Housing Authority of the City of Yuma
Emergency Preparedness Plan

Emergency Preparedness
Emergencies, disasters, accidents, injuries and crime occur without warning at anytime.
Being physically and psychologically prepared to handle unexpected emergencies is an
individual, as well as an organizational responsibility.
This Emergency Preparedness Plan (EPP) has been developed to assist in minimizing the
negative effects from such events. Please read this Plan thoroughly before an emergency
occurs, become acquainted with the contents, and keep this Plan available in your office
for immediate reference. DO NOT FILE THIS DOCUMENT. Once you are familiar
with the information enclosed, you will be better prepared to protect yourself and your
co-workers.
The Emergency Preparedness Plan has been developed for the Housing Authority of the
City of Yuma (HACY). This plan provides core guidance on actions necessary for most
all emergency situations which could cause hazard to life or property from accidental or
natural disasters or criminal situations.
If you have questions concerning a unique situation not covered in this reference or need
additional emergency information, please contact your Supervisor and/or the
Administration and Human Resource Manager.
Any situation occurring outside business hours should be reported to the Police.
The following plan was developed through research of respective Western Arizona
Council of Government and Arizona Western College Emergency Preparedness Plans.
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Emergency Contact Information

Main Office (Headquarters)
Housing Authority of the City of Yuma (HACY)
420 S. Madison Avenue; Yuma, AZ 85364
Business Hours:

Monday – Friday: From 8AM to 5PM
Closed to the Public every Friday

Maintenance Building/Office
HACY Maintenance Supervisor and Staff
480 S. Madison Avenue; Yuma, AZ 85364
HACY Emergency Numbers:
Main Office (During Business Hours): (928) 782-3823
Maintenance On-Call (After Business Hours): (928) 920-2363
Other Emergency Numbers:
Ambulance: 9-1-1
Emergency (Fire, Police, or Medical): 9-1-1
Poison Control: (800) 222-1222

Emergency Personnel / Contact Persons
Primary:

Michael Morrissey, Executive Director
Work: (928) 782-3823 x128

Secondary:

Howard Tang, Deputy Director
Work: (928) 782-3823 x127

Alternate 1: Maria Moreno, Director of Administration & Community Services
Work: (928) 782-3823 x132
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Alternative 2: Joe R Diaz, Special Projects Coordinator
Work: (928) 782-3823 x118

Other:

Cecilio Molina, Maintenance and Contracts Manager
Work: (928) 782-3823 x103
Susie Weber, Senior Property Manager
Work: (928) 782-3823 x124
Violeta Rodriguez, Section 8 Program Manager
Work: (928) 782-3823 x120
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Communications

Emergency Communications
When an emergency condition exists, the Executive Director and/or Deputy Director
(unless someone else is assigned this duty at the time of the emergency) will notify the
necessary personnel to respond to their area of assignment. The methods of
communication listed below in descending order will be used. Notifications will be given
in plain language.
•
•
•
•

Intercom
Telephones
Mobile Telephones (Cell)
Runners

Media Relations
The Executive Director (Michael Morrissey), Deputy Director (Howard Tang), and/or
Director of Administrative Services (Maria Moreno) will be prepared to deal with the
media, if needed.
A separate staging location will be pre-identified for media briefings.
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State of Emergency – Closing Policy
Purpose / Policy
Although HACY will make every effort to remain open for business on scheduled
workdays, there may be instances where conditions make it impossible to do so. These
include but are not limited to, a declared state of emergency, pandemic, severe weather,
utility disruptions, natural disasters and terrorist actions. In all cases employee safety
will be the primary consideration. The following procedures will set forth employer and
employee obligations regarding reporting to work when circumstances impact the
organization’s ability to be open for business.
Procedure
1. HACY will follow the disaster information from local area emergency
police/health/fire authorities, in addition to information reported on local news
stations, for official guidance.
2. The Executive Director will consult with department managers regarding
emergency category events and after being informed of circumstances, the
Executive Director will make the decision on whether individual HACY
departments will be closed.
3. If there is a declared state of emergency that prevents employees from being able
to travel to work on a particular day, the Executive Director will make the
decision on whether HACY or individual HACY departments will be closed.
4. If a state of emergency site closure has not been declared, employees are expected
to report to work on time as scheduled.
5. Employees who are late or who choose not to report to work when the office is
otherwise open will be subject to the provisions of the attendance/tardiness policy.
6. HACY reserves the right to make decisions regarding emergency closings that are
believed to be in the best interest of the safety of all employees.
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1: Power Outage
The inherent danger during a major power outage is panic; therefore all personnel should
attempt to remain calm. To report a minor or localized power outage, call Arizona Public
Service.
Steps to Take Before and During an Outage:
•
•
•
•
•

