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SECTION	I.		INTRODUCTION

The purpose of this Emergency Action Plan is to assist employees and management in making good quality decisions during times of crises.  This plan contains guidance in dictating the course of action to take to prevent injury and property loss from disasters or emergency incidents.

1.1 Scope of Plan

It is the intent of Moreland Courts Condominiums to prevent all foreseeable emergency situations that may impact the safety of employee, visitors, and residents through the implementation of regular training of personnel in emergency procedures.  This plan was developed to provide employees with procedures to follow safe actions during an emergency, including evacuations. 

1.2 Training

· A training program will be provided to employees.

· Employees will be knowledgeable of their roles and responsibilities concerning the plan.

· Employees will receive training when hired and continuous training every 6 months.

·  Employees will be re trained whenever the plan is changed.

· Employees will be trained as to when to initiate an alarm, how to initiate the alarm and who to notify during emergencies.














SECTION II.		GENERAL INFORMATION
      
 2.1	Onsite Personnel       

Key management personnel who may need to be contacted in the event of an emergency will include the following:

Paul Stroud 		 General Manager		Home:	216-371-8838
					   		Cell: 	 216-857-5666

Mildred Brooks	 Asst. GM/Controller/HR	Cell:	216-310-4339

Larry McHugh	 Facilities Manager		Home:	440-376-4449	
		  	 				Cell:	216-244-8054

Karl Batson Jr.	 Security Chief		Cell:	216-482-4704

Rhea Elliott		Assistant Facilities Manager	Cell:	216-539-6581


2.2	Local / State Organization & Services

Organization			Emergency Number		Administration Number   

Cleveland Dispatch			911				216-621-1234
4th District

Shaker Heights Police			911				216-491-1220

Gas Leaks / East Dominion		1-800-362-7557			N/A

Electrical Outage			1-800-646-0400			N/A
The Illuminating Company       

Schindler Elevator    			1-800-225-3123			N/A
ID #016819

Kone Elevator				1-877-276-8691			N/A           

Water Service Department		216-664-3130				N/A     


                                          


 2.3	Media Relations

It is important to present accurate information to the news media concerning an emergency involving MCCA.  The General Manager is the only person authorized to speak to the media.  

2.4	Emergency Alerting Procedures

When an incident is reported by a fire alarm or pull station the alarm is transmitted through the fire panel system.  The alarm will beep alerting security to the exact location of the fire.  The fire alarm system will activate for two reasons.  First, by the manual pull station and, secondly, smoke and heat detectors.  Upon an alarm, a signal is sent to the monitoring company and to the gatehouse.

Incidents such as individual medical emergencies will not require the notification of the entire facility.  Facility wide emergencies will include fire or evacuation, bomb threats, shootings, in some cases weather emergencies.

The preferred means of emergency notifications will be the telephone.  All emergency incidents will be reported to the security office.  If needed the hand-held portable radios may be used to make notification of an emergency.  If necessary, a runner will be sent to the security office to notify of the emergency.



















SECTION	III.		EVACUATION

Evacuation is of the utmost importance. Evacuations can affect all or just part of the property.  Each supervisor and employee have the responsibility to ensure all personnel are evacuated in a timely and safe manner.

3.1	Actual Evacuation

Evacuations will be deemed necessary by management when notified of the emergency. Evacuations can be ordered for emergencies including but not limited to:

· Fire other than a small fire such in a trash can fire.

· Explosion

· Structural damage

· Terrorism and sabotage

· Flood 

Depending upon the degree of the hazard, employees will be instructed to either evacuate or remain at Moreland Courts.  Employees will usually remain on property during the following emergencies:

· Power Outage

· Earthquake

· Ice Storms

· Snow

· Thunderstorms

· Windstorms

3.2	Evacuation Meeting Locations

There will be two primary assembly points depending on the incident and where it is located.  One location will be across the street on Cormere Ave and the other will be across the street from the front circle.

All supervisors will maintain a head count once everyone is assembled.  The Fire Department Personnel will give the all-clear to re-enter the facility. This is only to be done after the head count has been complete.





































SECTION	IV.		EMERGENCY PROCEDURES


4.1	 Medical Emergency

· Obtain from the caller the exact location of the emergency.

· Obtain the nature of the problem.

· Notify 911 if the resident has not done so.

· Announce that there is a medical emergency over the radio.  Have valet relieve you at the desk if there is not another officer on duty.

· If the resident is in his or her suite, make sure you get the master keys from the receptionist’s office.  Leave the door open so that paramedics can enter.  Send someone to meet EMS or the Fire Department at the main entrance of the building.  The Security Officer must stay with EMS until they leave the scene.  Make sure the owner’s suite is secured before returning to the gatehouse.

· If the injured person was alone at the time of the incident, inform the relatives of what had occurred, and make sure you get the name of the hospital to which the injured person was taken.

· Write an incident report.

4.2	Unknown Circumstances Requiring Possible Entry

· Announce over the radio that there is an unknown emergency.

· Retrieve master keys.

· Radio for backup to assist you.

· Knock on the door and announce yourself (“Hello this is security.  Are you alright?”)  Do this several times.  Do not stand in front of the door.  Stay on either side of it.

· If you get no response assess the situation.  Was the resident screaming for help? Was the resident arguing with someone in the suite?  Did anything about the situation cause you to fear for the resident’s well-being?  If so, call 911.

· If you feel there might be an uninvited intruder, do not enter – call 911.
· If you need to enter the suite, do not stand in the doorway.  One officer should stand on each side of the doorway.

· When you enter one officer will proceed to the right the other to the left.  If you have a third officer that officer will stay outside the doorway and do not let anyone else in the suite.  Only Security Officers, the General Manager, Police and EMS will be allowed to enter the suite.

· When searching the suite, make sure you call out (“Hello this is security are you alright?”)  Continue to do this throughout your search.

· When you search the suite, make sure you close all the doors behind you as you move from room to room.  This will keep track of what rooms you have searched.

· Once you have assessed the situation follow the proper SOP in the Emergency Response Plan that best fits the situation.

4.3	Sudden Death Procedures 

· Never under any circumstances will you state that the person has expired even if you are sure the person is dead.  You are not a doctor and therefore not qualified to pronounce death.

· The police department along with the coroner’s office is entitled to conduct a full investigation and officers will cooperate.

