduct incident assessment, escalation and communication.

The Fleet Safe Manager is responsible for communication, as soon
as possible, to employees, LOB Heads and Crisis Management and
SOC of any incident that has the potential to impact Fleet.

EVACUATION RESPONSIBILITIES contd.

= Specifically, Crisis Management will be called

any time that an evacuation or business
interruption exceeds or is anticipated to
exceed thirty (30) minutes.

Once clearance received from Emergency
Response Personnel, makes business
determination on facility re-entry, based upon
advice from facilities and security.

FLEET SAFE MANAGER

In the Event of an Emergency Evacuation
the Fleet Safe Manager will:

Evacuate to (ENTER A SPECIFIC LOCATION FOR
THE BUILDING)

Receives roll call from Floor captains and give status
to Emergency Response Personnel.

Provide all known information to Emergency Response
Personnel arriving on the scéne.

Immediately report any employee not accounted for
and last known location.

Immediately report any employee with injuries.

FLEET SAFE MANAGER contd.

6. Make decision to enter facility, relocate or send

employees home based upon input from Security,
Facility Management and Emergency Response
Personnel.

7. When applicable in the case of inclement weather or

when employee safety is compromised, make the
determination to have the Floor Captains move
(Department Managers/Supervisors) move
employees to the secondary assembly point (As
defined in the Business Resumption Plans).

8. If evacuation is greater than thirty (30) minutes,

notify Crisis Management and provide information for
the employee message line.

10



FLOOR CAPTAINS

Floor Captains (or alternate) will be responsible for coordinating
Life Safety Personnel on a floor.

In The Event Of an Emergency Evacuation, the Floor Captain will:

1.  Notify wardens to start the evacuation of the floor by having
occupants use the closest uncontaminated fire exits. If all fire
exits are contaminated by smoke or heat return to floor and
notify Fire Department (911).

2. Lead employees by way of stairways to the designated floor or
out of building if directed.

3. Ifdirected to leave the building, goes to designated assembly
area and display color flag for evacuees.

FLOOR CAPTAINS contd.

4. Receive “All Vacated” status from Evacuation
Wardens.

5. Communicates “All Vacated” status to designated
Fleet Safe Manager or alternate.

6. Report all occupants are accounted for to the Fleet
Safe Manager or alternate.

EVACUATION WARDENS

In The Event of an Emergency Evacuation the
Evacuation Warden will:

1. Alert all occupants in your area and direct them to
the nearest exit.

2. Ensure all occupants have left assigned floor area
and that no one is left behind.

3. Proceed to the closest stairway exit and relocates to
the designated floor or leaves the building if directed
by Emergency Personnel.

4. Report “All Vacated” status to Floor Captain.
5. Take roll call and reports status.

SEARCHERS

In The Event Of an Emergency Evacuation, the
Searchers will:

1. Search restrooms, conference rooms, file rooms and
open/private offices as directed.

2. Assure any special needs persons have received
assistance.

3. Direct people to proceed to the nearest exit.

4. Proceed to designated stairway. Direct personnel to
evacuate building via the stairwell. NOTE: Do not
direct personnel to the roof unless directed by
Emergency Personnel.

STAIR GUARD

In The Event Of an Emergency Evacuation, the Stair
Guard will:

1. Proceed to the designated stairwell.
Keep stairwell doors free from obstructions,
facilitates exit and directs traffic as needed.

3. Advise evacuating personnel to stay calm while
proceeding to assembly area.

4. Exits building when everyone has left the floor and
proceeds to assembly area.

Role of Facility Management
Company (CB Richard Ellis)

In the Event of an Emergency the facility
management staff will: (If CB Richard Ellis is on site)

1. Investigate and validate incident, report to and
Support Fleet Safe Manager.

2. Meet and assist emergency personnel.

3. Ensure incident information to reported to Fleet Safe
Manager, SOC (800)-233-3236 and CBRE Call
Center (1-800-984-3278).

4. Initiate action to restore facility systems.

11



SITE SECURITY

In the Event of an Emergency the facility security
staff will: (If Allied Security on site).
1. Provide initial response to and containment of emergency.

2. Evaluate emergency and request appropriate outside
emergency response.

3. Notification and safe evacuation of employees as per policy.

4.  Provide primary contact/conduit for emergency personnel;
assist as directed by the on scene emergency commander.

5. Supply incident information to SOC (1-800-233-3236) and Fleet
Safe Manager.

6. Investigate incident and report to Fleet Corporate Security.
7. Support of Fleet Safe Manager.

FLEET SECURITY OPERATIONS
CENTER (SOC)

SOC personnel are on duty 24 hours per day. SOC
personnel will coordinate emergency communications.
During the initial emergency, designated personnel have been
instructed to communicate relevant information to the
SOC by dialing 1- 800-233-3236.

In the Event of an Emergency, SOC will in turn notify,
as appropriate:

+ Emergency Personnel such as Police, Fire, EMS and other
agencies as needed.

+ Facility Management

+ Crisis Management

BUILDING FIRE
ALARM/PROTECTION SYSTEMS

. The building fire alarm system is (Building Specific such as) an
audible and visual alarm that can be heard throughout the
building.

. The audible signal will be (Building Specific such as) by voice
message over voice evacuation system or an audible
horn/strobe.

. Wet or dry or pre-action sprinkler systems (Building Specific
such as) List systems where applicable.

. Gaseous Extinguishing systems for computer rooms where
applicable.

SPECIAL NEEDS PERSONNEL

¢ Arrangements for special needs evacuation will be
coordinated on an individual basis by the Floor
Captains.

¢ The Floor Captains will maintain a list and floor
location of special needs personnel.

