
DBH Disaster Response/Shelter in Place Plan
https://www.osha.gov/SLTC/etools/evacuation/shelterinplace.html
This guide provides direction for organizing and deploying your disaster response teams and assisting others immediately following a catastrophic event (i.e. earthquake - those leaving occupants stranded at the facility) and includes instructions for establishing a shelter-in-place facility.
FACILITY:   ________________________________________ DATE OF PLAN:  _____________________

· All staff should be assigned duties (as described in this plan) and employees should have backups (redundancy of assignment)

· Keep these instructions readily available in your work area  

· Supervisors - personalize this plan to your work site and adapt to the event.  

· Update this plan and train staff annually – no later than 31 Apr.  

· Forward a copy of the Staff Acknowledgement Sheet to:

Shanna Jensen, DBH Medical Emergency Planning Specialist
303 E. Vanderbilt Way, San Bernardino CA, 92415
INTRODUCTION:

Following disasters that cause major destruction and result in loss of life, staff must move to action immediately to preserve life and protect any remaining assets.

Damage Assessment, assisting others who require medical attention, and asset recovery/protection will be of the highest importance during the first few hours following a disaster event. Sheltering in place may be necessary if the disaster precludes travel away from the building.  In this case, management will activate the Shelter-in-Place Plan.

The following tasks should be completed immediately following a disaster:

1. Conduct an initial headcount of building occupants & provide medical attention as required

2. Summon ambulance, fire, police as required 

3. Conduct a damage assessment to determine loss of life, the level of bldg. damage, and remaining 

      assets (people and equipment/supplies)

4. Determine program’s capability to providing mental health services 

5. Begin forming the teams (management, damage assessment/security, supply, transportation, medical, admin, counseling, etc.) 

6. All teams must establish team structure (Identify captains, members and assignments - team captains are responsible for establishing team rosters, making assignments & insuring status reports get to the Admin Team)

7. Determine the available sheltering space left in the facility

8. Report status/capabilities to DBH Management

Use team structure and make requests for needed assistance from the appropriate team

	CRISIS COUNSELING & 5150                                                       
	Crisis Counseling Team (CT)

	Team Captain:
	Location:  


	MEDICAL CARE/MEDICATIONS                                                       
	Medical Emergency Care Team (MECT)

	Team Captain:
	Location:  


	INSTRUCTIONS FOR PERSONNEL/INCIDENT STATUS, GENERAL STAFF INSTRUCTIONS
	Administrative Team (AT)

	Team Captain:
	Location:  


	SECURITY & HAZARD REPORTING:                                      
	Damage Assessment & Security (DAST)

	Team Captain:
	Location:  


	SUPPLIES, SPACE & EQUIPMENT & SHELTERING:           
	Supply & Logistics Team (SLT)

	Team Captain:
	Location:  


	TRANSPORTATION
	Transportation Team (TT)

	Team Captain:
	Location:  


EMERGENCY CONTACT PHONE NUMBERS

(Add site-specific frequently used numbers)
	Agency
	Number

	ARMC Information
	(909) 580-1000

	Central Stores
	(909) 387-2133

	County Fire                                                                (Fire Extinguisher Trng.- Mike Huddleston)
	(909) 386-8400

	County Fire                                                           (Fire Clearance Inspections – CARF/MediCal)
	(909) 387-5372

	DBH Computer Help Desk                                                 (Joy Claytor – Simon/reports/INSYT)
	(909) 386-0717

	DBH Director’s Office                                                                                          (Allan Rawland)
	(909) 873-4476

	DBH Disaster/Safety Coordinator                                                                            (Gwen Morse)
	(909) 421-9340

	DBH HSS Computer Help Desk                           (computer, Outlook/e-mail, program/software)
	(909) 383-3440

	DBH Payroll
	(909) 387-7034

	DBH Personnel                                                                (Injuries/Accidents Yvonne Armstrong)
	(909) 386-0707

	DBH Property Management                     (Repairs/MSDS/security/supplies/Med Waste Permits)
	(909) 387-7434

	DBH Regional Safety Coordinator
	

	Employee Health & Productivity                                                                                        (EHaP)
	(909) 386-5084

	Environmental Health                                            (Medical Waste Management - Public Health)
	(909) 387-4655

	Facilities Management                                                  (Building/custodial maintenance/grounds)
	(909) 387-2240

	Facilities Management                                                                                                 (after 5 PM)
	(909) 356-3805

