DIOCESE OF CHARLOTTE

RISK CONTROL PROGRAM

GUIDELINES FOR PARISH AND SCHOOL OPERATIONS

[ll. EMERGENCY PROCEDURES

INTRODUCTION

All locations are faced with potential emergency situations involving fire, medical, severe
weather, and other emergencies. Facilities Management has a responsibility, both morally
and by statute, to develop specific employee procedures to help reduce the severity of
anticipated emergency situations. The goal of emergency procedures is to save lives, help
prevent injury, and reduce pain and suffering.

Formal, written emergency procedures should be developed for each location, submitted
to local authorities for approval, posted in prominent areas, and reviewed with employees
as part of their initial orientation and as part of their on-going safety training. Practice drills
are essential to the effectiveness of any program and should be conducted on a regular
basis to ensure all employees are familiar with your emergency plan.

This chapter contains general guidelines that can be used by plant management to
review/assess existing procedures and/or develop procedures to address other
anticipated emergencies.
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

EMERGENCY PLANS

Proper emergency planning is necessary in order to minimize insurance losses.
Anticipate the types of emergencies that may occur including fire, medical emergency,
tornado, hurricanes, bomb threat, wild fires, landslides and flashfloods and a plan for
each. All Diocesan locations should complete the probability survey and submit a copy or
form to the Diocesan Properties office.

Items to incorporate in the emergency plan should include:

? Assignment of local staff responsibilities in case emergency should be
developed. Including back-up assignments;

? Method to be used to announce emergencies (fire alarm, public address,
etc.);
? Method to report emergencies to the proper authorities to ensure prompt

response; Vicar General/Chancellery and Diocesan Properties offices
should be notified immediately.

? Determine if your telephone system will work in the event of power failure.
Make arrangements so that at least one phone line can be used while power
iS out;

? What to do and say if disaster strikes when the church or other facility is
occupied;

? Plan and assign evacuation routes. Post copies of evacuation routes;

? Plan for prompt, safe and efficient evacuation of all occupants including

children, the physically disabled and the elderly;

? Plan for first aid;
? Procedures for shutting off utilities as required;
? Plan for salvage, recovery and getting back to business as usual;

DAT//MANUAL/DIOCHARL.CO3

3-2



Once your basic plans are formulated:
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Perform periodic drills as needed or as required by the State of North
Carolina;

Keep in contact with your local fire department. The fire department
should be familiar with your facility and any special hazards
associated with it;

Post emergency telephone numbers and brief "What to Do In Case of
Emergency" instructions;

Procedures should be posted near telephones. Review the plan with
your staff;

Periodically make self-inspections of your premises for common
hazards and make repairs as necessary before an accident occurs;

Assure that alarm systems and fire protection systems, including fire
extinguishers, are maintained on a scheduled basis by a qualified
contractor;

Understand how to report claims and be familiar with claims reporting
forms.
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DISASTER PROBABILITY SURVEY

TYPE OF HAZARD

VERY

PROBABLE

POSSIBLE

REMOTELY
POSSIBLE

PLAN IN
PLACE

Civil Disturbance

Tornado

Winter Storm

Severe Thunderstorms

Earthquake

Hurricane

Haz-Mat Incident

Blizzard

Nuclear Attack

Drought (Water Shortages)

Radiological Emergency

Radio Outage (Fire/Police)

Transportation Disaster

Multiple-Victim Accident

Fire or Conflagration

Landslide or Cave-In

Wildfire

Severe Windstorm

Flood or Flash Flood

Power Failure (Extended)

Telephone Outage

Subversive Activities

Water Pollution or Poisoning

Structural Collapse

Airplane Crash

Pesticide Emergency

Infectious Disease Outbreak
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

REGULATORY REQUIREMENTS

OSHA standards require development of employee Emergency Action Plans and Fire
Prevention Plans for each operation. Other regulatory agencies, including the local fire
authorities may also require some type of minimal emergency response plan. As
responsible employers, however, it behooves all plant management to conduct exposure
assessments of their operations to help identify and implement an effective response to all
reasonably anticipated emergencies.

All emergency plans should be written and reviewed and updated on at least an annual
basis. All employee training activities and drill/evacuation assessments should be retained
to verify your efforts in these areas.

The specific fire department requirements for your location will be based, in part, on the fire
codes adopted by the local authority. Their primary concern will be fire response
evacuation but management should secure their input regarding other potential
emergencies as well. Communication with the local fire authorities should be documented
to verify their participation in the development and implementation of your emergency
plans.
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SUMMARY OF REQUIREMENTS

Emergency Action Plan

For all our operations, written Emergency Action Plans must be developed and cover those
actions to be taken by management, response team members and employees to ensure
safety from fire and other emergencies. The plan must specifically include the following:

1.

2.

Emergency escape procedures and escape route assignments.

Procedures to be followed by employees who remain to operate critical equipment
before they evacuate (i.e., sprinkler system pump, etc.).

Procedures to account for all employees after the emergency evacuation has been
completed (identify a place outside the building for a rendezvous and head count).

Rescue and medical duties for those employees who are to perform them (i.e., first
aid personnel).

The means/methods you will use for reporting fires and other emergencies (ie.
alarm system, public address system, bullhorns, etc.). If your public address system
does not have power back-up to ensure operation in an emergency, you should
have an alternative means for communicating emergency information.