EVACUATION SUMMARY:

1. REPORT THE FIRE

Pull the nearest fire alarm pull station. If none can be found
telephone local fire department from a safe location.

IMMEDIATELY EVACUATE
Proceed to closest uncontaminated stairwell.

Enter stairwell keeping to the right and hold onto the railing.

Re-enter the building at the pre-designated floor or if instructed
otherwise, proceed to the ground level and exit the building.

. Go to designated collection point.

3. STAY IN DESIGNATED AREA

. Roll call will be taken by Evacuation Wardens.

.

e e N

NOTES:

In most emergencies special needs personnel can be
moved to a floor not affected by the incident and
standby a stairwell to await rescue by the Fire
Department.

Become familiar with the posted evacuation plan for
your area. Locate evacuation routes, both stairwells
and fire alarm pull stations.

12



2 Examples Evacuation Plans

Business Occupancies,

including Business Group B

Drills are required -

In all business occupancy
buildings occupied by more
than 500 persons, or by
more than 100 persons
above or below the street
level

Health Care
Occupancies,
including

Institutional Group 1-2

Fleet Safe High Rise

Evacuation Plan
High Rise: Any building more than
seven stories or 75 in height or
beyond the reach of the local fire
departments tallest ladder.

Fleet Safe Low Rise

Evacuation Plan
Low Rise: Buildings less
than seven stories or 75’ in
height

1075 Main Street, Waltham MA

One Fleet Place

LIFE SAFETY PLAN
LOW RISE BUILDING

Fleet Facilities
Managed by CB Richard Ellis
Revision Date: October 14, 2004
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Life Safety Team Procedures for

LOW RISE BUILDINGS
(BUILDINGS UNDER SEVEN STORIES OR LESS THAN 75 FEET IN HEIGH
The National Life Safety Code for buildings requires training

and drills in any building occupied by more than 500 persons
or more than 100 persons above or below the street floor

[ INTRODUCTION |

Congratulations for being concerned about your fellow
employees and becoming a member of the LIFE SAFETY
TEAM on your floor.

«  This program is not intended to cover all situations or
emergencies that may arise.

« Itisintended to serve as the primary guidelines to be
followed in emergency situations.

«  Employees have to exercise discretion, judgment and
common sence in dealing with emergencies.

«  These procedures may be superseded by an order of
the Emergency Services' responding incident
commander.

The Life Safety Team consists of a Fleet Safe

g , Floor Cap! 3
Wardens, Searchers, and Facilities/Security Personnel
where applicable.

‘evacuation of occupants in the event of fire or other
emergency.

Each building shall provide an Evacuation Warden for every
7,500 square feet of floor space or additional Wardens as
may be needed depending on the number of departments.
Additionally, there should be a team comprised of at least
one male and one female Search Warden to search the rest
rooms, conference rooms and lounges.

As a member of the Life Safety Team you should know the
following:

THE LOCATION OF:

Posted emergency floor plan for your area.

All exits on your floor.

Designated assembly areas.

The fire alarm pull stations on your floor and how to use
them.

Emergency phone numbers (See appendix B)
The other members of the evacuation team.

Disabled/special needs employees who may need
assistance during an evacuation.

FIVE MOST COMMON EMERGENCIES

1. FIRE

2. MEDICAL EMERGENCY

3. HAZARDOUS MATERIALS SPILLS

N

. ODOR OF GAS OR GAS LEAK

(4]

. BOMB THREAT

EIRE

If there is a fire or smoke condition on your floor follow
these steps:

-

. Immediately notify all building occupants and local Fire
Department by activating the nearest fire alarm pull
station.

N

. When an evacuation signal is sounded, follow
instructions given over voice evacuation system. Some
buildings use horns/strobes for an evacuation signal.

w

. Follow directions provided by designated Life Safety
Team Members.

&

Proceed to pre-determined collection area outside of
the building.

o

. Report Fire Alarm to the Fleet Security Operations
Center (SOC) as soon as possible (1-800-233-3236)

MEDICAL EMERGENCY

If you are alerted to a medical emergency on your floor, follow these steps:

HAZARDOUS MATERIALS SPILLS

If you are alerted to a hazerdous spill on your floor,
follow these steps:

1. STOP- DO NOT APPROACH! Assess from a safe
distance.

1. If you are by yourself, go immediately to step #3.

~

. If there is someone in your immediate area (within shouting distance) alert them to the problem, request their
assistance and go to step #3 while they provide aid and comfort.

w

. Obtain an outside line, dial 911 (know your local emergency numbers if 911 is not in service in your area),
provide the following information (speak clearly and slowly)

Your full name, street address, city, state and the telephone number where you can be reached.
The location of the injured person(s) (as specific as possible).

The type of injury (e.g., cut, burn, severity of illness/injury).

Any other pertinent information.

DY

>

Stay on the line until you are sure the receiving party understands the information and until that party breaks
the connection.

@

. Notify SOC (1-800-233-3236); provide the same information as above.

=)

. Notify Building Security (if present in your facility) so that they may guide emergency response personnel. If
you do not have building security, ask one of your co-workers to wait for and escort the response personnel.

~

. Notify a Department Manager or Designee in the area.

2. Note location and size of spill.
3. No one should attempt to clean up the spill

4. Direct all employees to a safe location

o

. Contact SOC (1-800-233-3236).

6. Notify Building Security (if present in your facility) so that
they will respond and guide emergency response
personnel. If you do not have building security, ask one of
your co-workers to wait for and escort the response
personnel.