	Hazardous Spill Reporting                                                                 (Hazardous Materials Spills)
	1-800-338-6942

	HSS Information
	(909) 387-4764

	Human Resources                                      (Worker’s Comp)
	(909) 386-9024

	Local Emergency                                                                                                    (Police/Sheriff)
	9-911

	Local Non-Emergency                                                                                            (Police/Sheriff)
	

	Occupational Health                                                                  (Work place injury - The Center)
	(909) 386-5150

	Office of Emergency Service             (community sheltering, disaster event status & DBH Rep)
	(909) 356- 3998

	Poison Control
	1-800-222-1222

	Risk Management                                             (Safety Office – ergo, air quality, safety hazards)
	(909) 386-8624

	Risk Management                                                                       (After 5 PM - Co. Fire Dispatch)
	(909) 356-8805

	Road Conditions                                                                                       (Local Mountain Roads)
	(909) 866-7669

	Road Conditions                                                                                                            (Statewide)
	1-800-427-7623

	EVRC BLI/DBH Disaster/Safety Coordinator
	(909) 386-0733

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


1.  INITIAL HEADCOUNT

What to do immediately after the disaster event - all building occupants will:

· Check yourself and others for injuries/protect yourself from further danger  

· Provide first aid

· IMMEDIATELY report to the PRIMARY ASSEMBLY AREA (All occupants)

· Bring staff, client, training rosters and first aid kits (if available) to the primary assembly area (BLIs) 

· Conduct a headcount of staff, clients and visitors  (Supervisors & BLIs)

· Tend to medical emergencies (Medical Care Team) 

· Tune in to the radio for instructions (Admin Team)

NOTES:  A.  After Earthquakes - Expect aftershocks - DROP, COVER, AND HOLD ON!


      B.  Use the telephone only to report life-threatening emergencies
2. DAMAGE ASSESSMENT

A. DAST goals & responsibilities:
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· Locate survivors 
· Provide first aid 
· Move injured 
· Fire suppression
· Eliminate hazards  

· Terminate unsafe utilities 

· Damage assessment 

· Locate supplies and equipment
· Control hazardous conditions
B. Following the initial headcount, send members from the Damage Assessment/Security (DAST) & Medical Care Team (MECT) in to sweep the building. 

 C.  Conducting the damage assessment

             TEAMS REQUIRED:            DAS & MECT 

             EQUIPMENT REQUIRED:       
· Black & yellow restricted access tape 

· Building floor plans & DAR worksheets

· Building condition signs (Red, Yellow, Green)

· Crow bars 

· Duct tape

· Fire Extinguishers

· First aid kits 

· Flashlights 

· Garbage Bags (large)

· Gloves 

· Goggles

· Hard hats

· Other tools

· Pens/Pencils

· Rope

· Utility shut-off tools

· Vests

· Whistles

           D.    General Team Instructions:

· Move in teams of 2 (minimum)

· Place marker signs on each door/area after inspected (RED, YELLOW, GREEN) and black/yellow tape on doorways/halls that are unsafe to enter

· Provide necessary medical assistance

· Insure all external doors are locked

· Document all damage/building/medical conditions on floor plan & DAR forms 

· Forward DARs to the Admin Team 

E.      The DAST will accomplish the following:

· Establish a team structure (team captain and members)
· Conduct a systematic room-by-room search for survivors, damage & supplies 
· Turn off unsafe utilities (turn off gas if you smell gas or think it's leaking - Remember, only a professional should turn it back on.) 
· Provide first aid where required
· Move injured survivors – if warranted 

· Use the bldg. floor plan & DARs to track rooms/areas that have been searched, document their condition (no damage, moderate damage, destroyed) and note location of deceased individuals, supplies, equipment and medications located in accessible rooms

· Terminate unsafe utilities & eliminate other hazardous conditions  

· Note locations of usable supplies within the building (on the floor plan) for the SLT
· Look for and extinguish small fires & eliminate fire hazards  

NOTE:  All building occupants MUST comply with restricted access signs and will relinquish supplies as requested by the DAST..  (Do not enter or occupy or establish sheltering facilities in areas of the building that have been deemed unsafe – RED or YELLOW TAGGED)

F.      Following the initial damage assessment sweep establish a DAST activity roster:

· File damage assessment report with Admin Team
· Establish a 5-day work schedule with 2 - 12 hour shifts)   
· File a copy of the Shift Roster with the Admin Team
   G.  Other DAST team responsibilities:

