Disaster Plan Policy and Procedure

Purpose:
To provide procedures/guidelines for responses to both internal and external disaster situations that may
affect facility staff, residents and visitors.
To identify responsibilities of individuals and departments in the event of a disaster situation.
To identify standard operating guidelines for emergency activities and responses.

Types of Hazards:

Fire — CODE RED Radiological Accident — CODE
Severe Weather - CODE GREEN YELLOW

Water Shortage - CODE BROWN Gas Leak - CODE YELLOW
Power Outage —- CODE BLACK Elopement — CODE SILVER
Terrorist Attack - CODE ORANGE

Lines of Authority:

e Facility Administrator e Caregivers
e Director of Resident Services e Department Supervisors
e (Charge Nurse e (General Staff

A command center will be set up per emergency response team.

A calling tree has been established and will be updated at least quarterly by the Administrative Assistant. Each
Department Manager is responsible to call people in their own department.

Policy: CODE RED
Fire Disaster

Due to the overwhelming danger to our residents in the event of a fire, it is extremely important that each
employee know his/her duty at the time the fire alarm sounds. Staff should be so familiar with this procedure
that it becomes second nature — an instinctive reaction results when the fire alarm sounds. Keep in mind it is our
responsibility to provide for the safety of the residents. It is important remain calm and begin evacuation
immediately when an alarm within the facility sounds.

RESPONSIBILITIES — ALL STAFF: If you discover a FIRE remember R.A.C.E.E.




R.A.C.E.E. METHOD

Rescue
Alarm
Confine
Evacuate
Extinguish

RESCUE: Remove all residents in Immediate Danger — Residents closest to the Fire

1. Immediately evacuate all residents closest to the fire. Close open windows. Once the resident has been
evacuated from their apartment close the door. Mark the outside of the door with the “EVACUATED”
door hanger found on the back of the apartment door.

. Report to the Fire Panel to assist with the evacuation. All other residents should be evacuated to the
nearest exit.

ACTIVATE THE ALARM: Notify the Fire Department and others in the Facility

. The person discovering the fire will sound the alarm by pulling the nearest pull station.

. Remain Calm.

. Report location of fire to the first responder at the fire panel by announcing the exact location of the fire
over the walkie-talkie.

. Continue evacuation of all residents.

CONTROL: Prevent the Fire from Spreading

1. If safe to do so, close door and windows. (Do not lock the doors.)
2. Seal cracks under doors with wet blankets or towels.
3. Turn off electrical equipment.

EVACUATE:

1. Evacuate all residents from the building.
2. Report to the designated meeting place outside to be accounted for.

EXTINGUISH: Extinguish the Fire - if safe to do so

1. You should have experience handling a fire extinguisher before attempting this step.

2. Select the proper type of extinguisher to bring the fire under control.

3. Extinguish the fire using the P.A.S.S. Method

4. IMPORTANT REMINDER! DO NOT USE WATER ON ELECTRICAL FIRES OR GREESE
FIRES.

P.A.S.S. METHOD

Pull the pin. Hold the extinguisher with the nozzle pointing away from you, release the locking mechanism.
Aim low. Point the extinguisher at the base of the fire.

Squeeze the lever slowly and evenly.

Sweep the nozzle from side-to-side.




RESPONSIBILITIES - First Responder:
e Notify all staff of the location of the fire via walkie-talkie.
e Direct rescue activities at the scene utilizing all staff.
e Direct residents outside to the designated meeting place.

RESPONSIBILITIES - Second Responder (Disaster Supervisor):

e The second responder will advise CEC Fire and Security of the status of the alarm (false alarm or actual
fire) and give them the exact display message on the panel. Give them your name, the facility’s account
number and password — see “Fire Alarm Panel Procedures” below for account number and password.

e Remain at fire panel and keep area clear.

