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0. EMERGENCY AND DISASTER PLANNING POLICY

All DHS divisions/offices will maintain a plan for procedures to be followed in emergency or disaster situations.  These plans will specifically cover natural disasters such as tornadoes, floods, earthquakes, fires, etc. that could place employees or clients in potential danger.  This policy is directed to all division/office directors who will be responsible for its implementation. 

0. Outside the Little Rock Central Office Complex

1. An emergency and disaster plan will be developed by each DHS division/office.

1. All plans must be approved by the division/office director.

1. Plans will be reviewed annually by the division/office director or designee to ensure continued availability of all resources, and to identify any required new resources.   

1. Copies of all plans and any future revisions will be provided to the Office of Finance and Administration (OFA).

0. Within the Little Rock Central Office Complex

2. Emergency procedures for the DHS Central Office Complex are listed on the Intranet at DHS Share, DHS Policies, as Attachment “Emergency Procedures – DHS Central Office Complex – PUB-98” to this policy.

2. To ensure currency the procedures will be reviewed annually by OFA and updated as necessary.  

0. Responsibilities

3. Divisions/offices are responsible for communicating their emergency/disaster procedures to all employees.

3. Divisions/offices are responsible for regularly conducting any training/exercises necessary for implementation of the plan.

3. Divisions/offices located in leased or shared facilities will coordinate their plan with the lessor and other occupants to ensure effectiveness.



0. Initiating Section/Department Contact
	
Office of Finance and Administration 
Policy and Administrative Program Management
P.O. Box 1437/Slot Number WG3
Little Rock, AR 72203-1437
Telephone:  682-5835

Replacement Notation:  This policy replaces DHS 1017 dated April 30, 2001.
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Alarm System
The buildings are equipped with Fire Alarm Systems which include alarm boxes on each floor.  The alarm pull boxes should now be labeled with the following information: Pull, Evacuate, and Call 683-4162, Medical Emergency: Call 911, Call 683-4162. The system may be activated from any floor.  When activated, the alarm will be heard on all floors and is a signal to begin an orderly evacuation.  In the Donaghey South Building, an announcement and flashing light will go off.
Who is to Report a Fire
Any employee having knowledge of a fire on the premises shall:
1. Activate the fire alarm.
1. Report it briefly and concisely by calling Emergency 911.
1. Call the Donaghey Plaza Security Desk (683-4162).

Evacuation Procedures:
In the event of an emergency which warrants an evacuation, employees are to gather their personal belongings and follow the predetermined evacuation routes and exit the building. Once outside employees are to report to their designated assembly area and wait for further instructions. 
Elevators are NOT to be used during a fire evacuation!
If an employee is unable to evacuate:
· Call 9-1-1 and provide rescue with their name and location
· Close doors to provide protection from fire and smoke
· If possible close of any areas where smoke may enter the room
· If smoke does enter the room, drop down and stay as close to the ground as possible


Donaghey South:
Employees located in the south half of the building (south of the elevators) will, in an orderly fashion, immediately proceed to the stairwell and make their way down to the first floor, exiting onto 8th Street. Employees located on the north half of the building (north of the elevators) and anyone in the lobby will exit onto 7th Street turn left and make the block continuing to the designated assemble area. 
If an employee is unable to follow the designated evacuation route due to fire or other obstacles, they are to proceed to an alternate route, exit the building, and then proceed to the designated assembly area. 
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Donaghey West
Employees will proceed to the closest stairwell and in an orderly fashion and make their way down to the first floor, exiting through the main entrance onto Main Street. Once employees have exited the building they are to proceed to the designated assembly area located in the parking lot at the corner of 6th and Main Street. 
Note: If an employee is unable to follow the designated evacuation route due to fire or other obstacles, they are to proceed to an alternate route, exit the building, and then proceed to the designated assembly area. 

[image: ]Assembly Area Map

[image: ][image: ]

[image: ][image: ]

[image: ][image: ]

Donaghy North
Employees will proceed to the closest stairwell and in an orderly fashion and make their way down to the first floor exiting onto 7th Street or directly out onto Main Street via the back stairwell. Once employees have exited the building they are to proceed to the designated assembly area located in the parking lot at the corner of 7th and Scott Streets. 
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Remember:
· STOP where you are
· DROP to the floor or ground 
· ROLL around to put out the fire

R- Remove people from immediate danger.
A-Alert others and emergency services.
C-Close windows and doors contain the spread of fire.
E-Evacuate the premises.