· Make sure you inform the MCCA Management staff.  The Security Officer on scene will take immediate charge of the scene until police arrive.  

· Be aware of your surroundings and identify anything that looks suspicious in the room.  Below is a list of things you might want to look for:

· Forced entry

· Signs of trauma

· Weapons lying near or around the body.

· Pill bottles

· Do not touch any evidence.  Leave everything as you see it.

· Steps should be taken to secure witnesses, suspects or any evidence.  Try to identify all individuals on scene.
SECTION	V.		CPR – AED 

5.1	Purpose

The purpose of this policy and procedure is to provide information regarding the use of an Automated External Defibrillator (AED).

5.2	Location

Location of the AED is in the Security Gatehouse next to the West Garage.

5.3	Storage

The AED will be stored in a cabinet in the Security Gatehouse and is available 24/7.  The cabinet will have an audible alarm that sounds when the door is open.  There is a sign above the cabinet identifying the AED location.

5.4	Associated Equipment

One set of pads will always be connected to the AED.  One rescue kit is also stored with the AED.  This kit will contain latex gloves, a razor, one set of trauma shears, a washcloth or small towel, and a pocket facemask or other barrier device.

5.5	Authorization to use the AED

Security Director Tammy Webb maintains a list of personnel authorized to use the AED.  Authorized staff are those who have current certification in CPR and the use of AEDs from a recognized training agency.  

5.6	Onsite Coordinator

The on-site coordinator is Tammy Webb.  Responsibilities of the onsite coordinator include:

· Assuring the AED is maintained in a state of documented readiness.

· The AED is registered with EMS station #41 of Cleveland, the 4th district Fire Department, and information is updated as needed.

· Notifying residents of any changes concerning the AED.

· Displaying quick reference card near the AED indicating how to use the AED.

· Notifying the EMS agency when there is a use of the AED.


5.7	Maintaining Readiness 

The AED will be checked for readiness after each use and at least every 90 days.  The records will be kept in the AED cabinet located in the Security Gatehouse.  Checks will include the following:

· Assure the AED is operational and has a charged battery.

· Note the expiration date on the electrode pad and replace the pad when necessary.

· Account for all supplies in the emergency kit.

· Taking the AED out of commission after use, until it is checked, and the pads have been replaced.

5.8	Procedure

In the event of an unresponsive individual on the property.  Security will call 911 immediately (see next paragraph).  The word CODE BLUE will be used on the radio to notify others of an unresponsive person and the location of the unresponsive person will be given.  The Security Officer at the desk will immediately respond to the location after designating another employee to take over the desk. When a CODE BLUE is established all radio traffic will cease except communication between the person at the Security Gatehouse desk and the Security Officer until the incident is cleared.

The designated person at the Security Gatehouse will call 911.  The 911 caller will give the following information to dispatch:

· Type of Emergency (as detailed as possible).

· Address to facility.

· Location of emergency.

· Phone Number they are calling from.

· Further information requested from the “911” operator.

· If the victim begins to breathe after the AED is used the pads will be left attached to allow for the detection of the ECG (electrocardiogram rhythm).






5.9	Security Post Incident Procedure

· Complete an incident report.

· Restock electro pads, batteries, razors, gloves.  Inspect all supplies for any damage, expiration dates and required replacement.

· Check the battery to assure enough battery life.

· Clean the AED.  Inspect the exterior and connector for dirt or contamination.

· Notify staff the AED is back in service.

5.10	Post Event Review

Following each use of an AED, a review will be conducted to learn from the experience.  All key participants in the event shall participate in the review.  Included in the review shall be the identification of actions that went well and the collection of opportunities for improvement as well as stress debriefing.






















SECTION	Vl. 		FIRE PROCEDURES
       One Security Officer on Duty 0600-1800

6.1	Procedures

1. Confirm that there is a fire. 

a.) Have valet sit at the desk, get the security one (1) key and fire keys from the lock box and go to the location of the fire.  Confirm that there is a fire.  

b.) Call Management personnel if they have not already left the property.

c.) If there is a fire have 911 called.  Find the nearest fire extinguisher and determine if the fire is small enough to put out.  Remember the acronym PASS – Pull, Aim, Squeeze, and Sweep.  Never put yourself in harms way.

Note – If the fire is put out do not cancel the fire department.  The fire department needs to confirm the fire is completely out.

d.) If the fire is too large to put out start evacuation procedures immediately.  Use the microphone on the fire panel and announce the following:

	
FIRE EVACUATION ANNOUNCEMENT:

	“May I have your attention; may I have your attention please.  We have an 	emergency. This is not a drill.  I repeat this is not a drill.  All persons shall 	proceed to the nearest stairwell and exit the building.  DO NOT USE THE 	ELEVATORS!  After you leave the building, please move away from the exits.  	Disabled persons should be taken to the closet smoke free stairwell to await 		evacuation by the Fire Department.  You will be notified when it is safe to 		 	re-enter the building.  We will keep you informed of the situation.”

				         (Repeat message twice)

      






EVACUATION PROCEDURES

      1.   Evacuate the building the fire is in first.

2. Knock on every door explaining to all the residents as quickly as possible that there is a fire and evacuation is required.

3. Evacuate all adjoining buildings.  For example, if there is a fire in building nine (9), evacuate building nine (9) first, then buildings eight (8) and ten (10).

4. The stand-alone buildings are 13515, 13705, and 13901. Only evacuate those buildings.  There is no need to evacuate building seven (7) if there is a fire in building 13515.

5. Listen for the fire truck siren, when you know the trucks are near, be out front to flag them down and escort the firefighters to the location.

6. Once the firefighters have been shown the fire location, stand by the main entrance to assist the residents in evacuating, answer any questions and direct any other firefighters to the fire location.

Note – Only silence the alarm when instructed by the Fire Department.  To silence the alarm in the security office, open the panel and enter seven zeros. Follow the prompts.  You must also silence the alarm panel in the entrance of 13515 and the main fire panel room located on the back line of 13515.  You will need the fire key to open the panel.  The fire key is in the lock box in the security office.  

Reset the alarm system panel when everything is clear.  The procedure to reset the main panel in 13515 is to press the alarm, silence and reset button in that order. To silence the panel, press the button marked “silence panel."