Names or job titles of persons who play a major role in your plan and can be
contacted for additional information.
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Alarm Systems

The alarm system used to communicate an emergency situation must meet the following,
minimum requirements:

1. The alarm method must be referenced in the Emergency Action Plan and provide
adequate time for safe escape.

2. The alarm must be capable of being perceived above light or noise levels in the
work area (it must be loud enough to be heard in the public area).

3. The alarm must be distinctive and recognizable.

4. Employees must know how to report emergencies (i.e., phone numbers to call,
location of fire alarm pull boxes, etc.). The procedures for reporting emergencies
should be posted and included in your Emergency Action Plan.

5. The alarm system must be maintained and a test of all non-supervised systems shall
be made every two months. NOTE: A "supervised" system is one that is constantly
monitored by an off-site system/service. The monitoring vendors would notify
property management if the monitoring system indicated a problem with your
alarms. All "supervised" alarm systems must be tested at least annually (this might
be done as part of a practice drill or "false alarm™ evacuation).

6. Any manually operated devices used for reporting alarms (i.e., pull boxes,
telephones) must be unobstructed, conspicuous and readily accessible.

Evacuation and Training

The Emergency Action Plan must specify the types of evacuation to be used for reasonably
anticipated emergencies. Tornado shelter evacuations, for example, will direct employees
and guests to designated, interior/lower level areas of the building, while fire evacuation
should direct persons to specific areas outside the building. Management should identify
potential emergency situation exposures and develop a simple, specific evacuation
response to each one.

A sufficient number of persons must be trained to assist in the safe and orderly evacuation
of guests and employees. The Emergency Action Plan should be reviewed with
employees at time of hire and whenever employee responsibilities or actions under the
plan change. The Emergency Action Plan must be available for employee review (i.e., post
on the Safety Bulletin Board).
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

PROCEDURE DEVELOPMENT GUIDELINES
TORNADO

Overview

Contrary to popular belief, tornadoes have occurred in all 50 states. The geographic areas
most severely threatened, however, are the South, Southeast, and Midwest. April, May and
June are usually the worst months for tornadoes.

A tornado is a cone-shaped storm with high speed winds that rotate counterclockwise at
speeds exceeding 300 miles per hour. The tornado can travel across the ground at
speeds ranging from stationary to 70 miles per hour and may hop or skip from one area to
another. The average length of travel is approximately 5 miles but direction change may be
erratic and sudden. Although short-lived, the tornado is considered nature's most violent
type of storm due to its destructive force. Death and injury most often result from collapsed
buildings, flying debris, and entrapment in vehicles (cars can be picked up and hurled
several yards).

Strong tornadoes usually occur along with strong or severe thunderstorms. When the
rotating column of air is aloft in the clouds and does not produce damage, it is usually
called a funnel cloud. When the funnel cloud makes contact with the ground, it picks up
dust and debris (a waterspout is a tornado in contact with a water surface). Most strong
tornadoes develop in the right rear quadrant of the thunderstorm where a circulation of wind
develops at heights between 15,000 and 30,000 feet. When the circulation moves
downward, it forms the funnel cloud and finally the tornado when it touches ground. Some
tornadoes can form on the front edge of a thunderstorm, but while still dangerous, these are
usually weaker and short-lived.

Hail may or may not precede a tornado, but the area of the storm adjacent to the part of the
storm that produces hail is usually the area where strong to violent tornadoes often occur.
Generally, once large hail (3/4 inch or more in diameter) begins to fall, it should be
assumed that a tornado is nearby - seek shelter. Stay in the shelter at least 15 to 30
minutes after the hail has ceased to be sure the thunderstorm has had time to move away.

At night or during a heavy rain, the only physical clue to the presence of a tornado may be
its loud roar (similar to that of a train or airplane). Some straight-line winds associated
thunderstorms, however, may produce similar noise. In general, it is best to seek shelter
whenever a loud or unusual roar is heard during threatening weather. Tornadoes usually
occur in mid-afternoon or early evening (3 p.m. - 7 p.m.). This is only a general tendency,
however, as tornadoes can occur at any time, often with little or no warning.
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The National Weather Service monitors atmospheric conditions in North America to help
identify threatening conditions that could spawn tornadoes. A tornado watch will be
issued when and where severe thunderstorms and tornadoes are most likely to occur. This
means that conditions are favorable for tornadoes and severe thunderstorms. Persons in
an area under a tornado watch should be alert for signs of threatening weather. Radios
and television should be monitored for further information. A tornado warning is issued by
local National Weather Service Offices when severe thunderstorms or tornadoes are
indicated for that area by radar or reported by trained spotters (police, fire personnel, etc.).
The warning will describe the area at risk to the thunderstorms or tornadoes. If a tornado
is nearby, take cover immediately.

Tornado Emergency Planning

Most tornado injuries and deaths result from flying debris. Large, heavy objects can be
picked up and hurled several yards and small, lightweight objects, such as straw and twigs,
can become deadly missiles and impale walls, trees, and other substantial objects due to
the extreme force and velocities involved. As such, the best shelter areas are inside
buildings of substantial construction.