Remain Calm.
Follow directions from on-site Supervisor for immediate action.
If an evacuation is ordered, seek out person with special needs and provide
assistance.
When your power goes off, check your neighborhood/business. If you are the
only one without power, check to see if a fuse is blown or the main circuit breaker
has tripped.
During any power interruption, immediately turn off or disconnect all major
appliances (air-conditioner, dryer, washer, dishwasher, range). Also, disconnect
any heavy duty motors such as pool pumps or water heaters.
o When the electricity comes back on, a sudden surge of power caused by
the high demand for electricity could complicate and delay power
restoration efforts. A second outage is more likely to occur if you don’t
turn off major appliances when an outage occurs.
o Leave on just a few lights so you’ll know when power has been restored.
Don’t turn off the freezer or refrigerator as you might forget to turn them
back on when power is restored. Please check out tips for keeping food
safe.
o Wait at least one minute after the power is restored before turning back on
all equipment.
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Safety Tips:
•
•
•

Have several easy to find flashlights in familiar places throughout your business,
and stock up on extra batteries.
A battery-operated radio should be a part of your emergency equipment. APS will
keep the news media informed of when the electricity will be restored.
CANDLES CAN BE FIRE HAZARDS. Never place them near curtains or other
flammable material. NEVER LEAVE CANDLES UNATTENDED IN A
ROOM.

Arizona Public Service (APS): (800) 253-9405; Local APS (928) 782-7151

2: Natural Gas Leak
Natural gas lines exist throughout HACY building sites to provide fuel to a variety of
sources. While natural gas is colorless and odorless, an additive is used to give it a
distinct odor when released into the atmosphere.
In case of a gas leak inside a building:
Remain calm. Evacuate the building immediately
•
•
•
•
•

Do not turn off lights, equipment or use a cell phone
Do not operate any electric switches or appliances
Do not use the telephone inside the building
Do not use matches, cigarettes, or possible sources of ignition
Do not use the elevators (if present)

