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Purpose

To ensure staff of The Salvation Army London Village knows how to report and respond quickly and consistently in an emergency situation.

Policy
All staff will follow procedures as listed below.
Procedure
1.0 Tornado:
1. Listen to the news.  Have a radio in your location tuned to a station which gives frequent weather updates.

2. In the event a WATCH is issued staff should closely monitor weather conditions; if possible post a weather sentry to monitor.

3. Ensure flashlight and all emergency equipment is in good working order.

4. Know your safe spots.  They are found under doorways, near columns and/or other structural supports.

5. Go to a safe spot: windowless interior room ie. bathroom, closet, walk-in showers, storm cellar, basement, or lowest level in the building.

6. Get away from the windows.

7. Get under a piece of sturdy furniture such as a workbench, heavy table or desk.

8. Use your arms to protect your head and neck; encourage participants to do the same.

9. Avoid places with wide-span roofs such as auditoriums, gymnasiums, cafeterias or shopping malls.
10. Assist participants to safe spots and stay with them throughout.

11. If outdoors:

· Get inside a building if possible

· If shelter is not available or there is no time to get indoors, lie in a ditch or low-lying area or crouch near a strong building.

· Be aware of the potential for flooding.

12. If in a car:

· Never try to out-drive a tornado.

· Get out of the car immediately and take shelter in a nearby building.

· If shelter is not available or there is no time to get indoors, get out of the car and lie in a ditch or low-lying area away from the vehicle.

· Be aware of the potential for flooding.

13. If damage or injury occurs:
· Provide first aid or request medical assistance dependent on the severity of the injury.
· If a person is unaccounted for, immediately report to Emergency Medical Services (EMS).

14. Advise Program Supervisor and/or Program Director and/or On-Call designate of the situation who will in turn inform Executive Director.

15. Buildings will not be re-entered until fire department has given the “all clear”.

2.0 
Earthquake:
1. Know where safe spots are in the location:

· Under sturdy furniture, such as desks or tables

· Near columns

2. Know danger spots:

· Near walls, windows and mirrors

· Under hanging objects

· Near unsecured furniture, household items

· Near areas with chemicals (ie. lawn and garden, paint, etc.)
3. Know earthquake dangers:

· Broken Glass

· Falling debris/product

· Collapsed walls

· Fire/explosion from gas leaks

4. During the earthquake:

· Go to a safe spot; assist participants to do the same

· Don’t panic; stay calm

· Move away from danger spots

5. After the earthquake:

· Be cautious of falling debris

· If evacuation is necessary, assist participants to meet in the designated area as outlined in the fire safety plan

· If a person is unaccounted for, immediately report to Emergency Medical Services (EMS).

6. Advise Program Supervisor and/or On-Call designate of the situation who will in turn inform Executive Director.

7. Buildings will not be re-entered until fire department has given the “all clear”.

3.0

Bomb Threat:
1. Stay calm.
2. Listen to the caller carefully and ask the caller the following questions, making sure to write down the answers:

· Where is the bomb?

· When is it set to go off?

· What kind of bomb is it?

· What does it look like?

· Where are you calling from?

· Why did you place the bomb here?

3. Make notes of the following:
· Description of Voice:
Male/Female

Young/Old/Middle Age

· Accent/Tone of Voice

· Background Noise



· Is the voice familiar?

· Time of call

4. Immediately sound the fire alarm; call 911 and proceed to evacuate the building in accordance with the fire safety plan.
5. Staff will assist those requiring assistance to evacuate the building.
6. All staff, participants and visitors move directly to designated safe area.
7. Contact Program Supervisor and/or Program Director and/or On-Call designate as soon as possible, who in turn will contact Executive Director.

8. Buildings will not be re-entered until fire department has given the “all clear”.

4.0       Chemical Spill:

  If a chemical spill occurs:
1. When you discover a spill, staff will guard the spill so others cannot walk through the spilled chemical. Get other staff to help prevent anyone from accessing the area, and to bring spill cleanup supplies.
2. Notify a member of management immediately. Management will call the fire 



department if necessary.

