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Parks & Recreation

Division of Senior Programs

Senior Center Facility

Emergency Response Plan
INTRODUCTION

This plan was developed to aid in providing maximum protection for the staff and participants in the Senior Programs Division and City of Rocky Mount Senior Center facility.
Although, one would hope such plans are not needed, being prepared in the event of an emergency is vital to ensure the safety of all participants and staff.

The staff and participants are urged to familiarize themselves with the content of the following emergency plan. These plans must also be easily accessible for reference in the event that an emergency does occur.
BOMB THREAT

A bomb threat may be received by various means, but typically this occurs via a telephone call.

1. OBTAIN INFORMATION – The recipient of the call will attempt to obtain information from the caller using the checklist.
2. NOTIFY THE MANAGER -
The recipient of the call will immediately notify the Senior Center Manager or their designee, but NO ONE ELSE.
3. NOTIFY LAW ENFORCEMENT - The Senior Center Manager or their designee will immediately notify law enforcement officials by dialing 9-1-1 immediately. 

4. EVACUATE THE BUILDING- All staff and participants will evacuate the facility immediately in accordance with the fire evacuation plan. 

5. CONDUCT A LIMITED SEARCH – The facility manager will decide whether their staff will conduct a limited search.
6. NOTIFY DEPARTMENT HEAD/CITY HALL – The facility manager will evacuate the building and will notify Parks & Recreation administration/City Hall offices by word of mouth. 
7. STAY CLEAR – All evacuated persons should be at least 500 feet away from the building. If it is possible to evacuate further, do so.
8. HEAD COUNT – It is important to ensure that everyone is out of the building. When possible, the building sign-in sheet for participants should be brought outside to aid in checking that everyone is out. The Manager will be responsible for counting his/her staff.
9. MISSING PERSONS – In the event that someone is missing, the Manager will notify the law enforcement officials immediately. 

10. STAY IN SAFE AREA – Staff and participants are not permitted to re-enter the building until it has been declared safe by law enforcement officials. 
REMEMBER, MOST BOMB THREATS ARE INTENDED TO DISRUPT NORMAL DAILY ACTIVITIES. THEY COST MONEY, INTERFERE WITH GOVERNMENT PROCESS, AND ENDANGER LIVES.

DO NOT TREAT BOMB THREATS AS JOKES
CIVIL DISTURBANCE

A civil disturbance is any set of circumstances that in the judgment of the Manager would cause a disruption of normal work assignments and would potentially jeopardize the safety of facility employees or participants.
1. CALL FOR ASSISTANCE – Contact the Rocky Mount Police Department at 911 or 252-972-1411. If you are outside the city limits, notify the Nash County Sheriff’s Office at 911 or 252-459-4121 as well.
2. SECURE THE AREA – All doors in the building should be locked or secured.
3. EXTERNAL LOCK DOWN – The Manager or their designee should order an “EXTERNAL Lock Down” by intercom. The directions for an “External Lock Down” are below.

EXTERNAL LOCK DOWN PROCEDURE:

1. Manager or their designee announces the order of an External Lock Down over the intercom.

2. Staff members secure all external doors by locking them and ensuring that no participants leave the building.

3. Participants are encouraged to stay away from external doors and windows until the External Lock Down has been given an “All Clear” announcement from the Manager, their designee, and/or law enforcement officials only. No one else is permitted to give an “All Clear” announcement, unless previously designated by the Manager. 

INTRUDER/VIOLENT BEHAVIOR

Intruders are unauthorized visitors in the Senior Center who do not vacate the property when asked to do so. If any person is suspected of posing a threat, it is considered violent behavior.

1. ESCORT OFF PREMISES – If a person is suspected of posing a threat, have staff escort the person off of the premises. If the person becomes dangerous and poses a hostile environment, call 911 immediately.

2. INTERNAL LOCK DOWN – If the intruder is determined to be a threat, the Manager or their designee should order an “INTERNAL Lock Down” by intercom. The directions for an “INTERNAL Lock Down” are below.
INTERNAL LOCK DOWN PROCEDURE:
1. Manager or their designee announces the order of an Internal Lock Down over the intercom.
2. All staff and participants are expected to stay in the room in which they are in when the order was announced.
3. Staff and participants should lock the door of a secured room, turn off the lights, and move to an area of the room where they are not visible to a potential intruder.
4. No one is permitted to exit the building or roam the halls during an internal lock down until the “all clear” announcement has been given by the Manager, their designee, and/or law enforcement officials. No one else is permitted to give an “All Clear” announcement, unless previously designated by the Manager. 
FIRE
In the event a fire is detected within the Senior Center, proceed according to the following plan.
1. WARN OTHERS – The person discovering the fire will sound the nearest fire alarm, if available.

2. SOUND THE FIRE ALARM – The person discovering the fire will sound the alarm immediately, if not already activated. The fire alarm consist of Pull Alarm Boxes or whatever means are available.

3. CALL THE FIRE DEPARTMENT – The person whom discovered the fire will call 911 for Rocky Mount. Have someone meet the fire department and give all information about the fire. 

