[Name of Center]
EMERGENCY ACTION PLANNING GUIDE

The purpose of this emergency action planning guide is to assist Samaritan Centers in the making of their own Emergency Action Plan. A Center specific emergency action plan will be essential in order to train and be prepared to respond appropriately during times of crisis. This plan will help you think through and offer guidance and suggestions in determining your own appropriate actions to take in helping to prevent injury and property loss during an occurrence or emergency incident.

EMERGENCY RECOGNITION AND PREVENTION
Each Center should be active in training, recognizing and preventing emergencies. All employees should be aware of the location and operation of fire extinguishers, alarm systems, pull stations, smoke detectors, etc. and any other safety, security as well as communication systems within the building.

The Executive Director should monitor the building on a regular basis for safety and security issues including, but not limited to, blocked or locked fire exits, poor housekeeping, flammable materials, obstructed access to electrical rooms and panels, hazardous materials, etc. All staff should be aware and monitor their areas. Staff should notify the Executive Director if they notice any safety issues. 

The Center should be a smoke free facility and all employees should adhere to the policy. Open flames should not allowed in offices (candles, etc.).

ORGANIZATION AND PERSONNEL RESPONSIBILITIES
During an emergency, the Executive Director has the responsibility of ensuring proper actions are taken to ensure the safety of employees and clients. It is essential that another staff member to serve as the responsible party if the Executive Director is not available. In satellite location(s), a senior clinician will assume the responsibility for the safety of staff and clients.

EVACUATION AND PERSONNEL ACCOUNTABILITY
Safe evacuation of employees and visitors is of the utmost importance. It is critical that emergency situations be promptly reported. The Director will insure all personnel and visitors are evacuated in a timely and safe manner and all personnel are accounted for following the evacuation. In satellite offices the senior clinician will assume the responsibility of ensuring clients exit the building until the Executive Director arrives at the site. 

Each building should have a designated evacuation point. 

Designated Evacuation Point for this building is: (XXXXXXX)
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ESSENTIAL STAFF DURING AND FOLLOWING EMERGENCIES:
(also known as The Crisis Management Team)
	Executive Director 
[Clinical Director]
	[Office Manager]
	[Developing/Marketing Director]

EMERGENCY COMMUNICATION
When a crisis strikes, a crisis communication team will be assembled. The team will consist of the Executive Director, the Executive Director of Clinical Services, The President of the Board of Directors of the Center, the Clinical Coordinator and the Development Manager. This team will craft media releases, if needed, and select an official spokesperson for the Center. The spokesperson will answer only questions from the media pertaining to the Center.

All media inquiries will be directed to the Crisis Communication Team.

The team will notify key funders, the Samaritan Institute, clients, volunteers, third party payers, physicians, and staff. A list of contact information will be kept offsite by the Executive Director and should be updated as needed.

If the crisis involves changes to services and or operations, the Executive Director will direct staff in the process of informing clients by telephone. The clients with appointments scheduled on the calendar for the days or weeks following the crisis will be notified first. Clients who have had an appointment within the last six months will be notified next.
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