· Provide updated reports to Admin Team/management every shift (every 12 hours)

· Provide 24/7 security for building, occupants, sleeping/supply areas and other assets 

H.  Shift Assignments DAMAGE ASSESSMENT & SECURITY TEAM (DAST):  
AM shift hours:  ____AM to ____PM  (Inclusive dates: From __________ to  __________)

AM Shift: Captain  ____________________________________________  

  AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

PM shift hours:  ____AM to ____PM

      PM Shift: Captain  ____________________________________________  

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

Signage for Damage Assessment

Place these placards on all doors/areas 

of the building as you continue your search. 

Be sure to annotate supplies/deceased located in each area.
AUTHORIZED PERSONNEL ONLY
	TIME/DATE INSPECTED:_____________________     
	CONDUCTED BY:  ________________________


	Usable Supplies/Equipment  identified:



	Number of deceased:



OPEN 

ENTRY PERMITTED
	TIME/DATE INSPECTED:_____________________     
	CONDUCTED BY:  ________________________


	Usable Supplies/Equipment  identified:



	Number of deceased:



DANGER

NO ENTRY
___  

	TIME/DATE INSPECTED:_____________________     
	CONDUCTED BY:  ________________________

	____UNABLE TO GAIN ENTRY TO AREA


	


	Usable Supplies/Equipment  identified:



	Number of deceased:



MEDICAL EMERGENCY CARE TEAM (MECT) provides first aid and requests advanced life support for more seriously injured.  They will also arrange and manage a temporary morgue. 

1.  INITIAL HEADCOUNT

What to do immediately after the disaster event - all building occupants will:

· Check yourself and others for injuries/protect yourself from further danger  

· Provide necessary first aid

· All occupants IMMEDIATELY report to the PRIMARY ASSEMBLY AREA 

· Bring staff, client, training rosters and first aid kits (if available) to the primary assembly area (BLIs) 

· Conduct a headcount of staff, clients and visitors  (Supervisors & BLIs)

· Tend to medical emergencies (Medical Care Team) 

· Tune in to the radio for instructions (Admin Team)

NOTES:  A.  After Earthquakes - Expect aftershocks - DROP, COVER, AND HOLD ON!


      B.  Use the telephone only to report life-threatening emergencies
2. EMERGENCY MEDICAL ASSISTANCE

A. MECT goals & responsibilities:

· Communicable disease control

· Preserve life 

· Prompt transportation 

· Sustained medical care 

· Morgue facility 

· Manage casualty status 
B. MECT Teams Required:

Following the conclusion of the headcount, split the MECT in two separate teams and have them accomplish the following:
1.  (Team 1)  Accompany the DAST during the initial damage assessment and move and/or provide first 

                     aid to survivors in the building

2.  (Team 2)  Provide first aid to injured survivors in the Primary Assembly Area 

       MECT EQUIPMENT REQUIRED:       
· Biohazard bags

· Breathing devices 

· Building floor plan 

· Duct tape

· Flashlights 

· First aid kits 

· Gloves (protective)

· Garbage Bags (large)

· Gloves

· Goggles

· Hard hats

· Pens/Pencils

· Rope

· Victim Triage Tickets

· Vests

· Whistles

 C.  The MECT will accomplish the following:             
· Establish a team structure (team captain and members) & coordinate first aid teams

· Accompany DAST team during damage assessment
· Provide first aid to survivors in structures and assembly areas

· Insure prompt transportation of seriously injured 

· Provide on-going medical care as required 

· Establish communicable disease control procedures

· Set up medical care in the shelter – when activated

· Manage a morgue storage facility 

· Maintain casualty status reports and send reports to Admin Team
       D.  General Team Instructions:

· Move in teams of 2 (minimum)

· Be mindful of markers on doors/area (RED, YELLOW, GREEN) and black/yellow tape on doorways/halls that are unsafe to enter

· Provide medical assistance only as practical and safe
· Document all medical/casualty information on floor plan & report forms 

· Forward reports to the Admin Team every shift (12 hrs)

NOTE:  All building occupants MUST comply with restricted access signs and will relinquish supplies as requested by the DAT..  (Do not enter or occupy or establish sheltering facilities in areas of the building that have been deemed unsafe – RED or YELLOW TAGGED)