      
   	FIRE PROCEDURES
             Two Security officers on Duty 1800-0600

1.) Confirm there is a fire.

		a.) The desk officer will radio to the perimeter officer the location of the 
                             fire.  If there is a fire one officer will remain at the desk.  The most 
                             experienced officer will be in the field.  The desk officer will complete 
                             the procedures listed below.

· Call 911 if the fire is confirmed.

IF YOU CANNOT CONTACT A MANAGER, LEAVE A MESSAGE ON THEIR CELL PHONE AND HOUSE PHONE.

b.) Professionally answer any calls from residents giving them instructions and information. Continue to check with the perimeter officer concerning the status of the situation so that you can give current information to the residents.

The second officer that is in the field will begin the evacuation procedures as follows.
     		  EVACUATION PROCEDURES

a.) If there is a fire have 911 called.  Find the nearest fire extinguisher and determine if the fire is small enough to put out.  Remember the acronym PASS – Pull, Aim, Squeeze, and Sweep.  Never put yourself in harm’s way.

Note – If the fire is put out do not cancel the Fire Department from coming out.  The fire department needs to confirm the fire is completely out.

b.) If the fire is too large to put out start evacuation procedures immediately.  Use the microphone on the fire panel and announce the following:

		FIRE EVACUATION ANNOUNCEMENT:

		“May I have your attention; may I have your attention please. We have an 			emergency.   This is not a drill.  I repeat this is not a drill.  All persons 			shall proceed to the nearest stairwell and exit the building.  DO NOT USE 			THE ELEVATORS! After you leave the building, please move away from 		the exits.  Disabled persons should be taken to the closet smoke free 			stairwell to await evacuation by the Fire Department.  You will be 			notified when it is safe to re-enter the building.  We will keep you 				informed of the situation.”

				         (Repeat message twice)

      1.   Evacuate the building the fire is in first.

2. Knock on every door explaining to all the residents as quickly as possible that there is a fire and evacuation is required.

3. Evacuate all adjoining buildings.  For example, if there is a fire in building nine (9), evacuate building nine (9) first, then buildings eight (8) and ten (10).

4. Stand-alone buildings are 13515, 13705, and 13901. Only evacuate those buildings. There is no need to evacuate building seven (7) if there is a fire in building 13515.

5. Listen for the fire truck siren, when you know the trucks are near, be out front to flag them down and escort the firefighters to the location.

6. Once the firefighters have been shown the fire location stand by the main entrance to assist the residents in evacuating, answer any questions and direct other firefighters to the fire location.

Note – Only silence the alarm when instructed by the fire department.  To silence the alarm in the security office, open the panel and enter seven zeros.  Follow the prompts.  You must also silence the alarm panel in the entrance of 13515 and the main fire panel room located on the back line of 13515.  You will need the fire key to open the panel.  The fire key is in the lock box in the security office.  

Reset the alarm system panel when everything is clear.  The procedure to reset the main panel in 13515 is to press the alarm, silence and reset button in that order.  To silence the panel, press the button marked “silence panel."










   FIRE PROCEDURES
 	              Three Security Officers on Duty 2200-0200

        1.) Confirm there is a fire.

a.) Call 911 and Management personnel.

b.) One officer remains at the desk.

	         c.) Two officers go to the fire location to confirm the fire.  Take the fire  
                           keys with you.

   d.) Find the nearest fire extinguisher and determine if the fire is small 		 enough to put out.  Remember the acronym PASS -Pull, Aim, Squeeze, 	and Sweep.  Never put yourself in harm’s way.
 
    Note – If the fire is put out do not cancel the fire department from coming. 
     They need to check and confirm the fire is completely out.
			
    e.) If the fire is too large to put out start evacuation procedures
   immediately. Use the microphone on the fire panel and announce the   
   following:

		FIRE EVACUATION ANNOUNCEMENT:

		“May I have your attention; may I have your attention please.  We have an 		 emergency.  This is not a drill.  I repeat this is not a drill.  All persons 			 shall proceed to the nearest 	stairwell and exit the building.  DO NOT 			 USE THE ELEVATORS! After you leave the building, please move 			 away from the exits.  Disabled persons should be taken to the closet 			 smoke free stairwell to await evacuation by the Fire Department. You will 		 be notified when it is safe to re-enter the building.  We will keep you 			 informed of the situation.”

				         (Repeat message twice)

          f.) One officer evacuates the building where the fire is located.  This  
               Officer’s responsibility is to listen for the fire trucks then to meet
               them out front and escort them in.

          g.) The second officer is to evacuate both adjoining buildings.  After the  
               buildings are evacuated proceed to the main entrance and help assist 
               the residents and fire personnel where needed.

          h.) The officer with the fire key is responsible for silencing and resetting 
                the alarm system.  Do this only when instructed by the fire department. 
 
	         i.) Remember to silence and reset both alarm panels.

EVACUATION PROCEDURES

      1.   Evacuate the building the fire is in first.

2. Knock on every door explaining to all the residents as quickly as possible that there is a fire and evacuation is required.

3. Evacuate all adjoining buildings.  For example, if there is a fire in building nine (9), evacuate building (9) first, then buildings eight (8) and ten (10).

4. Stand-alone buildings are 13515, 13705, and 13901. Only evacuate those buildings.  There is no need to evacuate building seven (7) if there is a fire in building 13515.

5. Listen for the fire truck siren. When you know the trucks are near, be out front to flag them down and escort the firefighters to the location.

6. Once the firefighters have been shown the fire location stand by the main entrance to assist the residents in evacuating, answer any questions and direct other firefighters to the fire location.

Note – Only silence the alarm when instructed by the fire department.  To silence the alarm in the security office, open the panel and enter seven zeros.  Follow the prompts.  You must also silence the alarm panel in the entrance of 13515 and the main fire panel room located on the back line of 13515.  You will need the fire key to open the panel.  The fire key is in the lock box in the security office.  

Reset the alarm system panel when everything is clear.  The procedure to reset the panel in 13515 is to press the alarm, silence and reset button in that order. To silence the panel, press the button marked “silence panel."









