 [image: ]










EMERGENCY 
RESPONSE 
PROCEDURES



Bomb Threat Procedures

1. When a bomb threat is received, staff should remain calm and document as much information as they can from the caller. This information could include:
a. Voice tones (i.e. gender, accent, etc.)
b. Caller’s manner (calm, angry, incoherent, etc.)
c. Background noise
d. Where the caller says the bomb is

2. Staff should then call the police and provide the information they obtained while notifying other staff, if possible. 

3. Gather all individuals, employees and visitors making sure to check all bathrooms and vacant areas of the building. 

4. If the bomb is reportedly outside the building, staff will have everyone move to the designated location at: __________________________________________________.

5. If the bomb is reportedly inside the building or the location is unknown, staff will have everyone evacuate and meet at the designated location at: _____________________________________________________________________.

6. Once everyone has either vacated the building, or gathered in the designated area inside, staff will take role call to ensure appropriate evacuation and notify Management Staff.

7. Management Staff will work with the fire department and police to assess the ability to return to the building. If unable to return, Management staff will make alternative arrangements until the location has been cleared. 

8. Management staff will facilitate the notification of guardians, other residential providers, emergency contacts and appropriate reporting agencies as needed after the incident. 

9. If applicable, staff will complete a critical incident report in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.

** If a bomb threat occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for the specific location, at: __________________________**


Fire Procedures
1. If the fire alarm sounds or a fire is detected, 911 will be notified immediately.  If the fire is small and isolated, and the cause of the fire is apparent, staff will extinguish the fire and clear the affected area.  

2. Staff will alert other staff.

3. Staff will support individuals to quickly evacuate the building through the closest, safest exit available, in accordance with the evacuation maps.  

4. Staff will check all restrooms and vacant rooms for occupancy.

5. All employees, individuals, and visitors to FRC will meet at the designated location at ______________________________________________________________________.

6. Staff will ensure everyone has evacuated. 

7. Staff will assess for injuries and provide first aid as needed. Serious injuries will be reported to emergency personnel.

8. Staff will notify Management Staff, in the event that Management Staff are not present during the fire.

9. Management Staff will work with the fire department and police to assess the ability to return to the building. If unable to return, Management staff will coordinate temp services at: ______________________________________________________________

________________________________________________________________________

10. Staff will complete a critical incident report in accordance with FRC policy.  Management Staff will facilitate notification of guardians, other residential providers, and emergency contacts.  Management staff will complete a report to the State, if appropriate.

** If a fire occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for the specific location, at: _________________________________**




Flood Procedures
Although flooding is not a common encounter for FRC’s locations, it has been identified as a historical hazard for FRC’s Gateway Administrative offices in Ottumwa.  In preparation, FRC has developed procedures for this situation to properly plan for future events.

1. Staff will be aware of their surroundings and ensure that weather alert systems (i.e. weather radio, weather application on cell phones, local news station, etc.) are operable and active in case of inclement weather. 

2. Staff transporting individuals will be alert to weather conditions and will not drive through standing water.

3. Staff will notify Management staff of flooding in the event Management Staff are not physically present.

4. Staff will evacuate the building, in accordance with evacuation maps, if advised by Management Staff or emergency personnel.
 
5. Staff will assist individuals to seek shelter.  The shelter location is: _______________________________________________________________________.

6. Staff will utilize the Emergency Information Book to conduct roll call and ensure everyone is accounted for. 

7. Staff will assist in securing medical supports as needed and will call 911 if deemed appropriate. 

8. Once the weather has been cleared, staff will assess for damage. 
a. If there is no damage, staff will let individuals know it is safe to return. 
b. If there is damage, Management Staff will assess the ability to return to the building. If unable to return, Management staff will make alternative arrangements and notify guardians, other residential providers, emergency contacts, etc.   
c. Damage deemed significant may require long-term relocation.  Long-term Evacuation Agreements have been completed for each location.  If long-term relocation of a program, or residence, is needed following a flood, the location is: ____________________________________________________________________.

9. If applicable, staff will complete a critical incident report in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.

