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How Does An Emergency Action Plan (EAP) Relate to a  

Continuity Of Operations Plan (COOP)? 

E mergencies can range from building fires, utility outages, water 

main breaks, hurricanes, to blizzard conditions. These are only 

some examples of emergencies that can render a workplace unable 

to remain open for business.  As an employee it is important to 

know and understand about both the Emergency Action Plan 

(EAP) and Continuity of Operations Plan (COOP) for your work-

place. There are designated individuals responsible for carrying out 

key roles within these plans. Emergency Action Plans are developed 

and implemented for the workplace in order to quickly and appro-

priately respond and if necessary move occupants to a safe location. 

Floor captains are designated for each floor  and trained to instruct 

occupants on what to do in the event of an emergency. Employees 

can gain a better understanding of their specific workplace evacua-

tion protocols by reviewing posted protocols and actively participat-

ing in all emergency drills.  Remember that EAPs are designed to 

keep employees and occupants safe, account for employees, and 

allow direct and unobstructed access for emergency re-

sponders.                

Components of an EAP include areas 

such as: 

1. Evacuation Procedures 

2. Types of Emergencies 

3. Alarms & Notification Systems 

4. Site Specific Evacuation Protocols 

5. Assigned Roles & Responsibilities 

6. Accountability for employees 

W ith regards to COOP, this plan 

works hand in hand with an EAP and picks up where EAP 

essentially stops. Once the emergency has been brought under con-

trol,  the employer will begin to assess damages, make provisions 

for recovery, and identify essential operations that are needed to 

resume business until full recovery is achieved. The intent is to 

minimize disruption to business as much as possible throughout the 

recovery process. A well developed and implemented Continuity of 

Operations Plan can make this process run smoothly. Although all 

employees may not be actively involved in a COOP activation, it is 

important to know that an employer's COOP is what will allow 

employees to return to work as quickly as possible. Therefore, 

COOP benefits not only the employer and employees, but its cus-

tomers. The City’s Office of Emergency Management coordinates 

with departments regarding their Continuity of Operations Plans.  

There are four (4) phases of a COOP: 

 Phase I: Readiness and Preparedness 

 Phase II: Activation and Relocation  

 Phase III: Continuity Operations  

 Phase IV: Reconstitution  
 
For Business Continuity Info Click  Icon  
 
For Additional EAP Information:      
Contact Your Department Safety 
Officer 

http://www.phila.gov/risk
http://oem.readyphiladelphia.org/Customized/uploads/OEM Documents/Business Continuity Toolkit 12_16_2013.pdf
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Good Coughing and Sneezing Tips to 

Stop the Spread of  Germs! 

 

 

 

 

 

 

M any of us may still remember parents telling us to cover our 

mouth with our hands when coughing or sneezing! No 

longer is that the golden rule. We can all help prevent the spread 

of germs by following some simple tips below: 

 Cover your mouth and nose with a tissue when you cough or sneeze. 

 Do not reuse the tissue! Put your used tissue in the waste basket. 

 If you don't have a tissue, cough or sneeze into your upper sleeve or 

elbow, not your hands. 

 Wash your hands often with soap and warm water for 20 seconds. 

 If soap and water are not available, use an alcohol-based hand rub. 

 

      Click on icon to watch a video on how  
      to properly cough and sneeze. 
 
(HINT: Show this to your family & friends) 

T his winter, remind your friends and family to practice good 

hand washing habits (also known as hand hygiene) to help 

keep them healthy throughout the season.  Good hand hygiene is 

still the best infection control measure to practice individually. It 

helps remove germs they get on their hands and prevents transfer-

ring the germs into their body from unintentionally touching mu-

cous membranes such as eyes and mouths with “dirty hands” 

throughout the day. In addition, it prevents them from infecting 

other people with their germs  through activities such as shaking 

hands or sharing things like pens, phones, or other items. The 

average person touches up to 300 different surfaces every 30 min-

utes.  

According to the Center for Disease Control and Prevention, 

You should wash your hands throughout the day, especially: 

 Before, during, and after preparing food 

 Before eating food 

 Before and after caring for someone who is sick 

 Before and after treating a cut or wound 

 After using the toilet or urinal 

 After changing diapers or cleaning up a child who has used the toilet 

 After blowing your nose, coughing, or sneezing 

 After touching an animal, animal feed, or animal waste 

 After handling pet food or pet treats 

 After touching garbage 

Some simple steps to remember when washing your hands. 

1. Wet your hands with clean, running water (warm or cold), turn off 
the tap, and apply soap. 

2. Lather your hands by rubbing them together with the soap. Be sure 
to lather the backs of your hands, between your fingers, and under 
your nails. 

3. Scrub your hands for at least 20 seconds. Need a timer? 
Hum the "Happy Birthday" song from beginning to end 
twice. 

4. Rinse your hands well under clean, running water. 
5. Dry your hands using a clean paper towel or air dry them. 
6. Turn off faucet with the paper towel. 