7. Notify a Department Manager or Designee in the area.

8. Fire Department, Security and Facilities Management will
immediately be notified by the Operations Center.

9. Direct emergency response to the chemical spill

NOTE: Response to a chemical spill requires special training and
special equipment. Unless so trained or equipped, employees will
limit their efforts to the protection of LIFE, and evacuation (if
necessary).
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ODOR OF GAS OR GAS LEAK

If you are alerted to an odor or leak of gas on your
floor, follow these steps:

N

. Obtain an outside line, dial 911 (know your local
emergency numbers if 911 is not in service in your area),
provide the following information (speak clearly and
slowly):

* Your full name, street address, city, state and the
telephone number where you can be reached.

* The location of the odor or gas leak.

« Any other pertinent information.

N

. Contact SOC (1-800-233-3236).

[

Notify Building Security (if present in your facility) so that
they will respond and guide emergency response
personnel. If you do not have building security, ask one of
your co-workers to wait for and escort the response
personnel.

>

If a gas odor or unusual odor is confirmed by the Fire
Department then the Fleet Safe Manager, Security and
Facilities Management will immediately be notified.

o

. If an emergency evacuation is ordered the evacuation is
treated the same as a fire evacuation.

BOMB THREAT

If you receive a bomb threat see Appendix | for specific
protocol.

« The decision to evacuate will be made as per Fleet policy
and/or by the direction of the on-scene Emergency Services
personnel

Bomb evacuations are the same as fire evacuations; once a
decision has been made to evacuate pull the nearest fire alarm
pull station and leave the building

If a suspicious device is found do ot touch it, immediately
report it to security or law enforcement.

ALL OTHER EMERGENCIES
1. Obtain an outside line, dial 911 (know your local emergency

numbers if 911 is not in service in your area), provide the following
information (speak clearly and slowly):

Your full name, street address, city, state and the telephone
number where you can be reached.

The nature and location of the emergency.

« Any other pertinent information.

2. Contact SOC (1-800-233-3236).

3. Notify Building Security (if present in your facilty) so that they will
respond and guide emergency response personnel. If you do not
have building security, ask one of your co-workers to wait for and
escort the response personnel,

LIFE SAFETY TEAM

Fleet Safe
Manager

Fleet Building

Security

CBRE Facility
Manager

CBRE On Site
Facility Staff

_r

Floor Captains

Evacuation Searchers Special Needs
Wardens Assistants

Safe Manager. During day- to- day mainienance, CBRE will

NOTE: Floor captains, in an emergency,report o the Fleet
direct Floor Captains n supportof the Fleet Safe Manager.

EVACUATION RESPONSIBILITIES

FLEET SAFE MANAGER

The Fleet Safe Manager (or altemate) is responsible for the overall
safety and management of employees in an emergency situation
affecting, or occurring in, their building.

The Fleet Safe Manager (or alterate) is the primary business contact
for Security, Facilities and Emergency Services personnel (Fire,
Police, etc.). The Fleet Safe Manager will ensure all direction
received from Emergency Services is followed. In the absence of
Emergency Services, the Fleet Safe Manager will make allfinal
decisions, after obtaining input from Security and Facilties,
concerning Fleet personnel safety.

The Fleet Safe Manager is responsible for the following:

« Actas the Fleet executive at the scene, assuming responsibility for
Fleet decisions and instructions to employees.

« Coordinate the management of emergency situations with
Facilies, Security, Emergency Services personnel, and Floor
Captains to conduct incident assessment, escalation and
‘communication.

« The Fleet Safe Manager is responsible for communication, as
soon as possible, to employees in his/her area, LOB Heads, Crisis
Management and SOC of any incident that has the potential to
impact Fleet.

« Specificall, Crisis Management will be called any time that an
evacuation or business interruption exceeds, or is anticipated to
exceed, thirty (30) minutes.

« Once clearance is received from Emergency Services personnel,
the Fleet Safe Manager shall make a business decision regarding
facility re-entry, based upon advice from Facilities and Security.

FLEET SAFE MANAGER

In the event of an emergency evacuation the Fleet Safe
Manager will:

1. Evacuate to designated areas, assigned by
evacuation Floor Captains

2. Receive roll call from Floor Captains and give status to
Emergency Services personnel.

3. Provide all known information to Emergency Services
personnel arriving on the scene.

4. Immediately report any employee not accounted for
and his/her last known location.

5. Immediately report any employee with injuries.

6. Once authorized by Emergency Services personnel,
make the decision to enter facility, relocate or send
employees home based upon input from Security,
Facility Management and Emergency Services
personnel.

7. ‘When applicable in the case of inclement weather or
when employee safety is compromised, make the
determination to have the Floor Captains (or
b

to the secondary assembly point (as defined in the
Business Resumption Plans).

ELOOR CAPTAINS

Floor Captains (or alternate) will be responsible for coordinating Life
Safety Personnel on a floor.

In the event of an emergency evacuation, the Floor Captain will:

1.

Notify Evacuation Wardens to start the evacuation of the floor
by having occupants use the closest uncontaminated fire
exits. If all fire exits are contaminated by smoke or heat return
to floor and notify Fire Department (911).

Lead employees down or up stairways (if building is more than
one story) and out of the building to the pre-determined
collection point.

When at designated collection point, displays color flag for
evacuees.

Receive “All Vacated" status from Evacuation Wardens.

Communicate “All Vacated” status to designated Fleet Safe
Manager (or alternate).

Report all occupants are accounted for (or unaccounted for) to
the Fleet Safe Manager.
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EVACUATION WARDENS

In the event of an emergency evacuation the Evacuation Warden

will:
1. Alert all occupants in your area and direct them to the nearest
exit.
2. Ensure all occupants have left assigned floor area and that no

one is left behind.