Intruder Procedures

1. Staff will be aware of their surroundings and trained on the “typical/recurrent” visitors of a program, facility, or residence if possible.

2. When a visitor/intruder arrives, staff will:
a. Assess the reason for the visit.
b. Help and redirect, as needed.
c. Ask the visitor/intruder to leave, if appropriate. 

3. If the intruder is there for money, staff will offer what’s been demanded. 

4. Staff will encourage individuals to leave the area and redirect them to an alternative location within the building or residence. 

5. Staff will discretely ask for assistance by using the All Page in an office, calling or texting in other sites. The request will be as follows: 

	Code
	Requester’s Actions 
	Response from Others

	Caution 
	“Can someone bring me the YELLOW folder?
	Others should be close to the area in case help is needed. Staff will leave as directed by the requester. 

	Support is Needed
	“Can someone bring me the BLUE folder?
	Others should come and attempt to assist and give the requester a break. 

	Call 911 
	“______ (requester specifies the person) bring me the RED folder?
	This ensures there is no diffusion or too many people calling 911. After calling, go to the area and provide support. 







6. If the intruder becomes physical staff will run from the situation to ensure their safety and ensure the individuals remain safe.

7. After the situation has been resolved, or is intersected by emergency personnel, staff will ensure management has been appraised of the situation. 

8. Staff will assess the situation, checking for injuries and providing first aid as needed.  

9. If applicable, staff will complete a critical incident report or Notable Event in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.

10. Management Staff will notify guardians, other residential providers, emergency contacts, and appropriate reporting agencies as needed after the incident. 

** If a threatening situation occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for that location, at: ____________________________**





Medical Emergency/Illness Procedures

1. When a medical emergency is identified, staff will assess the situation and provide first aid as needed, if appropriate.  If possible, staff will request additional assistance from other staff member(s).

2.  If a serious emergency, staff will contact 911.  Examples of a serious emergency are:
a. Not breathing
b. Unresponsive
c. Unconsciousness
d. Profuse bleeding
e. Evident broken bone
f. Continuous convulsions
g. Labored breathing with bluish colored lips and nails
h. Severe chest pain
i. Allergic reaction (peanuts, bee stings, medications, etc.)
j. Seizures

3. If it is not an emergency, staff will follow regular daily supports to assist the individual to get care or schedule a doctor’s appointment. 

4. Staff will keep the individual calm and provide supports until medical professionals arrive, or until the situation has been resolved. 

5. Staff will accompany the individual for medical treatment, if deemed necessary and available.

6. Staff will notify Management Staff who will ensure guardian, other residential provider, and emergency contact(s) are notified. 

7. Staff will complete a critical incident report in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.


** If an emergency situation occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for that location, at: ________________________**



Earthquake Procedures

1. Staff will be aware of their surroundings and ensure that weather alert systems (i.e. weather radio, weather application on cell phones, local news station, etc.) are operable and active in case of inclement weather. 

1. When a natural disaster (i.e. earthquake) occurs:
11.  Staff will remain calm 
11. If inside, staff will encourage people to move away from windows and stand in doorways or get under desks/big objects.
11. If outside, staff will encourage people to move away from building, electrical or telephone lines and poles. 
11. If in a car, staff will pull over and avoid parking under overpasses. 

1. After the natural disaster:
12. Staff will conduct role call for the clients, in their care, and ensure their safety.
12. Staff will assess the situation, checking for injuries and providing first aid as needed. Staff will contact 911 if serious injury is identified.
12. Staff will check for downed power lines and damage to the property.  
12. Staff will notify Management staff of their findings. Management staff will contact utility companies, poison control, etc. if deemed necessary.

1. Once the weather has been cleared, staff will assess for damage. 
1. If there is no damage, staff will let individuals know it is safe to return. 
1. If there is damage, Management Staff will assess the ability to return to the building. If unable to return, Management staff will make alternative arrangements and notify guardians, other residential providers, emergency contacts, etc.   
1. Damage deemed significant may require long-term relocation.  Long-term Evacuation Agreements have been completed for each location.  If long-term relocation of a program, or residence, is needed following a flood, the location is: _________________________________________________________________.

1. If applicable, staff will complete a critical incident report in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.

