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I. Purpose
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II. Roles and Responsibilities
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III. Appendices
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A. Fire

If you detect smoke and/or fire:

· Call 911 (move to a safe area before making this call).

· Give your name, telephone number, and location.

· Describe the situation.

· Activate the manual fire alarm

· Initiate evacuation procedures for any occupants of the affected building(s)

· If you know how to use a fire extinguisher and feel the best course of action is to attempt to extinguish the fire, locate an extinguisher and, without risking injury attempt to extinguish the fire.

· If the fire is beyond the point of a safe attempt to extinguish it, isolate the fire by closing doors in the area before evacuating.

If the Fire Warning Alarm Sounds

· Do not use the elevator.

· Immediately initiate evacuation procedures.

Note:  Evacuation route and holding areas should be checked/secured prior to the evacuation; if at all possible, noting a fire alarm could be a ruse to get people to evacuate to an area where they are more accessible or vulnerable to someone wanting to harm them.  Evacuation should be toward ground level.  If you encounter smoke or heat in a stairwell, proceed across that floor to another stairwell and continue evacuation to ground level.

· Assist disabled persons in your area.

· If you encounter smoke, take short breaths through your nose and crawl along the floor to the nearest exit.

· Feel all doors with your hand before opening.  If the door is hot, do not open it.  If the door is cool, open it slowly, keeping behind the door in case you have to quickly close it to protect yourself from oncoming smoke or fire.

· Proceed to the ground level and outdoors.

· Move upwind of the building at least 75 feet away from the building and beyond designated fire lanes.  Go to your designated assembly area (if possible). [reference map if applicable]
· Do not go to your automobile or attempt to move it from the parking lot.  This could hinder access by emergency vehicles.

· Do not congregate near building exits, driveways, or roadways.

· Do not reenter the building until an “all clear” is issued by the incident coordinator.  (Note:  The “all clear” should be initially issued by the Fire Department.)

B. Medical Emergencies
Call 911 or other appropriate emergency response activation number.  Be prepared to give the following information:

· Name and extension.

· Location.

· Number of people involved.

· Nature of injury or illness.

· Remember to stay on the line until help arrives, if at all possible.

Note:  Treat minor injuries from supplies in the first aid kits.  The kits are located [provide location here].
While waiting for professional help do not move the ill or injured person, unless safety considerations necessitate movement or transportation to a safer location.  When professional help arrives:

· Allow responding units to take control of situation.

· Emergency response team members will stand by to assist as needed.
Regular CPR/First Aid training is recommended for all leaders, especially pre-school and Sunday school teachers.

C. Severe Weather
The National Weather Service has developed a method of identifying storm conditions that foster the development of tornadoes.  The classification and definitions of storm conditions are:

· Tornado watch

· Tornado warning

· Other severe weather watch or warning

A “tornado watch” status indicates that weather conditions are favorable for the development of tornadoes.  The “watch areas” are usually large geographic areas, covering many counties or even states that could be affected by severe weather conditions including tornadoes.

A “tornado warning” is an alert issued by the National Weather Service after a tornado has been detected by radar or sighted by weather watchers or by the public.  The National Weather Service provides the approximate time of detection, the location of the storm and the direction of movement.  A tornado can move from 25 to 40 miles per hour so prompt emergency action must be taken.

During a tornado warning, a battery-powered radio should be used and tuned to the National Weather Service and local weather watchers radio frequency.  Should a tornado develop which threatens our area, emergency response team members should initiate actions to notify and protect all staff, members, and visitors in the facility.

[Insert FBO Name Here] has a NOAA all hazards radio programmed to [insert county SAME code] located [insert location(s)] and will be monitored by [insert name(s)] during the hours of [insert hours]. [Include who is responsible for broadcasting any alerts and how announcing will be accomplished.]
When a Tornado Warning is Announced

· Shelter in place by moving to a designated tornado shelter area immediately.  Move quickly, but do not run.

· [Give specific shelter locations or insert appendix page number to reference a map of shelter areas]

· Do not use elevators.