Point of Rescue Residents:
If employees are unable to evacuate a resident safely, emergency services must evacuate the resident instead.
The “point of rescue” for emergency services is the resident’s room. In order to use a resident’s room as a point
of rescue, the following must be in place:
= A Sprinkler System: All Assisted Living Communities are equipped with sprinkler systems.
= Notify the fire department of the location of residents using point of rescue:
Staff must provide Fire Department with up-to-date floor plan when arrive on scene.
Provide an up-to-date floor plan to the fire department, identifying the location of resident’s
rooms — an up-to-date floor plan is found in Fire Box near the designated meeting place
outside.
Have vertical smoke separation between all floors: All Assisted Living Communities are
equipped with vertical smoke separation between all floors.
Have 24-hour, awake, qualified resident care staff: All Assisted Living Communities are
staffed with 24-hour, awake, qualified staff.

Staff must instruct the Point of Rescue Resident to remain in his/her room and await evacuation by the fire
department or other emergency service. Close the door.

Reflective Stickers: A Point of Rescue Resident may be identified with a reflective sticker on their door
(unless they are in imminent danger) the fire department will perform evacuation. It is your responsibility to
know which residents must be evacuated in this manner.

Night Shift Staff:
When calling 9-1-1, request dispatch to send additional paramedics to aid in evacuation of residents. Start the
evacuation process while waiting for the paramedics to arrive.

Designated Meeting Place: Each location has a designated meeting place outside, away from the building. It
is required to know where your facilities designated meeting is. Once evacuated from the building, everyone
must immediately report to the designated meeting place to be accounted for.

» Brillion West Haven: Front Parking Lot.

» Allouez Parkside Village #1 & #2: Front Parking Lot.




Fire Box: A locked fire box is located near the designated meeting place. The fire box will contain important
information needed in an emergency situation:
= Resident Name List: Used to account for residents once evacuated.
= Resident Family Contact List: Used to notify resident families.
= Floor Plan of the facility with the Point of Rescue apartments highlighted. Give the floor
plan to the Fire Department immediately upon arrival.
Black Marker with Name Tags: Use to label residents in the event they wander away.

Total Evacuation: Temporary relocation of residents and employees from the CBRF/Building Specific

Allouez
Parkside
Village
#1 & #2:

First Location: Allouez Sunrise Village (Sister Building)

Secondary Location: Bishop’s Court (Sister Building)
289 East St Joseph Street Green Bay WI 54301
Phone: 920-435-2729

Red Cross: Green Bay
920-231-3590

Transportation: Lamers Bus: 920-336-0565

Resident Name List is kept in the fire box located
at the designated meeting place.

Brillion
West
Haven:

First Location: Holy Family Catholic Church

1100 W Ryan St. Brillion WI 54110

Church Secretary: Home: 920-864-7747 Cell: 920-858-2000
Secondary Number: 920-615-6600

Secondary Location: Brillion High School
W1101 Country Rd HR Brillion WI 54110
Phone: 920-756-3216

Red Cross: Manitowoc
920-231-3590

Transportation: Westlund Bus 920-756-3193

Resident Name List is kept in the fire box located
at the designated meeting place.

All employees are expected to report to work at the temporary location as usual.

Once total evacuation has occurred, it may be necessary to call the Red Cross for further assistance.

When total evacuation has been completed, it is the responsibility of the DRS to account for the presence of all
residents using the resident name list found in the Fire Box.

The Charge Nurse/Med Tech must take the Resident Sign-Out Book and the 24-Hour Reports when leaving the
building to assist in resident accounting.

The department supervisor or person in charge of each department is responsible for accounting for all staff on
duty and reporting to the Administrator or the DRS.
e In the dietary department, if no department supervisor is present, it is the responsibility of the cook in
charge.
In the housekeeping/laundry department, it is the responsibility of the most senior housekeeper.
In activities, it is the responsibility of the dept. supervisor during the day.
In nursing, the Director of Nursing or Med Tech is responsible to account for all CNAs and nurses.
The Administrator will be responsible for the Administrative Assistants, Human Resources and the
Director of Resident Services.




Fire Drill Procedure

Fire drills must be conducted quarterly at the minimum. Conducting drills keeps the process fresh in the mind of
staff and residents. In a real emergency, everyone knows exactly how to respond. Fire evacuation drills must be
conducted with both employees and residents.