P-Pull the pin from the extinguisher and test.
A-Aim the nozzle at the base of the fire.
S-Squeeze the operating handle to release the extinguishing agent. 
S-Sweep from side to side. 
Fire Department Staging
Fire trucks will arrive and park in the intersection of 8th and Main for emergencies in the Donaghey Plaza South building.  Fire trucks will arrive and park in the intersection of 7th and Main for emergencies in the Donaghey Plaza West and North buildings.

Communications Center
In an emergency evacuation of the Central Office Complex, the DHS Director, DHS Deputy Director and all Division Directors will relocate to a safe area, designated after contact is established, where a communications center will be set up.  All information shared with the press or families should come from the DHS Communications Director or the authorities.  
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In the event of a serious medical emergency:
(Death or hospitalization of employees or clients)
· Notify your immediate supervisor.
· Determine the severity of the injury or illness.
· Call 9-1-1, if needed or requested, and provide the nature of emergency, location, and your name and number.
· Have someone meet the ambulance or rescue personnel and direct them to the injured party.
· DO NOT move the patient unless he/she is in imminent danger at the present location.
· Keep the individual calm and comfortable until help arrives. 
(Example: Lying down, covered, and warm)
· First aid or medical treatment should not be applied unless the responder is certified in First Aid/CPR.
· Use the proper personal protective equipment “PPE”. 
(Example: Latex gloves and CPR mask) 
· Notify all emergency contacts.

When blood or other potentially infections materials need to be cleaned up:
Clean up procedures:
· PPE must always be worn. Use additional protective equipment based on the risks present, i.e. protective apron, facemasks, and/or goggles.
· Thoroughly spray contaminated surface areas with a disinfectant solution made of at least one-part bleach to ten parts water (1:10).
· Pick up any contaminated solid materials making sure not to use your hands to pick up any sharp objects, such as glass. Use a broom, dustpan, or similar cleaning tools to pick up sharp objects.
· Wipe down contaminated area with paper towel moistened with disinfectant.
· Place all contaminated solids or clean up materials in a red Biohazard bag. 
· Sharp objects should be placed in a puncture proof container before being placed into the bag.
· Clean and disinfect any tools or other non-disposable items used in the cleanup. Remove personal protective equipment and place them in the red Biohazard bag. Immediately wash your hands and face with soap and water.
If you are exposed to bloodborne pathogens:
· Immediately wash all exposed portions of your body.
· Seek medical assistance and follow-up.
· Notify management of the incident.
· Document on an incident report.
[bookmark: _Toc14182456]Extended Power Failure

In the event a facility experiences an extended power failure, ensure unnecessary electrical equipment and appliances should be turned off to prevent a surge from causing damage when power is restored. Once power and heat are restored, allow electrical equipment to reach ambient temperatures prior to powering them on to prevent condensation from forming and damaging the equipment. Check for breaks in water lines and gas lines prior to turning them back on.  

