EMERGENCY PROCEDURES GUIDE

DEPARTMENT OF EDUCATION

Response to an Emergency

1. Call 911 for police, medical* or other emergencies.
2. Call DOE nurses (Townsend Bldg.) if there are injuries or illness.

3. Call Human Resources Office.
4. If the HR Director is unavailable, call the Public Information Office.
5. If HR Director and PIO are unavailable contact any Associate Secretary, the Deputy or any Work Group Director. 

*The DOE Medical Information Form will be made available to medical personnel by the Human Resource Office.
Safety Captains Responsibilities

1. Assist HR Director/ PIO in evacuating staff if necessary (see Emergency Evacuation Plan).

2. Refer media to Public Information Officer.
Fire or Other Emergency Evacuation Plan


1.
Pull fire alarm** depending on nature of the emergency.


2.
Call 911 and notify HR Office/ PIO Office.  HR Director will notify all Townsend Building staff regarding nature of emergency via phone “page-all” feature. HR Director will notify other agencies in the Townsend Building.  HR Director will notify the Deputy.

3.
Staff gathers necessary belongings such as coats and purses and evacuates building to a safe distance (at least 500 ft.) using nearest designated fire drill routes.  DO NOT USE ELEVATOR.


4.
HR Director/PIO establish contact with fire/police personnel in order to monitor status of emergency and communicate with designated north, south, east and west Safety Captains via cell phone.  

5.
Captains quickly check their area of the building, if possible, to determine if everyone has exited.


6.
All captains hang warning signs on outside doors as they exit the building.  These signs warn visitors not to enter the building because a state of emergency exists.


7.
After exiting the building, staff members should report to assigned, pre-determined work group meeting areas.


8.
Directors and/or administrative secretaries take attendance in order to account for all their work group members.


9.
No one may re-enter the building until the fire department or police personnel have declared the building safe.  
10. After receiving permission from fire department or police, HR Director/PIO will notify the Captains by cell phone regarding termination of the emergency.  Captains will, in turn, notify the staff members in their assigned area.

      **  See attached map for locations of fire alarms, fire extinguishers and AED’s.

Hazardous Materials
1. Seal off the area of leak/spill, and remove staff from area.

2. Notify HR Office, PIO Office or a Safety Captain

3. Call 911

4. Fire Officer in charge will recommend shelter or evacuation actions.
5. Resume normal operations after consulting with fire officials.
Assaults/Fights/Disturbances
1. Ensure safety of staff first.  
2. Remain calm.

3. Do not place yourself in peril by confronting a potentially dangerous or armed person.

4. Call 911 if necessary.

5. Call DOE nurses if there are injuries (Townsend Bldg.)
6. Notify HR Office/Public Information Office or a Safety Captain
7. HR Director will notify Human Management Services on an as needed basis to determine if Employee Assistance Program services may be warranted.

Illness, Serious Injury/Death

1. Call 911.

2. Call DOE nurses (Townsend Bldg.)
3. Notify HR Office/Public Information Office. 

4. HR Director will notify Human Management Services on an as needed basis to determine if Employee Assistance Program services may be warranted.

Threatening Phone Calls
Questions to ask upon receiving a bomb threat:
· When is the bomb going to explode?

· Where is the bomb located right now?

· What does it look like?

· What kind of bomb is it?

· What will cause it to explode?

· Did you place the bomb?

· Why?

· What is your name?
· What is your address?

Call 911


   Information to note after receiving any threatening call:
· How is threat worded?
· What is the date, time and length of call?
· Is call from a State telephone number?
· Who received the call?
· How did the caller’s voice sound? (example:  man, woman, child, age, intoxicated, speech impediment, accent or other).

· Were there any background sounds? (example:  music, children, airplane, talk, traffic, typing, machines or other).

EMERGENCY PHONE NUMBERS
· KentCom Dispatch
Emergency (Dover)
9-1-1*

     *Access Outside Line, then Dial 3 Digit Number
· HR  Office
735-4030  or ex. 4031 or 4032
· Public Information Office
735-4035   or ex. 4006 or 4007
· DOE Nurses (Townsend Bldg.)
735-4290  or ex. 4070
                                                                     735-4262  or ex. 4268
6/19/02
11/8/02

6/13/05