** If a situation occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for the specific location, at: _______________________________**




Utility Failure Procedures

1. All facilities, programs, and residences will be equipped with flashlights and weather alert systems (i.e. weather radio, weather application on cell phones, local news station, etc.).

2. Carbon Monoxide detectors should be present at each site that has natural gas or propane.
	
3. If there is a POWER FAILURE:

a. Staff will check the breaker box and flip the breaker on if it has been switched off. 

b. If the power is still off, staff will contact the utility company at __________________________________________________________________.  
c. For sites with generators, staff will provide support for individuals and reaffirm their safety. 

d. For sites without generators, staff will provide assistance to individuals.  All staff, individuals, and visitors will report to the designated location.  That location is: _________________________________________________________________.

e. If the power outage is expected to last for an extended amount of time, staff will notify Management staff.  Management staff will coordinate an alternative place for individuals to go, if deemed necessary, until the power is restored. This will be at _______________________________________________________________.

f. Staff will notify guardians, other residential providers, emergency contacts, and appropriate reporting agencies as needed. 

4. If there is a GAS LEAK
a. If a CO2 Detector is going off or staff smell gas, they should evacuate the building. 

b. Once outside staff should contact the supervisor to notify them of the situation. 

c. The Supervisor/maintenance department will notify the gas company. 



d. Staff should not have anyone return to the building until it has been inspected and deemed safe to return. 

e. Offices and day programming services will be suspended as needed based on the extent of the leak and amount of time needed to resolve the issue. 

f. Arrangements will be made to relocate as needed for residential facilities or residential sites. 
 
g. Staff will notify guardians, other residential providers, emergency contacts, and appropriate reporting agencies as needed. 

5. If there is a WATER OUTAGE

a. Staff will notify the supervisor of the water outage. 

b. The supervisor will notify the maintenance department and contact will be made to the water department at ___________________________________________. 

c. Offices and day programming services will be suspended if the outage is anticipated to last more than 2 hours. 

d. Arrangements will be made to relocate or secure water as needed for residential facilities or residential sites. 
 
e. Staff will notify guardians, other residential providers, emergency contacts, and appropriate reporting agencies as needed. 


** If the utility failure occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for that location, at: _______________________________**





Tornado Procedures

Tornados are frequent in the Midwest; therefore, FRC has developed procedures specific to this situation to ensure staff are properly prepared.  

1. Staff will be aware of their surroundings and ensure that weather alert systems (i.e. weather radio, weather application on cell phones, local news station, etc.) are operable and active in case of inclement weather. 

2. Staff transporting individuals during/in inclement weather will utilize their best judgment, while driving, and pull over if necessary.  If a tornado has been reported, staff will park under an overpass, if possible.

3. During a tornado/inclement weather, staff will assist individuals to seek shelter in/at: _______________________________________________________________________.

4. Staff will check all restrooms and vacant rooms for occupancy.

5. Staff will assess for injuries and provide first aid as needed.  911 will be contacted if serious injury is detected.

6. Once the weather has been cleared, staff will assess for damage. 
g. If there is no damage, staff will let individuals know it is safe to resume previous activities. 
h. If there is damage, Management Staff will assess the ability to return to the building. If unable to return, Management staff will make alternative arrangements and notify guardians, other residential providers, emergency contacts, etc.   
i. Damage deemed significant may require long-term relocation.  Long-term Evacuation Agreements have been completed for each location.  If long-term relocation of a program, or 
residence, is needed following a tornado, the location is
____________________________________________________________________.

7. If applicable, staff will complete a critical incident report in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.
** If a tornado occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for the specific location, at: _______________________________**



Vehicle Accident Procedure

1. If involved in a vehicle accident, staff will pull off the roadway as far as possible unless otherwise directed by Law Enforcement.

2. Staff will place triangle reflectors or flares in front of and to the rear of your vehicle, as provided in Agency vehicles.