F.      Following the initial damage assessment sweep establish a DAST team activity roster:

· File casualty/medical status reports with Admin Team
· Establish a 5-day work schedule with 2 - 12 hour shifts   
· File a copy of the Shift Roster with the Admin Team
      G.  Other team responsibilities:

· Provide medical care in the sheltering area

· Establish and manage a morgue facility 

· Insure 24/7 security is provided at the morgue

· Provide basic first aid training for additional team members – if required

NOTE:  Request/acquire all supplies and required space from the Supply/Logistics Team (SLT).
H.  Establish teams/shifts  MEDICAL EMERGENCY CARE TEAM (MECT)
AM shift hours:  ____AM to ____PM (Inclusive dates: From __________ to  __________)

      AM Shift: Captain  ____________________________________________  

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

PM shift hours:  ____AM to ____PM

      PM Shift: Captain  ____________________________________________  

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                      PM Team Member:  __________________________________________________      

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

SUPPLY & LOGISTICS TEAM (SLT) will collect, manage, issue and order supplies and establish a sheltering facility when instructed by management. 

1.  INITIAL HEADCOUNT

What to do immediately after the disaster event - all building occupants will:

· Check yourself and others for injuries/protect yourself from further danger  

· Provide necessary first aid

· All occupants IMMEDIATELY report to the PRIMARY ASSEMBLY AREA 

· Bring staff, client, training rosters and first aid kits (if available) to the primary assembly area (BLIs) 

· Conduct a headcount of staff, clients and visitors  (Supervisors & BLIs)

· Tend to medical emergencies (Medical Care Team) 

· Tune in to the radio for instructions (Admin Team)

NOTES:  A.  After Earthquakes - Expect aftershocks - DROP, COVER, AND HOLD ON!


      B.  Use the telephone only to report life-threatening emergencies
2. COLLECT SUPPLIES

C. SLT goals are to:

· Locate & collect supplies 

· Establish a storage facility 

· Establish an inventory list 
· Report on supply status
· Establish and manage a sheltering facility 
D. TEAMS REQUIRED:  Following the conclusion of the headcount & damage assessment, split the SLT in two separate teams and have them accomplish the following: 
1. (Team 1) Establish the supply control and sheltering areas
2. (Team 2)  Sweep the building and round up all disaster existing supplies/ materials that can be used in a sheltering scenario 

NOTE:  Consult with the Admin Team to get damage assessment information regarding the safety of the building for setting up a shelter. 

SLT EQUIPMENT REQUIRED:       
· Building floor plan & inventory worksheets

· Duct tape

· First aid kits 

· Flashlights 

· Garbage Bags (large) & boxes (if available)

· Gloves

· Goggles

· Hard hats

· Pens/Pencils

· Vests

· Whistles

 C.  The SLT will accomplish the following:             
· Collect all useable supplies

· Establish a supply system

· Establish a shelter

· Keep Admin Team informed of supply status

       D.  General Team Instructions:

· Use the damage assessment report and marked floorplan to enter the building and collect supplies
· Choose a supply room location (a safe, secure place in the building)

· Move supplies to supply room

· Request security for supply room (from DAST through Admin Team)
· Establish an inventory list of available supplies

· File a supply status report with Admin Team every shift (12 hrs)

· Manage the supply storage facility 

· Establish and manage a sheltering facility if instructed by management

· Move in teams of 2 (minimum)
· Be mindful of markers on each door/area (RED, YELLOW, GREEN) and black/yellow tape on doorways/halls that are unsafe to enter when collecting supplies

NOTE:  All building occupants MUST comply with restricted access signs and will relinquish supplies as requested by the DAT..  (Do not enter or occupy or establish sheltering facilities in areas of the building that have been deemed unsafe – RED or YELLOW TAGGED)

F.      After completing the inventory and establishing the supply system establish a DAST team activity 

         Roster then accomplish the following:

· File report supply status report with the Admin Team
· Establish a 5-day work schedule with 2 - 12 hour shifts   
· File a copy of the Shift Roster with the Admin Team
      G.  Other team responsibilities:

· Provide updated reports to Admin Team every shift (every 12 hours)

· Insure security is provided by the DAST for supplies, shelter and morgue 

3.  INITIAL INSTRUCTIONS:

· Following the Damage Assessment - report to a pre-designated location to begin establishing supply storage & sheltering areas 

· Use the damage assessment report (floor plan) to collect ALL usable food, water and other disaster supplies & equipment

· Inventory & secure supplies  (One member of the team should remain with the supplies AT ALL TIMES.

