
Fort Wayne Animal Care & Control
Emergency Action Plan

Purpose

This plan is for the safety and well-being of the employees and volunteers of FWACC as well as visitors to the site.  It identifies necessary management and employee, volunteer and visitor actions during fires and other emergencies.  Since all disasters are unique, this plan will not cover every disaster situation possible but contains specific information for the most common disasters to affect our shelter – fire, severe weather, and snow emergencies.  For disasters that do not occur on our property but may affect FWACC, the organization will follow the direction that is given to us by outside agencies.  Education and training are provided so that all employees know and understand the Emergency Action Plan.  For the purpose of this document, when a specific position is referenced, we are referring to that specific person or their designee.  
Each department of this organization will be provided with a copy of this plan.  A copy will also be maintained at the City of Fort Wayne Risk Management Department.  

Requirements

· FWACC will utilize their Motorola radios to monitor the NOAA channel.  Supervisors will sign up to receive emails and/or text messages when a weather alert is issued.  

· Flashlights with spare batteries will be located in the safe room closet for weather emergencies.

· Fire and tornado drills will be practiced annually.  These drills will be scheduled by the management team.  A log will be kept at FWACC recording when the drills occur.

· The maintenance engineer of FWACC is responsible for scheduling fire extinguisher inspections as required (in both the vehicles as well as the building).  These inspections will be coordinated by management.  Records of these inspections will be logged.

· Signage must be present at each area of the building that is designated as a severe weather shelter area.  The map of each site location detailing emergency exits will be present throughout the building and all public areas.  

· It is required that ALL staff, volunteers, and visitors evacuate the building in emergencies requiring evacuation, and that they will not return to retrieve animals or personal belongings.  

· A list of emergency phone numbers is to be posted in the front office.  
Communications

The Management Team is considered the Emergency Response Team.  As needs arise, other front-line employees may be included in various aspects of the event.
If internal email is down, or if it is likely that people may not see an email, the phone call chain in the paragraph below will be followed.  Employees will be contacted by their respective supervisor.

When site closure is required, that determination will be made by the Director, who will communicate the closure to the affected management team.  The management team will then communicate the information to their staff.  The Volunteer Coordinator will be responsible for communicating with the volunteers.  The management team is responsible for contacting staff as needed.  The Fundraising, Social Media, and Marketing Manager will be responsible for updating all social media outlets and the website.

In the event FWACC sustains significant structural damage and/or becomes part of a disaster area the Community Relations & Education Specialist will be responsible for communicating updates to the media.  If disaster strikes while the site is closed, the Director or designee is to report to FWACC to assess the damage and then notify the Operations Manager and Deputy Director.  The remaining management team will be contacted via email and/or phone to keep them updated on the situation.  The Operations Manager and Deputy Director will determine what staffing is needed to ensure care and/or transport of the animals to another location.  If staff needs to report to FWACC, they are to wear their logo apparel, City badge, and or uniforms to ensure they can get passage through any roadblocks that may be in place.  Depending on the severity of the situation, the Operations Manager and Deputy Director may determine a meeting place for the staff where they can carpool.
Reporting Emergencies

Any employee, upon discovering an emergency situation, shall immediately notify their supervisor or the Director.  As soon as possible, the situation shall be reported to the appropriate outside emergency personnel following the list of phone numbers contained in this document.

Escape Procedures and Exit Routes

All exits will remained unlocked from inside the shelter and unobstructed during work hours.  In the event of fire, bomb threat, explosion, toxic chemical spill or accidental release of toxic materials, employees, volunteers and visitors must proceed to the nearest exit and leave the facility in a quiet and orderly manner.  In the event of a tornado warning, employees, volunteers and visitors should proceed to the nearest severe weather shelter area.
Fire Procedures

When the fire alarm rings, you must leave the building by the nearest safe exit, shutting doors behind you as you go.  Animals that are in surgery areas should be secured in their cages.  Veterinary staff should secure any animals in cages if there is the ability to do so in the room they are working in.  We do not want staff to go back to holding areas to secure animals before evacuating.  If animals are unable to be secured in the room they are currently in, they are to take it with them as they exit the building.  Ensure that all volunteers, visitors, and customers also evacuate the building.  No one is to stop to retrieve personal belongings or remove animals from cages.  Do not run.  Inform your supervisor if someone is trapped, injured, or has difficulty leaving the building.  All staff, volunteers, and visitors are to assemble outside at the Pooch Playground for a headcount.
Once everyone has assembled outside the building, supervisors are responsible for tracking their respective employees to ensure everyone has left the building.  The supervisors will inform everyone once the site has been cleared by the fire department and is safe to return inside.  