If an extended power outage occurs during hours of operation and following a notification from their supervisor, employees are to gather their belongings and exit the facility in a calm and orderly fashion. At no time shall and employee use a candle or other type of open flame for a means of illumination. Doing so creates a fire hazard.  Instead employees are encouraged to keep a flashlight at their work station. 
Aisles and walkways are to be kept clear and unobstructed to prevent trips and falls. When exiting the facility use the stairwells. In the event you are in the elevator at the time the power goes out, use the emergency phone in the elevator. If the phone is not functioning, attempt to get to attention of others outside the elevator and wait for assistance.
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If you smell or suspect that you smell a gas leak, notify building maintenance immediately and leave the area. Do not reenter the area until Maintenance has determined if it is safe to do so. Avoid methods of ignition including electrical switches and devices. If an evacuation is required, follow the evacuation procedures outline within this plan. Do not reenter the building until instructed to do so. 
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If an active shooter event occurs, remember the following:
RUN:
· Have an escape route and plan in mind.
· Leave your belongings behind. 
· Evacuate regardless of whether others agree to follow. 
· Help others escape, if possible.
· Do not attempt to move wounded individuals.
· Prevent others from entering the area where the active shooter may be. 
· Keep your hands visible.
· Call 9-1-1 when it is safe to do so. Try to provide 9-1-1 with the following information, if possible:
· Location of the shooter
· Number of shooters
· Physical description of the shooters
· Number and type of weapons held by the shooter
· Number of potential victims and their locations
HIDE:
· Hide in an area out of the shooter’s view. 
· Lock the door or block the door to prevent the shooter from entering the area in which you are hiding. 
· Ensure that your cell phone is set on silent, including vibrate mode, and remain quiet.
Fight:
· Fight only as a last resort and your life is in danger.
· Attempt to incapacitate the shooter.
· Use improvised weaponry or use items you can throw.
· Remember commit to your actions and fight for your life. 
When officers arrive on scene, they will not stop to help injured victims. Their primary focus is to eliminate the threat. Rescue teams will follow the initial response. If you are evacuating, make sure your hands are up and you follow the commands of law enforcement personnel. At not time should you make any sudden movements. 
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Workplace Violence

Immediate Threat:
· Call 9-1-1
· Advise 9-1-1 the nature of the emergency
· Provide as much detail as possible, including the location of the threat, how many people involved, and the identity of those involved.
· Best way to get to the location. 
· Get out of the area and away from the threat.
· If leaving your work area puts you at risk, shelter in place. 
· Advise others of the threat. 

Non-emergency:
If you are not in immediate physical danger but have received a threat or information pertaining to an act of workplace violence, notify your immediate supervisor. 
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React to the bomb threat quickly and calmly:

· Utilize the bomb threat checklist and record all information.
· Call 9-1-1 or the police department.
· Shut down the all electronic equipment.
· Contact your immediate supervisor.
 
NOTE: The search will be done in coordination with the police department. Do NOT initiate this search on your own. You may be asked by authorities to assist with the search.
Evacuate the building if:
· A suspected explosive device is found in the building, or
· Local authorities order the evacuation, or 
· A second bomb threat is received, within the time specified by the caller, and the search is not complete, or 
· The safety of guests and employees is threatened.
 
Evacuation Procedures
 
· Evacuate in accordance to the predetermined evacuation procedures. 
· Meet at the designated assembly area.
· Check all areas of the building to ensure everyone has evacuated.
· Verify that all employees and clients are outside the building.
 


 Bomb Threat Checklist

 
Date:						Time:					
Time Caller Hung Up:							
Phone Number Where Call Received:						
Ask Caller:
Where is the bomb located?								
When will it go off?									
What does it look like?									
What kind of bomb is it?								
What will make it explode?								
Did you place the bomb?								
Why?													
What is your name?									
 
Exact Words of Threat:
							
							
							
							
							
							
							
							
 Information about the Caller


Where is the caller located?										
Estimated age:											
Is voice familiar? If so who does it sound like?							
Other information:											
 
	 Accent 
 Angry 
 Calm
 Clearing Throat
 Coughing
 Cracking Voice
 Crying 
 Deep
 Deep Breathing
 Disguised 
 Distinct
 Excited 
 Female
 Laughter 
 Lisp
 Loud 
 Male 
 Nasal
 Normal 
 Ragged
 Rapid
 Raspy 
 Slow
 Slurred
 Soft
 Sutter
	 Animal Noises
 House Noises
 Kitchen Noises
 Street Noises 
 Booth
 PA System
 Conversation
 Music
 Motor
 Clear
 Static
 Office Machinery
 Factory Machinery 
 Local 
 Long Distance
	 Incoherent 
 Message Read
 Taped
 Irrational
 Profane
 Well Spoken
Other Information:


Caller’s Voice:			Background Sounds:			Threat Language:
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Secure the area around the package or substance.
Investigate possible legitimate sources of the package or substance.
(Flour, baking soda, talcum powders, etc.)
Determine if any threatening circumstances exist.
(Threats received by phone, mail, etc. that could indicate an intentional placement of a hazardous substance in the building)
If a legitimate source of the substance is NOT identified or a threatening circumstance exists:
· Evacuate the area.
· Notify your supervisor.
· Contact law enforcement immediately.
· Determine the scope of the hazard.
· Provide a listing of all exposed items to law enforcement.
· Secure the area.
· Determine who may have encountered the substance.
· Potentially exposed person(s) should be staged in an area away from others.
· Follow decontamination directions from first responders.
· Notify the Office of Security and Compliance.
 