Each building should be surveyed systematically to help identify the best available shelter
space. These spaces may not guarantee safety in a storm, but should be the safest
available in he structure. Management should secure or make a line drawing of the
office/building indicating all rooms, hallways, stairwells, and other spaces that might serve
as shelter areas. The Federal Emergency Management Agency (FEMA) suggests
allowing 6.5 square feet of shelter space per adult (more space may be necessary for
disabled persons).

The survey should begin with an exterior review of the building to identify any outside
structures or elements that could pose a tornado hazard. Things to note include
mechanical equipment on the roof, the electrical service entrance, chimneys and other high
building portions, changes in roof level, etc. Shelter enhancements such as ground
embankments against the side of the building should also be noted. Entrances, windows
and general construction features should also be noted, particularly along the south and
west sides of the building.

Shelter selection begins by eliminating the most hazardous spaces. These include areas
with roofs that are most likely to be blown off and fall in on occupants (also allowing debris
and other missiles access to the interior). Roofs most likely to blow off are those on the
south and west sides, those with long roof spans, portions with load bearing wall supports,
and portions with overhangs on the windward sides (usually south and west). Other areas
to avoid are walls which are most likely to be partially or completely destroyed. Walls are
most likely to be destroyed (in order) on the south, west, east, and finally north sides of the
building. Corridors with direct exit to the outside should also be avoided due to a hazard
from flying debris. Areas with windows should be avoided.
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Shelter selection should now consider four, basic shelter criteria:

1. Lowest Floor - A basement area probably offers the safest shelter space in the
structure.
2. Interior Spaces - Rooms that have no walls on the outside of the building offer some

additional protection from collapse and debris. Avoid, however, interior spaces with
large roof spans.

3. Short Spans - With the exception of a basement, it will probably be difficult to find a
single area that will afford a high degree of protection for all building occupants. It
will be best to identify a number of smaller spaces with short spans for shelters.

4. Rigid Structural Frames - Portions of the building supported by substantial structural
frames such as steel, concrete, and wood are preferred over those that have load
bearing walls.

At this point, shelter selection should be refined to help identify the best spaces possible.
Avoid spaces opposite doorways or openings into rooms that have windows on the
exterior of the building. Avoid interior spaces that have glass windows, partitions, display
cases, etc. Avoid spaces within the falling radius of a chimney or other high roof element
(the hazard radius for a chimney, for example, would be equal to the height of the chimney
above the roof).

Finally, the remaining spaces need to be evaluated in terms of usable space and
accessibility. There may be some spaces that are more desirable due to location, access
to medical/emergency supplies and equipment. If protection levels increase significantly
and movement-to-shelter time decreases, it may be a more valid alternative to jam persons
in the area at lower square-foot per person ratios. This may be confirmed with the local fire
department or other agency, if you need on-site assistance.

Once the shelter areas are selected, a building map identifying each shelter area and a
basic procedure should be prepared, distributed to employees, and posted. The
procedure should identify how severe weather situations will be monitored. This may be as
simple as assigning someone to listen to commercial news radio broadcasts during
threatening weather. Another alternative may involve securing a weather alert radio that will
automatically activate when a "watch" or "warning" announcement is made by the National
Weather Service. These radios are kept on standby at all times, and will emit a loud alarm
prior to the broadcast message from the Weather Service. Weather alert radios cost
approximately $30 and are available from a variety of electronic stores.
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The procedure should also identify how the shelter alarm will be broadcast internally. In
small buildings, this should not be a problem as this can be done verbally with designated
“runners” to spread the word. Larger locations may be able to use an existing public

address system. The written procedure for employees should be kept as simple and
straightforward as possible. An example might be:

1. Upon notice of a tornado shelter/evacuation, take personal valuables (i.e., purse)
and move to a designated shelter area.

2. Remain in the shelter area until the "all clear" is announced.

The procedure should also identify who will bring the first aid kit and the weather radio (or a
portable radio) to the shelter area. Flashlights should be considered in the event of

building power failure. These procedures should be reviewed with all employees annually
at the start of the tornado season.
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TORNADO SHELTER INFORMATION SHEET

SHELTER LOCATION
SHELTER CAPACITY - USEABLE SQUARE FEET

NO. OF PERSONS
SHELTER SUPERVISOR
ALTERNATE SUPERVISOR
MONITORS

WORK AREAS REPORTING TO SHELTER (INCLUDE NUMBER OF EMPLOYEES)

EVACUATION ROUTES TO SHELTER (ATTACH DRAWINGS)

EMERGENCY SUPPLIES (NOTE SPECIFIC LOCATION IF NOT IN SHELTER)
EMERGENCY INFORMATION RADIOS
COMMUNICATION RADIOS
FIRE EXTINGUISHERS
FIRST AID KIT
EMERGENCY LIGHTS - FLASHLIGHTS, BATTERIES
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PORTABLE RADIO
BULL HORNS (PROFESSIONAL GRADE)

SPECIAL CONSIDERATIONS AND ASSIGNMENTS
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

PROCEDURE DEVELOPMENT GUIDELINES
MEDICAL EMERGENCY

There is always the potential for medical emergencies and management should take
reasonable steps to control the severity of the situation as much as possible.