3. Staff will remember the 3 “C”s of safety – Be CALM, COURTEOUS, and CONSISTENT.

4. Staff will check for injuries of anyone and provide first aide as appropriate. 

5. Staff will contact emergency authorities immediately.

6. Staff should:
a. Gather information including: Name and address of others involved; license numbers; insurance info of others. 
b. Give your name and address to the injured person or a police officer before leaving the scene. If the police respond to the crash, do not leave the scene until you are told you may leave by the officer(s) responding.
c. Complete the police accident report on the scene – not later.
d. Obtain the names of witnesses including address and phone numbers.

7. Staff should not: 
a) Talk about the crash, except to a police officer, your employer, or your insurance claim or loss prevention consultant.
b) Leave the scene of even a minor accident.
c) Make settlements or offers of settlements to anyone.
d) Sign any statements or reports other than official police reports.
e) Admit fault.

8. Upon returning to your work area (house, office, facility, etc.), meet with your immediate supervisor and complete necessary requirements for reporting the incident. The Human Resource Director will report accident to FRC’s insurance company.
9. If individuals were involved in the accident, Staff will complete Critical Incident


** If a vehicle accident occurs after normal office hours, staff will notify the on-call administrator, for the specific location, at: _______________________________**


Suspected Abuse, Neglect or Sexual Assault

1. Staff will ensure the person’s safety and seek medical treatment as needed. 

2. Staff suspecting abuse will report this to the state by 
a. Call 1-800-362-2178 to report suspected Child Abuse.
b.  Call 1-800-362-2178 to report suspected Dependent Adult Abuse within the community.  
c. Call 1-877-686-0027 to report suspected Dependent Adult Abuse at the RCF. 

3. Staff will call the immediate supervisor for support and assistance regarding the potential abuse reporting protocol. 

4. As a mandatory reporter, staff are also required to make an oral report to law enforcement if they have reason to believe that immediate protection of the person is necessary.

5. Staff must also make a report to DHS in writing within 48 hours after the oral report. 

6. Staff will complete a Critical Incident Report according to Health and Safety Policy HS-6. 


** If this occurs after normal office hours, staff will notify the on-call administrator, for the specific location, at: _______________________________**

















Threatening Situation- Aggression, Property Damage, Self-Harm

Staff will follow this policy and procedure in response to client and/or visitor acting-out behaviors.

1. Be alert for signs from individuals served, visitors, or other staff members of unacceptable behavior that has the potential for becoming out of control.

2. Attempt alternative interventions, such as verbal de-escalation, mediation, self-protection, and self-directed time out.  It is unacceptable for anyone to implement restraints. 

3. Identify contributing environmental factors that may be promoting maladaptive behaviors and take action to minimize those factors.

4. Staff not directly involved with the acting-out person should attend to other clients, visitors, and/or staff members and direct them to safe areas.

5. Staff will discretely ask for assistance by using the All Page in an office, calling or texting at other sites. The request will be as follows: 

	Code
	Requester’s Actions 
	Response from Others

	Caution 
	“Can someone bring me the YELLOW folder?
	Others should be close to the area in case help is needed. Staff will leave as directed by the requester. 

	Support is Needed
	“Can someone bring me the BLUE folder?
	Others should come and attempt to assist and give the requester a break. 

	Call 911 
	“______ (requester specifies the person) bring me the RED folder?
	This ensures there is no diffusion or too many people calling 911. After calling, go to the area and provide support. 




6. The staff involved is to remain in the area until the situation is under control, unless there is concern that there is a real risk of physical harm to a staff member.

7. After the situation has been resolved, or is intersected by emergency personnel, staff will ensure management has been appraised of the situation. 

8. If applicable, staff will complete a critical incident report or Notable Event in accordance with FRC policy.  Management staff will complete a report to the State, if appropriate.

9. Management Staff will notify guardians, other residential providers, emergency contacts, and appropriate reporting agencies as needed after the incident. 

** If the situation occurs at a non-office location, or after normal office hours, staff will notify the on-call administrator, for that location, at: ____________________________**






Homicidal or Suicidal Ideations 

1. Staff suspecting a client may be contemplating suicide/homicide, will talk to the person to see if they have a plan (ie: how they would do it, where, when, etc). 

2. If there is a plan, staff will encourage the person to voluntarily seek mental health supports at the ER or a crisis stabilization program. 

