(ORGANIZATION) Guideline 002.08.14
Accidents and Emergencies
Subsections: 002.08.14.01 – 002.08.14.07
Power / Utility Outage, Food / Water in an Emergency, Emergency First Aid, Fire Safety, 
External Disasters, Fumes/Vapors/Gas Leaks, Vehicle Accidents
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	Purpose:
	To implement a plan in case of any accidents or emergencies involving (ORGANIZATION) staff involved in official (ORGANIZATION) activities.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) staff.

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	n/a


Text of Policy:
In the event of an accident or emergency situation on (ORGANIZATION) premises or away from the (ORGANIZATION) premises but while involved in official (ORGANIZATION) activities, an employee must notify her/his supervisor or the CEO immediately.  A written Accident Report should be prepared and turned in as soon as possible, no later than ten days from date of accident.  If injuries prevent the employee from preparing the report, that employee’s supervisor should prepare the report.  Instructions for more detailed courses of action in specific situations follow.  These situations apply primarily to the Austin office but staff in other offices should follow similar protocols as applicable.
Subsection 002.08.14.01: Power / Utility Outage

If a power outage in Austin is anticipated (i.e. during a lightening storm) staff should turn off all computers.  If breakers need to be reset, please notify: ___________________________
Subsection 002.08.14.02:  Food / Water in an Emergency

In the event that an emergency prohibits staff from leaving the (ORGANIZATION) Austin premises, attention should be paid to food and water provisions that might be needed.  If there is advance warning before a water shut-off, staff should fill both bathtubs with water (to be used for hand washing / toilet flushing) and any pitchers / bottles in the kitchen with water for drinking.

Subsection 002.08.14.03:  Emergency First Aid

(ORGANIZATION) staff members are encouraged to complete certification courses for CPR and Basic First Aid.  Staff members who have completed such a course should notify their supervisors and have a copy of their certification cards placed in their employment file.  A list of certified staff members will be stored on the (ORGANIZATION) server (Admin\Employee).
Subsection 002.08.14.04:  Fire Safety

Fire extinguishers in the office are located in the _______________________.   Staff members should attempt to extinguish a fire only when doing so would not put them in harms way.  In the event of a fire in the office, staff members should exit the building. The most senior staff person should verify that all staff members from the building are present and assign one staff person to go to _________________ to call 9-1-1.  Staff members should not re-enter the building until emergency personnel have stated that it is safe to do so.  The following doors must not have their deadbolts locked during business hours so that staff members will be able to exit the building quickly should they need to: _______________________
Staff members are reminded of the following basic fire safety principles:

1.  If there is smoke in the air, stay as close to the ground as possible when exiting the building

2.  If any item of clothing catches fire: stop-drop-and-roll to extinguish the fire

3.  Test doors before opening them; if a door feels hot, do not open it.  Likewise, if you open a door and find more smoke, close the door immediately and do not go through it.
4.  If trapped behind a closed door (due to heat or smoke), exit through a window if possible.  If exiting is not possible, keep the door shut, try to put something along the crack at the bottom to minimize smoke entering the room, and open a window for fresh air.
5.  If trapped in the building for any reason, signal to others that you are there (yell or place something in the window to draw attention).  

Subsection 002.08.14.05:  External Disasters/Weather Emergencies
In the event of an external disaster staff should follow any official protocol statements issued by police or other emergency personnel (evacuations, road closures, etc.).  

In the event of a weather emergency occurring before the office’s regularly scheduled hour to open (8:00 am), staff should follow the School District (SD) school delay or closing schedule.  If a weather emergency occurs while staff are in the office, the CEO or another member of the management team will determine whether it is safer for personnel to remain in the building or leave.
Staff members should use good judgment with regards to disasters or weather emergencies: if it does not seem safe to travel to or from the office, do not do so.

Subsection 002.08.14.06:  Fumes/Vapors/Gas Leaks

If an odor of gas or any other toxic or noxious material is detected, alert other staff members that they are to leave the building and follow the same protocol as above for fire: Meet at _________________  The most senior staff person should verify that all staff members from the building are present and assign one staff person to go to _______________ to call 9-1-1.  Staff members should not re-enter the building until emergency personnel have stated that it is safe to do so.  
Subsection 002.08.14.07:  Vehicle Accidents

Report all accidents to the police at the time of the accident and ask them to file an accident report (regardless of who is at fault).  Notify (ORGANIZATION)’s non-employer owned vehicle Insurance carrier.