There is a tendency to rely entirely on local emergency medical services for emergency
medical treatment. Unfortunately, some emergencies (i.e., heart attack, severe bleeding)
require almost immediate response and treatment. For example, in a heart attack situation
where the heart has stopped, oxygen and blood flow to the body must be restored within 4
minutes or brain damage will probably occur. These tight time frames usually do not allow
enough time for emergency medical personnel to respond to a call, travel to the site, and
restore blood flow. As such, virtually all fire departments suggest providing your own,
internal response to medical emergencies to meet the immediate, life threatening needs of
the victim until help arrives.

If practical, at least two response team personnel should be available at all times and
trained in Red Cross approved CPR and first aid. Management should conduct an
employee survey to identify who may already be certified and would like to assist in this
area. Basic first aid certification is valid for 3 years and CPR for 1 year - be sure to ask for
certification cards before relying on an employee with lapsed certification.

In the event no one has current certification, training should be arranged with the local fire
department or American Red Cross. Fire department training will often be provided at little
or no cost, usually at their station or a local school. The American Red Cross can conduct
training on-site. Average cost for Red Cross training in first aid and CPR is approximately
$50 per person. In light of AIDS and hepatitis concerns, CPR training should be conducted
using a one-way CPR mask (the mask acts a barrier and prevents the exchange of bodily
fluids). Disposable latex or vinyl gloves should also be provided to avoid contact with
blood and other body fluids. These precautions and required training are covered in detall
as part of the Alpha Industries Bloodborne Pathogens Compliance Program. Please
contact Alpha Corporate, if you have any questions.

Once personnel are trained, a first aid kit, gloves, and CPR masks should be provided.
The specific size of the kit will depend on the number of employees and how close you are
to emergency assistance. Each kit should be checked on at least a monthly basis as part
of the self-inspection process to ensure it is fully stocked and expired medications are
replaced. The inspector should initial a card taped to the inside of the kit box to verify when
the contents were last checked. Do not leave the kit in an open, unsupervised area as it
will tend to become an employee medicine chest. The kit is for emergency response by
trained personnel and should be reserved for those situations.

A procedure should be established for all employees to follow in a medical emergency.
Employees with first aid/CPR training should be identified along with local emergency

DAT//MANUAL/DIOCHARL.CO3

3-14



numbers for fire, ambulance, and police. If you are not in an area with "911" emergency
telephone service, consider affixing small labels to each phone with the appropriate
emergency numbers (some towns provide these labels on request). A short procedure
should also be developed indicating who will meet and direct the fire
department/ambulance personnel once they arrive on the scene.
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

PROCEDURE DEVELOPMENT GUIDELINES
EARTHQUAKE

Overview

Earthquakes occur most frequently west of the Rocky Mountains but there is a potential for
earthquakes in 39 states. Earthquakes cause the ground to pitch and roll like the deck of a
ship but this movement is seldom the direct cause of injury or death. Most casualties result
from falling debris or objects from shaking buildings and structures. Landslides, fires, and
tidal waves (tsunamis) can be triggered by earthquakes.

The most common causes of earthquake injuries are:

- Building collapse or damage including falling chimneys, plaster and fixtures; loose
bricks falling from parapets; collapsed walls; etc.

- Flying glass from shattered windows (a serious hazard in many, modern buildings).
- Falling bookcases, shelves, partitions, and other furniture.

- Fires from broken gas lines and fallen power lines.

- Fallen power lines (shock and electrocution).

- Unsafe human actions resulting from fear and panic.

Earthquakes are not strictly a California phenomenon - most states have experienced
some seismic (earthquake) activity. The figure at the end of this text identifies those areas

of the country that have been most active and have a higher potential for seismic activity.

Earthqguake Emergency Planning

Before an earthquake occurs, management should make a facility check to identify and
correct potential safety hazards:

- Any gas connections should be flexible rather than rigid connections. Water heaters
and other gas appliances should secured or bolted to restrain movement.
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- Management and key personnel should know where and how to shut off electricity,
water and gas (if applicable) at the main switches and valves for the building.

- Storage practices should be checked to ensure heavy items have been placed on
lower level shelves where they will do less damage should they fall. Shelves and
bookcases should be anchored to the wall to help prevent them from toppling over.
Any top-heavy items should be braced or anchored.

- Bottles and other breakables should be stored on low shelves or in closed cabinets.
- Hanging light fixtures should be secured with additional fasteners or wiring.
- Any deep cracks in ceilings, walls or foundations should be repaired.

Earthquakes occur without notice and may leave the plant without power supply, utilities, or
community services. As such, management should take reasonable steps to ensure
internal access to critical equipment and supplies. At minimum, these items include a
battery operated flashlight and portable radio (with extra batteries), first aid kit, fire
extinguisher, bottled water, and nonperishable food that can be prepared without cooking.
Persons in an earthquake should stay calm. If indoors, stay indoors and seek protection
under a heavy desk, in a supported doorway, or along an inside wall. Stay away from glass
and douse all ignition sources during and after the tremor.

If outdoors, move away from buildings, power lines, and other falling hazards - stay out in
the open until the tremor stops. If you are in a moving car or bus, pull the vehicle over in an
open, safe area as soon as possible. Stay in the vehicle. Check for downed wires, debris,
undermined roadways, and other hazards when you drive on.