3. Proceed to the closest stairway exit (if building is more than
one story) and leaves the building.

4. Report “All Vacated” status to Floor Captain.

5. Take roll call at assembly area and report status.

SEARCHERS

In the event of an emergency evacuation, the Searchers will:

1. Search restrooms, conference rooms, file rooms and
open/private offices as directed.

2. Assure any disabled/special needs persons have received
evacuation assistance.

3. Direct people to proceed to the nearest exit and leave the
building.

Facility Management Company

In all Fleet facilities, CBRE Manages the Life Safety Plan including
designation, tracking and training of all positions. During the normal
course of business, CBRE will support the Fleet Safe Manager in the
administration of this plan. However, some leased facilities have an
independent management company, in those cases, CBRE will
support the Fleet Safe Manager in coordinating Life Safety Plan with
Landlords Management Company to avoid conflicts.

In the event of an emergency the Facility Management staff will:
(If CB Richard Ellis is on site)

1. Investigate and validate incident, report to and support Fleet
Safe Manager.

2. Meet and assist Emergency Services personnel.

3. Ensure incident information is reported to Fleet Safe
Manager, SOC (800) 233-3236 and CBRE Call Center (800)
984-3278.

4. Intiate action to restore facility systems.

ON SITE SECURITY

In the event of an emergency the facility Security staff will: (If
Allied Security on site)

1. Provide initial response to and containment of
emergency.

2. Evaluate emergency and request appropriate outside
emergency response.

3. Notify and safely evacuate employees as per policy.

4. Provide primary contact/conduit for Emergency
Services personnel; assist as directed by the on-scene
emergency commander.

5. Supply incident information to SOC (800) 233-3236
and Fleet Safe Manager.

6. Investigate incident and report to Fleet Corporate
Security.

7. Support the Fleet Safe Manager.

ELEET SECURITY OPERATIONS CENTER (SOC)

SOC personnel are on duty 24 hours per day. SOC personnel will
coordinate emergency communications.

During the initial emergency, designated personnel have been
instructed to communicate relevant information to the SOC by dialing
1-800-233-3236.

In the event of an emergency, SOC will notify as appropriate:

* Emergency Services personnel such as Police, Fire, EMS and
other agencies as needed

* Corporate Security

* Facility Management

* Crisis Management

BUILDING FIRE ALARM/PROTECTION SYSTEMS

e The building fire alarm system is an audible and visual alarm
that can be heard throughout the building .

e The audible signal will be by voice message over voice
evacuation system or an audible horn/strobe.

e Wet or dry or pre-action sprinkler systems
e Gaseous Extinguishing systems for computer rooms (Halon)

DISABLED/SPECIAL NEEDS PERSONNEL

* Arrangements for disabled/special needs evacuation assistance
will be coordinated on an individual basis by the Floor Captains.

e The Floor Captains will maintain a confidential list and floor
location of special needs personnel.
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EVACUATION SUMMARY:

1. REPORT THE FIRE

« Pullthe nearest fire alarm pull station. If none can be
found telephone local fire department from a safe
location.

2. IMMEDIATELY EVACUATE

« Proceed to closest uncontaminated stairwell, if a multi-
story building

« Enter stairwell keeping to the right and hold onto the
railing, if a mult story building.

« Exit the building when at ground level

* Go to designated assembly area.

3. STAY IN DESIGNATED AREA
* Roll call will be taken by Evacuation Wardens.
4. RE-ENTRY

« Only the Emergency Services personnel can give
authorization to re-enter an evacuated facility, even in
the case of a false alarm.

Once Emergency Services personnel give
authorization, the Fleet Safe Manager will make the
decision to re-enter.

Ensure that safety rules are adhered to while re-
entering.

NOTE: In most emergencies disabled/special needs persannel can be moved i
area ot affected by the incident and remain by a starwel o await rescue by the Fire

APPENDIX A

EQUIPMENT

All Life Safety Team Members will wear distinguishing vests.

Multi-channel hand-held communicators will be used by
Captains and Wardens only where applicable

Fleet Safe Manager Floor Captain Kit

Vest
Kit

Lime Green Vst Flashlights (2)
Flashlight Floor Flag
lipboa Roll Call List

Clipboard with pen

epariment Check List Clipboard with attached pen

Bottle of Water/Cloth

istle
Bottle of Water/Cloth Color Coded Bag

Paper towel
Color Coded Bag

3:"“5'5 Kit Evacaution Warden Kit
Flashlight Hashights 2)
Bottle of Water/Cloth
fstistaerd Clipboard with ttached pen
Bottle of Water/Cloth
Color Coded Bag

APPENDIX B

EMERGENCY TELEPHONE NUMBERS
and LOCATION OF MEDICAL FACILITIES

1075 Main Street Waltham

Obtain an outside line prior to dialing the following: &

Police Department Emergency on

State Police.

Fire Department Emergency on

Ambulance o11

Poison Center o1

Chemical Spill

Security Manager Ron Bernard 781-788-1426

Facilty Securty Allied Security

Faciliiies Regional Manager: Mike LaRosa 800-984-3278

Faciliies Manager: Franciose Dumler 7817887670

Landiord Contact CB Richard Ellis 800-984-3278

SECURITY OPERATIONS CENTER (SOC) (800) 233-3236

(will notfy all required Security persons necessary)

CBRE Service Center (800) 984-3278
LOCATIONS OF MEDICAL FACILITIES

Waltham Deaconess Hospital Lahey Medical Center

9 Hope Ave 41 Burlington Mall Rd.

Waltham MA Burlington MA

781:647-7800 7817447600

APPENDIX C

INDIVIDUALS RESPONSIBLE FOR THE EEP

AT: (1075 Main Street Waltham)
Fleet Safe Manager
(Gerry DeRoche) 7817887316

Fleet Safe Manager (Alternate #1)

(Larry Mariasis) 1-788-7698

Fleet Safe Manager (Alternate #2)

Mary McMullen 81.788.7373

Facilities Manag

(Francoise Dumler) (781788

Building Technician:

(Arthur Hasse)

Regional Faciliies Manager:

(Mike LaRosa)

Fleet's Faciliies Management Company CB Richard Ellis, Inc.

