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Texas Health and Human Services Office Emergency Action Plan

This plan is to establish a 3-5 minute action plan and procedures for the orderly and
coordinated evacuation, or “shelter in place” for the Technology Warehouse / Print
Shop in response to major emergencies. The action plan addresses all major
aspects of keeping building occupants safe during emergencies. As each
occurrence is unique, we rely on the judgment of all employees to react in a
manner most conducive to the safety of employees, contractors and visitors.
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Texas Health and Human Services Office Emergency Action Plan

Section 1 - Emergency Phone Numbers

Dial 911 to contact emergency responders in your area.

HHS Facility & Warehouse Services (FWS) Contact Information
Name and Role Mobile Office

Paul Kida

HHS Warehouse Manager (512) 250-7125

Tremaine Wingfield

HHS Business Services Officer (E12)) Jaereli (1) apil-zely

Seth Stallings

HHS Facility & Warehouse (512) 348-5037 (512) 424-6553
Services Director

Always contact 911 for any emergency at the facility. The HHS Facility Resource
Center (FRC) also maintains contact information for all public utilities for HHS
offices (e.g. water, electric, gas). Contact the FRC (512) 424-6970 for all utility
emergency issues. The number to Poison Control Center is 800-222-1222.
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Section 2 - Emergency Action Team

Decision Maker/Responsible Managezr:

Name and Role Mobile Office

Paul Kida

HHS Warehouse Manager (512) 250-7125

Tremaine Wingfield

HHS Business Services Officer ) e (slz)ebl-2ely

Seth Stallings
HHS Facility & Warehouse (512) 348-5037 (512) 424-6553
Services Director

Office Emergency Action Team (OEAT) Members

Incident Decision Maker (White Vest):

Ensure your emergency team is notified for action and 911 has been called.

e Immediately contact 911

e Use your available communication method to notify your emergency action
team and then all occupants.

e Gather information from the Emergency Coordinators and provide that to
emergency personnel when they arrive.

e Assign Emergency Coordinators and Area / Floor Monitors.

e Ensure evacuation routes are posted in conference rooms, break rooms and
throughout the building.

e Ensure Emergency Coordinators and Area / Floor Monitors are trained and
understand what is required of them.

e In certain situations such as bomb threat or external explosion occupants are
to remain in the building until further directions are received from law
enforcement personnel.
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Texas Health and Human Services Office Emergency Action Plan

Emergency Coordinators (Yellow Vest)

Report to assigned assembly area immediately

Gather all information from Area / Floor Monitors.

Report information gathered from Area / Floor Monitors to the Incident
Decision Maker as information is received.

Inform staff in evacuation assembly area when it is safe to return to the
building or provide direction to staff as directed by the Incident Decision
Maker.

Area / Floor Monitors (Orange Vest):

Ensure any employees who need evacuation assistance, has two buddies
assigned to them. Provide the location and phone number of those needing
evacuation assistance and their assigned buddies to the Incident Decision
Maker.

Ensure staff assigned to your zone understands what to do in the event of an
emergency.

Ensure assigned zone is clear of staff during an evacuation.

If there are any offices in your assigned zone ensure they are closed.

If there are any restrooms in your assigned zone ensure there is no one in
there.

Collect the names and locations of those who need evacuation assistance and
their assigned buddy as you proceed down the stairs to your evacuation
assembly area and report it to the Emergency Coordinator immediately when
you get to the evacuation assembly area.

Provide direction to evacuating staff during an evacuation to ensure safety.
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Texas Health and Human Services Office Emergency Action Plan

Section 3 - Evacuation Floor Plans, Assembly Areas &

Severe Weather Plans

Be familiar with areas in your office that can be locked or secured such as
offices or conference rooms. Refer to Section 5 — Hostile Intruder/Active
Shooter.

Evacuation Floor Plan
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Texas Health and Human Services Office Emergency Action Plan

Severe Weather Best Available Refuge Areas
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Texas Health and Human Services Office Emergency Action Plan

Section 4 - Response Actions

There are five basic actions that building occupants must know in order to have the
best opportunity for a positive outcome in an emergency. These procedures are
critical to responding to emergencies.

Key actions are:

Evacuation

Shelter in Place

External Lockdown
Internal Lockdown
Active Shooter Response

ke

Evacuation

The purpose of evacuation is to safely and quickly lead occupants out of the facility
to a safe assembly point located a safe distance away from the facility. The type of
emergencies for evacuation may include fire, explosion, bomb threat, hostile
intruder, flooding, etc.

