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POLICY: This policy follows the requirements of 29 CFR 1910 Subpart E; and the OPA Program Requirements for Title X Funded Family Planning Projects, 2014. 
PURPOSE:  This policy provides guidance for (insert AGENCY name) Reproductive Health staff to assure compliance with safety requirements, including those within OSHA 29 CFR 1910 Subpart E.  

PROTOCOL:  An emergency management plan must be written and followed for the management of those emergencies which have been assessed by (insert AGENCY name) to be possible in a public health or medical clinic setting.  The emergency management plan must be kept in the workplace and available for staff to review.

This plan must meet applicable standards established by Federal, state, and local governments (e.g. local fire, building, and licensing codes).
PROCEDURE:

1. Emergency Action Plan
a) (insert AGENCY name) will assess for the potential emergencies that could be reasonably expected to occur in the workplace (fire, bomb threat, earthquake, fainting, respiratory distress, etc.). 
b) Based on the assessment, a disaster plan or medical response plan addressing the identified possible emergencies will be developed, and made available to staff.  
c) This plan will list detailed steps to address staff and client health and safety issues in emergency, including: 
· Procedures for emergency evacuation, including type of evacuation and exit route;
· Procedures to be followed by staff who are last to evacuate;
· Procedures to account for all staff after evacuation;
· Procedures to be followed by staff performing rescue or medical duties; and
· The name and job title of each staff who may be contacted by staff who need more information about the plan or need more explanation of their duties under the plan.
d) At a minimum, procedures for the following emergencies will be attached to this protocol (see Attachments for samples from the Portland State Building Emergency Handbook). 
· Fire;
· Earthquake; and
· Bomb threat.   
e) Medical first aid duties and who is to perform them will also be part of this plan.  At a minimum, procedures for the following emergencies will be attached to this protocol:

· Anaphylaxis/Shock;
· Vaso-vagal reaction/Syncope;
· Cardiac Arrest/Respiratory Difficulty (if clinic has an automated external defibrillator (AED) – include protocol on how to use);
· After hours emergency policy; and
· Hemorrhage.
f) If there is an AED on-site, instructions on how to use it will be available and staff will be trained on how to use it.
g) Staff will be trained to understand their role in an emergency or natural disaster, and be able to identify emergency exit routes.  
2. Emergency Evacuation
a) Emergency evacuation will be included in the emergency action plan, and key staff will be trained in emergency evacuation should it be necessary.

b) The use of floor plans or workplace maps which clearly show emergency escape routes will be included in the emergency action plan.
c) Clinic exits will be recognizable and free from barriers.  

· Each exit route will be adequately lighted.
· Each exit will be clearly visible and marked by a sign reading “Exit.”

· Each exit door will be free of decorations or signs that obscure the visibility of the exit route door.
· If the exit door is not immediately apparent, signs will be posted along the exit access indicating the direction of travel to the nearest exit.
· Each exit sign will be illuminated.
d) The designation of a safe or refuge area for evacuation will be determined and identified in the plan.  Exterior refuge or safe areas may include parking lots, open fields, or streets located away from the site of the emergency and which provide sufficient space to accommodate the evacuees.  

3. Fire Prevention 
a) Clinic management will be aware of and follow local fire codes and regulations.
b) Fire prevention equipment, such as fire extinguishers, will be clearly marked and tested annually.
TRAINING:
1. (insert AGENCY name) will review the emergency action plan with each staff covered under the plan:
· Upon hire;
· When staff’s responsibilities under the plan change; and
· When the plan is changed.
2. Staff trainings will be documented and records maintained. 
3. This documentation will be provided to the reviewer at the time of the Triennial Review.   
REFERENCES:
Office of Population Affairs.  2014.  Program Requirements for Title X Funded Family Planning Projects. Retrieved October 10, 2014 from http://www.hhs.gov/opa/pdfs/ogc-cleared-final-april.pdf
Occupational Safety and Health Administration.  29 CFR 1910 Subpart E   https://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=standards&p_id=10114                       

ATTACHMENT 1:  Sample Protocol for Fire Emergency
If Fire Alarm Sounds or Smoke/Fire is Detected: Follow the instructions of your Evacuation Coordinator.

· Call 911 and give the location of the building. 
The address is:
 _____________________________




      
 _____________________________





    (Print Address Here in Bold)

· Contact Security (if applicable) at __________________  (print phone number)
· DO NOT yell “Fire!”

· Do not let a person enter a room or area that is on fire.
· Follow your ears, if they are tingling or hot, get closer to the ground.
· Feel closed doors before opening, if the door is warm or hot, do not open.
· Do not use the elevators.
· Do not run or push.
· If instructed to evacuate and the primary evacuation route is blocked, use the secondary route.

Primary:
     
Secondary:
     
· Once outside, report to your designated meeting area (per your agency’s evacuation plan) and remain there.  Do not return to the building until told to by fire/emergency officials. 

· Your designated safe zone is:      
· Never enter a room or area that is on fire unless you must to get out of the building. In that event be sure that:

· There is a clear way out of the room or area.

· The smoke is higher than the door knob. (The lower area is clear).

· You can clearly see the fire and it is no larger than a desk.

· If unable to escape, keep doors closed.  If smoke is entering, stuff coats or material in the cracks around the door.  Do not break windows as long as there is clear air to breathe.  Signal for help from the windows.  Move to roof if necessary.

If Your Clothes Catch Fire:
· Stop, do not run – Running fans the fire, causing it to burn hotter and faster.

· Drop – Lie down on the floor or ground.

· Do not sit up – Lying down slows the fire and helps keep flames from your face.

· Roll – Cover your face with your hands and roll slowly from side to side. Continue until the fire is out.  Immediately remove the burned clothing.