APPENDIX D
EVACUATION ROUTES FLOOR PLAN

(Posted on the Fleet Safe Station and on all Evacuation Planning Boards)

Exit Wenification Plan

[

/
o | 1 [ttt S

‘Cne Fleet Paza, Waltam
4th Floor

(On Call 24 hrsfday) 800-984-3278
Property Management Company: CB Richard Ellis
Emergency number 800-984-3278
APPENDIX E

DESIGNATED LIFE SAFETY TEAM MEMBERS

1025 Main Street Waltham
Last updated — June 5, 2003

107 W,
Fleet Safe.
Evacuation
Teams

3WEST | STARGUARD | CHRISTIE NPAQUETTE | AT oPRATIONS. Trseon
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APPENDIX F

DESIGNATED ASSEMBLY AREA for
1075 Main Street

if the building occupants are directed to exit the building or the
building has visible damage, proceed to the designated primary
assembly area. If the primary assembly area is also in evacuation,
then proceed to the designated secondary assembly area if one is
identiied for your building. Check-in with your Floor Evacuation
Captain.

Primary Assembly Area

See Attached plan

Secondary Assembl

Sice walk Ao mai Sreet n frontof Waltharm Ford.

if for any reason employees are unable to assemble at the
primary or secondary locations they should find a safe location
and report that location to

1-866-HERE-I-AM (866-437-3426)

APPENDIX G

SAFETY TIPS

 common sense precavtions are overlooked in everyday acivies
Fol\vwmg 15 8 st of ressonably simple precauons hat vl el prevent fres.

+ This buiding is a smoke free facility. Please respect this policy. If disposing
of matches, cigarettes, cigars, or pipe ashes never throw them into
wastebaskets,

+ Be certain that al coffee pots and other electrical items have the UL
(Underwriters Laboratories) label. Make certain that these devices are turned
off when the area is unattended, especially when you are leaving at the end
of your shift

+ Avoid using portable heaters. These devices can be fire hazards and
overload circuits. Contact CB Richard Ells before using these devices and
remember to keep combustible material at least six feet away from these

fevices.

Do not plug high
Voltage items into electrical et ot e checkmg with C8 Richard
Elis, I

+ Al devices, extension cords, or other equipment should have a grounded,
three-wire cord and plug.

* Report the failure of any electrical office equipment to your supervisor.

* Store paper and waste paper at least six feet away from operating machinery.

Do not dispose of paper, paper cups, candy wrappers, or other combustible
material in urns provided for extinguishing cigarettes.

Do not stack paper on, or in any other way block, vents or exhaust outlets on
equipment

Report overheated florescent ght uns mmediatey. These are
characterized by a pungent burning o

Store flammable liquids, cleaning materials, cleaning cloths, and oily rags in
secure fireproof containers and away from operating machinery.

Pracice good housekesping on and round your desk i sorage aeas, and
in mechanical ror

‘ APPENDIX H

‘ SECURITY SUGGESTIONS

“The following suggestions contain important information regarding building
securiy, fire safety, and evacuation procedures. Itis recommended tha you
think about that may. d plan your
the instructions,
concerns regarding any of the information contained n the following pages.
consult your Floor Captain or Fieet Safe Manager.

Immediately report the following to SOC (1-800-233-3236) and building
urity:

« Any person loitering or prowiing in your area,
+ Allthefts or criminal acts immediately to Fleet Corporate Securiy.
* Unauthorized solictors into your work area.

* Report the loss of any buiding/department keys or access cards o your
Supervisor and SOC (1-800-233-3236)

Always be aware of your personalicompany property and surroundings:
+ Be alert to unknown persons wandering in and out of work areas.
+ Keep all purses, money, and valuables out o sight to discourage theft.

* If possible, at the end of your workday, laptop computers, radios, desk sets,
etc. should be put inside a locked desk, file cabinet, or closet,

Keys to di d file cabinets should not be left penorin
unlocked drawers.

PORTABLE FIRE EXTINGUISHERS

« OSHA 29 CFR 1910.38 requires the avallabilty of fire extinguishers.
Itis Fleet's policy that no one should fight a ire when t threatens his/her

No employee will use a Buiding Fire hose system; these are high
pressure systems and can cause injury.

APPENDIX |

BOMB THREAT

Upon receiving a bomb threat over he teiephone:
STEPS and ACTION
p

men's e bom gong o expode?

What wil cause 0 explode?
Did you lace the bomb?
wny?

What s your acess?
What i your name?

2. Immediately phone SOC at 1:800233:3236
L. Speak clearly and sowy, ghing:
our tul name, street address.ciy,siate and cal back phone number
The locaton ofhe possible bomb fveat (as specifc 25 possbl).

e tme that it may be set 10 o of.
Ay othr pertnent information

the fecening party breaks the conneciion

Bomb Threat Process/Procedure

» owned
Note,

order an

acuaton).

1 Secury s notfed of hreat

Pouncement fough entr faciiy nliying, but ot evacuating
*+ Locaton oot et
nouncement houghout facily, evacuate ffected areas.
. \meS@cMc Tnieat
Pouncement roughout faciiy, evacuate et facity.

APPENDIX J

Current list of employees who require special
i (Date)

For Life Safety Team Eyes Only - Do
Not Post.