SECTION VII.		FIRE EXTINGUISHER LOCATIONS (129 TOTAL)

7.1	Locations

12 Building:		1.	One on each floor by the elevator.
			2.	One on each landing in the emergency stairs (except 					between 2&3).
			3.	 Outside laundry room #3

Gallery:		1.	One by the door to 12 building (back gallery)
			2.	One in front door of lobby (9 building front entrance)

11 Building:		1.	Each stairwell landing (except between 1&2)

10 Building:		1.	Each stairwell landing (except #4)

9 Building:		1.	Elevator room 
			2.	Attic
			3.	In hose cabinet on landing of each floor

8 Building:		1.	Every stairwell landing 

7 Building:		1.	Every stairwell landing

Office:			1.	Maintenance office
			2.	Maintenance Director
			3.	Near Reception area.
			4.	Near Copy Machine
Gallery Back Hall:	1.	One near locker #44
			2.	One near UPS room (Near Locker #35)
			3.	One by Laundry #9 (Near Locker #23)


Roof Access Buildings 7,8,10,11,12:	1.	Elevator room #07 building
						2.	Elevator room #08 building
						3.	Elevator room #10 building
						4.	Elevator room #11 building
						5.	Elevator room #12 building
West Garage:		1.	Wash Bay
			2.	One near the door of the 12 building
			3.	One near bay #108, #98, #62, #52, 39
			4.	One in boiler room
			5.	One in the security office
			6.	One in the employee lunch area


13515 Building:	1.	One in the attic
			2.	One in the elevator room above the attic
			3.	One on every floor by the freight elevator
			4.	One in the main fire panel room of 13515
			5.	One outside of the main fire panel room area of 13515
			6.	One near locker #6
			7.	One by the service elevator lower level
			8.	One near the mailboxes
			9.	One in the service elevator room

13605 Building:	1.	Lower level near the elevator
			2.	Pass Elevator #1
			3.	Each stair landing

13609 Building:	1.	Lower level near the elevator
			2.	Each stair landing

13615 Building:	1.	Lower level near the elevator
2.	Each stair landing (Except First Floor)
3.	Shop in basement.

Roof Access 13605, 13609, 13615:		1.	Elevator room 13605
						2.	Elevator room 13609
						3.	Elevator room 13615

13705 Building:	1.	Attic
			2.	Elevator room above attic
			3.	Elevator room above attic
			4.	One near locker #3
			5.	One near the mailboxes
			6.	One in boiler room
			7.	One in the passenger elevator room
			8.	One in the service elevator room
			9.	Stair landings by freight elevator

13715 Building:	1.	One at the lower level at the bottom of the stairs.
			2.	In stairwells (2)

13801 Building:	1.	Every stairwell landing 
			2.	Lower level by the elevator

13805 Building:	1.	Every stairwell landing
			2.	Lower level by elevator
			3.	One near laundry room #6
			4.	One in the boiler room

Roof Access 13801, 13805:		1.	Elevator room 13801
					2.	Elevator room 13805

13901 Building:	1.	Every landing by the freight elevator
			2.	One near locker #R3
			3.	One near the mailboxes
			4.	Elevator room the top floor
			5.	Lower level in passenger elevator room
			6.	Lower level service elevator room
			7.	Lower level laundry room #4

East Garage:		1.	(1) extinguisher near space #1
			2.	One by the overhead door

















SECTION VIII.		ACTIVE SHOOTER

8.1	Definition

An active shooter is defined as a person or persons who appears to be actively engaged in killing people on the company premises, usually using a firearm and deploying no apparent pattern or method of selecting their victims.  Active shooters may use additional devises such as Improvised Explosive Devises (IED) to cause additional victims and act as an impediment to police and emergency responders.

8.2	Purpose of the Policy

The policy is intended to provide guidance in the event an individual is actively shooting persons on the property.

8.3 Procedures

· Employees who identify an active shooter situation should contact Police, Security and Management, and move immediately to a safe location.

· Communications regarding the active shooter will continually be made by any available method, including providing a public announcement using the microphone located at the fire panel.  Security or Management will give a physical description of the person(s) and type of weapon if known.

· Management and security will begin directing employees and owners to safety if possible.

8.4	Potential Response:

In response to an active shooter event, there will be three potential courses of action.

· Evacuate

· Hide Out

· Self Defense









The following guidelines will identify those courses of actions:

A. Evacuate

If there is an accessible escape path, attempt to evacuate the premises.  Complete the following:

· Have an escape route and plan in mind.

· Evacuate regardless of whether others agree to follow.

· Leave your belongings behind.

· Help others escape, if possible.

· Prevent individuals from entering an area where the active shooter may be.

· When police arrive, keep your hands visible.

· Follow the instruction of any police officers.

· Do not attempt to move wounded people.

· Call 911 when you are safe.

B. Hide Out

If evacuation is not possible, find a place to hide where the active shooter is less likely to find you.

· Be out of the active shooter’s view, staying close to the ground and quiet.

· Find a place that provides protection if shots are fired in your direction.

· Go to a place where you will not be trapped or restricted from options to move.

To prevent an active shooter from entering your hiding place:

· Lock the door.

· Blockade the door with heavy furniture.

If the active shooter is nearby:

· Lock the door.
· Silence your cell phone.

· Turn off any source of noise.

· Hide behind large items.

· Remain quiet.

If evacuation and hiding out are not possible:

· Remain calm.

· Dial 911, if possible, to alert police to the active shooter’s location.

· If you cannot speak, leave the line open and allow the dispatcher to listen.

C.  Self Defense

Act against the active shooter.  As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the active shooter by:

· Acting as aggressively as possible against the active shooter.

· Throwing items and improvising weapons.

· Yelling

· Committing to your actions.
8.5	How to Respond When Law Enforcement Arrives.
	
· Law enforcement will not know who a threat is when they arrive.

· Remain calm and follow the officer’s instructions.

· Put down any items in your hands.

· Immediately raise your hands and spread your fingers.

· Keep hands visible always.

· Avoid making quick movements toward officers such as holding on to them for safety.

· Avoid pointing, screaming and or yelling.
· Do not stop to ask officers for help or direction when evacuating, just proceed in the direction from which officers are entering the premises.

Information to provide to law enforcement or the 911 operator:

· Location of the active shooter.

· Number of and physical description of shooter(s).

· Number of potential victims at the location.

The first officers to arrive on the scene will not stop to help injured persons.  Expect rescue teams comprised of additional officers and emergency medical personnel to follow the initial officers.  These rescue teams will treat and remove any injured persons.  They may also call upon able-bodied individuals to assist in removing the wounded from the premises.

8.6	Security and Management Role When Law Enforcement Arrives.

· After Security and Management have helped evacuate, they will report to the designated assembly area to assist Police Officers with gaining access into the building and providing layout information of the building and CCTV monitoring to see if they can spot the location or progress of the shooter.

