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Policy
AbleNet has developed a plan to address staff safety in the event of an emergency or disaster. AbleNet identifies a Safety Officer, Gloria Olson, to coordinate its emergency preparedness and disaster-planning programs. Employees are familiar with the emergency procedures and evacuation routes, and participate in drills as needed. In addition, all employees understand their roles and the appropriate response in an emergency situation. AbleNet reviews the plan regularly and revises, if needed, to measure the effectiveness of its emergency response plans.

Procedures

The following are actions AbleNet takes to ensure adequate preparations for internal emergencies:
· Emergency numbers are posted near all phones, along with AbleNet name and address.
· Fire extinguishers and smoke detectors (and sprinklers when applicable) are located throughout the building, and expiration dates are checked regularly.
· All exits are marked clearly and are not obstructed.
· Evacuation routes are posted throughout the facility.
· Emergency lighting is supplied by an emergency generator
· Arrangements are made for the employees to take calls during any interruption in power or phone service.

AbleNet develops the appropriate response plans for emergencies and communicates that plan to employees. The following are examples of items that are addressed (as applicable):
· Establish a fire prevention program.
· Conduct at least one fire drill annually (required).
· Create a fire safety plan for the location with posted exit routes, exit signs and fire extinguishers.
· Place fire extinguishers in clearly marked locations throughout the building, and are inspected regularly. 
· Ensure that exits are clearly marked.
· Create an inspection plan and schedule to ensure that emergency equipment (e.g., fire extinguishers, emergency generators, emergency lighting systems, smoke detectors, and ventilation systems) is in good working order.
· Train designated employees in the use of fire equipment.
· Establish a method of notifying the fire department or other emergency personnel.
· Review AbleNet’s fire safety plan regularly with local officials.
· Identify alternate sites for working when building is not available
· Training and maintenance associated with all equipment used by staff in the facility
· Device/accessories replacement preparedness.

AbleNet has a fire response plan such as the following:
· Evacuate anyone in immediate danger.
· Close the door to the area with the fire.
· Announce the fire alarm to employees.
· Notify the fire department.
· Stay calm.
· Assemble all employees in one location after evacuation.

Emergency coordinators have the following responsibilities:
· Notify and supervise relocation of all employees from the area of the emergency.
· Check restrooms and training rooms to ensure that all employees have been evacuated.
· Ensure that disabled persons are helped in the relocation.

In an emergency, an employee’s primary objective is his/her safety. Employees have been advised to do the following in an emergency:
· Don’t panic. Remain calm and listen to instructions.
· If there is a fire and it is small, put it out using the nearest fire extinguisher.
· Don’t open hot doors. Before opening any door, touch it near the top to see if it is hot. 
· Don’t break windows in a fire; oxygen feeds fires.
· Evacuate the area when instructed, using the assigned exit. If the assigned exit is not usable, take the nearest exit or stairs. Do not use the elevators.
· Don’t light a cigarette or matches.
· Don’t spread rumors.
· Avoid using the telephone unless informed to do so.
· Relocate immediately when directed. Don’t waste time taking personal items.
· Immediately report to the appropriate supervisor any condition, person, or object in need of attention 
· Do not leave the relocation area or return to the building until instructed to do so by the communications system and/or the fire department.
· Do not attempt to salvage items as this could cause a delay and result in an injury to yourself or others.


Emergency Responses to Specific Situations

The following sections describe appropriate emergency responses to a number of general emergency situations in the workplace. In addition, AbleNet has established emergency response plans for the types of natural disaster that are common to its geographic area (e.g., earthquake, tornado, flood, hurricane, blizzard, heat wave) in their disaster preparedness plan (See ICS 7) .

Smell of Smoke or Gas
If an employee smells smoke or gas, it is reported to a supervisor. Don’t assume that someone else has reported it. The supervisor or coordinator will send someone to ascertain the cause and notify the fire department. The supervisor should let the reporting person know what action was taken.

Power Failure (Blackouts/Brownouts)
In case of a power failure, turn off electrical equipment, such as computers and copiers. This can reduce the load on the circuits when power is restored. 


Backup systems should be maintained, for example: 
· Battery backup of the computer server to avoid loss of data
· Battery backup of exit signs
· Battery-powered smoke detectors in addition to any electrically powered detectors
· Battery backup of alarm systems
· Emergency generator to back up the telephone system

Each system should be tested annually.

Security Problems
Potential security matters (including solicitors, suspicious persons, or intoxicated persons) should be reported to a supervisor, who will take the appropriate actions.