After the earthquake, be prepared for additional "after shocks" which may bring down
damaged or weakened structures. Do not move anyone with serious injuries unless they
are in immediate danger. Turn on the radio for information updates and instructions from
authorities. Check utilities for leaks or damage - if water or electrical lines are damaged,
shut them off at the main valve or switch. If you smell gas, open windows (if possible), shut
off the gas valve, and leave the building. Report the gas leak to authorities - do not reenter
the building until utility representatives say it is safe.
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Hang this up. Follow these tips.

27 THINGS TO HELP YOU
SURVIVE AN EARTHQUAKE

4 BASICS TO DO DURING AN EARTHQUAKE

1.
2.

3.
4,

STAY CALM.

Inside: Stand in a doorway or crouch under a desk or table, away from windows or glass
dividers.

Outside: Stand away from buildings, trees, telephone and electric lines.

On the road: Drive away from underpasses/overpasses; stop in a safe area, stay in
vehicle.

6 BASICS TO DO AFTER AN EARTHQUAKE

1.
2.

o0k w

Check for injuries - provide first aid.

Check for safety - check for gas, water, sewage breaks; check for downed electric lines
and shorts; turn off appropriate utilities; check for building damage and potential safety
problems during after shocks, such as cracks around chimney and foundation.

Clean up dangerous spills.

Wear shoes.

Turn on radio and listen for instructions from public safety agencies.

Don't use the telephone except for emergency use.

14 SURVIVAL ITEMS TO KEEP ON HAND

BOoNoO~WNE

12.

13.
14.

Portable radio with extra batteries.

Flashlight with extra batteries.

First Aid Kit - Including specific medicines in the members of your household.

First Aid book.

Fire extinguisher.

Adjustable wrench for turning off gas and water.

Smoke detector properly installed.

Portable fire escape ladder for homes, apartments, multiple floors.

Bottled water - sufficient for the number of members in your household.

Canned and dried foods sufficient for a week for each member of your household. Note:
Both water and food should be rotated into normal meals of household so as to keep
freshness. Canned goods have a normal shelf-life of one year for maximum freshness.
Non-electric can opener.

Portable stove such as butane or charcoal. Note: Use of such stoves should not take
place until it is determined that there is no gas leak in the area. Charcoal should be burned
only out of doors. Use of charcoal indoors will lead to carbon monoxide poisoning.
Matches.

Telephone numbers of police, fire, and doctor.

3 THINGS YOU NEED TO KNOW

1. How to turn off gas, water, and electricity.

2. First Aid.

3. Plan for reuniting your family.

The best survival is a prepared survival American Red Cross
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

PROCEDURE DEVELOPMENT GUIDELINES
HURRICANE

Overview

Hurricanes are most common along the Atlantic and Gulf coasts but inland operations may
also be exposed to hurricane hazards. Fortunately, hurricanes are easily tracked by the
National Weather Service and allow enough lead time for orderly shutdown of operations.
The hurricane season is essentially June through November.

Most buildings in hurricane areas are constructed to withstand the force of high winds and
storm tides. Buildings are often equipped with storm shutters or battens to help prevent
window failure and a resulting lift or loss of the roof. When the roof is lost or damaged,
contents are often severely damaged by water from heavy rains and damaged pipes.

Hurricane Emergency Planning

Advanced warning should allow property management enough time to secure or move
equipment, critical records, data, etc. to more protected areas out of the storm's path.

Guest/employee safety is, however, our primary concern. Some operations will develop a
simple, phased shutdown procedure based on proximity to the storm (i.e., 100 miles away,
50 miles away, etc.).

There are basic activities that should be addressed by management. A checklist of more
common preparation activities is outlined below:

_ 1. Building fire protection/sprinkler system operational.
_ 2. Outside items secured or moved inside to safety.

_ 3. Roof repaired/drains open.

_ 4. Unused air intakes and chimneys plugged/sealed.

5. Windows boarded/battened or taped.

6. Valuable equipment relocated, as needed. Critical computer data
backed-up and safely stored off-site.

7. Unnecessary personnel evacuated.
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8. Electrical equipment unplugged and covered/protected, if necessary.
9. Building adequately secured.

10. Gas and nonessential electrical circuits turned off (remember, pilot
lights must be re-lit later).

Since hurricanes provide ample time to conduct an orderly shutdown of operations,
employees should be able to secure and evacuate the building well in advance of the
storm.

After the Hurricane

Local authorities will notify the public when it is safe to return to their homes and business
operations. Management should conduct an assessment of damage with a select group of
key personnel as soon after the "all clear" as possible. Management should resume
operations only after it is safe to do so. The following items/safety issues should be
considered by management as clean-up and resumption of operations begins:

1. Check the building from the outside for visible structural damage before going inside -
do not enter if it appears to be unsafe.

2. Stay away from loose or dangling power lines. As you approach the building, watch
for snakes, animals, and insects that may be seeking shelter in debris, equipment, or
on high ground.

3. Natural gas should have been turned off at the meter prior to evacuation to prevent an
accumulation inside the building. If you smell gas, however, or if pipes are damaged
on the outside or inside, call the local utility company for shut-off at the main and/or
repairs. Do not smoke or turn on lights when entering the building -these may provide
a source of ignition for leaking gas.