· Security and Management will help with accountability of all employees and residents letting the responsible officials know of the locations of those who still might be at the scene of the incident, or who may have already left the area entirely.

· Monitoring incoming phone calls related to the incident.

· Assist with the treatment of the wounded who have been able to make it out of the facility, but still need first aid treatment until professional help arrives.

· Security and Management will keep others from entering or re-entering the building.

· Security and Management will make sure evacuees understand that they are not to leave the assembly area until a responsible official gives the “all-clear” signal, indicating that there is a no longer threat and the scene of the incident is declared safe and secure.

· Support efforts to transport victims unable to be treated at the scene to medical facilities.

8.7	Family Assistance Center (FAC)

Management will set up a family assistance center (FAC) to provide information and assistance to families and friends about fatalities and survivors.  Management will arrange for reunification of survivors with family or friends.
8.8	Media

The General Manager is the only person who will give a media address.  The General Manager will set up a Crisis Communication Media Response and will communicate reliable and updated information and status of evacuees to the media.  Wording will be chosen as to not disclose information about any person that is confidential and protected by federal and state privacy and medical information laws and regulations and interfering with any ongoing police or internal company investigation.
























SECTION	IX.		POWER OUTAGE

9.1	Purpose:

The MCCA Emergency lighting plan will go into effect when MCCA experiences an electrical outage for a long period of time. A team leader will be defined as the person who is directing all employees and making the decision on whether to deploy emergency lighting.
.
9.2	Procedures:

	8:00 A.M. – 5:00 P.M.

· A valet will relieve the security officer at the desk as this officer will become the team leader.  

· Maintenance will call First Energy at 1-888-544-4877 to obtain information on the power outage.

· After information is obtained on the duration of the power outage or if no information could be obtained a decision will be made by the team leader if lights will need to be deployed.  

If lights are to be deployed the following procedures will take place by each department:

	Valet Responsibilities:

· Manually open the east and west garage doors.

· Help maintenance deploy all lights in the west garage upper and lower level.  Help set up the generator and extension cords (refer to illustrations on pages 34-38).

· Once completed report back to the team leader.

	Maintenance Responsibilities:

· Deploy all lights in the west garage upper and lower levels.  Deploy the generator if needed (refer to illustrations on pages 34-38).

· Once completed report back to the security officer in charge.





	Housekeeping Responsibilities:

· Retrieve the primary lights located in the operations managers office.

· Begin placing lights in the gallery working your way to the 13901 building.

· Place lights in all stairwells, hallways, elevator entrances and hallways at the point building where the resident lockers are located (see illustrations on pages 39-40)

· Once completed report back to the team leader.

	Management Responsibilities:

· Management will aid wherever there is a need.

9.3	Procedures:

	5:00 P.M. – 8:00 A.M.

· A valet will relieve the security officer at the desk as this officer becomes the team leader team leader. 
  
· If after 11:00 p.m. the security officer with the most seniority will become the team leader.  If the officer with most seniority is at the desk that officer will be switched out with another officer of lesser seniority. Security will manually open the east and west garage doors. If there are two valets on duty one valet will open both the east and west garage doors.

· The team leader will notify management first and then call First Energy at 1-888-544-4877.

· After information is obtained on the duration of the power outage or if no information could be obtained a decision will be made by the team leader if lights will need to be deployed.  

If lights are to be deployed the following procedures will take place by each department:

	Team Leader Responsibilities:

· The team leader will call the manager, operations manager and the maintenance supervisor.  If there is a need to call in other employees both the operations manager and the maintenance supervisor will call their own employees.  The team leader will instruct the security officer at the desk to begin to call in other officers not on the schedule for assistance as well as valets. Messages will be left on voice mail for each employee.

	Security Responsibilities:

· Retrieve the primary lights located in the operations managers office.

· Begin placing lights in the gallery working our way to the 13901 building.

· Place lights in all stairwells, hallways, elevator entrances and hallways at the point building where the resident lockers are located (see illustrations on pages 39-40)

· Assist where needed

	Valet Responsibilities:

· Manually open the east and west garage doors.

· Help Maintenance deploy all lights in the west garage upper and lower level.  Help set up the generator and extension cords (refer to illustrations on page 34-38).

· Once completed report back to the security officer in charge.

	Maintenance Responsibilities:

· Deploy all lights in the west garage upper and lower levels.  Deploy the generator if needed (refer to illustrations on pages 34-38).

· Once completed report back to the security officer in charge.

	Housekeeping Responsibilities:

· Help security set up lights in all buildings.

· Begin placing lights in the gallery working our way to the 13901 building.

· Place lights in all stairwells, hallways, elevator entrances and hallways at the point building where the resident lockers are located (see illustrations on pages 39-40)


	Management Responsibilities:

· Management will aid wherever there is a need.


9.4	Restoration of Power:

	Maintenance and Valet Responsibilities:

· Maintenance and valet will begin the process of taking down all the lights in the west garage upper and lower level along with all the electrical cords.  The generator will also be stored.

	Housekeeping Responsibilities:

· Housekeeping will begin retrieving all the lights in the gallery, elevator entrances and all other buildings.

	Security Responsibilities:

· Security will begin retrieving all the lights in the gallery, elevator entrances and all other buildings.

All lights gathered will be returned to the operations managers office except for the large garage lights.



	Setting Up Generator and Lights in West Garage & Office

	
	1. Set up generator.
2. Plug Security 1 Cord into generator and take it through the front door of the Security Office.
3. Plug Power Strip into generator.
4. Plug light tower into the power strip.

	
	1. Plug Security 2 Cord into the power strip.
2. Run Security 2 Cord outside of the door.
 

















	
	1. Plug light tower into the Security 2 Cord.

	
	1. Plug in Garage 1A Cord into the power strip at the generator.
2. Plug in Garage 2A Cord into the power strip at the generator.

	
	1. Run Garage 1A Cord into the West Garage (blue arrow).
2. Runn Garage 2A Cord into the West Garage (blue arrow).

	
	All of the secondary cords run off of primary cords entering the garage. 

(Refer to Attachment A.)

	
	Note: A total of 10 light towers will be positioned.



	Storing Equipment Box 1

	
	Lay all of the tree lights facing each other in the bottom of the box.