More Information:

· Anyone discovering a fire shall report it to the immediate supervisor or Security at __________ (print phone number) or call 911.  Staff are not expected to fight fires.  Fire extinguishers are placed in the building to be used by trained Fire Department personnel and trained office staff.

· If you are in the elevator during an alarm, the elevator will automatically return to the 1st floor.  If the alarm is on the 1st floor, the elevator will stop at the basement floor.  Exit the building when the elevator opens. 

· If smoke becomes heavy, crawl or stoop staying close to the floor and take short breaths. 

· Stay calm and proceed toward the exit.  Place a cloth (preferably wet) over your nose and mouth for comfort.  Evacuation Coordinators should check offices, conference rooms, rest rooms, and storage rooms to make certain all persons have evacuated the building.

ATTACHMENT 2:  Sample Protocol for Earthquake Emergency
Earthquakes: Duck, Cover, and Hold
· Take shelter under a sturdy desk or table.  If there is systems furniture, move to a corner where partitions are connected at right angles.  Next best is near a solid wall.  Stay away from things that can tip, fall, or drop on you (e.g. file cabinets, windows, overhead lighting, etc.).
· It is advisable not to leave the building unless directed by emergency personnel.  

· Stay away from glass windows and doors.

· Do not light a match or use any kind of open flame; there may be a gas leak in the vicinity.

· Turn on a radio station. 

· Refrain from using phones (regular or cell) unless absolutely necessary.  

· Earthquake may trip fire alarm; dust particles can cause the alarm to go off. 

· If the power is cut off, communication will be slow.  Keep calm and await emergency instructions. 

· Do not use elevators. 
· When you are directed to leave the building, watch out for falling debris (examples: window glass, building siding, trees).  Assemble at assigned evacuation area.

ATTACHMENT 3:  Sample Protocol for Dealing with Threats
Any verbal or written threat, or act of violence by a citizen or another employee towards staff, the division, department, or another agency or organization must be treated seriously and immediately reported as indicated below.  This includes domestic violence that spills over into the workplace if the employer has been informed or can reasonably be assumed to have known of the potential threat.  

All staff at all levels of the organization should report the potential for violence so that your agency can take appropriate steps to protect staff. 

Face-To-Face Threats of Violence

Initial Response to Angry Visitor (not presenting as threatening):

· Acknowledge their presence, offer to help.

· Listen, giving full attention to them.

· Quickly contact a person in the agency who can help them.

· Each situation is different. Decide if you are more comfortable leaving the area or if you want to stay.

Visitor Becomes Unruly:

· Suggest they take a seat.

· Let them know you will get someone to talk to them immediately.

· Try and create an atmosphere of calmness.

· When responder arrives, introduce them.

When someone showing escalating anger confronts you and/or makes threats of violence, remember the following: 

B  Breathe


R  Relax


A  Adjust attitude – maintain a non-defensive attitude


G  Get/or Give help – be aware of your surroundings

Think of your own safety.  If you think you need to and are able to leave, exit the nearest safe exit.  If no weapon is present, your ___________will enter the area to assist you.  If a weapon is present, your ___________ will evaluate the situation and ensure police are called prior to assisting you.

Telephone Threats of Violence (Including Bombs)
· If you determine the caller is irate or dangerous, ask for the caller’s name and phone number, assuring the caller that someone will get back to them immediately.  Get as much information as possible from them.

· If the caller refuses to have someone call back, put them on hold and notify

Your ________:      
#      
· Forward the call to your ________ or a manager.

· Document the event and report it immediately to management. 

Bomb Threat 

DO NOT USE CELL PHONES OR HAND-HELD RADIOS

· If you can, while the caller is on the line, let your ________ or a manager know by giving a message to a nearby person without making it obvious to the caller.

· Complete the yellow bomb threat card located by your phone, while keeping the caller on the line, or complete the questionnaire immediately after the call is terminated. 

· Wave the yellow BOMB THREAT CARD.

· Notify your ________: #      
· DO NOT discuss the call with any unauthorized persons.

· DO NOT use cell phones or hand held radios.

Written Threats (Including Bombs) 

· Handle the message as little as possible in order to preserve fingerprints.  If possible, leave the message where you found it.

· DO NOT allow anyone else to handle the message before turning it over to the police.

            
Notify your _______: #       
The following chart shows categories for ‘Levels of Threat’ and ‘Actions to Take’. This information is from a Responding to Anger and Violence training. 

	Level 1 Threat
	Actions for Level 1 Threat

	· Verbally non-responsive

· Physically resistant

· Physically very slow to comply

· Might feel uncomfortable, a sense of

 pressure, anger, confusion, frustration, fear


	· Self control: always the first step

· Understanding their anger

· Notify _______

	Level 2 Threat
	Actions for Level 2 Threat

	· Verbally aggressive

· Physically resistant

· May destroy property

· You might experience the fight/flight 

  response


	· Your safety always comes first

· Breathe, Relax, Adjust attitude, Get/or Give help (B.R.A.G.)
· Show respect with non-verbal and 

 verbal skills

· Notify _______

	Level 3 Threat
	Actions for Level 3 Threat

	· Verbally aggressive

· Physically aggressive

· Physically may harm people

· You should have a fight/flight response and feel threatened 


	· Self-protection

· B.R.A.G

· Know where the exits are

· Signal for help

· Notify ________

	Level 4 Threat
	Actions for Level 4 Threat

	· Verbally very aggressive

· Physically aggressive

· May employ deadly force
	· Immediate self-protection

· B.R.A.G.

· Take whatever action necessary to reduce 

      injury to yourself

· Immediately call police (911)

· Notify _______



	After the incident . . . . . . . .
	You may want to:

	
	· Debrief 

· Talk to someone you trust

· Consider counseling
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