· Assist disabled personnel in your area.

· Shelter in place until you hear an announcement from a member of the safety response team and/or a hand-held radio system station (if applicable) that it is safe to return to your area.

Tornado Safety Basics

Tornadoes and tornado-producing weather conditions are common in Texas.  Familiarize yourself with the basics of protecting yourself wherever you may be.

If you are indoors, the general responses to a tornado warning are:
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· Move away from windows.  If you have time, close any window blinds or shades to help prevent flying glass and debris—the cause of most injuries in office buildings.

· Warn others.  Encourage them to get to safety immediately.

· Move away from large expanses of unsupported ceilings.

· Move away from building perimeter area.

· Move to an interior room away from windows—to an enclosed room or conference room, a rest room, an interior stairwell.

· If in an interior hallway, away from windows, crouch down as low as possible.

· If you are in an elevator, stop and get off at the next floor and take cover in an interior hallway or interior room.  Do not use elevators during tornado warnings.

· If moving to a safer location in the building is not possible, get under a desk or table in an interior office.

· Once you’ve situated yourself in the safest place you can find, protect your face and head, and stay where you are until an “all clear” signal is given.  (If circumstances change and new dangers are present, seek a different safe place.)

· In general, gymnasiums are not good “shelter in place” locations for severe weather.

If you are outdoors and you hear the Outdoor Warning Sirens, the general responses to a tornado warning are:

· If at all possible, move indoors to an interior room.

· If moving indoors is not possible, take cover near objects that are low and securely anchored to the ground, such as culverts or low retaining wall.

D. Public Health
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E. Suspicious Intent
Situations in which a person or persons create a hostile environment and you feel nervous or threatened but are not directly causing harm but might if provoked. 

Examples may include:

· A person refusing to follow your instructions

· A person making a demand which you cannot or do not wish to meet

· Someone who refuses to take no for an answer

In cases of Suspicious Intent:

[Insert your procedures by location or in general]

When a hostile person(s) is actively causing deadly harm or the imminent threat of deadly harm or is barricaded within a building, the following procedures should be followed:
· Lock yourself in the room you are in at the time of the threatening activity. 

· If communication is available, call 911 or other appropriate emergency #’s. 

· Don't stay in open areas. 

· Do not sound the fire alarm. A fire alarm would signal the occupants in the rooms to evacuate the building and thus place them in potential harm as they attempted to exit. 

· Lock the window and close blinds or curtains. 

· Stay away from windows. 

· Turn all lights and audio equipment off. 

· Try to stay calm and be as quiet as possible. 

· If for some reason you are caught in an open area, such as a hallway or main area, you must decide what action to take. 
1. You can try to hide, but make sure it is a well hidden space or you may be found as the intruder moves through the building looking for victims. 
2. If you think you can safely make it out of the building by running; then do so. If you decide to run, do not run in a straight line.  Keep any objects you can between you and the hostile person(s) while in the building.  Use trees, vehicles or any other object to block you from view as you run.  When away from the immediate area of danger, summon help any way you can and warn others. 

3. If the person(s) is causing death or serious physical injury to others and you are unable to run or hide, you may choose to play dead if other victims are around you. 

4. If you are caught by the intruder and are not going to fight back, follow their directions and don't look the intruder in the eyes. 

5. Once law enforcement arrives, obey all commands.  This may involve your being handcuffed or made to put your hands in the air.  This is done for safety reasons, and once circumstances are evaluated by law enforcement, they will give you further directions to follow. 

This Emergency Action Plan cannot cover every possible situation that might occur.
Nevertheless, it is a training tool that can reduce the number of injuries or death if put into action as soon as a situation develops.  Time is a critical factor in the management of a situation of this manner.
Warning Signs

It must be stressed that if you have had contact with ANY INDIVIDUALS who display the following tendencies, that you may contact law enforcement, and certainly notify leaders in your organization:

· Threatens harm or talks about killing others. 

· Constantly starts or participates in fights. 