4. Report any broken or damaged water or sewer lines to the local utility companies.
5. Make sure all electrical circuits, outlets, and appliances are dry and free of water
before using them. If the building has been damaged, use extreme caution when

turning on power. Before turning on the main switch, turn off all circuit breakers.

Then, one by one, turn on each breaker and check the circuits for proper operation
before turning on the next one.

6. Before turning on gas to the building, check all gas appliances to be sure they are in
the "off" position. Turn on the main gas valve and re-light appliance pilots, as needed.
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7. Do not drink water from the faucet until officially notified it is safe to do so. In an
emergency, boil tap water before drinking.

8. Make whatever temporary repairs are necessary to protect buildings and equipment
from further damage by wind and rain. Board up windows or cover with canvas and
cover holes in roof or siding with temporary materials.

9. Ifthe property is located near a river or stream, be prepared for severe flooding as the
hurricane moves inland. Local and National Weather Service advisories will keep you
informed on river flood stages.

10. Take reasonable actions to ensure the security of the building and equipment.
Contact Alpha Corporate for assistance and provide a preliminary report.

There may be other more specific guidelines for businesses available from local
authorities. Management should contact the local fire and police departments for on-site
assistance in this area.

DAT//MANUAL/DIOCHARL.CO3

3-21



SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

PROCEDURE DEVELOPMENT GUIDELINES
UTILITY EMERGENCY

Each location has a potential exposure to interruption of utilities and other services. This
exposure may increase with severe weather conditions (extreme hot or cold), area
construction projects, utility service limitations, etc. While some temporary loss of power,
water or other essential utilities should not pose an immediate threat to safety of
employees, management should be prepared to take action if the utility interruption begins
to significantly interfere with normal/safe operations.

Management should conduct a utility service profile for their property to identify the sources
of essential utility services, feeds into the building, shut-offs, back-up systems, and other
key information. A few, key considerations are listed below:

1.

Is the property on a looped utility feed system allowing uninterrupted service should
one side of the loop become interrupted?

Are alternative sources of electrical power available to maintain essential services?
(Consider drinking water - if the property is on its own well, emergency generator
power for sprinkler pump systems, power for critical systems, etc.)

If natural gas service is lost, are there alternative sources to help maintain adequate
levels of heat? (Consider time of year - winter vs. summer, do water pipes and
systems need to be drained or kept running if a winter shutdown is lengthy, are
alternative means for food preparation and laundry service available, are procedures
established to shut-off/re-light pilot lights once service is interrupted, etc.)

Interruption of water services for more than a short period of time will significantly
impair most operations - are alternative sources available for short interruptions?
(Consider bottled water, in-house water reserves, and start-up safety and
contamination precautions after water service has been restored).

Phone service interruptions could seriously hamper continuing operations - are back-
up services for regular and emergency phone use available for longer interruptions?
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Fortunately, most utility emergencies should not last that long as most large utility
companies have already conducted assessments of their operations and designed
alternatives means of customer supply should regular service be interrupted.

While management should attempt to stay open when possible, parameters should be
established in advance clarifying when property shutdown, evacuation and re-location may
be necessary. These time frames will depend, in large part, on the utility service involved,
circumstances surrounding the interruption, and the capabilities of internal systems and

equipment.
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

PROCEDURE DEVELOPMENT GUIDELINES
BOMB THREAT

On occasion, locations may be faced with threats of terrorism. Response to bomb threats
must be planned in advance and include contact with the local government or law
enforcement agency - particularly if they have a bomb disposal unit.

Fortunately, experience indicates that over 95% of all written or telephoned bomb threats
are hoaxes. There is always a chance, however, that the threat may be real and
appropriate action should be taken in each case to help ensure the safety of visitors and
employees.

The first step after receiving a bomb threat is to conduct a threat analysis. The
effectiveness of the analysis depends on the amount of information that can be secured on
the person or group making the threat and the size and location of the bomb. Switchboard
operators and reception desk personnel at properties with this type of exposure must
remain calm when threats are received and be trained in the types of questions to ask. A
sample questionnaire is included in this section as a guideline for operators and reception
desk employees.

The information gathered on the questionnaire may be sufficient to discount the threat or
may direct that actions other than evacuation be taken. In some instances, a confused
caller may actually give their name and address - the operator could ask for this information
so the unavailable manager can "get back to them" as soon as possible.

The responsibility for action lies with property management and the local law enforcement
agency - all bomb threats must be reported to law enforcement personnel; Office of Vicar
General/Chancellery and Office of Diocesan Properties. When in doubt, management
should err on the side of safety and evacuate the building. Employees and visitors should
be moved well away from the building. The search for the bomb should be left to law
enforcement personnel.

If a suspicious object or package is located and thought to be a bomb, it should not be
touched. Law enforcement personnel will arrange for services to properly dispose of or
disarm the device. Assistance may be available from state or county law enforcement
services or a nearby military installation with an Explosive Ordnance Disposal Team.

DAT//MANUAL/DIOCHARL.CO3

3-24



CALLER'S VOICE:
Calm Laughing Lisp Disguised
Angry Crying Raspy Accent
Excited Normal Deep Familiar

If voice is familiar, who did it sound like?