3. If strong odors are present, open doors and use fans to ventilate the area.

4. Determine the identity of the spilled material, and what hazards are present. Read  



the container label. Refer to the MSDS for guidance on spill cleanup measures.




5.
Put on proper personal protective equipment. Before cleaning up the spill, refer to 


the label/MSDS.




6.
If you experience shortness of breath, dizziness, headache or other abnormal 



physical condition as a result of fumes or vapors, immediately leave the area and 



notify a member of management.



 7.
Properly store the spilled chemical and contaminated materials in a labeled container 


or double plastic bag for disposal; keep products separated to avoid potential 



reactions between chemicals. 



 8.
Wash your hands and remove contaminated clothing after the spill cleanup is 





finished.


When disposing of spilled chemicals and contaminated materials:


1.
Don’t pour anything on the ground except water.



2.
Don’t put hazardous chemicals in the dumpster or trash compactor (example: flammable 
products, fertilizers, pesticides, pool chemicals, auto batteries, paint, roof coating).



3.
Refer to the Material Safety Data Sheet (MSDS) for that product for proper disposal 
instructions.



4.
If you are uncertain about disposal of a product, ask for help from your supervisor/ 
director/property manager. For further information, call Emergency number indicated 
on the MSDS or 1-800-268-6060 – 24 hour service.
5.0  
Gas Leak:


1. 
On detection of a gas leak, immediately sound the fire alarm.



2.
On hearing the fire alarm CALL 911, proceed to evacuate the building, in accordance 
with fire safety plan. 



3.
Staff will assist those requiring assistance to evacuate the building.



4.
Ensure doors and windows are closed upon exiting.



5.
All staff, participants and visitors move directly to designated safe area.



6.
Contact Program Supervisor and/or Program Director and/or On-Call designate as 
soon as possible, who in turn will contact Executive Director.



7.
When the “all clear” is given by fire department the building may be re-entered.
6.0  
Contaminated Water:


1.
Contact Program Supervisor and/or Program Director and/or On-Call designate as 
soon as possible, who in turn will contact the Executive Director.



2.
Listen to the radio for the latest information. Do not call 911 for information, only to 
report a life threatening emergency.



3.
In the event of a “Water Ban” declared by Public Health NO WATER will be used. Post 
signs at all sites i.e. taps and faucets.



4.
In the event of a “Water Advisory” declared by Public Health, follow Public Health 
notice for treatment of water prior to use. Post signs at all sites.



5.
After water advisory has been lifted – follow direction from Public Health for post 
contamination start-up.

7.0   
Pandemic:
1. A Pandemic will be declared by the Executive Director.

2. If a Pandemic is declared all employees will:

· follow the direction of the Program Director/ Program Supervisor 

· report for all scheduled shifts

· immediately contact their Program Supervisor and/or On-Call designate if they have been exposed to a pandemic virus and are unable to report for their scheduled shift

· if while at work, staff are directly exposed to a pandemic virus or if they begin to display the symptoms listed below, the Program Supervisor/On-Call designate is to be immediately notified and actions will be determined on a case-by-case basis. Symptoms are as follows: fever, headache, aches and pains, fatigue and weakness, extreme exhaustion, chest discomfort and cough.

3. Follow infection control precautions while at work and wear any personal protective equipment as provided.

4. If participants become ill and exhibit the above symptoms parents/guardians or the designated emergency contact will be required to pick up the participant until the participant is healthy, the symptoms have passed and are no longer infectious.  
5. Staff will isolate the participant from the others making sure to keep them comfortable until arrangements for transportation and supervision at the home can be made.
6. The Program Supervisor and/or Program Director and/or On-Call designate will be made aware of the situation. 

7. If the spread of illness becomes widespread affecting participation and staffing, programs may be temporarily closed. 
8. Program closures will be at the discretion of the Executive Director in consultation with Program Directors; participants and their families will be notified by phone. 