At Assisted Living Communities by Hillcrest fire drills will be conducted by the Administrator or Designee on
a monthly basis (rotating shifts) for the purpose of keeping staff proficient in the actions necessary to ensure the
safety of the residents and staff.

1. The administrator/designee will place a cardboard flame somewhere in the facility. This individual
will remain in the area to observe the response of the staff.

The person finding the fire will immediately remove any resident from the room involved. Close the
windows and door. Sound the alarm by pulling the closest alarm station. Report the exact location of the
simulated fire to the person at the fire panel (first responder). Continue evacuating the building.

All staff must report to the fire panel immediately upon hearing the alarm or listen for instructions over
the walkie-talkie. The first responder will direct staff to the area of the fire. Begin the evacuation of the
residents. Rescue residents closest to the fire first. As rooms are evacuated, close the windows and
doors. (Do-Not lock doors.) Once the resident has been evacuated from their apartment close the door.
Mark the outside of the door with the “EVACUATED” door hanger found on the back of the apartment
door.

Reassure residents it is only a drill. Your primary goal is ensuring all residents are safely evacuated.

If a resident is a point of rescue, inform the resident that this is a fire drill and that in the event of a true
fire emergency, the fire department will evacuate them. Tell the resident you are going to close their
door to keep them safe.

Fire Alarm Panel Procedures
In the event the fire alarm sounds staff members are to do the following:

1. Respond immediately to the Fire Alarm Panel. The first responder will remain at the fire
panel to direct others to the specific location of the activated alarm. The second responder will remain
by the phone. All employees will go to the location to verify whether or not fire is present. Nursing
staff with pagers should report the location displayed on their pager immediately. Staff working in the
Memory Care Unit should remain in the unit with their residents.

All employees RUN to the location of the fire. As soon as the location of the activated smoke
alarm is determined the first responder remaining at the panel should be advised if there is or is not an
actual fire. This should be done within 2 minutes of activation.

Ahern: 920-907-5850




Allouez Account Password: Ahern will automatically call the Fire Department when the fire alarm is
Parkside | Number: “1901” activated. The second responder will call Ahern the status of the alarm (false
Village # | 100-2241 alarm or actual fire) and give them the exact display message on the panel.
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Brillion Account Password: CEC (Communications Engineering Company) will automatically call the

West Number: “Haven” facility. If the phone is not answered in 4 rings CEC will notify the Fire

Haven 100-2081 Department. The second responder will advise CEC the status of the alarm (false
alarm or actual fire) and give them the exact display message on the panel.

Allouez Account Password: Martin Security will automatically call the facility. If the phone is not answered
Parkside | Number: “1901” in 4 rings Martin Security will notify the Fire Department. The second responder
Village # | 100-2241 will advise Martin Security the status of the alarm (false alarm or actual fire) and
give them the exact display message on the panel.

FIRE in the Building! EVACUATE - If a fire is really happening, evacuate residents
immediately starting with rescuing the residents closest to the fire. Evacuate to the nearest exit without
crossing the path of the fire.

Point of Rescue: Point of Rescue residents who are not in immediate danger will be evacuated by the
Fire Department. Explain to the resident you are closing their door to protect them from the smoke and
the Fire Department will be here shortly to evacuate them. Close their door.

No Fire. If there is no fire, silence the alarm by pressing the “Alarm Silence” button on the fire panel.

Do not press the reset button — only the Fire Department can reset the alarm in any situation other than a
drill.

Trouble Light — Fire Panel: If the trouble light is lit the charge person must call CEC and tell
them there is trouble in the system, cause unknown and then call the Director of Resident Services.

SUPR Light — Fire Panel: If the SUPR light is lit the problem is affiliated with the sprinkler
system. Call the Director of Resident Services.

Alarm Continues to Sound: If the alarm continues to sound, check the location of the activated
alarm again. If no fire is present, silence the alarm. Inform CEC that the alarm continues to sound even
though there 1s no evidence of fire. Be sure to give them the exact message displayed on the fire panel.
CEC should send a service representative to check the alarm system. The panel should now read “Fire
System is Normal™.