From a safe place, call Southwest Gas immediately, day or night; or call 9-1-1.
Do not re-enter until instructed to do so by Southwest Gas or the HACY on-duty
Supervisor.
In case of a gas leak outside a building:
Call Southwest Gas and provide location information. Stay clear of the area until the area
is deemed safe by Southwest Gas or the HACY on-duty Supervisor.
In case of emergency – or if you smell natural gas call:
Southwest Gas (877) 860-6020
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3: Fire
All employees, especially those in certain occupations, should learn to use a fire extinguisher. A
designated HACY supervisor will arrange training sessions.
If You Discover Fire at Your Location:
• Manually activate the fire alarm system - if the alarm has not sounded, announce evacuation
through the intercom system, or yell “FIRE” and evacuate the area.
• Immediately exit the building, closing all doors behind you.
Once Fire Alarms are Activated:
• Walk to the nearest exit. Do not use elevators, if applicable.
• Leave the building immediately by the closest exit. Do not go back to your office or area to
retrieve your belongings.
• Call the Fire Department at 9-1-1.
• Assist persons with special needs.
• Notify fire personnel if you suspect someone is trapped inside the building.
• Gather outside at the designated safe zone, do not attempt to re-enter the building until instructed
to do so by authorized personnel.
If Trapped in a Room:
• Check doors for heat before you open them.
• Use the back of your hand to feel for heat, never use the palm of your hand or fingers to feel for
heat.
• If you open a door, open it slowly. Be ready to shut it quickly if heavy smoke or fire is present.
• If unable to escape due to door being hot, place a cloth material around or under the door to
prevent smoke from entering the room.
• If able, escape through a window or if unable hang a light colored cloth at the window to alert fire
fighters to your presence.
• Close as many doors as possible between you and the fire.
If Caught in Smoke:
• Drop to hands and knees and crawl toward exit- heavy smoke and poisonous gases collect first
along the ceiling.
• Stay low, as smoke will rise to ceiling level.
• Hold your breath as much as possible.
• Breathe shallowly through nose and use a filter such as a shirt or towel.
If Forced to Advance through Flames:
• Hold your breath.
• Move quickly.
• Cover your head and hair.
• Keep your head down and your eyes closed as much as possible.
• If your clothes catch fire, stop, drop, and roll- stop immediately, drop to the ground, and cover
your face with your hands. Roll over and over or back and forth until the fire is out.
• If you or someone else cannot stop, drop, and roll, smother the flames with a blanket or towel.
Using a Fire Extinguisher:
If you have been trained and it is safe to do so, you may fight small fires with a fire extinguisher.
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4: Flood / Water Line Break
If water is detected in the buildings or if there is a threat of water entering any building
contact the on on-duty supervisor or Maintenance Manager immediately. During the
evening or weekend hours, call the HACY Emergency Number at (928) 920-2363
and/or the City of Yuma Water Division at (928) 373-4500. If emergency call 9-1-1.
If inside:
• If you are on dry ground, turn off the power and electrical equipment. If standing
in water, do not touch electrical equipment.
• Do not attempt to move any equipment.
• Leave area and wait for further instruction from authorized personnel.
If outdoors:
• Move to higher ground.
• Six inches or more of water can cause you to fall. Do not drive in flooded area.
• If floodwaters rise around your vehicle, abandon your vehicle and move to higher
ground if you can do so safely.
• Avoid walking or driving through flood waters. Turn Around, Don’t Drown! Just 6
inches of moving water can knock you down and one foot of moving water can
sweep your vehicle away.
Severe Rain / Lighting / Wind Storm
In the event an unexpected severe storm hits the building, stay indoors with the doors
closed.
•
•
•
•
•

Do not try to leave building during storm.
Move away from windows and glass doors.
Do not use the telephones, computers or other equipment during storm.
If power goes out during the storm, remain indoors until storm subsides.
Wait for instructions from authorized personnel.

If outdoors:
• Seek shelter immediately.
• Stay away from water sources.
• If unable to get indoors, go to a low lying open place away from trees, poles, or
metal objects.
• Be a very small target. Squat low to the ground, place hands on your knees with
your head between them. Do not lie flat on the ground.
• If you are in a wooded area, take shelter under the shorter trees.
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5: Earthquake
An earthquake is the sudden, rapid shaking of the earth, caused by the breaking and
shifting of subterranean rock as it releases strain that has accumulated over a long time.
Initial mild shaking may strengthen and become extremely violent within seconds.
Additional earthquakes, called aftershocks, may follow the initial earthquake. Most are
smaller than the initial earthquake but larger magnitude aftershocks also occur.
Earthquakes may cause household items to become dangerous projectiles; cause
buildings to move off foundations or collapse, damage utilities, roads and structures such
as bridges and dams, or cause fires and explosions. They may also trigger landslides,
avalanches, and tsunamis.
The potential for an earthquake does exist in Arizona. If a Major earthquake were to
occur, HACY must be prepared to provide its own resources for an unlimited period of
time. Most earthquake-related injuries and casualties result from collapsing walls, flying
glass, and falling objects.
If Inside:
• Stay inside! Do not run outside during the earthquake. Do not use elevators.
• Drop down onto your hands and knees so the earthquake doesn’t knock you down.
Drop to the ground (before the earthquake drops you!)
• Take cover underneath a desk or table, protecting your head and neck.
• If no sturdy shelter is nearby, crawl away from windows, next to an interior wall.Stay
away from glass, windows, outside doors and walls, and anything that could fall, such
as light fixtures or furniture.
• Stay inside until shaking stops. Carefully leave the building and go to the safe
zones, staying away from trees and poles.
• Be prepared for aftershocks.
If Outside:
• Stay outside. Move to an open area away from buildings, walls, power lines,
streetlights; and stay there.
• Drop to your knees and get into a fetal position, close your eyes and cross your
arms over the back of your neck for protection.
• Stay in fetal position until the shaking stops.
• Stay outside and do not re-enter any buildings. Go to safe zones.
If Trapped Under Debris:
• Do not light a match.
• Do not move about or kick up dust.
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•
•