If the substance is determined NOT to be hazardous:
· Take appropriate measures to remove and clean the area.
· Communicate the findings to potentially impacted clients and employees.
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If you receive any mail containing a threat or what you believe could be a hazardous material, immediately call DHS Mail Services at 501-682-8835. If you are calling before 7 a.m. or after 5:30 p.m. call the emergency Mail Services number at 501-682-6579. Mail Services will contact the proper authorities. There is also a 24-Hour Emergency Number to call 501-352-8906.  
If you are an employee in a county office and such an event should occur, the County Administrator or designee should contact DHS Mail Services, the local post office and then the police.
Turn off the utilities in the building.
Stay away from the designated area to minimize the risk of contamination.  Remember that some toxic chemicals are odorless.
If you are asked to evacuate, please do so and follow the established Donaghey Plaza Fire Evacuation Plan unless otherwise advised.  
Do not walk into or touch any spilled liquids, airborne mists, or condensed solid chemical deposits.  Try not to inhale gases, fumes or smoke.  If possible, cover mouth with a cloth while leaving the area.
Stay away from accident victims until the hazardous material has been identified.
For more information see Chapter 907 Mail Services.
https://dhsshare.arkansas.gov/Admin%20Procedures%20Manual/Forms/By%20Chapter.aspx
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Preparedness:
· Ensure all personnel are properly trained on emergency procedures.
· Identify safe areas with signage.
 
If there is a threat of a severe thunderstorm or tornado:
· Monitor the NOAA Weather Radio or radio/TV stations.
· Review the safe areas of the building with supervisors and personnel.
· Provide flashlights and portable radios to all supervisors and/or managers.

 If a severe thunderstorm/tornado is nearby:
· Notify staff and clients of the potential threat. 
· Check all areas of the building to make sure everyone has moved to a designated assembly area.  
· Proceed to the designated sheltering area. For sheltering, consider small interior rooms on the lowest floor away from windows. 
· Stay away from outside walls and windows.
· Use arms to protect the head and neck.
· Remain sheltered until the threat has passed.
Note: Management does not have the authority to detain clients and employees who desire to leave the building during severe weather or tornado conditions. Therefore, do NOT lock exit doors. 
When the danger has past:
Supervisors will make the “all clear” announcement to return to work. 

Weather Severity Definitions:
Tornado Watch: Tornados are likely. Be ready to take shelter and stay tuned to radio and television stations for additional information. 
Tornado Warning: A tornado has been sighted in the area or is indicated by radar. Take shelter immediately!!!
Severe Thunderstorm Watch: Severe thunderstorms are possible in and near the watch area. Monitor radio and television stations.
Severe Thunderstorm Warning: Severe weather has been reported by spotters or indicated by radar. Warnings indicate an immediate danger to life and property
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To reduce the impact of an earthquake, ensure all personnel have been properly educated on the proper actions to take before, during, and after and occurrence. Prior to an earthquake, it is important to secure all furniture and other items that could potentially fall and result in injury. Management will instruct employees on the safety procedures known as “Drop, Cover, and Hold On” and how to identify safe places that will provide adequate protection. 
 During an Earthquake:
·  Remain calm, stay where you are, and do NOT attempt to run outside.
· Avoid glass, windows, exterior walls, and doors.
· “DROP” to your hands and knees to prevent being knocked down.
· “COVER” your head and neck. If possible, get under a sturdy desk or table and “HOLD ON”.
· Do NOT stand in doorways.
· Stay where you are until the shaking has stopped.

 If Outside:
· Move away from anything that could potentially fall on you. Once in the clear, “DROP” down, “COVER” your head, and “HOLD ON” to something.
· If in transit, move away from any potential hazards. Once the shaking has stopped remember to avoid bridges, ramps, tunnels, and buildings that could be damaged. 
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