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Policy

These policies and procedures do not apply to anticipated and planned for operational emergencies that the Fire, Police and Public Works Departments undertake, such as hazardous material spills, hostage negotiation, ice or snow storms, etc.  

In an effort to effectively achieve employee safety and health in an emergency, emergency action plans shall be developed that address those workplace emergencies that can reasonably be expected.  Examples are fire; tornados; ice/snow; floods; violent crimes and others.  The emergency action plans shall be in writing and shall cover those designated actions that must be taken to ensure employee safety from fire and other emergencies. 

At the time of an emergency, employees should know what type of action is necessary and what their role is in carrying out the plan.  The plan shall insure that an adequate number of trained employees are available during all working hours to coordinate the implementation of the plans, particularly the one covering fire evacuations.

All occupied City buildings and/or outdoor activities shall be covered by written emergency action plans except those where there will be fewer than 10 employees.  An exception to this concerns those facilities and/or outdoor activities that involve the public.  All such facilities and/or outdoor activities must be covered by written emergency action plans.

Action plans covering occupied buildings shall address the following emergencies:

1. Fire/Explosion

2. Tornados/Severe Thunder Storms

3. Bomb Threats

4. Earthquake

5. Acts or potential acts of Violence

Action plans covering outdoor activities shall address the following emergencies:

1. Tornados/Severe Thunderstorms

2. Bomb Threats

3. Earthquake

4. Acts or potential acts of Violence 

Each plan shall be reviewed with effected employees when the plan is initiated, whenever an employee is hired, when the employee’s responsibilities or designated actions under the plan change, or whenever the plan is changed.
Procedures

Each Department Director or their designee will develop and implement the individual plans.  Different departments that share space within a single building should coordinate their efforts and develop and implement single plans for the entire building.  Copies of the emergency action plan will be kept by the Department Director and will be reviewed at least annually.

Each plan should be developed with the following guidelines in mind:
FIRE

1. At all times a building is occupied, an employee, along with a back-up, should be assigned to coordinate any response to either a fire alarm or actual fire.  These employees should be charged with notifying the fire department, even if a sprinkler or alarm system is activated.

2. Particular employees throughout the building should be assigned as “Wardens” and be responsible for making sure that all employees within a predetermined area follow the fire emergency action plan when activated.  One Warden should be assigned for approximately every 20 people present.

3. All wardens should be made aware of the handicapped, who may need extra assistance, and of hazardous areas that should be avoided during this type of emergency.

4. When a fire alarm is sounded, Wardens will coordinate the evacuation out of the building of employees and any of the public within their designated areas, insuring that all employees have evacuated.

5. Individual supervisors are responsible for taking “head counts” to confirm that all employees have evacuated.

6. Once out of the building, all employees and members of the public will congregate at pre-selected areas that are at least 50 feet from the building.

7. In places where the public assembles, floor plans shall be posted that clearly show the emergency evacuation routes that should be used from the location in question and the location of fire alarms and extinguishers.

8. A list of all emergency agency/personnel telephone numbers shall be posted near all phones that would be utilized by employees that are designated as those who would notify.

9. A written plan shall be developed to cover those buildings that normally house more than ten (10) employees or are used on a regular basis by the public.

10. At least once a year, this emergency action plan should be practiced, inconveniencing the public as little as possible.
TORNADOS/SEVERE THUNDERSTORMS

1. At all times a building is occupied, an outdoor event is conducted, or employees are working outside, an employee, along with a back-up, shall be assigned, during periods of potential inclement weather, to monitor local radio or radar.

2. All outside events and work activity except as needed with respect to the Fire and Police Departments should cease as soon as a tornado warning is issued for Morgan County, a severe thunderstorm warning is issued for Decatur, or lightning is present.  City employees should immediately assist people to shelter, if shelter exists.

3. If a tornado warning is issued for Morgan County or severe thunderstorm warning is issued for Decatur, the employee who is monitoring local conditions shall immediately notify all supervisors within the building.

4. Except for Police and Fire personnel who must remain at their stations to respond to this type of emergency, supervisors within buildings shall be directed to insure that all employees or members of the public move to the lowest innermost area of the building “safe area”, avoiding areas surrounded by glass as much as possible.

5. A City radio and a portable battery operated radio should be maintained at each building and taken by the employee designated to monitor locations to the safe area.

6. Unless conditions dictate otherwise, all employees and members of the public should remain in the safe area until the tornado warning has been canceled or the thunderstorm has passed.

7. All tornado emergency actions plans shall be in writing.
8. At least once a year, this emergency action plan should be practiced, inconveniencing the public as little as possible.
BOMB THREATS

1. Any employee who receives a bomb threat in any fashion shall immediately contact their supervisor or, if their supervisor is unavailable, the nearest member of management.

2. The responding supervisor will contact the Director or their stand-in who in turn will immediately contact the Police Department.

3. If the bomb threat indicates that a bomb has been placed in a building, the Director or their stand-in will notify all supervisors present at the time who in turn will notify all employees and members of the public.

4. The building will be evacuated as quickly as possible.

5. Individual supervisors are responsible for taking “head counts” to confirm that all employees have evacuated.

6. Once out of the building, all employees and members of the public will congregate at pre-selected areas that are removed at least 50 feet from the building.

7. If the bomb threat indicates that the device has been placed at an outside location, all employees and members of the public will be directed by the most senior employee present to vacate the area.
8. A written plan shall be developed to cover those buildings that normally house more than ten (10) employees or are used on a regular basis by the public.
ACTS OR POTENTIAL ACTS OF VIOLENCE

1. Access to buildings will be limited to as few entrances as possible, while at the same time keeping all defined and required emergency exits accessible from the building’s interior.

2. Areas not normally utilized by the public will be secured from other areas.  

3. Access to restricted areas shall be allowed only after visitors have been identified.  

4. All visitors through restricted areas shall be escorted.

5. Employees who staff main entrance reception areas will have the capability of indiscreetly being able to request and receive assistance from others in the building or the Police Department at all times the reception area is manned.

6. Unoccupied buildings will be secured, regardless of the time span that they are unoccupied.

7. A written plan shall be developed to cover those buildings that normally house more than ten (10) employees or are used on a regular basis by the public.

8. Employees who are working alone outside of buildings shall be able to immediately communicate with others. 
9. City employees shall be present at all City controlled outdoor events and be capable of quickly summoning assistance if they witness or are advised of a violent or potentially violent act.

EARTHQUAKES

1. If in a building when an earthquake strikes, employees should seek immediate shelter under a desk or other sturdy object.

2. Employees should not attempt to leave a building during an earthquake.

3. Immediately after an earthquake, employees should assess the situation and attempt to evacuate the building, assisting other employees or the general public as needed.
4. If possible, employees should take time to turn-off power to the building, including gas and/or turn off equipment.
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