Bomb threat, Explosion, Toxic Chemical Spill, or Accidental Release of Toxic Gases
1. Notify a supervisor immediately.
2. The supervisor will then identify the threat and affected areas, and if warranted, will give the following announcement over the paging system twice: “An emergency situation has occurred, please exit the building immediately”. If the affected area is small, the supervisor will clear that area only.
3. When an announcement is made, department supervisors are responsible for moving all of their staff including volunteers and any visitors out of the building and to the Pooch Playground.  Ensure that everyone proceeds in a calm direct fashion.
4. If possible and appropriate, Customer Service is to suspend transactions, lock the safe, set phones to unavailable, and lock public entrances.  Veterinary staff is to secure any animals that may be out of their cages and lock medications.
When an evacuation announcement is made, you must leave the building by the nearest safe exit, shutting doors behind you as you go.  Ensure that all visitors and customers also evacuate the building.  No one is to stop to retrieve personal belongings or remove animals from cages.  Do not run.  Inform your supervisor if someone is trapped, injured, or has difficulty leaving the building.  All staff, volunteers, and visitors are to assemble outside at the Pooch Playground for a headcount.

Once everyone has assembled outside the building, supervisors are responsible for tracking their respective employees to ensure everyone has left the building.  The supervisors will inform everyone once the site has been cleared by the fire department (or other authorities) and is safe to return inside.  

Severe Weather Procedures

Monitor the weather.  Look for signs of a developing thunderstorm such as darkening skies, flashes of lightning, or increasing wind.  Once a tornado warning has been issued for your area, immediately begin the following emergency procedure.
1. Notify a supervisor.
2. The supervisor will identify the threat, and if warranted, give the following announcement over the paging system twice: “Your attention please.  A tornado warning has been issued for our area.  Please follow staff to the nearest severe weather shelter area”.  

3. If surgery is in progress, the veterinarian will promptly close the incision and the animals that are under anesthesia will have their oxygen maintained on e-tanks or moved to the shelter area with the staff.

4. Ensure that there are no dog-walkers outside.  All animals are to be returned to their cages and kept there until the all-clear is given.  Any customers who have their own pets with them will be allowed to bring their animal to the shelter area.

5. When an announcement has been made, supervisors are responsible for moving all of their staff including volunteers and visitors to the shelter areas.  Ensure that everyone proceeds in a calm direct fashion.  If customers wish to leave, inform them that it is not safe to do so and give them whatever information has been distributed by the weather service.  Tell those who choose to leave that FWACC is not responsible for their actions and that we recommend they stay inside until the National Weather Service declares an ‘all-clear’.

6. If conditions permit, Customer Service is to suspend transactions, lock the safe room, and set the phones to ‘unavailable’, lock public entrances and place a sign in the entrances stating the facility is closed because of severe weather before moving to the shelter area.  Veterinary staff is to secure any animals that may be out of their cages and lock medications.

The supervisors are responsible for monitoring the weather conditions while in the shelter areas.  Staff are not to monitor the public entrances.  Once the warning is no longer in effect, the supervisors will announce an ‘all-clear’ for staff to escort the public back to public areas and return to their departments.  

Snow Emergency Procedures

1. The Director will communicate with the City officials to determine if they have declared a snow emergency.
2. Staff will be notified by their supervisor as soon as a decision has been made by City officials.  The Volunteer Coordinator will coordinate the communication of the closure to the volunteers who are not on site at the time of the closure.
3. When the City declares an emergency rendering the city ‘closed’, this only applies to our adoption and education center.  The business office will remain open unless the city wide emergency falls outside of normal business hours. 
4. Critical staff is defined as animal care specialists, animal control officers, dispatchers, office supervisor, deputy director, director, and operations manager. 
5. All critical staff will be expected to report to work during their normal shift.  If travel is an issue, arrangements can be made for transport.  Any critical staff not reporting to work will be required to utilize their own time (i.e. vacation, personal, or comp).  
6. The pay for a city-wide emergency is dictated by the administration and not the department.  

7. As the business day progresses, the staffing levels may be reduced based on customer and work volume but will be determined by seniority at the discretion of management.  
8. Notification to the public regarding travel advisories or reduction of services due to the inclement weather will be made using social media as well as shared with other City departments (I.e. 311, 911, Mayors Office for media release).  

9. Calls for service will be limited for officer safety as directed by the Deputy Director, Director, and/or City-wide emergency.  Officers may ride together during inclement weather.  
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