· Establish team hours/shifts 

4.   ESTABLISH TEAMS/SHIFTS  (Supply & Logistics Team)
AM shift hours:  ____AM to ____PM (Inclusive dates: From __________ to  __________)

      AM Shift: Captain  ____________________________________________  

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

                                AM Team Member:  __________________________________________________

PM shift hours:  ____AM to ____PM

      PM Shift: Captain  ____________________________________________  

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

                                      PM Team Member:  __________________________________________________      

                                PM Team Member:  __________________________________________________

                                PM Team Member:  __________________________________________________

5.  SHELTERING & SUPPLY AREAS 

     Establish, staff and maintain the following areas:

· Administrative/Communications area  (sign in/out, information management & monitor media)          

· Canteen/feeding area  (to provide food/water)                                                  

· Child Care (to provide childcare)                                                         

· Counseling area (to provide crisis counseling and handle 5150s)      

· Medical care Area (to provide medical emergency care)

· Morgue  (to house deceased)

· Sleeping area  (for residents of the shelter)

· Supply Room (to control/manage all available supplies)

· Toilet/sanitation  area 

6.  CHOOSING SHELTER AREA LOCATIONS

Determine appropriate locations for sheltering areas.  When a Shelter-in-Place order is issued, the SLT shall allocate space for and establish following areas:  
(Write in the location of where this area in the shelter will be established)

	Area
	Room Number/Location

	Admin Team                        

(Locate at main entrance of facility)
	

	Canteen

 (Locate within or near the sheltering area)
	

	Children’s Room

(Locate near the sheltering area, but in a private, secure room)
	

	Counseling Area

(Locate near the main sheltering area, but in a private room.  Provide security for counseling teams)
	

	Medical Care 

(Locate at within sheltering area, but in a private area) 
	

	Morgue Area  

(Locate in a cool, dry area as far from the main sheltering location as possible, provide 24/7 security)
	

	Sleeping Area(s)
(Locate in the main sheltering area in warm, spacious & quiet locations – establish staff quarters separate from clients, male separate from female and singles separate from families Security for this area is provided 24/7 by the Damage Assessment and Security Team.  Establish separate areas for staff, clients, attempt to keep areas separated by male/female and singles separate from families.  The rooms should be large enough to provide at least 10 square feet per person sheltered. A shelter room should have as few windows, vents and doors as possible. A windowless room is best. Have all occupants sign-in/out for accountability)
	

	Supply Area

(Locate in a central location in a room with only one door/entrance.  Station one team member and security here 24/7)
	

	Toilets/Sanitation Area

(Locate two sites (Male/Female) near the at main sheltering area, but a distance for sanitary control)
	

	Other


	


6.  Once the supply room is identified send teams on a “Scavenger Hunt” to collect supplies:    
(Employees should surrender any/all supplies requested by the SLT)
(Where to look for and find these items)

	Batteries
	

	Blankets
	

	Bleach
	

	Biohazard Bags
	

	Bucket (with lid)  
	

	Can Opener (Manual) 
	

	Clothes
	

	Crowbars
	

	Cups, plates, utensils 
	

	Diapers
	

	Disinfectant
	

	Emergency Phone Numbers
	

	Food
	

	First Aid Kits
	

	Flashlights
	

	Formula (baby)  
	

	Games/Toys
	

	Garbage Bags
	

	Knives
	

	Matches
	

	Medications
	All medications & medical supplies, indlude all diabetic supplies (syringes, glucometer) as well as inhalers & nebulizers

	Paper
	

	Pens/Pencils
	

	Pillows
	

	Radio(s) & TVs:  
	(Monitor KFRG 95.5 FM & Channel 7 KABC)

	Rope
	

	Soap
	

	Toilet Paper
	

	Tools & Other Emergency Supplies
	

	Trash Bags
	

	Water 
	(All usable water - potable/non-potable)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


7.   Make an inventory of all supplies collected & document when issued out:  

	ITEM
	Amount Collected& on hand
	Issued (To, when, quantity)
	Issued (To, when, quantity)
	Issued (To, when, quantity)
	Issued (To, when, quantity)
	Issued (To, when, quantity)

	Batteries
	
	
	
	
	
	

	Blankets
	
	
	
	
	
	

	Bleach
	
	
	
	
	
	

	Biohazard Bags
	
	
	
	
	
	