4. EVACUATE THE BUILDING – When alarm sounds, all persons will evacuate the building according to the fire evacuation plan. Do not use the elevators. 
5. STAY CLEAR – The Manager or their designee will make sure all staff and participants are evacuated to the designated area(s) for the facility, out of fire department’s way. 

6. HEAD COUNT – Division/facility staff will assist in making sure all employees and participants are out of the facility; notifying the fire department if someone is missing. 
7. FIRST AID – All qualified personnel will render first aid as necessary. 

8. KEEP ACCESS ROADS OPEN – The manager or their designee will make sure that access roads are kept open for emergency vehicles.

9. USE FIRE EXTINGUISHERS – The manager or any employee trained in the use of fire extinguisher may fight small fires.

10. STAY IN SAFE AREA – No staff or participants are permitted to enter the building until fire officials declare the area safe. 

USE AND STORE FLAMMABLES PROPERLY

KEEP COMBUSTIBLE MATERIAL AWAY FROM HEAT

REPORT FAULTY ELECTRICAL EQUIPMENT AND CORDS

LEARN THE LOCATION AND USE OF FIRE EXTINGUISHERS
FIRST AID
In the event a participant or staff member is injured or experiences an emergency cardiac event, first aid kits and Automatic External Defibrillators (AED) are available at the below listed locations. 
Minor injuries may be cared for by First Aid Certified staff members using the provided First Aid Kit. 

Serious injuries may be initially cared for by First Aid Certified staff members using the provided First Aid Kit. However, 911 should be called immediately. 

First Aid Kit Locations 


· GYM
· CARD ROOM
· FITNESS CENTER

· MAIN OFFICE

· POOL
AED Locations


· FIRST FLOOR – MAIN CORRIDOR ADJACENT TO BILLIARDS ROOM, FITNESS CENTER, AND POOL
· SECOND FLOOR – SMALL HALLWAY BETWEEN CARD ROOM, MULTIPURPOSE ROOM, AND MAIN CORRIDOR 

HAZARDOUS WEATHER

When the weather conditions are sufficiently hazardous to warrant limited activities or endanger driving conditions to or from the Senior Center, the Senior Center Manager will be advised by City Officials as to what precautions should take place and the status of city buildings. Television, radio stations, and other avenues provided by Public Relations will be used to advise the public and employees, if applicable.
If severe weather occurs while facility is occupied, staff members and participants are to go immediately to interior spaces away from windows and remain low until severe weather passes. The Manager or their designee will determine when it is safe by contacting City Officials or by monitoring the local weather service announcements. 
TORNADO TIPS

· Indentify a safe place BEFORE the storm

· Stay away from doors and windows

· Stay low under protective cover (i.e. desk or table)

· Cover your head with a coat or other clothing

· Be cautious of wires and utilities after the storm

SERIOUS INJURY OR ILLNESS

In the event of a serious injury or illness to any person in the Senior Center, the immediate concern is to aid the injured or sick person. Proceed according to the following plan.

1. CALL FOR ASSISTANCE – If the need is critical, the manager or another staff member will immediately call an ambulance. Dial 9-911. 
Send a person to meet the ambulance at a specific location to assist in directing the rescue unit to the injured person. 

2. OBTAIN FIRST AID SUPPLIES – The person on the scene of the incident will immediately notify a qualified first aid person in the facility and get needed first aid supplies so that the appropriate first aid/CPR/AED response is administered.
3. NOTIFY PARKS & RECREATION OFFICE - The manager or designee should notify city hall so that proper reporting procedures are followed.
4. INCIDENT REPORT – All injuries or illnesses should be reported using the provided Parks & Recreation Senior Center Incident Reports. A copy should be sent to Parks & Recreation Administration and the city’s Risk Manager. All persons involved in administering first aid/CPR/AED and/or witnesses should be involved in completing the form to its entirety. 
SUSPICIOUS PACKAGE/MAIL

In the event that a suspicious package or mail is received please adhere to the following procedures.

1. HANDLE WITH CARE – Do not shake or bump the package. Limit the handling of the package as much as possible.
2. DO NOT OPEN – Do not smell, touch, or taste the package or any contents.
3. ISOLATE IT IMMEDIATELY – Limit access to the area in which the package is located. If possible, close a door to the room in which the package is located.
4. TREAT IT AS SUSPICIOUS – Contact the Manager or designee immediately.
5. CONTACT THE AUTHORITIES – The Manager or their designee will determine if law enforcement officials should be contacted. If so, dial 9-1-1.
6. EVACUATE - If necessary the building should be evacuated in accordance with the fire evacuation plan.  
EMERGENCY NUMBERS
Emergency (from front desk and office phones)...………………….9-9-1-1
Emergency (from elevator and pool)………………………………..9-1-1

Non-emergency Police Number…………………………………….252-972-1411
Parks & Recreation Administration ………………………………..252-972-1151
Risk Manager ………………………………………………………252-972-1202
Senior Center Front Desk ………………………………………….252-972-1152

Senior Center Manager …………………………………………….252-972-1562

     252-343-3137

Senior Center Supervisor……………………………………………252-972-1564











      828-446-9257