Name Department Phe ue it of Assistants
Relocation
1M, Legal 7B1-788-XXXX | BrokenLeg | Freight Mike Jones
‘Somebody elevator lobby Cathy Barnes
on 23 floor.
John Smith Audit 781-788-XXXX | In wheelchair | Freight Marty Strong
elevator lobby
On 28" floor

ELEET SAFE — QUICK REFERENCE SHEET

(Remove and post in your office)

In the event of an emergency evacuation the Fleet Safe
Manager will:
Evacuate to: building 1075 loading dock.

1. Receive roll call from Floor Captains and give status to
Emergency Services personnel.

2. Provide all known information to Emergency Services
personnel arriving on the scene.

w

immediately report any employee not accounted for and
his/her last known location.

4. Immediately report any employee with injuries.
5. Make decision to enter facility, relocate or send

employees home based upon input from Security, Faci
Management and Emergency Services personnel

6. When applicable in the case of inclement weather or when
employee safety is compromised, make the determination
to have the Floor Captains (or Department
Managers/Supervisors) move employees to the secondary
assembly point (as defined in the Business Resumption
Plans)

7. If evacuation is greater than thirty (30) minutes, notify
Crisis Management and provide information for the
employee message line.
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FLOOR CAPTAINS — QUICK REFERENCE SHEET

(Remove and post in your office)

EVACUATION WARDENS — QUICK REFERENCE SHEET

In the event of an emergency evacuation, the Floor Captain will:
(Remove and post in your office)
1. Notify Evacuation Wardens to start the evacuation of
the floor by having occupants use the closest
uncontaminated fire exits. If all fire exits are In the event of an emergency evacuation the Evacuation Warden
contaminated by smoke or heat return to floor and will:
notify Fire Department (911).

1. Alertall occupants in your area and direct them to the

2. Lead employees by way of stairways to the outside of nearest exit.

the building.

2. Ensure all occupants have left assigned floor area and

3. Go to designated assembly area and display color flag that no one is left behind

for evacuees.

3. Proceed to the closest stairway exit and leave the

4 Receive "All Vacated” status from Evacuation building if directed by Emergency Services personnel.

Wardens.

5. Communicate “All Vacated” status to designated Fleet 4 Report "All Vacated” status to Floor Captain.
Safe Manager (or alternate). 5. Take roll call and reports status.

6. REPORT ALL OCCUPANTS ARE ACCOUNTED FOR
(or unaccounted for) TO THE FLEET SAFE
MANAGER.

SEARCHERS — QUICK REFERENCE SHEET

FACILITY MANAGEMENT — QUICK REFERENCE

(Remove and post in your office) SHEET

(Remove and post in your office)

In the event of an emergency evacuation, the Searchers will: i
gency In the Event of an Emergency the facility management staff will:

(If CB Richard Ellis is on site)

1. Search restrooms, conference rooms, file rooms and . -
open/private offices as directed. 1. Investigate and validate incident, report to and

Support Fleet Safe Manager.
2. Assure any disabled/special needs persons have

received evacuation assistance. 2. Meetand assist emergency personnel.
3. Direct people to proceed to the nearest exit. 3. Ensure incident information to reported to Fleet Safe
Manager, SOC (800)-233-3236 and CBRE Call Center
4. Proceed to designated stairway. Direct personnel to (1-800-984-3278).
evacuate building, via the stairwell if a multi story . X .
building. NOTE: Do not direct personnel to the roof 4. Intiate action to restore facility systems.

unless directed by Emergency Services personnel.

SITE SECURITY — QUICK REFERENCE SHEET

(Remove and post in your office)

QUESTIONS ?

In the Event of an Emergency the facility security staff will: (If
Allied Security On Site)

1. Provide initial response to and containment of emergency.

2. Evaluate emergency and request appropriate outside
emergency response.

3. Notify and safely evacuate employees as per policy.

4. Provide primary contact/conduit for emergency personnel;
assist as directed by the on scene emergency
commander.

5. Supply incident information to SOC (1-800-233-3236) and
Fleet Safe Manager.

6. Investigate incident and report to Fleet Corporate
Security.

7. Support the Fleet Safe Manager.




HOSPITAL DISASTER PLAN

I. Purpose:

A. To provide policy for response to both internal and
external disaster situations that may affect hospital
staff, patients, visitors and the community.

B. Identify responsibilities of individuals and
departments in the event of a disaster situation.

C. Identify Standard Operating Guidelines (SOG's) for
emergency activities and responses.

Il. Situations and Assumptions:

+ Several types of hazards pose a threat to the hospital:

1. Internal disasters: fire, explosions, and hazardous
material spills or releases.

2. Minor external disasters: incidents involving a small
number of casualties.

3. Major external disasters: incidents involving a large
number of casualties.

4. Disaster threats affecting the hospital or community
(large or nearby fires, impending tornado, flooding,
explosions, etc.).

5. Disasters in other communities.

@ I1l. General Considerations:

A. Lines of Authority: The following persons, in
the order listed, will be in charge:

1. Administrator.
2. Director of Nursing.

3.Nursing Supervisor on duty at time of disaster.

4.Emergency Room Supervisor.

@ I11. General Considerations:

continued:

@

. Communications:

1. A Command Center will be set up at the
Security Desk

2. The person in charge will assign a nurse to
the communications system in the E.R.

3. At least one messenger will be assigned to

each radio operator to deliver messages,
obtain casualty count from triage, etc.

I1l. General Considerations
continued:

4.

Person directing personnel pool shall send a runner

to all departments to advise them of the type of number

of victims and extent of injuries.

A "Visitor Control Center" will be set up in the front

lobby.

Telephone lines will be made available for outgoing

and incoming calls.

Assistance in providing additional radio communications to all
departments within the hospital may be obtained from Radio
Amateur Civil Emergency Services.

o

o

~

I11. General Considerations
continued:

C. Supplies and Equipment:

+ Extra supplies will be obtained from

Purchasing personnel through runners.