	Bucket (with lid)  
	
	
	
	
	
	

	Can Opener (Manual) 
	
	
	
	
	
	

	Clothes
	
	
	
	
	
	

	Crowbars
	
	
	
	
	
	

	Cups, plates, utensils 
	
	
	
	
	
	

	Diapers  
	
	
	
	
	
	

	Disinfectant
	
	
	
	
	
	

	Emergency Phone Numbers
	
	
	
	
	
	

	Food Bars
	
	
	
	
	
	

	Food (Other)
	
	
	
	
	
	

	First Aid Kits
	
	
	
	
	
	

	Flashlights
	
	
	
	
	
	

	Formula (baby)  
	
	
	
	
	
	

	Games/Toys
	
	
	
	
	
	

	Garbage Bags
	
	
	
	
	
	

	Knives
	
	
	
	
	
	

	Matches
	
	
	
	
	
	

	Paper
	
	
	
	
	
	

	Pens/Pencils
	
	
	
	
	
	

	Pillows
	
	
	
	
	
	

	Radio(s) & TVs
	
	
	
	
	
	

	Rope
	
	
	
	
	
	

	Soap
	
	
	
	
	
	

	Toilet Paper
	
	
	
	
	
	

	Tools & Other Supplies
	
	
	
	
	
	

	Trash Bags
	
	
	
	
	
	

	Water (All usable water - potable/non-potable)
	
	
	
	
	
	


TEAM ACCOUNTABILITY WORKSHEET                    Date:  _______________________________

	TEAM

(Circle one)  
	Admin/Mgt
	Counseling
	Damage assessment
	Medical
	Supply/

logistics
	Transport
	AM
	PM


	Team Captain
	

	Team Member
	

	Team Member
	

	Team Member
	

	Team Member
	

	Team Member
	

	Team Member
	

	Team Member
	

	Team Member
	


All team members must sign in/out each time you leave your work area.

	Name
	Time In
	Time Out
	Destination
	Expected Return Time
	Actual Return Time

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


8.  Special Instructions:

           A.   SANITATION (toilet) AREA

If running water is unavailable, you will need to establish sanitation areas (toilet & bathing).  This area should be far enough from other sheltering activities, but close enough to sleeping quarters to provide safety and convenient access.

· Plastic bucket with a tight lid (use a port-a-potty) or office trash cans

· Small Trash bags

· Household chlorine bleach 

· Large trash container 

B.  MORGUE AREA

Assist the MECT to establish a temporary morgue.  Find a location furthest from the main sheltering facility as possible and in a cool, dark, dry location that can be secured.  Access should be restricted and the room should remain secure at all times(see DAST).  Use large trash bags or large red Biohazard bags to store the deceased.   Place mark with identification if known or available.  (Name, title, time/date located). 

SLEEPING AREA
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COMMUNICATIONS TEAM:  

Monitor for information about the event by tuning in to a radio (95.5 FM – KFRG) or TV (channel 7 KABC). Listen for further civil response instructions.

Employees cannot be forced to shelter in place. Therefore, it is important to develop your shelter in place plan with employees to maximize the cooperation of employees with the shelter plan. Determine if all employees will shelter or if some will leave the building before shelter procedures are put in place.

When a Shelter in Place order is issued, the responsible team shall: 

· Announce to all employees and visitors that a shelter in place advisory has been issued
· Provide access to phones
· Prepare reports for County EOC
· Keep occupants informed of changesUpdate information and 
· Receive and transmit reports from disaster teams to Admin Team
ADMIN TEAM:  Turn on a TV or radio and listen for further instructions.

2)  Have all employees, clients and visitors “register” on sign in sheets (You should know who is in your building and where they are if an emergency develops. Clients/visitors should be made aware of your office’s decision to shelter in place if advised by management).



 

Shelter Checklist 

· Change of Clothes for several days for each person, include jacket/raincoat 

· Personal items (such as towel, washcloth, soap, sanitary pads/tampax, toothbrush/denture supplies, glasses) 

· All medications & medical supplies, indlude all diabetic supplies (syringes, glucometer) as well as inhalers & nebulizers 

· Food (snacks available but no meals during first 24 hours of shelter opening) 

· Blanket, pillow, sleeping bag for each person 

· Flashlight & batteries 

· Battery radio & batteries 

· Emergency contact phone numbers 

DO NOT BRING PETS TO THE SHELTER! 