9. Reset Pull Station: To reset a pull station, remove the cover and place the toggle switch to
“Normal”.

10. Extinguishers: Know the location of all the fire extinguishers. Familiarize yourself with the
building layout and location of the extinguishers and fire pull stations.

Notify the Director of Resident Services anytime the Fire Department is called.




When the drill is complete, the following must be done:
Administrator/designee to silence alarm and complete a report
All staff should assist with returning residents to their apartments.
All staff participating in the drill will sign an attendance sheet.
The Disaster Supervisor (second responder) is responsible for walking the perimeter of the building and
ensuring no residents are left outside.

Evacuation of residents must occur with every sounding alarm. NO EXCEPTIONS!!

The fire alarm may not be silenced until the fire drill is complete and the Administrator/designee gives the
approval. If the fire alarm sounds after business hours, it is the responsibility of the Disaster Supervisor to give
the ok for the alarm to be turned off.

Resident Refusal

Drill:

Only by understanding the reasons why the resident is refusing can solutions be found. Always remember the
resident has a right to refuse to participate in drills. Never use physical force to overcome resistance, and never
address the resident with an angry voice or punitive manner. Encourage resident with positive reinforcement. If
participation is refused, always document and communicate with the team. Identify who has had success with
the resident and what they are doing that makes a difference. Working as a team, it is generally possible to find
ways to work with the resident.

Actual Fire:
e Close the resident’s door to protect the resident from smoke.
e Immediately notify the First Responder / Disaster Supervisor of the resident’s refusal.
e Once on scene, the First Responder / Disaster Supervisor will notify the Fire Department to evacuate the
resident.

Policy: CODE GREEN Stage 1: Severe Weather Watch
CODE GREEN Stage 2: Severe Weather Warning

Tornado Watch means that conditions are favorable for a tornado to occur.
Tornado Warning means that a tornado funnel has been sighted or is indicated by weather radar.

The Life Enrichment Department will maintain Disaster Kits. These kits include:
=  Weather Radios: 1 Weather Radio — with fresh batteries
= Flashlights: Flashlights — with fresh batteries
=  Water: Bottled water
Tip: To keep residents with dementia occupied during evacuation, give an individually wrapped snack.

One Disaster Kit will be made available to each wing in the facility. It is important that all staff to know the
location of these kits in the event of an emergency.

RESPONSIBILITIES - All Staff — Tornado Watch:
e C(lear hall of non-essential items.
e (lose windows/drapes and clear sills.
e Turn on more lights as sky darkens unless it increases heat uncomfortably.
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Clear desks of non-essential items.
Ask all residents to return to their apartment or wing. Doors may remain open.
e Disaster Supervisor will listen to weather station to monitor severe weather.

RESPONSIBILITIES - Maintenance — Tornado Watch:
e Secure outside furniture, collect loose objects from grounds/patios.
e Ifresidents are outside advise them of weather conditions. Ask them to return to their apartment.

RESPONSIBILITIES - Nursing Staff — Tornado Watch:
Bring out Disaster Kits. Turn on weather radio and prepare flash-lights for use.
Close windows and drapes and turn on lights.
Account for all residents using the resident name list.
Beautician and Activities will call nurse’s station to identify any residents that may be in their care.
Notify DRS to identify any residents that may be with Activities or in the beauty salon.
Notify Director of Resident Services of any missing residents.
Disaster Supervisor will determine when to begin evacuation. If severe weather is approaching our
area, you do not have to wait for the official warning. Announce to all staff that evacuation is
beginning.
All staff will then begin severe weather procedures at once.

RESONSIBILITIES — All Staff - Tornado Warning:
e Help move residents to the hallway / windowless area. Reassure and comfort residents.
e Adpvise visitors and residents not to leave the building. Move away from windows.