	
	Lay 3 light brackets on top of the lights.



	
	Lay the following cords on top of the brackets:
· Security 1 with Power Strip
· Security 2
· Garage 2B with Power Strip
· Cord 1B
· Cord 3 B
· Cord 2E
· Generator Power Strip



	Storing Equipment Box 2

	
	1. Lay 10 light tripods in bottom of box.
2. Lay 7 light brackets on top of tripods.


	
	Lay the following cords on top of the brackets:
· Garage Cord 1A.
· Garage Cord 2A.
· Garage Cord 3A.
· Garage Cord 2D.
· Phone Cord 1.


	
	Store Box 1, 2 and 3 with generators behind bay 71.



	Setting Up Lights in Stairwells and Hallways

	
	1. Boxes 4 through 7 contain all of the rechargeable magnetic lights for the stairwells, elevator entrance and hallways.

Note: Refer to the pictures below showing how to install the lights.

	
	1. Stairwells (see red circle).











	
	1. Elevator Entrance (see red circle).
 

	
	1. Hallways (see red circle).

	
	1. Hallway at Point Bldg. (see red circle).





SECTION	X.		ELEVATOR PROCEDURES

10.1	Procedures

The following procedures will be adhered to if any of the main elevators are not working.

During the Hours of 6:00 a.m. to 11:00 p.m.:

1. If there is an entrapment contact Larry McHugh in maintenance for further instructions.

1. If there is not an entrapment contact Larry McHugh for further instructions.

1. If Larry McHugh is not available contact Sam Morgano Operations Manager.

During the Hours of 11:00 p.m. to 6:00 a.m.:

1.	 If any of the elevators shut down after 11:00 p.m. do not call Larry McHugh 		 except if there is an entrapment.  

2.	If there is an entrapment and you are advised to call the elevator company 	 	a report will be made by third shift.

3.	If there is no entrapment the first shift officer at 0600 will call Larry McHugh and 	inform him which elevator is down.  Larry will give instructions on how to 	proceed. An incident report will be made at this time and write what is known at 	the current time.

4.	If the elevator is still not fixed when second shift arrives the security officer on 	second shift will complete the report on a separate incident form. he or she will 	pass on the information to the second shift officer who will complete the report. 

During Arrival of the Elevator Technician:

1.	When the elevator repair technician arrives, the employee taking the call must 	ensure the following:
2. Have a Security Officer escort them to the elevator. 
2. The Security Officer must inform the elevator technician that they must check with the security officer before they leave Moreland Courts.
	
Incident Report:

1. Security Officer will complete an incident report. Including the following:
1. The name of the elevator technician and company.
1. Time the elevator technician arrived.
1. What the problem was with the elevator when the elevator company was called.
1. Any statements made by the elevator technician. What was the issue? How did they fix it? etc.…
1. Time the elevator went back in service. If not in service, when the elevator will be back in service. 
1. Ensure “Out of Order” signs are on all elevator doors if elevator cannot be placed back in service.
1. The time the elevator technician left.
1. A copy of the incident report needs to be copied and given to Larry McHugh.



































SECTION XI.		CHEMICAL SPILL

11.1	Large Chemical Spill

· Make sure the scene is safe before approaching.

· Large spills must be handled in a safe manner, while wearing the proper PPE.

· Immediately notify maintenance.

· Contain the spill with available equipment (pads, absorbents, powder etc.)

· Secure the area and alert other site personnel.

· Do not attempt to clean the spill unless trained to do so.

· If someone is injured attend to that person and call medical emergency if required. 

· Maintenance will make the decision whether to call the fire department or a local clean up company to clean the spill.

11.2	Small Chemical Spill

· Make sure the scene is safe before approaching.

· Small spills must be handled in a safe manner, while wearing the proper PPE.

· Immediately notify maintenance.

· If toxic fumes are present, secure the area with caution tape or cones to prevent other personnel from entering.

· Deal with the spill in accordance with instructions by maintenance.

· If someone is injured attend to that person and call medical emergency if required. 

11.3	Flammable and Combustible Liquid Handling

· Eliminate all ignition sources from area.

· Post area as “No Smoking / Ignition Sources. “
· Do frequent clean-up of all combustible residues.

· Dispose of all waste materials properly and rags in approved self-closing labeled container.

· Store materials in approved and designated area (flammable storage building, metal cabinets) and provide for spill containment.







































SECTION XII.		GAS LEAKS

12.1	Procedures

· Call the gas company (Dominion) 1-800-362-7557 

· Call maintenance. Leave a message if they do not answer.

· Call the residents in the buildings of the gas leak and inform them of the situation.  If they are not home leave a message and make sure you call their cell phones.

· Check for fires or fire hazards.

· Do not use matches or other open flames.

· Do not operate electrical switches, appliances or battery-operated devices if natural gas leaks are suspected. 




























SECTION XIII.		BOMB THREAT PROCEDURES

13.1	Purpose  

The purpose of this section is to define and describe acceptable staff procedures for responding to a bomb threat, to avoid confusion, and to assign responsibility for the performance of necessary tasks.

13.2	Policy

It is policy that all employees will take extraordinary measures to ensure their own safety and the safety of other persons who may become involved in a bomb event including:

· Caring for your own safety first, before considering others safety.

· Complying with the offender’s demands, if it’s possible.

· Constantly remaining aware of their surroundings.

· Becoming and remaining familiar with all areas of your facility and with the things that should be in those locations.

· Carefully following facility entry and exit safety measures.

· Observing, acting upon and reporting any unusual incidents and behavior.

Knowing what to do during a bomb threat, including:

· Knowing and studying procedures to follow during emergency responses.

· Reviewing suspect description and reporting forms.

· Ensuring that the workstation in use contains all emergency forms, and that the 
surrounding areas are kept free from debris and other items that may conceal a bomb.

· Knowing the locations and capabilities of security devices.

· Not discussing personal and business issues with non-employees.

Staff employees are responsible for taking appropriate measures to protect themselves and to assist a law enforcement agency during a bomb threat including:

· Completing the appropriate form and asking all questions, if it’s possible.

· Knowing what the primary reason is for the person making the bomb threat, and to try and keep the person on the phone if possible while obtaining as much information as possible.

· Notifying the nearest Manager, Supervisor or the Lead Security Officer of the bomb threat at the earliest opportunity.

13.3	Procedures

· Do exactly what the offender commands.