Cover your mouth with a cloth, handkerchief or clothing.
Tap on a pipe or wall so rescuers can locate you. Use anything that makes noise
to get attention. Shout as a last resort as shouting causes you to inhale large
amounts of dust.

After Shaking Stops:
• Expect aftershocks. Go to safe zones.
• Stay away from damaged areas and debris.
• Use phones only for emergency calls.
• Assist in the building evacuation of persons with special needs.
• Tune portable radios to an Emergency Broadcast Station, and follow instructions.
• Authorized personnel will provide instructions for immediate action.
• Do not enter any building for any reason unless authorized to do so.
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6: Evacuation
In advance of an emergency, determine the nearest exit to your location and the best route
to follow. Assist anyone with special needs. If time permits during evacuation, secure
your workplace and take personal items such as keys, purse, medication and glasses. In
fire conditions, evacuate immediately leaving personal items behind. Go to your
designated safe zone. The on-duty supervisor will take an accounting of those present.
No one is to leave the area until they have been accounted for.
In most emergencies, complete evacuation of premises is not necessary. If, however,
there is a major hazardous materials release, flood, or other major incident, it may be
necessary to relocate all personnel and clients to a safer location.
Evacuation from a Building:
• Walk, do not run. Do not panic.
• Do not use elevators.
• Assist people with special needs.
• Gather outside at a designated safe zone area. Once there, your supervisor will
take roll and account for all personnel.
• If you cannot return to your building/office, wait for instructions from the on-duty
supervisor.
On and Off Workplace Staging Area:
In the event of an immediate, life-threatening emergency during which the entire work
place must be evacuated in a matter of minutes, on off-workplace staging area may be
located at:
HACY Maintenance Office
480 S. Madison Avenue
If the emergency evacuation is a city/county emergency management mandatory
evacuation, and the above listed location is not available – police or fire department
personnel will announce the appropriate location.
Take all necessary steps to get to the staging area. Once there, register with the on-duty
Supervisor. It is important that everyone check in to ensure personnel are accounted for
when family or friends call to determine the whereabouts of loved ones.
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7: Suspicious Mail
IMEDIATELY CALL THE POLICE DEPARTMENT
Characteristics That Should Trigger Suspicion Include Letters or Parcels That:
•
•
•
•
•
•
•
•

Are unexpected or from someone unfamiliar to you.
Are addressed to someone no longer with your organization or are otherwise
outdated.
Have no return address.
Have a return address that can’t be verified as legitimate.
Are of unusual weight, given their size, or are lopsided or oddly shaped.
Are marked with restrictive endorsements, such as “Personal” or “Confidential”.
Have protruding wires, strange odors or stains.
Show a city or state in the postmark that doesn’t match the return address.

What Should I do if I Receive a Suspicious Parcel in the Mail?
•
•
•
•

Do not try to open the parcel.
Isolate the parcel.
Evacuate the immediate area, and notify the on-duty supervisor.
Call the police department to notify them that you have received a “suspicious”
parcel.