RESPONSIBILITIES — Nursing Staff - Tornado Warning:
e When rooms are completely evacuated, close the room door. (Do-Not lock the doors.)
Account for all residents.
Nurses take MARS, TARS, and Disaster Kits with you.
Distribute flash-lights to staff and any residents requesting one.
Distribute snacks to those residents who are restless.
Continue to use the weather radio to monitor the situation.
After regular business hours, call Administrator to notify of warning.
If late at night and there is not time to evacuate, cover residents with their blankets, push beds away
from windows. Window drapes should already be closed. If time allows, line side of beds toward
window with pillows, etc., beginning in the area where the storm is approaching.

Resident Refusal

Keep in mind the resident has a right to refuse to evacuate. If a resident refuses to move or you are unable to
move the resident safely, leave resident in his/her room. Ask or move the resident into their bathroom away
from their window. Notify the nurse as soon as possible that resident remains in his/her room. Once it is safe
to do so, document the resident’s refusal to evacuate.




Policy: CODE BROWN
Water Shortage

To ensure that there will be adequate water supply on hand to supply residents with water for personal and
hygienic needs.

If water supply is suddenly disrupted for any reason, the following steps will be taken by staff on duty during
the time of discontinuation of water supply.

Notify the Administrator or Administrator’s designee and the maintenance personnel.

All attempts will be made to determine the cause for water disruption and the probable length of
shutdown.

Dietary department will give out juices and other fluids that are on hand for consumption by residents.
Disposable dishes and utensils may be used during emergencies.

If necessary, water will be brought in and dispensed as needed.

If it becomes apparent that a water shortage will last for an undetermined length of time, the
Administrator will order emergency measures be taken to ensure proper care for ill residents and for
those whose treatment has been disrupted by lack of water supply. Arrangements may need to be made
to transfer water supply. Arrangements may need to be made to transfer those residents to hospitals or
other long term care facilities for care.

Water Supply: The facility will be supplied with portable drinking water in the event of a disaster. Small
quantities of water may be purchased from local stores. Larger quantities will be provided by Martin Brothers.

Policy: CODE BLACK
Power Outage

RESPONSIBILITIES - First Responder (Disaster Supervisor):
Determine cause and likely length of outage to determine backup systems needed to be planned for.

Plan for residents in secure units which delayed egress or security systems may not be powered — plan
for protection from elopement.

Review needs of residents with oxygen — call for more tanks if necessary.
Review needs of residents with breathing treatments. Make necessary arrangements.

RESPONSIBILITIES — All Staff:
Life Enrichment will provide the disaster kits to staff.
Calm any residents experiencing distress.
Emergency call system may not function during a power outage. Regular rounds to determine needs of
the residents.
Heating and cooling system will not function during a power outage. In the event that the power is out
for a significant amount of time and the temperature becomes excessively hot or cold, immediate action
shall be taken to ensure the health, safety and comfort of residents.
= In hot weather, help residents stay cool and provide plenty of fluids to prevent heat-
related illness.
In cold weather, wear layers of clothing to keep in body heat. Provide blankets to
residents.




RESPONSIBILITIES - Kitchen Staff:

If the power is out for less than 4 hours, then the food in the refrigerator and freezer will be safe to consume.
While the power is out, keep the refrigerator and freezer doors closed as much as possible to keep food cold for
longer.

If the power is out for longer than 4 hours, follow the guidelines below:

For the Freezer section: A freezer that is half full will hold food safely for up to 24 hours. A full freezer
will hold food safely for 48 hours. Do not open the freezer door if you can avoid it.

For the Refrigerated section: Pack milk, other dairy products, meat, fish, eggs, gravy, and spoilable
leftovers into a cooler surrounded by ice.

Use a food thermometer to check the temperature of your food right before you cook or eat it. Throw
away any food that has a temperature of more than 40 degrees Fahrenheit.

Policy: CODE YELLOW
Radiological

Follow directives from the emergency broadcast system and emergency personnel such as Fire Department and
Police Department.

Gas Leak
Wisconsin Public Service Gas Hotline: 1-800-450-7260

Notify the Administrator or Administrator’s designee and the maintenance personnel.

Do not try to find the source of the leak. Immediately move residents outside to fresh air.

Call your emergency services, fire department, or 911.