· Repeat the commands back to the offender if you can.

· Telling the offender, “I’ll do exactly what you tell me to do”.

· Don’t make any comments that threaten the offender.

· Attempt to develop rapport with the offender by developing a “relationship”.

· Remain the officer’s contact person for the duration of the incident, if practical, if the caller specifically demands it.

· Remain the only person talking with the caller but having another employee monitor the call, and each employee is responsible for completing the appropriate form.

· Remember that no employee is to act in any way that might endanger his/her safety or the safety of another person.

















SECTION	XIV.		POLICE ASSISTANCE 

14.1	Procedures

The following circumstances may require you to request assistance from the Cleveland Police Department fourth district:

· Responding to an unusual intrusion alarm in a resident’s suite.

· Responding to a suspicious noise inside a resident’s suite, when the resident indicates they think someone is in their suite.  If the complaint is for a general noise that is disturbing the resident, the police need not be called.

· Trespassers on Moreland Court’s grounds.

· Domestic trouble in the resident’s suite.

· Any other situation where you believe responding is a possible threat to your safety or others.

In all cases, validate the complaint before calling the police.

If you need police assistance, use your radio to call the gatehouse.  The gatehouse will take down any information you can provide and then pass this information on to the police, getting assistance to you immediately.

4th District Police Department: 911 or 216-621-1234 



















SECTION XV.		SEVERE WEATHER 

15.1	Overview

Severe weather is defined as any aspect of the weather that poses the risk to property or requires the intervention of authorities.

Severe weather can be categorized into two groups: general severe weather and localized severe weather.  Severe weather can take many forms, including tornado, hurricane, earthquake, and flood or winter storm.  Windstorms are classified as downbursts and tornadoes.  Downbursts are created within thunderstorms by significant rain cooled air, which when reaching ground levels spreads out in all directions and produce strong winds.  Of the types of severe weather listed above, a winter storm is the most likely to impact MCCA.































SECTION XVI.		WINTER STORM

16.1	Definitions

· Watch – A winter storm is approaching.

· Flurries – Intermitted snowfall that may reduce visibility.

· Sleet – Small partials of ice usually mixed with rain.

· Heavy snow – Four or more inches are expected within a 12-hour period.

· Freezing rain or freezing drizzle – Rain is likely to freeze as soon as it strikes the ground, putting a coat of ice or glaze on roads and everything else that is exposed.  If a substantial layer of ice is expected to accumulate from the freezing rain, an ice storm is forecasted.

· Blizzard – The most dangerous.  It combines cold air, heavy snow and strong winds that blow the snow and may reduce visibility to only a few yards.  A blizzard has winds at 35 MPH, and a temperature of 20 degrees Fahrenheit or less.

· A severe blizzard warning – A very heavy snowfall is expected with winds at least 45 MPH or temperatures 10 degrees or lower. 

16.2	Procedures Before and During a Winter Storm

· Stay indoors unless an emergency arrives and listen to the radio for weather information.  Be prepared for isolation at MCCA.

· Arrange for emergency heat supply and flashlights in case of power failure.

· Wear multiple layers of clothing.  Cover your mouth and nose to protect your lungs from cold air.

· If there is no heat, close off rooms that are not in use to preserve heat.

· Eat and drink.  Food provides the body with energy and heat.  Fluids 
prevent dehydration.  Don does not eat snow it will bring down your body temperature.



SECTION XVII.		THUNDERSTORMS

17.1	Do’s and Don’ts

· When a thunderstorm or lighting threatens, get inside a home or large building, or inside an all-metal vehicle (not a convertible).  Stay indoors and don’t venture outdoors unless necessary. 

· Stay away from open doors and windows, fireplaces, radiators, stoves, metal pipes and plug in appliances.

· Don’t use plug in electrical equipment such as electric blankets etc.

· Except for emergencies don’t use the telephone during the storm.  Lightning may strike telephone lines outside.

· If outside with no time to reach a safe building or an automobile, follow these rules:

· Do not stand underneath a natural lighting rod such as a tall isolated tree in an open area.

· Stay away from wire fences, metal pipes, rails, and anything that is high that would conduct electricity.  Some of these could carry electricity to you from distance away.

· Don’t use any metal objects.

· Stay in your automobile if you need to.  Automobiles offer excellent lightning protection.

· Get off and away from motorcycles, scooters, golf carts and bicycles.

· If no buildings are available, your best protection is a ditch or under head high clumps of trees or shrubs.

· When you feel an electrical charge or your hair stands on end your skin tingles, lightning may be about to strike.  Drop to the ground immediately.





SECTION	XVIII.			FLOOD

18.1	Procedures Before the Flood

· Call Maintenance.

· Remove all essential items to a higher elevation if time permits.

· Make sure all portable flashlights have batteries.

· Open basement windows to equalize water pressure on foundations and walls. Do this only if a major flood occurs.

· Listen to the radio for weather information.

· If asked to evacuate, shut off main power switches, main water and gas valves.

· Watch for damaged roads, and fallen waters from hills, roof tops etc.

18.2	Procedures After the Flood

· Remain away from evacuated area until the public health officials and building inspector give approval.

· Check for structural damage before entering the building.

· Do not use an open flame as a light source because of possibility of escaping gas.  Beware of dangerous sparks.
















SECTION XIX.			TORNADO

A tornado watch alert will be issued when conditions are ripe for development.  A tornado warning alert will be given when a system is immanent or whenever there is severe thunderstorms or hurricane activity.

19.1	Early Warning Signs of Tornados are as Follows

· Dark greenish clouds in the sky.

· Wall cloud.

· Large hail.

· Funnel cloud.

· Roaring noise.

19.2	Procedures During a Tornado

· Remain calm.

· Get flashlights and batteries ready.

· Listen to a battery powered radio.

· Be prepared to take cover under a sturdy piece of furniture.  Seek a hallway on the lowest floor possible. Stay away from windows and outside walls.  Stay in the center of the room or center hallways if it is the most reinforced part of the building.

· Use your hands and arms to protect your head and neck.

· Do not concern yourself with calls or the gate.  Your safety is first.

19.3	Procedures After a Tornado

· Take count of all employees.

· If phone lines are open call MCCA Management and give them an updated report.

· Use the telephone only for emergencies.

· Continue listening to the local radio.


· Help any residents that are in need.