All Employees:

e Treat each evacuation directive as if it is real and evacuate the building
according to the evacuation route for your area.

e Remain calm and follow the instructions of your Area / Floor Monitors.

e Stop what you are doing and walk to the nearest exit. If in easy reach, take
all personal belongings such as purse, coat, and car keys. Do not attempt to
return to your office to get personal belongings if you are not in the
immediate vicinity. Close all doors behind you.

e If a client, visitor or contractor is with you, instruct them to follow you out of
the building.

e Use the back of your hand to feel for heat before opening a door. Do not
open a door that feels hot.
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e Evacuate according to the posted evacuation route or as directed by your
Area / Floor Monitor.

e Proceed to your designated evacuation assembly area as noted in your OEAP
Section 3.

e Be aware of any suspicious activity while outside the building, and notify one
of the Area / Floor Monitors, staff wearing orange vest, or the Emergency
Coordinator, employee wearing yellow vest, in the evacuation area.

e Do not smoke, even outside the building.

e Do not sit in your car or move your vehicle during the evacuation.

e Do not use a cellular phone until an “all clear” has been given by the
Emergency Coordinator.

e Do not reenter the building until the “all clear” has been given by the
Emergency Coordinator. If the office cannot be re-occupied in a timely
manner, management, in conjunction with professional emergency
responders, will determine re-entry, dismissal or move to an alternate
location.

Shelter-in-Place

A short term protective action taken where facility occupants remain inside the
facility with doors closed. The decision to shelter-in-place will be based on the
most current available information and based on events around the facility. Use
this directive when it is safer for personnel to remain inside the building than to exit
or evacuate.

Shelter-in-place due to severe weather is different from shelter-in-place because of
a threat of chemical, biological, radiological or nuclear (CBRN) event. In a CBRN
event, an additional goal is to prevent outside air from entering the facility. In such
an event extra steps may be necessary. See Section 5, Incidents, Hazardous
Material Release for more details on CBRN events.

External Lockdown

The purpose of an external lockdown is to secure the building from external threats
by locking all entrance points. While a lockdown may be required for a variety of
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circumstances (nearby bank robbery, SWAT call out, credible threat of violence
received, etc.), the intent is to remove staff from the threat and, as much as
possible, to isolate the danger whether it is on site or in the vicinity. Depending
upon circumstances, evacuation can be directed immediately after the incident.

When an External Lockdown is announced:

e Danger area(s) should be identified and reported to law enforcement, 911
when it is safe to do so.

e Secure entrance point(s). Move to interior secured locations if necessary.

e Never request any staff member to report to the office or other command
post without first letting them know that a threat exists and the approximate
location, if known. Never place any staff member in danger.

e When ordering a lockdown, use simple terms, brief explanations of the
situation and keep the message short. DO NOT USE CODES.

e A lockdown may require staff to stay onsite beyond the regular work day in
order to provide for staff safety. The Incident Decision Maker will stay in
contact with law enforcement personnel to evaluate the situation and end the
lockdown as soon as possible.

e Personnel who decide to leave the facility during a lockdown may find
themselves in a dangerous situation or their movement may be restricted by
law enforcement.

e Individuals who insist on leaving may not be allowed to re-enter the building
depending on the proximity of the threat.

Internal Lockdown

An Internal Lockdown may be used when a dangerous or potentially dangerous
situation has developed inside the facility. In such a situation a call for immediate
evacuation of the facility may not be practical or may result in a greater potential
danger than initially locking down the facility. Depending upon circumstances,
evacuation can take place immediately after the incident.

When an Internal Lockdown is announced:
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Danger area(s) should be identified and reported to law enforcement, 911,
when it is safe to do so.

Move to interior secured/locked locations, if possible.

Never request any staff member to report to the office or other command
post without first letting them know that a threat exists and the approximate
location, if known. Never place any staff member in danger.

When ordering a lockdown, use simple terms, brief explanations of the
situation and keep the message short. DO NOT USE CODES.
Circumstances may permit individual staff to evacuate if it becomes clear
there is a safe exit route. If a violent act occurs at your location follow the
Workplace Violence or Hostile Intruder guidance in Section 5, Incidents.

Law enforcement personnel may direct individuals to evacuate as portions of
the facility are cleared for evacuation.