 

 

What to do immediately after the disaster event

· Check yourself for injuries. Protect yourself from further danger by putting on long pants, a long-sleeved shirt, sturdy shoes, and work gloves. 

· Check others for injuries. Give first aid for serious injuries. 

· Look for and extinguish small fires. Eliminate fire hazards. Turn off the gas if you smell gas or think it's leaking. (Remember, only a professional should turn it back on.) 

· Listen to the radio for instructions. 

· Expect aftershocks. Each time you feel one, DROP, COVER, AND HOLD ON! 

· Inspect your home for damage. Get everyone out if your home is unsafe. 

· Use the telephone only to report life-threatening emergencies. 

Other

· VA Pilot Infoline: 640-5555, press 1237 

· Electricity 

· Virginia Power: (888) 667-3000 

· Albemarle Electric Corp.: (252) 426-5735 

· Cape Hatteras Electric Corp.: (252) 995-5616 

· Telephone 

· Bell-Atlantic of Virginia: 954-6888 

· GTE Virginia: (800) 483-1000 

· Mid-Atlantic Sprint Carolina: (252) 977-7100 

· Natural Gas 

· Virginia Natural Gas: 466-5550 (after 5 pm: 466-5500) 

· Suffolk: 539-2376, (after 5 pm: 873-6200) 

· Hampton: 873-1322 (after 5 pm: 466-5500) 

· Newport News: 873-6200 

· Commonwealth Gas: 543-8911 or (800) 544-5606 

Lets start the check list:
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At work:



I have read my company's evacuation plan and know where to meet after an emergency. 


I know where exit routes, fire extinguishers, and medical kits are located. 


I have assembled supplies and have them stored in my desk. 


I carry a list of important phone numbers in my wallet. 
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The car:



I make a point to keep the tank full. 


I keep tools in the trunk. 


I keep the car mechanically sound and ready to use. 


I keep supplies in the car for use in an emergency. 
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At home:



The water heater is strapped to the wall. 


I know where to shut off the water, power, and gas and have placed the tools at each location. 


Anything that would have fallen on my head has been secured to the wall. 


I have moved the bleach and ammonia to separate locations. 


I know the unsafe locations in the house. 


I have made an emergency plan and know escape routes and meeting places. 


Emergency lighting has been installed in selected outlets. 


I know the location of the nearest police, fire station, and hospital. 


I know which neighbors have medical experience. 


I have talked with my neighbors about emergency preparedness. 


My neighbors have keys to my house, and they know how to turn off my utilities. 


My neighbors also have a list of my important phone numbers. 


My household has conducted a home evacuation drill. 


My children know how to get help from neighbors and 911. 


Each family member carries a family photo. 


I have evaluated what supplies my family needs to store. 


I have the proper amount of water stored for emergency use. 


I have stored emergency food supplies. 


I have stored cooking items for emergency use. 


I have stored emergency items to use as shelter. 


I have a first aid kit. 


I have stored emergency lighting equipment. 


I have stored items to keep in touch with the world. 


I have positioned tools that I will need in an emergency. 


I have stored sanitation supplies. 


I have stored supplies for the baby. 


I have stored misc. supplies including money for emergency use.

Shelter Checklist

√ Baby food and diapers

√ Blankets, pillows and/or sleeping bags

√ Cards, games, books 

√ Drinking water 

√ Eating utensils 

√ Extra batteries 

√ Favorite toy or blanket 

√ First-aid kit 

√ Identification and valuable papers 
    (such as tax bills, drivers licenses, utility bills, insurance papers, home 
    inventories, important telephone numbers etc.) 
√ Medicine 

√ Nonperishable food 

√ One flashlight per person 

√ Toiletries 

√ Do not bring pets, firearms or alcohol

	HURRICANE EVACUATION CHECKLIST
TAKE ACTION NOW

	You can print this checklist out or click here to download and print a PDF version. 
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	Monitor media reports. Watch TV, listen to AM/FM or NOAA weather radio and check the Internet often for official news. Evacuate when advised to do so.

	Family Communications Plan Steps:
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	Make a plan and prepare to evacuate. Plan your evacuation route by using maps and identifying alternative routes. Pets should not be left behind, but understand that only service animals are permitted in shelters. Plan how you will care for your pets and bring extra food, water and supplies for them.
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	Develop a family communication plan by designating an out-of-town contact that you can call. Ask them to contact other people who care about you, to let them know your status. Write contact information including name, home, work and cell phone numbers and e-mail address.

