POLICY & PROCEDURE
EMERGENCY RESPONSE

Policy Statement

It is the responsibility of all staff to remain vigilant and prepare for an emergency before it happens.   Every staff member must be trained and maintain knowledge of his or her own role within the emergency response plan.  911 posters should be located at all phone locations to guide staff on what information to provide 911 dispatchers.

Procedure

Medical Emergency
1. Call 911 or ask someone to call on your behalf and report back that they have done so.

2. Provide as much medical information to 911 as possible; 911 may provide pre-arrival medical response guidelines to deal with the emergency.

3. Protect victim from further harm/injury by removing any immediate threat.  Do not move the victim unnecessarily.

4. Provide first aid, if you have been trained to do so, until emergency first responders arrive.

5. Send someone outside to direct the emergency first responders.

Fire
1. If you do smell a burning odor, see visible smoke or fire, remember “RACE”; Rescue, Alarm, Close, and Extinguish.
R. Remove any individuals in the immediate area of the fire as soon as possible.
A. Pull the nearest fire alarm pull station and alert others in the office to the potential emergency.
· Respond to the emergency calmly and don’t yell fire!  

· Have someone call 911 to report the emergency. Refer to the 911 poster.  Give the dispatcher: 

· the nature of the emergency, including information on people trapped or evacuating the building if that is the case

· the address and nearest crossroad

· phone number you are calling from

· your name

C. Confine the fire by shutting the door to the room if that is possible. Close all doors and windows if possible to contain the fire.  Turn off portable fans.
E. If trained in the use of portable fire extinguishers and the fire is small, you may attempt to extinguish the fire.  Remember “PASS”; Pull, Aim, Squeeze, and Sweep. 
· Never allow the fire to get between you and the exit door.
2. Princeton has developed a set of fire safety diagrams that you can use to familiarize your staff with RACE, PASS, and other key information. 

3. If a smoke alarm or pull station is activated in your office or building: 
· Begin to evacuate your office, including patients and staff.  Have staff assist patients, if necessary. 

· Designate someone to quickly look throughout the office to ensure that all patients and staff have evacuated the area.  Quickly check bathrooms, staff lounges and storerooms as you exit and shut doors. 

· Designate someone from your staff to call 911 to report the alarm if the fire department hasn’t already been notified.  Refer to the 911 poster.

· Alert the other tenants in the building, if necessary, to the emergency so that they may exit the building. 

· Leave the area immediately; don’t attempt to collect personal items. 

· Close all doors behind you as you move to the nearest exit or stairway. This will retard the spread of smoke and fire and lessen damage.

· Do not use elevators. 

· If you can leave the room and you must pass through an area that is on fire to reach safety: 

· try a secondary means of egress  

· if that is not possible drop to your knees, on the floor, and crawl towards the nearest exit 

· before opening the door, feel the upper portion of the door; if the upper door or doorknob is hot, do not open the door
· if the door or the doorknob is not hot, brace yourself against the door and open it slightly

· if you can’t exit the office make sure that you telephone 911 and report your situation to the fire department dispatcher  

· place wet towels around the door and open a window 

· place an article (clothing, drape) out of the window to alert the fire department of your location and yell to staff or bystanders to notify them as well 

· if your clothing or someone else’s clothing catches fire drop to the ground; remember: Stop, drop to the ground, and roll; place your hands over your face to protect your face and your respiratory system; don’t ever run 

· Keep the driveway or parking lot area clear of both patients and staff as the fire department arrives on scene.
· Advise the fire department of the situation to the best of your knowledge, especially the location of medical gas cylinders or laboratory chemicals, if appropriate. 

· Don’t re-enter the building or office until advised it is safe to do so by the fire official or chief. 

Security Emergency
If there is a suspicious situation, interference with normal operations (i.e. demonstration), prevention of physical access to building or office, or a threat of physical harm or damage:
1. Dial 911 to notify the local police department as soon as possible and report the incident, including the following:

· nature of the incident

· location of the incident

· description of person(s) involved

· description of property involved
2. Follow instructions.

3. Assist local police upon arrival by supplying them with any additional information and asking others to cooperate.

Gas leak
1. Dial 911 to notify the local fire department. Give the dispatcher as much information that is known or available. Follow their instructions.

2. Do not switch on lights or any electrical equipment. Remember that electrical arcing can trigger an explosion. 

3. Have patients, staff and visitors exit the office if you can and stand away from the building. Await the arrival of the fire department.

Hazardous Material Spill
If a hazardous material spill occurs that cannot be handled by an employee:

1. Dial 911.  Be specific about the nature of the material involved if known and the exact location.  Pull the Material Safety Data Sheet of the chemical if known and review the chemical information for appropriate actions.

2. Evacuate the affected area at once and seal it off to prevent contamination of other areas until the arrival of emergency personnel.

3. Avoid contact with anyone contaminated by the spill as much as possible.  [Note: copious amounts of water from a garden hose may help.]  Have those contaminated remain in the vicinity and identify themselves to the local emergency responders who will provide the necessary decontamination, first aid and clean up.

4. Do not re-enter the building or office until advised it is safe to do so by the police chief/designee.

Bomb Threat

When a bomb threat is received, the individual taking the call should:
1. Stay calm. 

2. Make a note of the date and time the call was received.

3. Try to keep the caller talking as long as possible. The more he/she talks, the more you may learn.

4. Try to record everything the caller says, if possible.  Write down the caller’s exact words.

5. Ask the following questions, as well as others deemed appropriate by the individual receiving the call:

a. when is the bomb going to explode

b. exactly where is the bomb located

c. what does the bomb look like

d. what kind of bomb is it

e. what will cause the bomb to explode

f. did you place the bomb; why

g. what is your address 

h. what is your name

6. Listen closely to the voice of the caller and note the following:

a. sex of the caller

b. age of the caller

c. race of the caller

d. accent (is the voice native to the area)

e. speech impediments or peculiar voice characteristics (i.e., drunk, lisp, etc.)

f. attitude of caller (i.e., calm, excited, etc.)

7. Note any strange or peculiar background noises (i.e. street noise, motor noise, music, television or radio programs, dishes rattling, baby crying, or other background noise that might offer a remote clue as to the origin of the call).

8. Once the caller hangs up: 

a. note the time

b. dial *57 to trace the call (there may be a charge) and make a note of what the recording indicates

c. dial *69 to obtain the phone number of the last call received and make a note of what the recording indicates

d. dial 911 and report the following information:

· your name 

· location and telephone number from where you are calling 

· the situation 

· location of the device, if known 

· time it is set to detonate, if known

· type of device, if known

· exact time you received the call

· the information you received after you dialed *57 and *69
· any other information

9. Follow the instructions of the authorities.

10. If instructed, quickly inspect the area. Do not move or touch anything found that arouses suspicion. Note the description of the object and its exact location and promptly report it to the police.

11. If instructed, evacuate the building.  

a. leave all doors open

b. move far away from the building

c. do not move any vehicles

d. do not re-enter the building or office until advised it is safe to do so by the police chief/designee

Weather Emergencies
1. Remain calm.

2. Tune a battery operated radio to NOAA or a local radio station and follow the instructions. 

3. Consider calling patients to reschedule appointments and closing the office.

4. Assist patients in exiting the building, if okay to do so.  If you have access to a basement, consider using it for protection against a tornado.

5. Turn off utilities, if appropriate. 

6. If you are trapped in the office/building, call 911 and wait for help.  Avoid traveling in automobiles if the roads are extremely dangerous.

7. Keep your radio tuned to a local station for updates on the situation and vital information.
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