Active Shooter Response

An active shooter emergency involves one or more persons using a firearm,
engaging in a random or systematic shooting spree. It may last minutes or hours,
range over a large and constantly changing area, and threaten everyone within
close proximity of the shooter(s). Persons may or may not receive advance
warning of an active shooter. A witness, personal observation or the sound of
gunshots may be the only alert you receive, leaving little time to react.

When an Active Shooter is announced:

Stop what you are doing and quickly assess what you know about the
situation.

Based on the situation and what you know, determine what action to take
next...which may involve running, hiding, and/or fighting.
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Section 5 - Incidents

Fire or Explosion

If a fire is discovered:

e Activate a fire alarm pull station. Follow instructions on the pull station.

e Call911

e Emergency Coordinators (yellow vest) will report to the assembly area
immediately with radios.

e Area / Floor Monitors (orange vest) will clear their zone and assist with
evacuation.

If there is a fire or explosion outside the building, call 911 and report the incident.
Do not activate the fire alarm system unless the fire is a threat to the building.
Follow the directions of emergency personnel if area evacuation is required.

Workplace Violence
If a threat is made against someone in the office, take the following actions:

e Call 911 if there is imminent danger.
e Notify the lead supervisor who will contact HHS Facility & Warehouse
Services, the Incident Decision Maker or the OEAT.

Verbal conflicts can escalate into a dangerous situation. If a person is angry,
hostile, and/or shouting:

Stay calm and listen attentively

Maintain eye contact

Be courteous and patient

Keep situation under control, if possible

Signal a co-worker that you need assistance

Do not make any calls yourself

A co-worker notifies HHS Facility & Warehouse Services, the Incident
Decision Maker or the OEAT.

If a situation is immediately violent or anger escalates into threats or violence:

Last Update September 2018 OEAP Page 12 of 26



Texas Health and Human Services Office Emergency Action Plan

e Call91l1

e Notify HHS Facility & Warehouse Services, the Incident Decision Maker or the
OEAT.

e Anyone not involved in talking with the person should move away calmly and
slowly, until out of sight.

e Once out of sight, evacuate the building, if possible.

e If unable to evacuate, hide in a hard wall office, if possible. Lock the door.

e Be quiet, silence cell phones and stay out of sight.

Hostile Intruder - Active Shooter

An active shooter emergency involves one or more persons using a firearm,
engaging in a random or systematic shooting spree. The vast majority of shootings
in this country are over in a matter of minutes, involve persons known to one
another, and are confined to a particular area. However, an active shooting incident
does not follow this template. It may last minutes or hours, range over a large and
constantly changing area, and threaten everyone within close proximity of the
shooter(s).

Persons may or may not receive advance warning of an active shooter. A witness,
personal observation or the sound of gunshots may be the only alert you receive,
leaving little time to react. The sound of gunshots, unlike special effects in movies
and television, may sound muffled and make a "pop, pop, pop" noise. It is
reasonable to assume that a series of such noises are gunshots and you should
begin to take necessary precautions.

Below are options you can utilize in order to increase your chances of surviving a
surprise attack by an active shooter. It is important to remember that the options
provided are not a set of actions you "shall, must, will' do when confronted with an
active shooter. You may use only 1 or 2 parts of the response plan or you may
have to utilize all 5. In this type of incident, your perception is the reality. You will
be deciding the appropriate action to take based on the unique situation you
encounter. Your survival is paramount in this situation. Deal with known
information and don't worry about unknowns.

The first notification or awareness can be anything.

e Gunfire

Last Update September 2018 OEAP Page 13 of 26



Texas Health and Human Services Office Emergency Action Plan

Run

Witness
Phone alert

If safe to do so, remove yourself from the danger zone as quickly as possible.

Hide

Decide if you can safely escape

Run in a zigzag pattern as fast as you can

Do not stop running until you are far away from the area

If able to escape through a window, break out windows and attempt to
quickly clear glass from the frame

Do not attempt to drive from the area

Lockdown - If you are unable to escape safely, hide in a secure area.

e Be familiar with areas of your office that may be locked or secured

e Lock the door

e Cover any windows in the door if possible

e Barricade the door with anything available (desks, chairs, etc.)

e Look for alternate escape routes (windows, other doors)

e Callol1

e Move away from the doorway in case gunfire comes through

e Silence or place cell phones on vibrate

e Once secured, do not open the door for anyone; Police will identify
themselves to enter when the situation is over

e Gather weapons (coffee cups, chairs, books, pens, etc.) and mentally
prepare to defend yourself or others

e Put yourself in position to surprise the active shooter should they enter the
room

Fight

Fight back -This is the use of simple, proactive techniques if you are confronted by
the active shooter.