What Should I do if I Receive an Anthrax Threat by Mail?
•
•
•
•

Do not handle the mail piece or package suspected of contamination.
Notify the police who will immediately contact the U.S. Postal Inspection Service
and the appropriate response team to handle this package or mail piece.
Make sure that damaged or suspicious packages are isolated and the immediate
area is cordoned off.
Ensure that all persons who have touched the mail piece wash their hands with
soap and water.

If you have any further questions or concerns, please do not hesitate to contact the Police
Department.
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8: Hazardous Materials Incident
In Case of a Major Hazardous Spill:
Immediately call the Fire Department at 9-1-1.
Provide the fire dispatcher with type of spill, injuries, type of chemical, flammability of
substance, if possible.
ONLY TRAINED AND AUTHORIZED personnel are permitted to respond to
hazardous materials incidents!
For a major Spill or Leak:
•
•
•
•

Activate the nearest fire alarm or announce building evacuation.
Immediately evacuate the building, closing doors behind you.
Do not attempt to clean up the spill yourself.
Provide clean-up/rescue personnel with the appropriate Material Safety Data
Sheet(s) and other pertinent information.

For a Minor/Non-hazardous Spill or Leak:
•
•
•

Attempt to contain the spill; do not allow anything to leak into the drains.
Wear proper personal protection equipment while cleaning up.
Notify your immediate supervisor or an on-duty supervisor.

For an Outdoors Spill:
•
•
•
•

Stay upstream and upwind of the spill.
Move as far away from the accident scene as possible and help keep others away.
Do not walk into or touch any spilled liquids, airborne mists or condensed solid
chemical deposits.
Try not to inhale gases, fumes or smoke. If possible, cover mouth with a cloth
while leaving the area.
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9: Terrorism
Definition of Terrorism – the use of force or violence against persons or property in
violation of the criminal laws of the United States for purposes of intimidation, coercion,
or ransom.
Acts of terrorism include threats of terrorism; assassinations; kidnapping; hijacking;
bomb scares; and bombings; cyber attacks (computer-based); and the use of chemical,
biological, nuclear and radiological weapons.
Terrorists have been known to use a variety of methods to carry out their unlawful
activities. In general, a terrorist incident could involve:
Incendiary / Explosive
In the event you come upon an incendiary device:
• Do not touch it. Note where it is.
• Call the Police Department immediately at (928) 783-4421.
• Leave the area and check for other devices on the way out.
• Pull the fire alarm or announce a building evacuation and go to the designated
safe zone.
Chemical / Biological:
Some indicators of the possible use of chemical or biological agents include:
• Unusual occurrence of dead or dying animals.
• Unusual numbers of people exhibiting serious health problems.
• Unusual odors, liquid, spray or vapor.
• Suspicious devices or packages.
Nuclear / Radiological Event Anywhere on Site:
Radiation is an invisible hazard. There are no initial characteristics or properties of
radiation that are visible. Unless nuclear/radiological material is marked accordingly, it
may be some time before the hazard is identified as such.
Three Methods to Minimize Exposure
1. Shielding - place heavy, dense materials between oneself and the radiation source.
2. Distance – place as much distance between oneself and the radiation source.
3. Time – limit the amount of time spent near a radiation source.
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10: Active Shooter
An individual actively engaged in killing or attempting to kill people in a populated area.
Call 911; give location of the active shooter, number of shooters, physical description of
the shooters, number and type of weapon the shooter has and number of potential victims.
When an active shooter is in your vicinity, you must be prepared mentally and physically
to deal with the situation.
What You Can Do:
RUN
•
•
•
•
•
•
•

Leave your belongings behind
Evacuate whether others agree to follow
Help others escape, if possible
Do not attempt to move the wounded
Prevent others from entering an area where the active shooter may be
Keep your hands visible
Call 911 when you are safe

