EMERGENCY & EVACUATION PLANS

ATTC & Campus Continuing Education Classes

Announce to your students on the first day of class:  The designated relocation/assembly area (for the EvCC campus or other class locations you decide where this will be). If you must evacuate a building, instruct your students to take all belongings with them – they might not have an opportunity to re-enter the building for a significant period of time.  Take your roster with you; at the assembly area you will need to insure that all students are accounted for.
EMERGENCY PROCEDURE - GENERAL

· Leave the building and go to a safe area. 

· Call 425-388-9911 to notify Campus Safety of the emergency.  Using a campus or ATTC phone call 9911 to summon Emergency Aid – police, firefighters and paramedics.  Call Sue Russell 425-267-9520 (work) or 425-787-2697 (home).

· While on the phone, an emergency operator will ask for specific information. 

· Stay on the phone until you are instructed to hang up. 

· Know how to use emergency equipment such as fire extinguishers, and emergency eyewashes and emergency showers.

EVACUATION PROCEDURE

· When you evacuate, use your closest exit and most direct route to reach your designated relocation/assembly area. 

· Remain calm and leave the building in an orderly manner. Take personal belongings with you if they are in the same room, but don’t go looking for them or stop to retrieve them. 

· Go directly to your relocation/assembly area and remain there while you take a headcount to ensure that everyone in your class is out of the building or danger area. 

· ATTC Assembly Area:  The primary assembly area for any evacuation of ATTC is the sidewalk along Seaway Blvd, south of the building.  In the event the wind is blowing toward Seaway Blvd and carrying smoke, fumes, other noxious odors, or debris toward the assembly area, the secondary area will be one block west of the ATTC at the stop sign.

· Stay at your relocation/assembly area until the "all clear" has been given and the Building Captain instructs you to re-enter the building.

· Do not leave the facility or block gates or driveways that emergency vehicles may be using. 

EARTHQUAKE PROCEDURE - Indoors

· Do not get under a table or stand in a doorway.  
· Try to move outside as quickly as possible, or at least move toward the perimeter of the building (since it is easier to escape later).  
· Crouch into the fetal position.  If you are at home crouch in the fetal position next to an overstuffed chair or sofa; if in bed roll to the floor beside your bed; if in your car driving under a bridge or skyway, stop the car, get out, and crouch beside it.  That way if something falls from above it will compress the thing next to you and form a “void” for you to breath and survive in until rescuers arrive.)
· Stay clear of windows or unstable shelving that may tip over or chemicals that may splash. 

· Do not use elevators.  Never use stairs until after the quake is over and only once they are deemed safe.  

· Evacuate using the safest route out of the building. 
Remember: DROP, COVER AND HOLD (the fetal position)
EARTHQUAKE PROCEDURE - Outdoors

· Seek shelter, stay away from power lines and falling objects. 

· Meet at your evacuation relocation/assembly area and stay there. 

FIRE

· Exit the building by following the evacuation floor plans and “Exit” signs.  If the building is filled with smoke, cover your mouth and nose with a cloth and stay low to the ground while exiting.

DISRUPTIVE OR THREATENING PERSONS

· If needed, request assistance from Campus Security, Sue Russell, CE staff member.  If the person continues to be disruptive or threatening call Campus Security (425-388-9911).

HAZARDOUS MATERIALS SPILLS

· Evacuate the building.  Notify Emergency Services (911), Campus Security (425-388-9911), and Sue Russell (425-787-2697).  When calling Emergency Services or Campus Security, advise the dispatcher of the nature of the hazardous material spill.

FIRST AID KIT

· Each building on campus has a kit.  The ATTC kit is located in the staff kitchen area on the second floor.  

HEART ATTACK

· Several Automatic External Defibrillator (AED) units are located on campus, and one at ATTC.  Contact Campus Security (425-388-9911) for assistance with an AED; also call Emergency Medical at 911.  For ATTC, one is located in room 110 on the first floor.  Notify ATTC staff of the need to use the AED; several staff are trained.

ACCIDENT OR INJURY

· If you or one of your students has an accident or is injured on site, follow first aid or emergency procedures.  Once the danger is over, notify Sue Russell (425-267-9520) and she will give you an injury report form to complete.
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