7. When exiting a public restroom, use a clean paper towel to open 

restroom door knobs. 

Survey Says...Gender Differences in Hand Washing 
Bradley's 2013 Healthy Hand-

washing Survey (1,015 surveyed) 
Men's Responses Women's Responses 

Frequently see other people not 
wash their hands 

38% 25% 

Say they always wash their hands  
after using a public restroom 

60% 74% 

Number 1 reason for not    
washing hands 

No Soap in Restroom 
Use of hand sanitizer 

instead 

Didn't feel the need to wash up 
Men are 2.5 times more likely than women to 

NOT wash their hands 

Hand Hygiene Awareness 

DID YOU KNOW? 

 Appropriate hand washing practices can reduce 

the risk of foodborne illness and other infections.  

 A large percentage of foodborne disease outbreaks 

are spread by contaminated hands.  

 Handwashing can reduce the risk of respiratory infections by 

16%  

 The use of an alcohol gel hand sanitizer in the classroom pro-

vided an overall reduction in absenteeism due to infection by 

19.8% among 16 elementary schools and 6,000 students                                  

 It is estimated that washing hands with soap and water could 

reduce diarrheal disease-associated deaths by up to 50%. 

 Researchers in London estimate that if everyone routinely 

washed their hands, a million deaths a year could be prevented. 

  -SOURCE: Centers for Disease Control and Prevention 

https://www.youtube.com/watch?v=CtnEwvUWDo0
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Flu: Prevent Spreading 

it to Your Family 

T he influenza (flu) virus is very con-

tagious. It can also be very harmful.  

Some years as many as 47,000 people in 

the U.S. have died. Most years it has been the elderly who are 

most at risk of dying from the flu. Healthy people can get the 

flu and spread it to others who are more at risk without know-

ing. Although washing your hands often, coughing or sneezing 

into your arm rather than your hands are good strategies, the 

best strategy to keep from getting infected with the flu is get-

ting a flu shot. The flu shot is different every year because 

every year different flu viruses are expected.  That’s why peo-

ple need to get the flu shot every year. The flu shot cannot 

give you the flu.  It is inactivated and most people have no 

side effects from it other than a mildly sore arm. Right now 

there is not a lot of flu in Pennsylvania yet so it is not too late 

to get the flu shot.  It takes a couple of weeks to provide good 

protection. The flu shot does not provide immunity to every-

one who receives it.  In particular some elderly people may not 

be fully protected.  That’s why it is so important for younger 

healthy people and children to get the flu shot every year so 

that they can protect themselves and their families. 

Message from Risk Manage-Message from Risk Manage-Message from Risk Manage-

ment’s Medical Directorment’s Medical Directorment’s Medical Director   
Dr. Marilyn Howarth, M.D.Dr. Marilyn Howarth, M.D.Dr. Marilyn Howarth, M.D.   

Not  Sure Where to Find a 

Flu Vaccine Location?  

T he Philadelphia Fire Department has an App that all smart phone 
users can download. The PFD’s App provides very important 

and useful information for all citizens at their fingertips. The Apphas 
information ranging from Smoke Alarms, Fire Safety, Emergency Ser-
vices, Emergency Preparedness, among a wealth of other information 
including the closest Fire House in your neighborhood. Click on the 
screen below to download or go to:    
 http://freedomfromfire.com/fsapp 

Do you know if your smoke alarm is still working properly? Smoke 
alarms can help prevent deaths from fires. Given the importance of 
having working battery operated smoke alarms, it is suggested that you 
test your smoke alarms in the following manner:  

 Once A Week (9 volt alkaline) 

 Once A Month (10 year lithium) 
 
For regular 9-volt battery operated alarms, change out your batteries 
when you change the clock (March and November). This simple 
task will help you remain vigilant and can save your life in a fire. 
 
 
 

 

“Fire Commissioner Sawyer wishes to remind all that Fire is     

Everyone’s Fight: Be Safe and S.M.A.R.T.” 

Smoke Alarms—Make a Plan—Accountability 

Resist Re-entry—Two Ways Out  

For More Information, Visit http://www.phila.gov/fire 

Phila Fire Department’s 

App for Fire Prevention 

and Safety Information 

http://www.cdc.gov/flu/protect/vaccine/index.htm
http://www.cdc.gov/flu/protect/vaccine/index.htm
http://www.freedomfromfire.com/fsapp/
http://www.phila.gov/fire
http://www.freedomfromfire.com/fsapp/
http://freedomfromfire.com/fsapp
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Safety Training 
Dec ‘14-Feb ‘15 

Email: Corinne.Bailey@phila.gov 

For an up to date training schedule go to: 

http://www.phila.gov/risk 

Send  feedback and comments  about the SMILE Newsletter to:  Doua.Xiong@phila.gov 
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DATE TOPIC TIME 

Tues 

12/18/14 

Resources for Safety Training 

(SAFETY OFFICERS ONLY) 

