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H. EMERGENCY ACTION PLANS

When hazardous conditions arise during the performance of your job, regardless where you are, you need to know the best way to protect yourself from those hazards. The City of Philadelphia’s Department Name encompasses three work locations including:

1. Municipal Services Building – 1401 JFK BLVD (aka.1400 Arch St.)

2. City Hall – 1400 JFK BLVD

3. Academic Properties, Inc. Building – 3001-3101 Market St.

The Department Name emergency action plan provides procedures to be utilized for emergency evacuation in the event of a fire, bomb threat, incident of terrorism, severe weather or natural disaster. The procedures have been developed to provide a systematic and orderly evacuation process. The Emergency Action Plan for the locations listed above provides a process to assure employee protection and are included as an attachment. 
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I. Policy
The procedure addresses emergencies that may reasonably arise within the City of Philadelphia’s Department Name buildings and the actions needed to properly respond to them. It is the sole purpose of Department Name management to assure that during an undesirable event this procedure addresses emergencies in order of the following importance: the protection of life, the protection of the community, the protection of property, and minimizing the impact of any emergency on the business of the City and the Department Name. 
II. References

A. Code of Federal Regulations, Title 29, part 1910.38, “Employee Emergency Plans and Fire Prevention Plans”

B. U.S. Department of Labor, Occupational Safety and Health Administration (OSHA) 3088, “How to Plan for Workplace Emergencies and Evacuations,” USDOL-OSHA 2001 (Revised)

C. National Fire Protection Association (NFPA) 101 – Life Safety Code Handbook 
D. City of Philadelphia, Risk Management  Division, Safety Directive #P-7 – Bomb Threat Procedures - 2007
III. Definitions

Emergency Management: - A process consisting of four phases: mitigation, preparedness, response, and recovery.

Mitigation: - Activities that an organization may take in attempting to lessen the severity and impact of a potential disaster or emergency situation may have on its operations. The intent of mitigation activities is to reduce or eliminate the potential for disaster occurrence.

Preparedness: - Those activities that an organization undertakes to build capacity and identify resource that may be used should a disaster occur. Preparedness involves planning how to respond.

Response: - The actual disaster management. It involves minimizing harm to the organization and others that may be affected by the emergency event.

Recovery: - Involves the restoration of the organization’s business following a disaster. Critiques of the disaster event are part of the recovery process.

IV. Responsibilities

A. Safety Officer is responsible for:

· Ensuring that Department Name employees have the knowledge and understanding of the Emergency Action Plan, roles and responsibilities, emergency escape routes and assembly areas required for response to emergencies should they arise.

· Providing leadership in emergency response situations. This may include directing employees and members in the event of an emergency requiring a building evacuation 

· Determine an evacuation assembly area for employees and members that is far enough from the building that persons are completely out of danger and/or exposure and not in the way of emergency responders

· Assess incident occurrence and response, making the necessary changes to improve performance.

· Evaluating emergency situations to determine:

· If a hazard to personnel, members or the environment exists;

· The extent of the hazard;

· If activating the Evacuation Plan is necessary

B. Management and employees are responsible for:

· Familiarizing themselves with the elements outlined within the emergency action plan procedures   

· Complying with all requirements set forth in the City of Philadelphia’s Department Name’s Emergency Action Plan.  

V. Guidance/Program

The Department’s Name emergency action plan provides procedures to be utilized for emergency evacuation in the event of a fire, bomb threat, incident of terrorism, severe weather or natural disaster. The procedures have been developed to provide a systematic and orderly evacuation process. Assistance, when requested, should be given to all persons with disabilities and/or impairments. Individuals with disabilities and/or impairments should contact the Emergency Coordinator, so a "buddy system" can be used to assist during an evacuation. Emergency evacuation plans should be posted on all floors at a minimum. During an evacuation the following guidelines have been developed to ensure a safe and efficient evacuation:

· When an alarm sounds, you must immediately begin to evacuate the building, unless you have been previously notified to disregard the alarm.

· You must evacuate the building under all circumstances, even if the alarm stops sounding.  DO NOT STOP AN EVACUATION FOR ANY REASON ONCE IT IS STARTED.    

· Head towards the closest emergency exit and begin evacuation. 

· Use the stairwells as an EXIT ONLY. When entering the stairwells it is imperative to maintain a single file movement.  As you enter the stairwells keep to the outside (right) of the stairwell and then gradually merge to the inside (left) by the next floor. Stay along the inside (left) of the stair railing in order to allow for the entry of people from other floors. 

· DO NOT attempt to use the elevators. They will be out of service the moment an alarm sounds. 

· Take your coat, purse, lunch, briefcase and any other items you brought in with you that day, if they are readily available. 

· DO NOT operate cellular telephones, two-way radios or like equipment during an evacuation. 

· If you have a disability and/or impairment and require assistance for evacuating the building, please report to the landing area of the nearest stairwell; wait for a "buddy".