Anything can be a weapon
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Create as much noise as possible

Attack in a group (swarm)

Grab the shooter’s limbs and head and take them to the ground and hold
them there

Fight dirty-bite, kick, scratch, gouge eyes, etc.

Run around the room and create chaos

If you have control of the shooter call 911 and tell the police where you are
and listen to their commands when officers arrive on scene

When possible, use any means available to pass on real time information with
others.

Give information in plain language

Who, what, where, when and how information

Information can be used by people in the area or who may enter the area to
make common sense decisions

Can be given by verbal communication, text messages, or other available
communication tools

Secondary Issues to Consider

Responding police will have their weapons drawn and ready for use. They do
not know exactly who the shooter is and will probably point weapons at you.
Remain calm and follow any directions they may give you. You may be asked
questions, patted down, and given orders to exit.

Responding police are there to stop the active shooter as soon as possible.
They will bypass injured people and will not help you escape. Only after the
shooter is stopped will they begin to provide other assistance.

If you come into possession of a weapon, do not carry or brandish it! Police
may think you are the active shooter. If possible, put it in a trash can and
carry it with you. If you come across police, calmly tell them what you are
carrying and why. Follow their commands.

Be prepared to provide first aid. Think outside the box. Tampons and
feminine napkins can be used to stop blood loss. Shoes laces and belts can
be used to secure tourniquets. Weighted shoes can be tied around a person’s
head to immobilize it. Remember it may be several hours until someone can
safely move an injured person. The actions you take immediately to treat
them may save their life.
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e If you are in lockdown for a long period of time, give consideration to issues
such as bathroom use, keeping people calm, etc.

e Talk to your co-workers beforehand to know if they have any special skills.
Consider strategic placement of these people in an office setting. You may
have current or ex-military personnel, medically trained persons, or even
people trained in martial arts that can provide assistance in this type of
incident.

e Consider setting up offices to make it harder for an active shooter to enter
and acquire targets.

Video training specific to this type situation, titled "RUN.HIDE.FIGHT.” is available
on the Ready Houston website: https://youtu.be/5VcSweju2D0

Bomb Threat

Every bomb threat must be immediately reported to law enforcement. All
threats should be investigated. Not all threats result in evacuation.

If you receive a bomb threat by phone call, keep the caller on the line for as long as
possible and engage in conversation to obtain as much information as you can. Get
the attention of someone nearby and write a note to inform them what is going on.

That person should call 911, contact a supervisor, and contact your BSO. Continue

to record information using the checklist below so the information can be conveyed

to the police.

Upon receiving a bomb threat, or threatening call, please note:

Time of call Time call ended

Telephone number displayed on Caller ID

Exact words of caller

Remain calm - Questions to ask during conversation with caller

1. About the bomb: Where is it? What kind is it? What does it look like? What will
trigger it? Is it set on a timer?
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2. About the caller: Why did you place it? What's your name/address? Where are

you calling from?

CALLER’S VOICE (circle)

Male Female Accent Disguised Normal Calm Angry
Stressed Slurred Broken Stutter Slow Rapid
Sincere Lisp Deep Crying Excited Loud

If voice is familiar, whom does it sound like?

Any background noises?

Remarks

Name & phone number of person receiving the call

If the threat is received in electronic format do not delete the message. Leave the
computer on so security and law enforcement personnel can view the message.
Print screen to capture the message information.

Call 911 and give specific details to evaluate the credibility of the threat. Notify
your supervisor immediately. Location will not be evacuated unless a suspicious
item is found or instructed by law enforcement. If a threat is deemed not credible
by law enforcement, the building may not be evacuated.

Suspicious Item / Package

Package/Item Bomb Indicators

e Fictitious, unfamiliar or no return address
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Restrictive markings (i.e. “To be opened by addressee only”)
Excessive postage, rigid or bulky

Strange odors such as petroleum based or chemical

Oily stains on surface

Protruding wires

Addressee has wrong title and name

If you are suspicious of a mailing or item:

Do not open the package or item

Treat it as suspect and isolate

Report the suspicious item to your supervisor

Call 911

If powder has spilled, do not try to clean up the powder.