HIDE
• Hide in an area out of the shooter’s view
• Lock door or block entry to your hiding place
• Silence your phone and remain quiet
Fight
•
•
•
•
•

Fight as a last resort
Attempt to incapacitate the shooter
Act with physical aggression
Improvise weapons of throw items
Commit to your actions, your life depends on it
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11: Bomb Threat
By Telephone:
Do not hang up! Remain Calm!
The excitement generated by a bomb threat often causes the individual receiving the call to
terminate the call prematurely. Unless you feel an immediate threat, try to prolong the
conversation and extract as much information as possible. Take the caller seriously. Ask a lot of
questions, using checklist below as a guide.
Notify the Police Department at 9-1-1 immediately.
Bomb Threat Checklist:
Time: ______

Date: ______

Number at which call received: __________

Sex of Caller:

M or F

Age: ___________

Race: ___________

If known, name of caller or name used: _____________________________________
Questions to Ask:
When is the bomb going to explode? ________________________________________________
Where is the bomb right now? _____________________________________________________
What does it look like? ___________________________________________________________
What kind of bomb is it? __________________________________________________________
How is the bomb wrapped? ________________________________________________________
Why did you place the bomb? _____________________________________________________
Are you part of a group or organization? _____________________________________________
Did you place the bomb? What is your name? _________________________________________
Is there more than one bomb? How many? ___________________________________________
What will cause the bomb to explode? _______________________________________________

18

Continued…

Callers Voice:
Calm

Angry

Excited

Soft

Loud

Accent

Laughing

Crying

Slurred

Nasal

Stutter

Lisp

Raspy

Deep

Ragged

Clearing Throat

Cracking Voice

Disguised

Articulate

Nervous

Slow Speech

Fast Speech

Vulgar

Drunk

Familiar

Is/Was the caller incoherent? ___________________________________________
Is/Was the caller irrational? _____________________________________________
Background Sounds:
Street

Kitchen

Music

PA System

Voices

Static

Motor

Machinery

Animals

Clear

Office Sounds

Sirens

People

Party

Was the message Taped? _________________________________________
Was the Message read? ___________________________________________
Instructions or directives made by caller? __________________________________________
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12: Suicide Threat
If an immediate threat:
•

Notify the Police Department at 9-1-1

If not perceived as an immediate threat:
•

Contact your direct supervisor immediately.

Mental Health
If a person starts exhibiting irrational behavior or threatens themselves or others, call the
Police Department immediately at 9-1-1.
•
•
•

Clear away as many people from the area as possible.
If unable to leave the area, stay calm and try to keep the individual calm.
When police arrive, follow their instructions, provide the necessary information,
and leave the area as soon as practical.
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13: Workplace Violence
Workplace Violence may take a variety of forms, such as:
• Violence by Strangers: involves verbal threats, threatening behavior or physical assaults
by an assailant who has no legitimate business relationship in the workplace.
• Violence by Customers or Clients: the assailant who either receives services from or is
under custodial supervision of the effected employee.
• Violence by Co-Workers: the assailant has some employment-related involvement with
the workplace, former employee, co-worker, supervisor or manager, for example.
• Violence by Personal Relationships: personal relations may include spouse, former
spouse, friend, or acquaintance.
Warning Signs
• The person challenges authority
• Under the influence of drugs or alcohol while at work
• Makes verbal threats
• Takes obsessive interest in co-worker
• Blames others for own problems/failures
• Tries to intimidate
• Total disregard or extreme obsession with personal hygiene
Prevention
• Report any threatening actions by anyone to your Supervisor
• Report any signs of harassment or any signs of violence by anyone to your Supervisor
• Set-up a “Buddy System” with a co-worker
Reporting Violence
• Call your Supervisor or the Police Department immediately
• Do not change or clean up anything at the scene until instructed to do so by the Police
• Do not touch anything handled by the attacker
Working Alone After Dark
• Always let your Supervisor know when you are working late, and inform someone at
home, so they know when to expect you.
• Park in an area with good lighting, and as close to the door as possible. You may need to
move your vehicle while it is still light.
• If someone else is in the building, have that person see that you get to your vehicle safely.
• Have your vehicle keys ready as you leave the building.
• Always check around and underneath your car as you approach.
• Before you enter, check the floor and back seat.
• Lock all car doors as soon as you get in.
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14: Civil Disturbance
Civil disturbances include riots, threatening individuals, crimes in progress, or assemblies
that have become significantly disruptive. If a gathering becomes disruptive, threatening
and violent and blocks your entrance or egress from an office or building, please call the
Police at 9-1-1.
In case of a civil disturbance:
•
•
•
•
•

