City of Biddeford 


City Hall Building

Emergency Action Plan Policy

	Purpose

	The Purpose of this program is to establish emergency procedures and plans at Biddeford City Hall.

This program applies to all City Hall employees that have the potential for emergency situations, including building evacuations, severe weather conditions and medical emergencies.

	

	Definitions

	Emergency:  Any unplanned event that can cause death or injury to employees, customers or the public or that can shut down a business, disrupt operations or cause physical or environmental damage.

Evacuation Route:  The shortest path from an affected area to an area of safety or a designated location out of the building.

	

	Responsibilities

	The Program Administrator is the City’s Director of Human Resources or his/her designee.

	

	This person is responsible for:

· Issuing and administering this program and making sure that it satisfies all applicable federal, state and local requirements

· Maintaining all emergency call lists

· Providing initial and periodic safety awareness training on the Emergency Action Plan to employees

· Scheduling and coordinating all emergency drills

· Auditing the Emergency Action Plan to assure its continued effectiveness

	
	
	

	
	Evacuation Leaders – 


	

	
	Name
	Department
	Location
	

	
	Bob Sanchioni
	Engineering Dept
	3rd Floor
	

	
	Nick Desjardins
	Assessing Office
	2nd Floor
	

	
	Marcy Faucher
	Human Resources 
	1st Floor
	

	
	Gayle Doyon
	Tax Office
	Ground
	

	
	
	
	
	

	


	
	Responsibilities (continued)
	

	
	
	

	
	These people are responsible for:

· Knowing and understanding the appropriate emergency response at City Hall

· Understanding specific actions to be taken at their location in response to various emergencies, including equipment shutdowns

· Assuring that employees in their location know what to do in case of emergencies

· Accounting for employees during evacuations 

· Directing employees to proper evacuation routes and exits
	

	
	
	

	
	Emergency Medical Team – Roby Fecteau, Brian Stetson and  Marcy Faucher
	

	
	These people are responsible for:

· Responding to medical emergencies in City Hall and providing initial emergency First Aid or CPR

· Assessing the need for outside emergency responders

· Contacting outside emergency responders and directing them to the accident scene in City Hall

· Complying with the City’s bloodborne pathogen program
	

	
	
	

	
	Department Heads
	

	
	These people are responsible for:
	

	
	· Assuring that employees in their department are trained on the correct actions to take in the event of an emergency

· Accounting for their employees during an evacuation (head-count method) at the designated outside area.  (See Department Head Evacuation Assignment List Form)

· Initiating Workers’ Comp First Reports for employees who sustain injuries or illnesses while on the job (this pertains to anyone in a supervisory position)
	

	
	
	

	
	Employees
	

	
	These people are responsible for:
	

	
	· Knowing what to do in case of an emergency (no matter where they might be in the building)

· Participating in all emergency training and drills

· Reporting to Department Head at designated evacuation area
	

	
	
	

	
	Emergency Drills
	

	
	· Drills that simulate evacuation of employees due to fire will be conducted in City Hall a minimum of once each year

· Written documentation of the performance of each drill will be sent to the City Manager, by the Program Administrator  
	

	
	
	

	
	Evacuation Process
	

	
	· Exits and evacuation routes will be established for each building location

· Locations of exits and evacuation routes will be maintained on the City Hall preparedness maps
	


	
	Responsibilities (continued)
	

	
	
	

	
	Designated Evacuation Areas
	

	
	The following sites have been designated as areas employees will meet their Department Head:

	

	
	· Main Street - Engineering Dept., City Clerk, Tax Collectors Office, Finance, Code Enforcement Office, 1st floor lunch room, 
· City Hall Parking Lot - Assessing, Environmental Compliance Office, City Manager/Mayor’s Office, Human Resources, 2nd floor computer office, Planning Office, Economic Development Office, CDBG Office, Health and Welfare, Chambers, and 2nd floor conference room.
	

	
	
	

	
	Alarm Systems
	

	
	· Notification of building emergencies will be communicated via fire alarms, laser lights and a voice alarm system
	

	
	· The building fire alarm will be activated during the fire drills, pulled alarms, smoke or fire
	

	
	
	

	
	Fire Protection System
	

	
	· Direct tap in pipes for fire hoses will be inspected annually by the Fire Department

· City Theater sprinkler system will be inspected and tested annually

· The building alarm system will be inspected annually according to insurance company recommendations

· Fire extinguishers are located on each floor and the Welfare office and will be inspected monthly.
	

	
	
	

	
	Fire Prevention
	

	
	· Department Heads / City Manager will identify fire hazards within their departments and take appropriate preventive actions

· All employees are responsible for reporting fire hazards to Department Heads or the maintenance department immediately

· Building maintenance supervisor conducts monthly inspections
	

	
	
	

	
	Training
	

	
	· All employees will be oriented to the appropriate emergency response at time of hire

· All employees will participate in periodic training (i.e. fire drills)

· Emergency coordinators and evacuation leaders will be trained annually on appropriate responses within the workplace
	

	
	
	

	
	
	

	
	
	


CITY OF BIDDEFORD

City Hall Building

EMERGENCY RESPONSE INFORMATION

General Procedures:  Assess the emergency.  Determine the appropriate response.