Cover the spilled contents immediately with anything (clothing, paper, trash

can). Do not remove the covering.

e Leave the room and close the door or section off the area. Keep others from
entering.

e Wash your hands with soap and water.

e Call 911. Notify your supervisor.

e Make a list of all people in the room or area when the suspicious package or
item was recognized.

e Provide the list to emergency personnel.

Hostage Situation
If you observe a hostage situation:

Leave the area without causing suspicion.

Proceed to a safe area and call 911.

Evacuate the building, notifying others quietly to do the same.

If unable to evacuate safely, hide as in situation of an armed intruder.
Inform authorities of the location of the situation, who is being held, number
of captors, and whether captors are armed.

e Provide authorities with your name, location, and phone number.

If you are taken hostage:

e Remain calm, polite and cooperate with captor(s).
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e Do not attempt to escape unless extremely good chance of survival.

e Speak normally. Avoid complaining, being belligerent and comply with
orders/instructions.

e Do not draw attention to yourself.

e Observe captors to provide detailed description to law enforcement.

e Try to establish a rapport with captors. They are less likely to harm you if
they respect you.

e If forced to present terrorist demands, state clearly that demands are from
captors. Avoid making a personal plea.

Tornado

Tornadoes may not be visible except for an approaching cloud of debris and
generally occur near the trailing edge of a severe thunderstorm. A tornado warning
means that tornadoes have been sighted or indicated by weather radar. If a
tornado is a threat to your building, all employees should follow these instructions:

When a warning is issued by sirens or other means, seek inside shelter. Consider
the following:

Rooms constructed with reinforced concrete, brick, or block with no windows.
Stay away from outside walls and windows.

Kneel against interior wall. Use arms to protect head and neck.

Remain sheltered until the tornado threat is announced to be over.

Severe Weather

If weather becomes a threat, HHS Facility & Warehouse Services will relay any
information using the most appropriate level of communication. The HHS Business
Services Officer and the Warehouse Manager monitor the weather reports and will
notify the Area / Floor Monitors of any threatening weather. The Area / Floor
Monitors will then notify the staff throughout the building.

In the event of a tornado warning near the Technology Warehouse / Print Shop, the
HHS Business Services Officer, Incident Decision Maker and Warehouse Building
Manager and/or designees will convey emergency instructions.
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In the event of a tornado warning in our area, HHS Facility & Warehouse Services
has identified Best Available Refuge Areas (BARA). The maps are located in Section
3 of this document.

If movement to a BARA area is necessary, proceed to the nearest designated
location, regardless of the area assigned to your department.

Health / Injury Emergency
In the event of an injury or health emergency:

e Survey the scene to make sure it is safe to approach.

e Assess the situation and quickly gather information.

e Designate a person to call 911. Give the following information: building
name, address, location of injured or ill, and any other information the
operator might request.

e Do not move victim unless absolutely necessary.

If available, contact your office’s designated trained emergency medical services. If
personnel trained in first aid are not available, at a minimum, attempt to provide
the following assistance:

e Stop the bleeding with firm pressure on the wounds (Note: avoid direct
contact with blood or other bodily fluids).
e C(Clear the air passages using the Heimlich maneuver in case of choking.

Hazardous Material Incident

A shelter-in-place protection action is used in response to an external airborne
hazardous materials (HAZMAT) release. In most cases, local professional first
responders or emergency management authorities will initiate a shelter-in-place
suggestion for airborne HAZMAT threats (local news broadcasts, NOAA weather/all
hazard radios).

Turn off HVAC/air conditioning and fresh air intakes.

As situation permits bring in individuals from outside.

Close and lock all exterior windows and doors.

Move staff to interior rooms and hallways that do not vent to the outside;
higher floors in the building usually offer greater protection.
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Use barrier material (towels, duct tape, plastic sheeting, etc.) around doors,
windows and vents in shelter locations.

e Account for all staff.
e Take shallow breaths through a cloth or towel if gas or vapors enter building.
e Call 911 to report injuries or staff exposures.
e Remain in locations until emergency personnel announce shelter-in-place is
over.
Chemical

Hazardous Material Incident — Inside Facility

If you suspect a hazardous material incident in your immediate area, the following
are suggested actions:

Immediately cover your nose and mouth with a cloth or paper mask to
prevent inhaling contaminants.

Clear the area and have people move to a safe area outside the incident
area.