Terror Threats
The post-9/11 climate has raised awareness of the potential for terrorist or bioterrorist attacks in the workplace. AbleNet regularly assesses whether it is a potential terrorist target, and adjusts existing emergency plans accordingly. Plans cover terrorist attacks that require evacuation of the premises, as well as attacks that require employees to be sheltered onsite.
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AbleNet’s Emergency Action Plan

Objective
As required by OSHA, the following Emergency Action Plan has been developed to ensure employee safety from fire or other emergency situations that we reasonably expect in our workplace. The primary objective of AbleNet’s Emergency Action Plan is to have all employees know how to:

· exit to safety
· alert fellow employees
· notify the appropriate emergency resource agency

The Emergency Action Plan includes the following elements:
· emergency escape procedures
· procedures to account for all employees after an emergency evacuation
· rescue and medical duties for those employees who are to perform them
· preferred method for reporting emergencies

Emergency Escape Procedures  
To maximize the effectiveness of an Emergency Action Plan, employees must be familiar with the rules and procedures and how those rules and procedures are put into practice.  In addition to training the employees on these processes, staged practice drills on simulated emergencies are performed periodically, occurring at least once each year.  Practice drills should be performed at least once each year with the assumption that the more practice employees have, the more likely they will perform safely and effectively in a real emergency.  

Specific Escape Procedures:

In the event of an emergency or if the alarm sounds for evacuation of the building, remain calm, walk to the nearest exit, and leave the building immediately.  After leaving the building, proceed to the front of the building and meet at (i.e. designated meeting location).  Do not leave the area, do not return to the building, and follow your supervisor’s instructions.  

Assigned Employee Responsibilities
In the event of an emergency evacuation there are no office processes which would require continued operation.  All employees are expected to leave the facility immediately when an evacuation order is announced.

Accounting for all Employees 
In the event of an evacuation, all employees are instructed to evacuate the facility and meet at a designated meeting location.  Each department manager will account for their workers.  In the event that a worker is absent, the manager may (at his/her discretion) sweep the area for the missing employee.  Employees must not leave the area until instructed to do so by the manager.  


Rescue and Medical Duties
Specific employees have been trained in CRP and certified according to the qualified training.  Those staff are available to perform rescue or medical duties that apply in a given situation.  The identified AbleNet staff will have training according to the certification and renewal cycle.   However, the trained staff is not obligated to perform rescue or medical duties but will use his or her best judgment given a particular situation.  

Explosion & Random Acts of Violence
Should an explosion or random act of violence occur, consider the following:

· Since one event can be followed by another, stay alert. There may be more danger yet to come.
· For protection, consider crawling under a table or desk and remain there for at least 60 seconds.
· Stay away from windows, mirrors, overhead fixtures, filing cabinets, bookcases, and electrical equipment.
· If evacuation is ordered, alert visitors and staff to leave the premise. Make sure all people, including staff and any visitors, are accounted for. Don’t forget individuals with special needs who may need your help in exiting. Do not move seriously injured persons unless they are in obvious, immediate danger (building collapse, fire, etc.)  Avoid known problem areas (where there are gas lines, fire hazard areas, etc.) Once out, keep as far away from the building as possible.
· Open doors carefully. Watch for falling objects.
· Do not use matches or lighters.  Sparks might trigger explosions.
· Avoid using telephones and cellphones. Again, electrical sparks, or signals could trigger other bombs

Water Damage
Burst pipes, leaks, storm damage, clogged drains, etc., should be handled as follows:

· Notify the proper authorities/response personnel.
· If there are electrical appliances or electrical outlets near the leak, use extreme caution until the power is turned off. If there is any possible danger, evacuate the area.
· If you know the source of the water and are confident of your ability to stop it (unclog the drain, turn off the water, etc.) do so cautiously.
· Be prepared to help protect materials in jeopardy. Take only those steps needed to avoid or reduce immediate water damage. You can cover large objects with plastic sheeting, and/or carefully move small or light objects out of the emergency area if confident that you can move them safely.

Chemical Spills and Fire
If a chemical spill occurs:
If toxic chemicals come in contact with your skin, remove affected clothing and immediately flush the affected area with clear water. The best way to wash off in our building is to use the sink located in the employee bathroom;

Notify the safety planner, Gloria Olson, as soon as possible.

If there is any possible danger, evacuate the area. If the chemical is a potential hazard to the air conditioning and heating system, take the appropriate action to shut down the system by contacting the building superintendent.

Phone Threat, Mail Threat, Suspicious Object
If you receive a telephone threat:

· Listen carefully. Try to keep the caller talking, so you can gather more information.
· Notify Gloria Olson, safety planner. 
· Promptly complete a telephone threat report, writing down as many details as you can remember. This information will be needed by security and police interviewers.
· Do not discuss the threat with anyone else.
· If evacuation is ordered, go to a designated area, as far away from danger as possible. Make sure staff and visitors come with you. 