	 
	Contact information to provide to your out-of-town contact.

	 
	Name:
Phone:
Email:

	Name:
Phone:
Email:


	 
	Name:
Phone:
Email:

	Name:
Phone:
Email:


	 
	Name:
Phone:
Email:

	Name:
Phone:
Email:


	Assemble a Disaster Supplies Kit Including the Following Items:
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Non-perishable or canned food

Special Items for: 
[image: image43.wmf]
Can opener (non-electric) 
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Infants

[image: image45.wmf]
Bottled water 

[image: image46.wmf]
Elderly

[image: image47.wmf]
Clothing
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People with disabilities 

[image: image49.wmf]
Rainwear

Important Documents:
(store in a waterproof container)
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Bedding
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Sleeping bags 

[image: image52.wmf]
Driver's license 

[image: image53.wmf]
Pillows

[image: image54.wmf]
Social Security card 

[image: image55.wmf]
Battery-operated radio 

[image: image56.wmf]
Proof of residence 
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Flashlight

[image: image58.wmf]
Insurance Policies 

[image: image59.wmf]
Extra batteries 

[image: image60.wmf]
Tax records 

[image: image61.wmf]
Prescriptions and medications 
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Birth and marriage certificates

[image: image63.wmf]
First aid kit 
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Deeds

[image: image65.wmf]
Car Keys

[image: image66.wmf]
Wills

[image: image67.wmf]
Maps

 
 
Remember to make a supplies kit for pets with water, food (with manual can opener), collars with identification tag, carrier or harness, sturdy leash, medication, name and number of veterinarian, cat litter pan and scooper, pet beds and toys.



	Prepare Your Home:
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	Bring inside: lawn furniture, trash cans, hanging plants, outdoor decorations or ornaments, or
anything else that can be carried by the wind.
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	Close windows and doors, then close hurricane shutters or install pre-cut plywood. 
Note: Tape does not prevent windows from breaking, so taping windows is not recommended.

	Evacuate If Necessary:
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	If advised to evacuate, do so immediately. Follow the advice of authorities on which routes to take, which evacuation shelters to seek, and other important directions.
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	Identify ahead of time where to go if told to evacuate. Learn the best evacuation routes to take. Get the telephone numbers of places you may go, as well as a road map in case you need to take alternative or unfamiliar routes if major roads are impassable.
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	If time allows, call or e-mail your out-of-town contact to let them know where you are going and when you expect to get there. Leave a note telling others when you left and where you are going. Check with neighbors who may need a ride or other assistance.
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	If you live in the affected area, call the toll-free Red Cross hotline: 1-866-GET-INFO (866-438-4636) for the nearest Red Cross emergency shelter. Or make arrangements to stay inland at a hotel or with friends or relatives until the storm has passed.

	Take Precautions:
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	Listen to local TV, radio, or NOAA Weather Radio to be aware of watches and warnings.
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	Be aware that the calm "eye" is deceptive; the storm is not over. The worst part of the storm will happen once the eye passes over and the winds blow from the opposite direction. Trees, shrubs, buildings, and other objects broken by the first winds can be destroyed by the second winds.

	 
	Tornadoes can happen during a hurricane and after it passes over.
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Be alert to weather conditions as they can change rapidly. Look for large hail and listen for the sound of an approaching tornado – many say approaching tornadoes sound like a freight train.
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Pick a safe place in your home where family members and pets can gather if a tornado occurs.
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Remain indoors, in the center of your home, in an interior closet, bathroom or hallway on the lowest floor, and away from all windows.
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Know the community's warning system. Many use sirens.



	 
	Flooding can begin well before a hurricane nears land.
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Stay away from floodwaters. If you come upon a flooded road, turn around and go another way. If you are caught on a flooded road and waters are rising rapidly around you, get out of the car quickly and move to higher ground. The floodwaters may still be rising, and the car could be swept away at any moment.
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Never attempt to drive through water on a road. Water can be deeper than it appears, and water levels can rise very quickly.

[image: image82.wmf]
Most cars can be swept away by less than two feet of moving water. Many hurricane deaths are caused by people attempting to drive through floodwaters.

[image: image83.wmf]
Floodwaters can erode roadways, and a missing section of road – even a missing bridge – will not be visible with water running over the area.

[image: image84.wmf]
Avoid walking through floodwaters; two inches of moving water can sweep most people off their feet.
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