After calling 911, do a head count to ensure all residents are present.

DO NOT re-enter the premises until the emergency services responders have given you permission. You
could lose consciousness and die if you go back inside the home.

If the source of the CO is determined to be a malfunctioning appliance, DO NOT operate that appliance
until it has been properly serviced.

Policy: CODE ORANGE

Bomb Threat

Immediately contact 911! Should the facility receive a phone call from an individual warning of the
placement of a bomb within the facility, the person taking the call should try to get as much information from
the caller as possible.

Bomb Threat Checklist
Employee Name:

Time of Call Received: Time Call Ended:

Keep the caller on the line as long as possible. Listen and Document what the caller is saying.
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Try to find out the following information:
Caller’s Exact Message:

(ask caller to repeat message)

Callers Name:

What does the phone Caller ID say?

When will the bomb go off?

How much time is remaining?

Where is the bomb planted?

What does the bomb look like?

Is the caller familiar with the building? L Yes [J No

Is the caller: [ Male ] Female Approx Age of the caller:

Is the voice: Loud Soft Deep High Pitched Fast Slow Raspy Pleasant Intoxicated Slurred Distant (Circle
one)  Nasal Stutter Swearing Excited

Voice Accent: Local Out of Area Foreign

(Circle One)
Emotional State: Calm Angry Rational Irrational Laughing Deliberate Righteous Crying Adult Child

Background Noise: Quiet Music TV Animals Voices Traffic Train Factory Machines Office Equipment
Notes:

When the facility has as much information as they will get from the caller, the following procedures should be
followed:
1. Call all available personnel to the Front Area (unless that is where the bomb is located, then meet in the
main dining area).
Quietly and calmly inform staff of the situation.
Charge Nurse or designee will initiate the Disaster Call Tree from the Resident Name List.
. Remaining staff will start evacuation of residents from the danger area first.
Inform the residents that the employees are conducting a drill that is necessary to remove them from
their areas temporarily. Move quickly and confidently.
. DO NOT attempt to search for the bomb yourself, or touch it, or move it in any way.
. When it is safe, the Fire Department will inform staff and residents when they may return to the
building.




Policy: CODE SILVER
Missing or Eloped Resident

To maintain a safe and secure environment for each resident it is necessary for all staff to:
e Respond quickly and willingly to all alarms.
Monitor residents for unusual behavior that could lead to wandering or elopement.
Immediately locate and ensure the safety of a missing or eloped resident.
Immediately report if an alarm is not working properly.

Staff discovers a missing resident:

e First Responder (Disaster Supervisor)will remain in the building at all times and initiate and direct an
internal search for the missing resident which includes checking the sign out book to see if resident is
out of building for appointments or with family.

Second Responder will utilize the walkie-talkie system to keep the disaster supervisor informed while

searching the surrounding area outside the building for no more than five minutes.

Staff discovers missing resident outside within S minutes...

Second Responder will attempt to establish trust and redirect resident back to the building
by responding appropriately to the resident state of mind; i.e. “Are you concerned about your
children?” or “Can I help you look for your dog?”

e First Responder (Disaster Supervisor) will immediately contact the DRS or ADRS.
Staff DOES NOT find missing resident after S minutes of searching...

e First Responder (Disaster Supervisor) will call “911” and report a resident has left the
building and immediate assistance is needed.

RESIDENT REFUSES to be redirected back to the building...

e Second Responder WILL NOT LEAVE THE RESIDENT’S SIDE until help arrives.
After Resident is found or Police begin search the First Responder (Disaster Supervisor) or DRS:

Will notify the resident’s family or representative.

Will notify Protective Services, County Case Manager or other appropriate agencies
immediately by telephone.

Will direct staff involved to complete a detailed report including interviews with each staff
on shift to determine what occurred right before the elopement, where the resident was sitting
or what they were doing, which do or the resident left from (if known), etc. Report will
include the resident’s vital signs.

Will complete update care plan accordingly (within 24 hours of incident).

Within 72 hours of notifying a law enforcement authority, DRS will file a report with the
Bureau of Quality Assurance.
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