Outside supplies will be ordered by the

Purchasing Director and brought into the

hospital via the loading dock.

D. Valuables and Clothing:

1. Large paper or plastic bags are available in
the treatment Areas and the storeroom for
patient's clothing and valuables.

*
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I1l. General Considerations
continued:.

E. Public Communication Center:

1.A communication center for receiving
outside calls and giving information to
the press, radio and relatives shall be set
up in Medical Records.

2.The press can use the restaurant as their
headquarters.

I11. General Considerations
continued:

A. Administrator:

In a major disaster will do the following functions:

1.

Check with local authorities to verify the disaster and
obtain additional information.

Authorize announcement of disaster to hospital
personnel.

Ask for help from local police and volunteer organizations
as deemed necessary.

Stay in the area of administrative offices to be available
to assist, as requested, by disaster coordinator.

F. Morgue Facilities:

1. Patients pronounced DOA will be tagged with a
Disaster Tag The top sheet will be taken to the
Command Center.

2. Bodies will be stored in the hallway by Purchasing.
Personnel will remain with bodies until removed by
Funeral Director.

3. After bodies have been identified, the information will
be filed on the Disaster Tag and Medical Records.

4. The bodies will be removed via the loading dock to
the Funeral Director.

B. Director of Nursing:

1. Inamajor disaster will do the Administrator's
functions, if he is absent.

2. Is responsible for notifying all department heads or
alternates.

3. Inamajor disaster be responsible to see that

families of victims are notified as soon as possible.
The Command Center Director will coordinate these
efforts and notify Medical Records personnel as to
when information can be released to the press.

C. Nursing Supervisor:

[y

. Is responsible for determining the extent of the
disaster.
(The Director of Nursing would then notify all
department heads or alternates as noted above.)

2. Will set up a Command Center - All department heads
would report in to the supervisor before going to their
departments.

3. Will attempt to find adequate numbers of nursing
personnel.

4. Leave extension "xxx" open to outside Command

Center.

*

D. Admitting Office:

© 00N U WNRE

. Assign responsible person to switchboard as soon as possible.
. Department head or designee will call in their own personnel.

. Notify Emergency Communications Center internal disaster.

. You are responsible for sounding the "Orange Alert" alarm.

. Do not accept routine non-emergency admissions except OB's.
. Refer all public information calls and press to Reception Area.
. Direct press to the restaurant.

. Call local clergy as requested.

. Assign an admissions person to aid with discharge of hospital

patients from the east solarium, if requested by Med/Surg.
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E. Dietary:

1. Department head or designee will call in their own
personnel as needed after reporting to Command
Center.

2. Prepare to serve nourishments to ambulatory
patients, house patients and personnel as need
arises.

3. Clear hallway of all tray carts.

4. Utilize T.C. dining room and west hospital solarium
for extra eating space.

5. Be responsible for setting up menus in disaster
situation and maintain adequate supplies.

F. Maintenance:

1. Department head will call in their own personnel as
needed after reporting to Command Center.

2. Maintain full operation of all facilities.

3. All doors should be locked immediately except
employee entrance, Emergency Department door,
and front lobby.

4. Be responsible for setting up extra beds in hospital if
needed.

5. Be willing to help with movement of victims from
ambulance to Triage.

G. Housekeeping and Laundry:

1. Department head or designee will call in their
own personnel as needed after reporting to
Command Center.

2. Be available to help clean receiving area,
and clean rooms between cases in treatment
areas.

3. Be sure all hallways or traffic areas are clear
of cleaning carts, equipment and etc.

H. Operating Room, CSR, PAR, Anesthesia, & OP

1. Supervisor or RN will supervise Operating Room and
call all needed personnel after reporting to Command
Center.

2. Call additional surgeons as needed.

3. Check area for supplies and equipment.

4. Ask for additional help to carry out surgery and
treatments in Operating Rooms and Recovery Room.

5. Assign and direct scrub nurses and circulate.

6. Notify Triage when Operating Rooms and Recovery
Room is available for more patients.

7. Keep minimum list of supplies on hand and be
prepared to process additional sterile supplies
quickly.

8. Notify anesthetists who will maintain adequate
anesthesia and drug supplies

I. Hospital Unit - Supervisor will:

[

Assign nurse or unit coordinator to communications system in E.R.
Prepare for expansion by notifying maintenance of number of
extra beds needed and where to set them up.

Discharge and movement of hospital patients to create more room
for casualties.

Send for extra supplies needed from Purchasing, CSR, Laundry,
and Dietary.

If internal, prepare for evacuation of patients to safe area.

Send designated personnel to Command Center with wheelchairs.
Send messenger to Command Center to check for update.

The elevators will be used ONLY for the transportation of patients
or equipment...all personnel will use the stairway.
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J. ICU - After notification of disaster, the
ICU nurse will:

1. Evaluate patients in the Intensive Care Unit
for possible discharge. Use established
discharge criteria as a guide. Transfer
patients out if indicated.

2. Prepare to admit more critically ill patients.

3. Send runner to Command Center or phone
for help.
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K. Swing Bed Unit:

1. Know current empty bed count and
number of personnel available who
could assist in other units. Send
number to Command Center.

2. Remain in your unit until notified
differently.

3. Will make wheelchairs available.

L. OB Unit:

1. Staff from OB can be used to assist in
triage if department is covered.
Volunteers can be used from OB to
assist in disaster.

2. Patients other than OB's will be triaged
by Command Center before being
transferred to OB.

M. Chemical Health Recovery Unit:

1. Department Head or designee will call
in their own personnel as needed after
reporting to Command Center and staff
holding area.