Slow Distinct Ragged
Rapid Slurred Clearing throat
Soft Nasal Deep breathing
Loud Stutter Cracking voice

BACKGROUND SOUNDS:
Street noises House noises Factory machinery Local
Crockery Motor Animal noises Long distance
Voices Office machinery Clear Booth
PA system Music Static

Other

THREAT LANGUAGE:
Well Spoken Foul Incoherent Message read by
(educated) Irrational Taped threat maker

REMARKS:

Reported call immediately to: Phone number

Fill out completely. Immediately after bomb threat. Date __ /_ /. Phone number

Name Position
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

EMPLOYEE TRAINING AND PRACTICE DRILLS

All responsible employees/volunteers should receive emergency procedures training as
part of safety orientation and refresher training on an annual basis. All training should be
based on written procedures developed for the property and include sign-offs by program
attendees to verify participation.

Each location should have an Emergency Response Team (ERT) consisting of key
personnel/volunteers to help control the emergency situation as much as possible. ERT
members should receive a higher level of training and be well acquainted with your
emergency procedures overall and their specific role in each response situation. This
additional training may be secured from outside agencies (local fire department/law
enforcement personnel) or through internal management meetings used to develop/review
site procedures.

Practice drills are a form of training and procedure assessment and ensure that employees
respond promptly and effectively in emergencies. Documented practice drills verify
employee understanding and allow management to identify procedural problems for follow-
up/correction. Practice drills should be conducted in each department or area on at least
an annual basis for reasonably anticipated emergencies.

All practice and evacuation procedures should be evaluated. A sample, fill-in-the-blank
assessment memo follows this text that can be copied onto your letterhead or tailored for
your operation. Any problems indicated on the response form should be followed with
documented corrective action (ie. repaired alarm horn, revised procedure, employee re-
training, etc.).
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SAMPLE

DATE:

TO:

FROM:

RE: EMERGENCY EVACUATION/DRILL ASSESSMENT

Each emergency situation involving operations should be evaluated to help ensure
accurate procedures and response team effectiveness. Evaluations will rely on personal
assessments conducted by employees and our Emergency Response Team members
involved in each situation.

An emergency situation recently occurred involving my area and | have provided below my
personal assessment of the response that occurred. Please review the following
assessment and provide follow-up response, as needed.

! Date and Time of the Drill/Evacuation: [ am/pm
I. Type of Emergency (check one)
____Local Fire Evacuation ____Local Fire Drill
____Tornado Shelter Evacuation _ Tornado Shelter Drill
____General Building Evacuation __ General Building Evacuation Drill
Other:
IIl. Personal Assessment
A. Were communications via the public address system clear, concise, and
readily understood? (please circle)
Yes No (if "no," please explain in section C.)
B. Did employees respond promptly to the alarm/instructions? (please circle)
Yes No (if "no," please explain in section C.)
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C. Were there any problems during the evacuation/drill? (please explain)

D. Suggestions or other comments? (please explain)

V. Other Floor Wardens/Searchers/Employees Involved in this Situation: (list)
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SAFETY AND LOSS PREVENTION MANAGEMENT PROGRAM
EMERGENCY PROCEDURES

BUSINESS INTERRUPTION/CONTINUATION PLANNING

The following outline and support material may be used to help develop procedures and
planning to help ensure business recovery as quickly as possible after a major,
catastrophic event. A committee of key location management and support personnel
should be organized to help develop site specific business recovery plans. The self-
assessment process should help identify any potential weak areas in the existing location
operations, facilities, structure and/or processes that may interfere with prompt renewal of
regular business operations.

DAT//MANUAL/DIOCHARL.CO3

3-30



GALLAGHER BASSETT

BUSINESS INTERRUPTION/CONTINUATION PLAN

INTRODUCTION

l.  Primary Objective

To help ensure survival after an undesirable event or incident that has the
potential to adversely impact normal operations.

Il. Primary Considerations
What are the critical functions in each area?
What are the vulnerabilities of each function?
Which of the vulnerabilities are most likely to occur?
What are the implications?
How can the business interruption exposure be eliminated or reduced?
lll. Sources of Business Interruption Exposures
Internal (department or area)
External (intradepartmental, parishioner, students, vendor, etc.)
IV. General Types of Business Interruption Exposures
Monetary (will it cost us money if the function can not be performed?)
Legal and regulatory (is the Diocesan location required to perform the function?)

Intra-Diocesan dependencies (would suspension of one area’s function affect
another area?)

If the answer is “Yes” to any of the above questions, a business continuation plan
may be necessary.
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PREPARATION CHECKLIST

BUSINESS CONTINUATION PLAN DEVELOPMENT
AND IMPLEMENTATION
Have the critical/essential elements of operations been identified and prioritized?
Has a vulnerability/exposure analysis been conducted?
Has mitigation planning been initiated to eliminate exposures, when possible?
Have the essential operational needs been identified?

Has a resource list been developed? (ie. vendors, support services, equipment
sources, facilities, etc.)

Have procedures (contingency plans) been established and are they current? Are
they specific?

In the event of an emergency shutdown or evacuation, are there provisions for
securing critical information/data or for taking it with?

Is a current telephone list available?

Can the procedure be implemented from an off-site location without entering the
facility?

Has the procedure been tested on a regular basis?

If a major disruption occurs, are provisions made for notifying parishioners, students,
contractors, suppliers and proper Diocesan Officials.