3. If there is not an active plan, then staff will encourage the person to utilize coping skills as outlined in their service/treatment plan and/or to seek professional support. 

4. Staff will notify the supervisor and follow their directions regarding increased monitoring, going to ER, contacting the police and or mental health professional. 

5. Staff will complete a Critical Incident Report according to Policy 6.06. 


** If this occurs after normal office hours, staff will notify the on-call administrator, for the specific location, at: _______________________________**




Use and/or Possession of Drugs

1. Staff suspecting a client has overdosed on drugs will call 911 as needed to ensure prompt medical care or address safety. 

2. Staff suspecting a client is actively using drugs (but not overdosed) or is in possession of drugs will call the immediate supervisor for support and assistance. 

3. The Supervisor will provide direction/support regarding removal of the drugs, addressing possible usage and if/when to notify the police. 

4. Staff will complete a Critical Incident Report according to Policy 6.06.

** If this occurs after normal office hours, staff will notify the on-call administrator, for the specific location, at: _______________________________**




Communicable Disease

1. Staff who learn about a client having a communicable disease, will notify the supervisor. Staff will not inform others of the specific disease unless directed to do so. 

2. Staff will keep the individual calm and provide supports such as encouraging medical treatment. 

3. Staff will accompany the individual for medical treatment, if deemed necessary and available.

4. Staff will utilize universal precautions to ensure a safe environment for all involved. 

5. Staff will notify other clients if they may have been exposed. Information will be collected from WebMD to help educate the client. 

6. Staff will complete a critical incident report.

** If this situation arises after normal office hours, staff will notify the on-call administrator, for that location, at: ________________________**



















Active Shooter Procedure


1. Staff should be aware of their surroundings including where the closest exits are in case an escape route is needed. 

2. Staff should discourage individuals from going towards the sound of gun fire. 

3. If there is a way out of the building, staff should RUN AND EVACUATE THE BUILDING. Do not take anything with you. Encourage others to leave with you. Keep your hands visible so others know you are safe. Do not try to move anyone who is wounded. 

4. If evacuation is not an option staff should HIDE. Encourage people to move out of the shooter’s view. Try to find a location that will not block your options to move later if needed (ie: go behind a desk). Stay in your location until police tell you it is safe to leave. 

5. As a last resort you may need to FIGHT if your life is in imminent danger. Throw things at the shooter. Distract them. 

6. When police arrive they will head for the shooter first to minimize risks. Let them do their job and follow their directions. Put down any items in your hands. Keep your hands visible to the police. Avoid quick movements, pointing or screaming. 

7. Inform the police with as much info as you can: Where the shooter is; how many shooters there are; physical descriptions; type of weapons; any info about potential victims. 

8. Once outside take roll call of has evacuated. Cooperate with the police. Provide support to individuals as needed. Notify your supervisor when possible.  Staff will notify guardians, other residential providers, emergency contacts, and appropriate reporting agencies as needed after the incident. 


** If an active shooter situation occurs at a residential location, or after normal office hours, staff will notify the on-call administrator, for that location, at: ________________________**




	

Remote Support SCL/HBH Procedure


1. First Resources Corp may contract with a third party to provide remote supervision in lieu of in-person SCL or Home-Based Habilitation support. These sites will be termed Remotely Supervised Sites. The Service Documentation Policy # 7.14 will outline documentation expectations from the remote provider. 

2. Remotely Supervised Sites must have back up batteries or generators to address power outages. 

For this location, the back up is _____________ and is located ________________________. 

The HCBS Supervisor will ensure that this is tested at least monthly. Any concerns will immediately be reported to the Area Coordinator and Director of Maintenance.  

3. The HCBS Supervisor will ensure Remotely Supervised Sites conduct safety drills as outlined in the Safety Drill Schedule for:
a.  Fire
b. Tornado/Severe Weather
c. Medical Emergencies 
d. Violent/Threatening Situations

4. The Area Coordinator will review all drills and work with the client(s) and/or their respective teams to address safety issues and concerns. 

5. The Area Coordinator will scan reviewed drills into the HCBS Drive under Safety Paperwork. 
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