2. Department Head will send designated
personnel to Triage with wheelchairs to
hold in ER waiting room until needed.

N. Medical Imaging:

Day Shift:

1. The department head or designee will find out the number of
patients involved and any other pertinent information from the
Command Center.

2. The department head or designee will be responsible for calling
in any and all personnel needed to sufficiently handle the patient
load.

Evening Shift:

1. The technologist on duty or on call for the Radiology
Department will be alerted by the night supervisor. This
technologist will be considered the designee of the x-ray
department and will report to the information center for further
information.

2. It will be the duty of this technologist to call in extra help as
needed. All extra help called in will report directly to Radiology.

Duties of Medical Imaging Personnel:

Department Head will:
Call any or all personnel needed.

1. Arrange for extra supplies to be brought in if
needed.

2. Coordinate flow of work and delegation of
work areas.

Other Technologists will:

a. Perform all x-ray exams as needed and
assigned.

b. Perform all clerical duties.

O. Laboratory:

1. Department Head or designee will call in their
own personnel as needed after reporting to
Command Center.

2. Call personnel from nearby hospitals and
clinics as necessary.

3. Have arrangements made to obtain additional
blood, equipment and supplies from area
agencies.
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P. Materials Management — Purchasing:

1. Department Head or designee will call in their
own personnel as needed after reporting to
Command Center.

2. Be prepared to supply all departments with
needed supplies.

3. Director will designate assistant to supply
runners or volunteers to deliver supplies.

4. Have an up-to-date list of suppliers who can
quickly supply extra materials.

5. Have Kardex in Storeroom up-to-date.

Q. Pharmacy:

1. Report to Command Center, then remain in
department.

2. Have list of drug suppliers that can provide
emergency supplies quickly (list is in Procedure
Manual).

3. Keep minimum supply of emergency drugs on
hand at all times.

4. Pharmacy should remain open and have a
runner to deliver needed meds to areas.

R. Respiratory Therapy:

1. Department Head or designee will call in their
own personnel as needed after reporting to
Command Center.

2. Keep adequate supply of bubblers, cannulas,
masks and flow meters available in
Respiratory Therapy Department.

3. Be prepared to obtain additional respirators
and equipment as needed.

4. Be prepared to assist in treatment areas.

5. Keep resuscitation equipment in good
operating condition and well marked.

S. Physical Therapy:

1. Department Head or designee will call
in their own personnel as needed after
reporting to Command Center.

2. Be prepared to accept walking
wounded victims. Be prepared to
provide assistance to RN's as needed.

3. Request a runner from Command
Center as needed.

T. Occupational Therapy:

Department Head or designee will call in their
own personnel as needed after reporting to

Command Center.

U. Stress/EKG Department:

1. Reports to Respiratory Therapy Head or
designee.

2. Be prepared to obtain additional equipment
and supplies.

3. Be prepared to assist in treatment areas.

V. Social Services:

1. Report to the Command Center and be prepared to
stay with relatives of victims in hospital lobby.

2. Will provide Command Center with a list of the family
members that are here.

W. Director of Community Relations:

1. Department Head or designee will call in their own
personnel as needed after reporting to Command
Center.

2. Be prepared to call in volunteers who are familiar with
physical plant of hospital to serve.

3. Have volunteers set up downstairs classroom for
babysitting personnel's children.
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. Quality Improvement/Risk Management -
Utilization Review:
Report to Command Center and assist with
relatives of victims in hospital lobby. Also assist
Education Coordinator with press information.

. Security:
Report to Command Center.

. Assist RN's as needed.

. Infection Control:
Report to Command Center.
Be prepared to assist in Pharmacy as needed.

AA. Nursing Personnel Assigned to
Disaster Victims:

1. Obtain information and fill out available information
and time on disaster tags. Even if no information is
available as to identity, give information as to
condition, types of injuries, etc.

If top sheet on tag has already been picked up,
use O.P. record (may use ER Nurses notes) to
record changes in patient's condition, additional
information, etc.

Be sure to use hospital disaster tag number for
identification (the tag is in triplicate).

BE SURE top sheet of disaster tag is made available to Medical
Records with pertinent information.

DO NOT leave your patient unattended. Patient may be signed off to
person in charge when admitted to a unit.

Give aggressive first aid treatment.

Make out the appropriate lab slips and x-ray requisitions with disaster
number. It is essential that they have these slips made out.

Patients who have been admitted to the hospital should have the
information slips placed with the Command Center in the Emergency
Department.

If a patient is transferred, be sure to indicate on the tag to which
hospital he has been sent.

If a patient is admitted to our hospital, be sure and send all oxygen
equipment to his room with him.

Sign disaster tags.

AB. Medical Records:

1. Department Head or designee will call in their own
personnel as needed after reporting to the Command
Center.

2. Assign person to be responsible for maintaining
casualty lists and assist with paperwork as needed at
Command Center.

3. Supply extra forms as needed.

4. Be responsible for releasing information to the press
after the families of the victims have been naotified.

V. Plan Development and
Maintenance:

a. This Disaster Plan was developed by the Disaster
Subcommittee of the Safety Committee and with the
cooperation of all departments in the hospital.

b. All departments are responsible for maintaining an
up-to-date disaster manual and notifying the Disaster
Subcommittee of changes in their departments.

c. This plan will be updated annually or as changes in
departments occur.

V. Plan Development and
Maintenance:

A. This Disaster Plan was developed by the
Disaster Subcommittee of the Safety
Committee and with the cooperation of all
departments in the hospital.

B. All departments are responsible for
maintaining an up-to-date disaster manual
and notifying the Disaster Subcommittee of
changes in their departments.

C. This plan will be updated annually or as
changes in departments occur.
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