Avoid provoking or obstructing demonstrators.
Secure your area (lock doors, safes, files, vital records, expensive equipment, etc.
Avoid area of disturbance.
Continue with normal routines as much as possible.
If the disturbance is outside, stay away from doors and windows. STAY INSIDE.
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15: Lock Down
A lockdown is an emergency protocol to prevent people or information escaping, which usually
can only be ordered by someone in command. They are also used to protect people inside a
facility from a dangerous external event.
Upon Alert to Lockdown:
If you are in a classroom, room or office, stay there, secure the door and windows and await
further instructions or escort from emergency personnel.
Authorized personnel will initiate and announce the lockdown over the intercom system (if
applicable). The announcement will be repeated several times.
•
•
•
•
•
•
•

Remain calm. Encourage others to remain calm.
If the door does not lock consider barricading the door with tables and chairs.
If you are in a corridor go into the closest office not already secured and lock or barricade
the door and windows.
Close curtains or blinds where possible.
Stay away from windows and doors.
Stay low and quiet.
Phones should be put on quiet or vibrate mode. Do not make non-essential calls.

Actions to Avoid:
• Do not open the door once it has been secured until you are officially advised “all clear or
are certain it is emergency personnel at the door.
• Do not use or hide in washrooms.
• Do not travel down long corridors.
• Do not assemble in large open areas (e.g. cafeterias).
Do not call 9-1-1 unless you have immediate concern for your safety, the safety of others, or feel
you have critical information that will assist emergency personnel in the response.
Considerations:
• Follow instructions from authorized personnel only.
• During a lockdown, if the fire alarm is activated, remain where you are and await further
instructions over the intercom system or portable radio.
• For their own safety, emergency personnel must initially consider all individuals as
potential threats. It is important to follow instructions from police at all times to avoid
harm and safety.
Following the Lockdown:
• Cooperate with emergency personnel to assist in an orderly evacuation.
• Proceed to the designated assembly area if advised.
• The police may require individuals to remain available for questioning following a
lockdown.
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16: Medical Emergencies
Don’t second guess: ALWAYS CALL 9-1-1 FOR ASSISTANCE
Hands Only CPR:
Hands only CPR can be as effective as conventional CPR and can double that person’s chance of
survival.
When an adult suddenly collapses, trained or untrained bystanders should:
• Call 9-1-1
• Push hard and fast in the center of the chest.
• Do not be afraid to help as your actions can only help.
To Give Conventional CPR:
• Call 9-1-1
• Find the notch where the lower ribs meet the breastbone.
• Place the heel of your hand on the breastbone and the other hand on top.
• Position shoulders over hands.
• Compress chest 15 times using a smooth, even rhythm.
• Give two (2) slow breaths – breath unto victim until chest gently rises.
• Do three more sets of 15 compressions and 2 breaths.
• Recheck pulse and breathing for about 5 seconds.
• If there is no pulse, continue sets of 15 compressions and 2 breaths.
• Continue until medical assistance arrives; or until the victim starts breathing or has a
pulse.
To Stop Bleeding:
• Lay the person down and elevate their legs.
• If possible, elevate the site of the bleeding.
• Remove obvious dirt and debris from the wound. Gloves should be used if available. Do
not remove any objects pierced into the victim
• Apply pressure directly on the wound with a sterile bandage, clean cloth or piece of
clothing.
• Maintain pressure until bleeding stops then bind wound with dressing or cloth.
• If bleeding continues or seeps through bandage, do not remove bandage, but add more
absorbent material on top of it.
• If bleeding continues, apply pressure to major artery that delivers blood to that area.
• Immobilize the injured body part once the bleeding has stopped. Leave bandages in
place and seek medical assistance as soon as possible.
• Immediately wash your hands with soap and water and any other part of the body which
has been exposed to blood. Rinse eyes and mouth out with water only.
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Heat Related Illness:
•
•
•
•
•
•