Close all doors leading to the incident area to prevent others from entering.
Do not lock doors (emergency personnel will need access).

Notify authorities from another location.

Wash hands and face with soap and cool water as soon as possible.

Keep occupants who were not in the immediate area of the incident away
from potentially exposed occupants.

Inform all occupants who were potentially exposed to remain together in a
safe area outside the incident area and await instructions from emergency
personnel.

Hazardous Material Incident — Outside Facility

If the source is clearly outside, the following are suggested actions:

Do not go outside the building. Initiate shelter-in-place procedures.

Close and lock all exterior doors and windows. Close vents, fireplace
dampers, and as many interior doors as possible.

Turn off air conditioners and ventilation systems. In large facilities, set
ventilation systems 100 percent recirculation so that no outside air is drawn
into the facility. If this is not possible, ventilation systems should be turned
off.
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e Go into the pre-selected shelter room with 10 square feet of floor space per
person.

e Close door and seal gaps under doorways and windows with wet towels or
plastic sheeting and duct tape.

e Seal gaps around window air conditioning units and around bathroom and
kitchen exhaust fans with duct tape and plastic sheeting, wax paper, or
aluminum wrap.

e Use material to fill cracks and holes in the room, such as those around pipes.

e If gas or vapors could have entered the building, take shallow breaths
through a cloth or a towel.

e Avoid eating or drinking any food or water that may be contaminated.

Biological

Respond - During a Biological Incident

In the event of a biological attack, public health officials may not immediately be
able to provide information on what you should do. The following are suggested
actions:

If you become aware of an unusual and suspicious substance nearby:

e Move away quickly

e Wash your hands with soap and water

e Contact emergency responders by calling 911
e Seek medical attention if you become sick

If you are exposed to a biological agent:

e Remove and bag your clothes and personal items. Follow official instructions
for disposal of contaminated items

e Wash yourself with soap and water and put on clean clothes

e Seek medical assistance

Radiological

After a release of radioactive materials, local authorities will monitor the levels of
radiation and determine what protective actions to take. The most appropriate
action will depend on the situation. Tune in to local emergency response network or
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news station for information and instructions during any emergency. If you are
advised to shelter-in-place, the following are suggested actions:

e Close and lock all doors and windows

e Turn off fans, air conditioners, and forced-air heating units that bring in fresh
air from the outside. Only use units to re-circulate air that is already in the
building.

e Move to an inner room or basement.

e Cover your mouth and nose with a face mask or other material until the
fallout cloud has passed.

e Shut off ventilation systems and seal doors or windows until the fallout cloud
has passed.

e Await further instructions from authorities.
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Section 6 - Communication

The purpose of communication is not just to convey information, but to influence

behavior by persuading people to take action toward the organization’s objective,
incident or event.

Technology Warehouse / Print Shop relays information through the
following sources:

e E-mail
e Fire System Public Announcement
e Walkie-Talkies
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Section 7 - Assisting People with Disabilities

The following guidance is not meant to be an exhaustive list but a general guide for
emergency medical services and OEAP emergency action team members. As a
reminder, always ask the person how you can best be of assistance.

e Request that individuals who feel they may need assistance self-identify so
arrangements can be made in advance to meet their needs.

» Note: It is recommended that departments maintain a personal
emergency information form for each staff member. Include on the form a
question regarding the need for special evacuation assistance.

e Note that individuals with unobservable disabilities may or may not self-
identify before an emergency. These individuals may need additional help
during emergency situations. Such disabilities may include, but are not

limited to:

» A learning disability

» Arthritis

» Asthma

» Cardiac condition

» Chronic back problems
» Psychological disability

e Prepare a personal evacuation plan for individuals requiring assistance during
an evacuation. Incorporate the recommendations on this page, and include:
» Intended route and means of evacuation
» Who will assist them
» Areas of refuge where they can wait for assistance if unable to leave the
building, (i.e. an enclosed stairwell, adjoining building behind fire doors,
exit balconies or corridors)
e Update the OEAP supporting documents annually to accurately describe:
» The number of people with disabilities who may require special assistance
during an evacuation
» Their primary work location
e Establish a buddy system
e Assign 2 or more staff members who are willing and able to assist a
colleague with a disability during evacuation.
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» Identify and train assistants so at least one trained assistant is always
present.

» Identify individuals with disabilities and the people assigned to assist
them in the OEAP site specific guidance maintained by the emergency
action team.
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