If you receive a written threat or suspicious parcel, or find a suspicious object on the premises:

· Keep anyone from handling it or going near it.
· Notify Gloria Olson, safety planner
· Promptly write down everything you can remember about finding or receiving the letter or parcel. This will be needed by security and police interviewers.
· Do as directed. If evacuation is ordered, go to a designated area as far from danger as possible. 

Power Loss 
In the event of a power outage:
· Remain calm; announce yourself to other staff and visitors. 
· Use emergency flash lights if necessary.
· Provide assistance to visitors and staff in your immediate area by directing them to a pre-designated safe area, which is the front of the office. Don’t let patrons go down dark stairs by themselves. If you can open blinds, etc. on windows to let in light, do so. 
· If you are in an unlighted area, proceed cautiously to an area that has emergency lights, or flashlights. Do not bring along personal belongings; walk slowly, feeling your way cautiously. Listen for other people and sound cues.
· Use the intercom or emergency button. 
· If instructed to evacuate, go to a designated area.

Tornado & Thunderstorms
In the event of a tornado or severe thunderstorm:

· Stay away from exterior walls and glass.  If possible, back up computer files.

· In a tornado, crouch along interior walls & cover your head.  Interior rooms with no windows are safest.

· Use the telephone and cellphones only for emergency purposes

· Do not leave secure areas until instructed.  In helping staff and visitors to move to designated areas before or after the storm or tornado, be polite, but firm. Warn them of danger. If they refuse to comply, leave them.

· See sections on power loss, and flooding and water damage.

Winter Storms
In the event of a winter storm:

· Winter storms generally come with broadcast warnings. Stay tuned via radio, television, or the Internet weather sites.
· Back up computer files before leaving if necessary
· Mark the least dangerous access and exit routes to your building.  Beware icy staircases, walkways, etc.
· If frozen pipes are a possibility, take all precautions to avoid them by draining water, leaving them drip, etc.
· See sections on power loss and water damage 


Reporting Fires and Other Emergencies

The preferred means of reporting fires and other emergencies is by phone.  The emergency phone numbers are posted at the front desk, in the production area, and in the employee break room.

Emergency Contacts and Phone Numbers
· Fire Department - 651-792-7009
· Ambulance - 911
· Local Law Enforcement - 651-767-0640
· State Law Enforcement - 651-215-1328       
· Rescue - 651-792-7009
· Water Company – 651-792-7003
· Gas Company - Xcel Energy 1-800-895-2999
· Electric Company - Xcel Energy 1-800-895-2999
· Public Works - 651-792-7003
· Emergency Coordinator -  Gloria Olson 651-308-0276
· After Hours Roster
· Please see Appendix A


Training of Personnel
In order to ensure the safe and orderly emergency evacuation of employees, a review of the Emergency Action Plan shall be provided to employees when:
· the plan is established/updated
· at initial employment
· whenever employee’s responsibilities or actions change
· whenever the plan is changed



















AbleNet recognizes that it is extremely important in any crisis that each employee be aware of the provisions of their Emergency Action Plan, and of his or her pre-assigned role in carrying out the plan.

ACKNOWLEDGEMENT OF EMERGENCY ACTION PLAN

This form records the date when employees were trained on the contents of the Emergency Action Plan.

	Date
	Employee Signature
	Emergency Coor. Initials
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Appendix A – After Hours Roster
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Call Squence First Name Last Name Cell Phone  Phone Address (Employee) City (Employee) State (Employee) Zip Code

1

JENNIFER THALHUBER (651) 341-3433 (651) 405-8363 2473 BRIDGEVIEW COURT MENDOTA HEIGHTS MN 55120

2 INSAI VANGSOUA (651) 592-8031 (651) 592-8031 1374 IDAHO AVE. E ST PAUL MN 55106

3 DARYL CONNELL (651) 247-4536 (952) 486-7465 932 MINIJON DRIVE APPLE VALLEY MN 55124

4 JOSEPH VOLP (612) 281-1638 532 INDIANA AVE N. GOLDEN VALLEY MN 55422

5 GLORIANNE OLSON (651) 308-0276 (651) 308-0276 985 POND VIEW CT VADNAIS HEIGHTS MN 55127

6 YUCHING WU-SCHULTZ (651) 795-1381 (651) 793-5999 1989 MONTANA AVE E ST. PAUL MN 55119

7 KATHLEEN MACRAE (952) 200-0553 (651) 994-4785 4191 GLEN OAKS AVE WHITE BEAR LAKE MN 55110

8 KAREN ROSS BROWN (612) 270-9773 (763) 574-2351 5786 HACKMANN AVE NE FRIDLEY MN 55432
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