10:00AM —
12:00 PM 

Tues 

1/6/15 

DEFENSIVE Driver Training 

(ALL CITY EMPLOYEES) 

8:30 AM —
12:30 PM 

Wed 

1/7/15 

Safety Committee                 
REFRESHER Training 

(CHAIR, CO-CHAIR, SECRE-
TARY, & SAFETY OFFICERS 
ONLY) 

10:00 AM—
12:00 PM 

Thurs 

1/8/15 

DISTRACTED Driver Training 

(ALL CITY EMPLOYEES) 

10:00 AM—
12:00 PM 

Thurs 
1/15/15 

DISTRACTED Driver Training 

(ALL CITY EMPLOYEES) 

10:00 AM—
12:00 PM 

Tues 
1/20/15 

Making Your Emergency Action 
Plan Come to Life  

(SAFETY OFFICERS ONLY) 

9:00AM —
12:00 PM 

Tues 
2/3/15 

Safety Committee                 
INITIAL Training 

(CHAIR, CO-CHAIR, SECRE-
TARY, & SAFETY OFFICERS 
ONLY) 

9:00 AM—
4:00 PM 

Click on 

icon to 

RSVP 

E very year thousands of excited holiday decorators fall 

victim to injuries from failure to decorate safely. Accord-

ing to the Consumer Product Safety Commission an average 

of 15,000 people are injured from decorating for the holidays 

annually. This is an average of 250 injuries per day. These 

injuries have been on the rise over the past several years.  To 

prevent injury to yourself this holiday season—please use 

extra precaution. Some safety tips include: 

1. Use the proper ladder for hanging decorations. Extension lad-

ders should always have a firm footing and extend at least 3’ 

above the top of the roof/surface it is leaned on. Click here 

for Ladder Safety 101.  

2. “A” frame ladders must never be propped up against a wall 

when in use. Ensure the ladder is fully opened and locked in 

place. Never climb higher than the recommended rung set by 

the manufacturer.  

3. Look for overhead power lines first! Never work close to elec-

trical power lines. It can cause you to become electrocuted. 

4. Never use internal lights and/or internal extension cords to 

decorate the outside of your house. Always use the proper lights 

and extension cords for your decorations. 

5. Never use a frayed or broken extension cord under any circum-

stance. 

6. If you have a fresh cut Christmas tree, remember to check and 

refill the water level DAILY. A tree with a 2-inch diameter 

trunk can absorb up to 2 quarts of water per day. Larger trees 

will use much more. Dry trees are the cause of many house fires 

during the holidays. 

For more information on holiday safety tips click below: 

“Home Christmas tree fires caused an av-

erage of six civilian deaths, 22 civilian inju-

ries, and $18.3 million in direct property 

damage per year.” 

CPSC-Holiday Safety Tips  NSC-Holiday Safety 

mailto:David.Williamson@phila.gov?subject=RSVP%20-%20Defensive%20Driver%20Training%201/6/2015%20(from%20SMILE%20%20Newsletter)
mailto:corinne.bailey@phila.gov?subject=RSVP%20-%20INITIAL%20Safety%20Committee%20Training%202-3-2015%20(From%20SMILE%20Newsletter)
mailto:corinne.bailey@phila.gov?subject=RSVP%20-%20REFRESHER%20Safety%20Committee%20Training%201/7/15%20(From%20SMILE%20Newsletter)
mailto:corinne.bailey@phila.gov?subject=Training%20RSVP%20Request
mailto:Corinne.Bailey@phila.gov?subject=Safety%20Training%20RSVP%20Request
http://www.phila.gov/risk
http://www.phila.gov/risk
mailto:doua.xiong@phila.gov?subject=SMILE%20Newsletter%20Feedback
mailto:corinne.bailey@phila.gov?subject=RSVP%20-%20Resources%20for%20Safety%20Training%2012/18/14%20(from%20SMILE%20%20Newsletter)
mailto:David.wiliamson@phila.gov?subject=RSVP%20-%20Distracted%20Driver%20Training%201/10/15%20(from%20SMILE%20%20Newsletter)
http://www.cpsc.gov/onsafety/2011/12/ladder-safety-101/
http://www.cpsc.gov/PageFiles/121347/611.pdf
http://www.cpsc.gov/PageFiles/121347/611.pdf
http://www.cpsc.gov/PageFiles/121347/611.pdf
http://www.nsc.org/NSCDocuments/Holiday-Safety-Tips.pdf
http://www.nsc.org/NSCDocuments/Holiday-Safety-Tips.pdf
http://www.nsc.org/NSCDocuments/Holiday-Safety-Tips.pdf
mailto:david.williamson@phila.gov?subject=RSVP%20-%20Distacted%20Driver%20Training%201/15/15%20(From%20SMILE%20Newsletter)
mailto:corinne.bailey@phila.gov?subject=RSVP%20-%20Making%20Your%20Emergency%20Action%20Plan%20Come%20to%20Life%201/20/15%20(From%20SMILE%20Newsletter)