Get the victim to a shady place or an air conditioned / cool place.
Loosen tight clothing.
Apply cool, wet cloths to the skin.
Fan the victim.
If victim is conscious, give cool (not cold) water to drink.
Call 9-1-1 if victim refuses water, vomits or loses consciousness.

Abdominal Thrusts for Choking Victim:
•
•
•
•
•

Get behind the victim.
Wrap your arms around the person’s waist, just above their navel.
Clasp your hands together in a double fist.
Press in and up in quick thrusts. Be careful not to exert pressure against the victim’s rib
cage with forearms.
Repeat procedure until choking stops.
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17: Motor Vehicle Accident
If you are involved in a motor vehicle accident while conducting work-related business in
either a HACY owned vehicle or your own vehicle, follow these steps:
•

If anyone is injured, call for an ambulance immediately. Do not move the victim
unless it is absolutely necessary – because of additional harm from a life
threatening exposure (i.e. fire, traffic, etc…)

•

Call the Police at 9-1-1

•

Take immediate action to prevent further damage at the scene of the accident.

•

Do NOT discuss the accident or sign any papers from anyone except your
Supervisor, Human Resource Manager, or the Police.

•

Be sure to obtain all facts and information about the crash, such as date, time,
location, vehicle and insurance information, driver information, names and
addresses of witnesses.

•

You must promptly contact your Supervisor and/or the Human Resource Manager
if there is any injury or if the property damage is serious. A written incident
report is to be submitted within 24 hours following the accident.
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18: Pandemic
Influenza viruses primarily cause infections of the respiratory tract (breathing tubes and
lungs). In some persons, complications of influenza can be severe, including pneumonia.
Pandemic influenza is a global outbreak of disease from a new influenza. A new
Influenza virus is unlike past influenza viruses. Because people have not been infected
with a similar virus in the past, most or all people will not have any natural immunity
(protection) to a new pandemic virus. Pandemic flu may be more severe, affect more
people, and cause more deaths than seasonal influenza. It is not possible to predict in
advance the severity of a future influenza pandemic.
• Once a pandemic virus develops, it can spread rapidly causing outbreaks around the
world.
• If the pandemic virus causes severe disease, many people may develop serious illnesses.
Some of those who develop severe influenza will die.
• There is no vaccine available at this time for a pandemic flu, and it is expected to take
approximately six to twelve months after a pandemic flu appears for the first doses to be
manufactured and significantly longer before there is an adequate supply for the public.

How to reduce spreading
•
•
•
•
•
•
•
•
•
•
•
•
•
•

If you are sick stay home
Cover your mouth with tissues whenever you sneeze, and discard used tissues in
the trash.
Avoid people who are sick with respiratory symptoms.
Remain 6 feet from person to person contact including visitors, tenants, and staff.
Do not shake hands, or any other physical contact.
Clean frequently touched surfaces.
Conduct interviews over the phone
Use latex gloves when dealing with documents, door handles, be vigilant.
Wash your hands frequently with warm, soapy water for at least 20 seconds.
HACY has provided alcohol-based hand sanitizer stations
Avoid group meetings or events of more than 10 people.
Lunch room capacity is 2 staff at a time; remember to keep 6 feet in distance.
Keep the Human Resources Department updated with your contact information.
Protect yourself as if everyone is infected.
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