· Loses temper and self-control easily. 

· Swears or uses vulgar language most of the time. 

· Possesses or draws artwork that depicts graphic images of death or violence. 

· Frequently initiates domestic violence. 

· Becomes frustrated easily and converts frustration into uncontrollable physical violence. 

IV. Attachments

A. Emergency Contact List

B. Injury Incident Report

C. Maps
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D. Agreements
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Disclaimer: This template by the City of Plano is provided as a community service and for general information purposes only. The City of Plano, its directors, employees, agents, officers or affiliates take no responsibility in negligence or contract or provide any warranty or representation to anyone that any plan review, advice, or lack thereof, will reduce damage to person or property in a disaster situation.  Any reliance upon the advice or information received as a part of the template provided will be at your own risk. You agree that it is your responsibility to consult with a disaster planning professional to evaluate your plan and to mitigate any damages or injury that may result in a disaster emergency.  Disasters are by nature unpredictable and dangerous and you accept this fact and agree to hold harmless the City of Plano, its directors, employees, agents, officers and affiliates against any claims for loss alleged to result from reliance on any information or advice or lack thereof in regards to the submitted evacuation plan.  The City of Plano does not waive any governmental immunity by reviewing your evacuation plan.





Planning Note: This template includes highlighted areas which are used to quickly help identify items needed to be specifically written and formatted for your Faith Based Organization. Change, edit, delete, and/or modify any part of this document to fill the specific needs of your organization. Remember if you have any questions or need technical guidance please contact your local Emergency Management Agency or other subject matter experts.








Developed by the City of Plano Department of Emergency Management





[Type the document title]





Planning Note: Key positions outlined in the Roles and Responsibilities section of the plan should sign the Plan Approval and Implementation page.





Planning Note: Once changes are made, ensure all parties that have a copy are made aware of the changes.





Planning Note: Copies of your Emergency Plan should be available at various locations throughout your facility as well as distributed to your local Emergency Management Agency, Fire Department, and Police Department. Depending on your organizational needs it may be appropriate to provide copies of your plan to other individuals and organizations. Updates to the Plan should be sent to all those listed in this section.





Planning Note: This template has been formatted to automatically update the table of contents. To update the Table of Contents click the table and check update entire table.





Planning Note: In this section, explain the purpose of this plan, facility location, general member demographics, regular events schedule and the hazards your organization may face. It can be in paragraph form, bulleted or any format you choose.





Planning Note: Be sure to include all key titles and responsibilities during an emergency. Any teams should also be listed and broken down to any roles performed within that team. You may want to include normal business day and services based organization chart to aid visually. Depending on your FBO these roles may coincide with the Incident Command System (based on the National Incident Management Systems that all Federal, State, and Local jurisdictions comply with) to aid in emergency coordination.





Be sure to include how everyone will communicate before, during, and after a disaster. This may even be an additional section depending on communication plan.





Planning Note: The following Appendices are common hazards faced in the City of Plano. feel free to change, alter, and modify any part to fit the needs of your FBO.





Planning Note: Be sure to look over your blueprints and talk to a building or structural engineer to get impact ratings and shatter tolerances for your facilities. They can also help identify the stronger areas of your facilities for sheltering in place.





Planning Note: This should state what your FBO will do in regards to events such as influenza outbreaks, pandemic influenza, or other public health emergencies. May want to include signage templates such as “cover your cough” and “remember to wash your hands” posters in the attachments.





Planning Note: Include any forms given to staff to help record information for situations such as:


Injuries


Threats (bomb, suspicious package, etc.)


Suspicious Persons or Activity








Planning Note: Include any forms given to staff to help record information for situations such as:


Injuries





Planning Note: Maps you may want to include are:


Evacuation Areas / Zones


Fire Exits / Extinguisher Locations / Pull Locations


Key Locations / Offices


Alarm Locations 





Planning Note: Any agreements your FBO has for transportation, emergency supplies, or facilities to use for services if your facilities are damaged should be located here.








[Date]
                                                                                                                           xi