Fire Emergency or Building Evacuation:
	Step
	Action

	1
	Sound the local alarm (i.e. activate fire alarm via pull station, contact Roby Fecteau, notify Department Heads). 

	2
	Leave the building via designated evacuation routes.  Use stairways.  Do not use elevators!!

	3
	Assemble at the designated meeting area.

	4
	Department Heads account for people in the building.

	5
	Remain outside the building until told that it is safe to reenter (as instructed by the Fire Department).

	6
	Close all windows & doors upon leaving room (to eliminate drafts)



Medical Emergency:

	Step
	Action

	1
	Shout for help to alert nearby employees.

	2
	Assess the medical emergency.  Determine the type of injury or illness.

	3
	Contact emergency responders  Marcy Faucher, Roby Fecteau, Brian Stetson or dial *499# from any land line phone in the City Hall Building – Clearly announce that emergency medical help is needed along with your department/location and call  911

	4
	Appoint an employee to guide outside emergency responders to the site.

	5
	Assist emergency responders as needed.

	6
	Complete an Injury and/or Incident Report (for non-employees) and a Workers’ Comp First Report (for City employees).



Severe Weather:

	Step
	Action

	1
	Stay away from windows or outside doors.

	2
	Shut down equipment as necessary.

	3
	Stay away from building areas with large roof spans, such as the City Theater.

	4
	Account for people in the building.

	5
	Be aware of potential hazards from downed electrical lines and structural damage.


CITY OF BIDDEFORD

City Hall Building

EMERGENCY DRILL EVALUATION REPORT

Type of drill:  __________________________

Date of drill:  __________________________

Time drill started:  ______________

Time drill concluded:  _______________

If drill was to simulate an evacuation, how long did the evacuation take?


Time when alarm sounded




________________


Time when all employees cleared the building 


and were accounted for




________________


Total evacuation time





________________

If the drill was for a non-evacuation, describe the purpose of the drill:

______________________________________________________________________________
______________________________________________________________________________
Give a narrative to assess the drill including what went well and what needs improvement:

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Completed by:  __________________________
Date:   _______________




Program Administrator

NOTE:  Give copy of report to City Manager

CITY OF BIDDEFORD

City Hall Building

EMERGENCY PREPAREDNESS TRAINING RECORD

By my signature below, I acknowledge that I have received information and training regarding:

	· Emergency drills
	· Evacuation routes and exits

	· Emergency response
	· Potential emergencies

	· Designated evacuation areas
	· Alarm systems

	· Fire prevention
	


	Employee Name (please print)
	Department

(please print)
	Date
	Employee Signature

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Signature of Trainer:  ________________________

Date:  ______________

 CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List

Department Name:  __________________

Department Head:  __________________
Outside Designated Area:  _______________________________________________________
	Employee Name


	Accounted For

(Y / N)
	Comment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Program Administrator Evacuation Assignment List

Program Administrator:  _______________________________________________________


	Department Name


	Accounted For

(Y / N)
	Comment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


______________________________________

___________________


Program Administrator Signature


Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the City Manager.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Administration
Department Head:  John Bubier

Outside Designated Area:  City Hall Parking Lot

	Employee Name


	Accounted For

(Y / N)
	Comment

	Alan Casavant


	
	

	Josie Bicknell


	
	

	Daniel Stevenson


	
	

	Philip Radding


	
	

	Brian Phinney

	
	

	Jerry Gerlach


	
	

	
	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  City Clerk/Tax Collector


Department Head:  Carmen Morris
Outside Designated Area:  Main Street
	Employee Name


	Accounted For

(Y / N)
	Comment

	Faedra Binette


	
	

	Amber St. Ours


	
	

	Lauren Stevenson


	
	

	Tricia Wentworth


	
	

	
	
	

	
	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Assessor

Department Head: Frank Yattaw

Outside Designated Area:  City Hall Parking Lot
	Employee Name


	Accounted For

(Y / N)
	Comment

	Pat Conway


	
	

	Charlene Charland


	
	

	Nick Desjardins


	
	

	
	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Code Enforcement / Building Inspector


Department Head:  Roby Fecteau
Outside Designated Area:  City Hall Parking Lot
	Employee Name


	Accounted For

(Y / N)
	Comment

	Danielle Charron


	
	

	Roger Frechette


	
	

	Roger Jalbert


	
	

	Brain Stetson


	
	

	Garth Russell


	
	

	Renald Verrier
	
	

	George Monteith

	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Community Development / Planning

Department Head:  Greg Tansley
Outside Designated Area:  Main Street
	Employee Name


	Accounted For

(Y / N)
	Comment

	Jennie Franceschi


	
	

	Brad Favreau


	
	

	Shannon Hall


	
	

	Linda Waters


	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Finance

Department Head:  Curtis Koehler
Outside Designated Area:  Main Street
	Employee Name


	Accounted For

(Y / N)
	Comment

	Mary Roberge


	
	

	Gerry Matherne


	
	

	Kristi Cyr


	
	

	Gayle Doyon

	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Welfare

Department Head:  Vicky Edgerly
Outside Designated Area:  Main Street
	Employee Name


	Accounted For

(Y / N)
	Comment

	Kristin Couturier


	
	

	Katie Duross


	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Human Resources 
Department Head:  Marcie Faucher
Outside Designated Area:  City Hall Parking Lot
	Employee Name


	Accounted For

(Y / N)
	Comment

	Connie Ransom


	
	

	
	
	

	
	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

CITY OF BIDDEFORD

City Hall Building

Department Head Evacuation Assignment List
Department Name:  Engineering 

Department Head:  Tom Milligan
Outside Designated Area:  Main Street
	Employee Name


	Accounted For

(Y / N)
	Comment

	Dick Dutremble


	
	

	Bob Sanchioni

	
	

	Greg Copeland


	
	

	John Perry


	
	

	
	
	

	
	
	

	
	
	

	
	
	


____________________________________

___________________


Department Head Signature



Date

NOTE:  Upon completion of drill/emergency, this form must be forwarded to the Program Administrator or one of the Evacuation Leaders.

Last Updated
June 5, 2015