In the event of major disruption, are provisions made for salvage of data, equipment,
etc.

Are provisions established for the immediate purchase of essential equipment,
supplies, services, communications, alternate facility space, etc. in the event
operations must be relocated?

Has the procedure and special provisions been reviewed and discussed with key
personnel (initially and on a periodic basis) to ensure the plan adequately addresses
Diocesan needs?
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NOTE:

These questions are designed to raise awareness and help pursue the development of
business interruption/continuation plans. The plans should be specifically designed for the
critical functions, personnel, and equipment needed for each locations. It should not be
construed that all real and potential business interruption exposures/concerns are
addressed in this checklist.
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Tornado Watches and Warnings

The National Weather Service issues a tg
watch when tornadoes are possjilerin
area. Remain alert for approaching storm
This is the time to remind family members
the safest places within your home are log
and listen to the radio or television for furt
developments.

A tornado warning is issued, by NWS, wh
tornado has been sighted or indicated by
weather radar. If a tornado warning is isS
for your area and the sky becomes threat]
move to your pdesignated place of safety.
Turn on a battesperated radio and wait fo
further instructions.

TORMDO DANGER SIGNS

Occasionally, tornadoes develop so rapid
that advance warning is not possible.

Look out for:
Dark, often greenish sky
Large hail
Wall cloud
Loud roar, similar to a freight train

Caution:
Some tornadoes are clearly visible, W
rainor nearby lelanging clouds
obscure others.

Before a tornado hits, the wind may d
down and the air may become very s

A cloud of debris can mark the locatio
a tornado even if a funnel is not visibl

Tornadoes generally occur near the
trailng edge of a thunderstorm. It is ng
uncommon to see clear, sunlit skies
behind a tornado.

SAFETY RULES DURING

Do not get under an overpass or brid
You are safer in a low, flat location.

In a home or building, move te a pre
designated shelter,tsas a basement
(under a sturdy piece of furniture) or

rnado

S.
where
ated,

ner

ena

ued
ening,

hile

ie .
ll.

n of

j**)

Safe Room.

If an underground shelter is not availdble, Turn on radio or television to get the latest

move to a small interior room or hallw
the lowest floor and get under a sturd
piece of furniture. Put as many walls
possible betweenuyand the outside.

Stay away from windows. Go to the
center of the room. Stay away from
corners because they attract debris.

Get out of automobiles immediately ar
seek shelter in a nearby building. If g
building is unavailable or there is no t
get out of the car and lie in a ditch or |
lying area away from the car. Be awg
potential for flooding. In urban or

congested areas, never try to outrun
tornado in a car or truck; instead, leay

immediately for safe shelter. Tornadogs

can charegydirection quickly and can lif
a car or truck and toss it in the air.

If caught outside, lie flat in a nearby ditc

or depression and cover your head v
your hands. Be aware of potential fo
flooding.

Be aware of flying debris. Flying del
fram tornadoes causes most fatalities 4
injuries.

Mobile homes, even if tied down, offel
protection from tornadoes. You shou
leave a mobile home and go to the lo

ay on emergency informatiose ttie phone

y only for emergency calls.

as

Clean up spilled flammable liquids
immediately. Leave the building if you
smell gas or chemical fumes.

Take pictures of the darmdgmh the
house and contentfor insurance
purposes.

me,

PWnspect Utilities in adnaged Home
re of

Check for gas leaksf you smell gas or
Il?ear a blowing or hissing noise, open a
window and quickly leave the building. Turn of
the gas at the outside main valve if you can anc

all the gas company from a neighbor’s home.
If you turn dfietgas, a professional must turn it

" hback on.

a
e
=
tu

ItW_ook for electrical damagéf you see
sparks or broken or frayed wires, or if you
smell hot insulation, turn off the electricity at the
main fuse box or circuit breaker. If you have to
- CZtep in water to getite fuse box or circuit

reaker, call an electrician for advice.

=.
(2]

it heck for sewage and water line damage
} you suspect sewage lines are damaged,
d o .
a,[v0|d using the toilets and call a plumber. If
ves .
Wwater pipes are damaged, contact the water

—

floor of a sturdy nearby building or a storm

shelter.

Avoid places with wsgen roofs such ag
auditoriums, cafeterias, large hallway!
shopping malls.

Do not open windows, use time to se¢

shelter.

Use arms to protect head and neck.

AFTER THE TORNADO

Help injured or trapped persons. Giv
aid when appropriate. Donto move
the seriously injured unless they are i
immediate danger of further injury. C
help.

Stay out of damaged buildings. Retu
home when authorities say it is safe.

company and &vosing water from the tap.
Melt ice cubes for safe water.

or Mitigation

Mitigation includes any activities that pre
emergency, reduce the chance of an
emergency happening, or lessen the effe
unavoidable emergencies. Investing in
preventaté&vmitigation steps now, such as
building a Safe Room, checking local bui
codes and ordinances about wind resistg
designs and strengthening unreinforced
masonry, will help reduce the impact of
tornadoes in the future.

ent an
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You can print or downlogiesmf FEMA
publications framvw.fema.gov/libr&nder

| Bsinted copies from FEMA's Distribution
(80048062520). Fdraking Shelter Beforg
the Storprcall 885653896

Center
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