· After exiting the building, head away from the building towards the recognized assembly area

· When emergency responders give an all clear, follow their directions to expedite your return to the building. 

A. Fire Emergencies
Department Name employees are advised that they should evacuate in a fire emergency and should not attempt to use a fire extinguisher or attempt to fight a fire. The primary response for fighting the fire lies with the local fire company.  

Fire extinguishers are placed in buildings to aid the Fire Department only.

In the event that a fire occurs: 

· Evacuate the building immediately
· After exiting the building, head away from the building towards the recognized assembly area

· When emergency responders give an all clear, follow their directions to expedite your return to the building. 

Individual Department Name building information regarding fire emergencies is included in Appendix B of this procedure.
B.
Bomb Threats

Department Name employees are to take all bomb threats seriously and under no circumstances should bomb threats be ignored. It is essential that all Department Name employees become familiar with these procedures. Threats of bombs within the workplace may come in many forms as listed below.

Bomb Threats Received by Telephone

Because most bomb threats are received by telephone attempt to get as much information from the caller as possible. If you have a display telephone device, record the telephone number displayed. Follow the course of action listed below: 

· Immediately call 911 to report the incident

· Notify the Safety Officer and/or Department Supervisor, so the appropriate course of action can be evaluated 

Bomb Threats Received in Writing

If an employee or member receives or finds a written bomb threat:
· It must be handled with care. No one, other than the person who received or found it, should touch the document.  

· Immediately call 911 to report the incident

· Notify the Safety Officer and/or Department Supervisor, so the appropriate course of action can be evaluated 

· The local police will interview the person who received or found the note and determine the appropriate response

Suspected Bombs Found

If an employee or member finds a suspicious object that may be a bomb:
· Do not attempt to touch, handle or move the suspect object

· Immediately call 911 to report the incident

· Notify the Safety Officer and/or  Department Supervisor, so the appropriate course of action can be evaluated 

Following the guidance of the City of Philadelphia’s Risk Management Division Safety Directive #P-7 – Bomb Threat Procedures, there are specific procedures for those employees occupying City Hall and the Municipal Services Building and another set of City-wide procedures for all other City owned, leased, or occupied facilities. These procedures are included in Appendix C of this procedure.  

C. Safe Mail Handling 

Recent terrorist events, including anthrax contamination of mail, have led us to the need to address mail handling emergencies as a potential threat and control the source of the mail we receive. One preventive measure is the recognition of suspicious mail. The United States Postal Inspection Service has developed the following list regarding what constitutes a suspicious letter or package:

· Unexpected mail, or parcels from unfamiliar sources.

· Parcels possibly mailed from foreign countries.

· Powder or other substances on the outside of the package.

· Excessive postage, no postage, or non-cancelled postage.

· Handwritten or poorly typed addresses.

· Incorrect titles or titles with no names.

· Misspellings of common words.

· No return addresses, or addresses that can’t be verified to be legitimate.

· Parcels with unusual weights, or are rigid, lopsided, or oddly shaped.

· Parcels with an unusual or excessive amount of string.

· Parcels marked with restrictive phrasing such as “Personal” or “Confidential.”

· Parcels marked with threatening language.

· Parcels postmarked from a location that does not match the return address.

· Parcels with strange odors, stains, or discolorations.

· Parcels with visible wires or aluminum foil.

If a suspicious package is received, leave it undisturbed and immediately contact the Safety Officer and/or Department Supervisor, so the appropriate course of action can be evaluated 

D.   Severe Weather Emergencies

When severe weather conditions arise that may impact the need for an evacuation from the building (i.e., tornado warnings, blizzards, etc.), the Safety Officer and/or  Department Supervisor will inform Department Name employees of the recommend response actions that should be taken to prevent potential injuries from occurring.

VI.   
Training
All Department Name employees must have access to and be familiar with the elements outlined within the emergency action plan procedures, including:   

· The existence, elements and guidance of the Emergency Action Plan,

· Roles and responsibilities and,

· Emergency escape routes and assembly areas

VII.  
Recordkeeping

Training records shall be maintained for all Department Name employees in accordance with OSHA requirements.  Training records shall be maintained locally.  Only the most recent training records need to be maintained.

VIII. Appendices 

Appendix A: Emergency Call List

Appendix B: Building Fire Evacuation Procedures


Appendix C: City of Philadelphia Bomb Threat Procedures

      APPENDIX A

   Emergency Call List

Emergency Contacts

City Hall and MSB

Police, Fire and Ambulance............................................................................................1-911

3101 Market 

Police, Fire and Ambulance............................................................................................9-911

Utilities Contacts

Peco Energy…………………………………………………………………...800-841-4141

PGW…...………………………………………………………………………215-235-1212

Safety Officer

Joe Doyle….…………………………………………………………………..215-686-2278

Alternate

Joan Decker….………………………………………………………………..215-686-2262

APPENDIX B

Building Fire Evacuation Procedures
APPENDIX C

City of Philadelphia Bomb Threat Procedures
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