· Watch for fallen power lines or broken gas lines and report them to the utility company.

· Avoid disaster areas.

· Do not enter buildings until you get the all clear from management.

· In non-damaged buildings check for gas leaks, look for electrical damage and for fire hazards; examine floors, staircases and windows.


































SECTION	XX.		EARTHQUAKE

20.1 Dangers Associated with Earthquakes

The actual movement of the ground in an earthquake is seldom the direct cause of injury or death. Most casualties result from falling objects and debris or collapsing structures.  Injuries are commonly caused by:

· Partial building collapse, such as falling masonry, collapsing walls or falling ceiling plaster.

· Flying glass from broken windows.

· Overturned bookcases, filing cabinets, fixtures, furniture, office machines and appliances.

· Fires, broken gas lines, etc.  These dangers may be aggravated by lack of water due to broken mains.

· Fallen power lines.

· Inappropriate actions resulting from panic.

20.2	Earthquake Safety Guidelines

· If you are indoors stay there, if you are in danger:

· Get under a sturdy table, desk or bed.

· Brace yourself in an inside corner away from windows.

· Move to an inner wall or corridor.

· In any unit the safest place is by the central reinforced core of the building, which is usually located by the elevator well.

· Choose shelter which will provide an airspace if it collapses.  If your furniture shelter moves, stay under it and follow it around the suite.

· Watch for falling objects – plaster, bricks, light fixtures, pots and pans etc.

· Stay away from windows, sliding glass doors, mirrors.
.
· Don’t be alarmed if the fire alarm or sprinklers trigger.
· Do not rush outside.  Stay on the floor you are on. Stairways may be broken, an exit jammed with people.  Do not use elevators. The greatest danger from falling debris is just outside doorways and close to outer walls.  

· If you are outside, stay there.  Move away from the building, garage, walls, power poles and lamp posts. If possible, proceed cautiously to an open area.

· If you are in a moving car, stop.  Stop as quickly as safety permits in the best available space.  Stay in the car.  Don’t stop where buildings can topple down on you.  A car is an excellent shock absorber and will shake a lot on its springs during an earthquake, but it’s a safe shelter from which to assess your situation.

· Avoid fallen power lines.  The possibility of encountering fallen live wires is great during and after an earthquake.  If you are on foot, make a wide path around the wires.  If you are in the car and live wires have fallen across the car, remain where you are.  Your car is usually well insulated and will protect you from electric shock.  Never assume that downed power lines are dead.

20.3	What to do after an earthquake
	(Within the first several minutes)

If there is an earthquake, security will go to the nearest fire panel (13515) and make the following announcement:

“May I have your attention; may I have your attention please.  Stop what you are doing and listen carefully.  Please remain calm and stay in the building.  Check your immediate area for hazards that have been caused by the earthquake, and standby for further announcements.  Do not use the elevators, I repeat, do not use the elevators.  Personnel are in the process of assessing the building.  We will continue to keep you informed of any changes.”
	(Repeat message twice)

· Remain calm.  Don’t panic.  Try to calm and reassure others.  Stop and take time to think.  Wait until all motion has stopped.  Do not run-down stairs or outdoors.  Be prepared for additional shockwaves.

· Notify MCCA Management if phone lines are open and give an update report.

· Do not light matches, cigarettes or turn on electrical switches.  Proceed with extreme caution.

· Protect hands and feet from broken glass or debris.  Keep head and face protected.  
· Make a quick check for injuries or trapped people.  Provide emergency first aid if needed.  Do not try to move seriously injured persons unless they are in immediate danger from further injury.

· Turn off appliances and office machines.  Extinguish all open flames.  Check power lines and cords.  If problems exist in electrical lines or gas lines the mains should be shut off.

· It may be necessary to draw a moderate amount of cold water in bathtubs and sinks and other containers, in case service should be disrupted.

During the next several hours

· Tend further to injured or trapped persons.  Try to get help if necessary.  If a person is trapped and you can free him/her without injury to yourself, remove debris piece-by-piece staring with the top pile.

· Be prepared for aftershocks – they are weaker than the main shock but can cause additional damage and psychological trauma.  Watch out for other possible dangers, which may follow an earthquake, such as fire or flood.

· Turn on a battery radio to receive disaster instructions.  Use cell phones only to report extreme emergency situations.






















SECTION	XXI.		PANDEMIC CONDITIONS

21.1	Moreland Courts Primary Mission 
· Safety and security of all Moreland Courts Residents as well as provided the best services possible during the affected time.	

21.2	Activation 
· Declaration of a Pandemic will be made at the direction of the Center for Disease Control and/or the Director of the Ohio Department of Health. 
· Activation of this plan will be made at the direction of the General Manager, Operations Manager or their designee.	

21.3	 The Plan 
	Stage #1 – Monitoring Situation
· The General Manager will consult with the Board President and or other board members for specific details of operation concerning the crisis/disease (i.e., COVID-19
· Request any special instructions or directions.
· Normal operating conditions for Administrative, Housekeeping, Maintenance, Valets, and Security.
· Order supplies as needed to ensure 30-days of inventory
· This includes but not limited to soap, hand sanitizer, and disinfecting wipes.

· Stage #2 – Elevated Situational Conditions
· The General Manager will consult with the Board President and or other board members for specific details of operation concerning the crisis/disease (i.e., COVID-19)
· Request any special instructions or directions.
· Normal operating conditions for Administrative, Housekeeping, Maintenance, Valets, and Security.
· All public events, meetings and in-person interviews will be cancelled or conducted by electronic means (i.e., conference call or video conference). 
· Normal operating times for security will be as scheduled.  Rounds and Detex round may be cancelled.
· All staff is to be observant over the general health of other individual staff members.   
· If a co-worker’s health is of concern, notify your Supervisor. 
· If a staff member presents with flu-like symptoms, Floor and/or Shift Supervisors will consider the following options: 
· Discuss the staff member’s symptoms and health condition with the staff member using Attachment F Corona COVID-19 Virus Health Assessment Questions. 
· Consider that allergies and other illnesses can present flu-like symptoms. 

· Restrict access to Moreland Courts
· The West Garage Entry Gate will be closed and only opened to admit identifying vehicles listed below:
· Residents
· Resident essential guests.  The resident will determine who is essential.
· Employees
· Food Deliveries
· All package deliveries such as UPS, FED EX, USPS, etc.

- 	Stage #3 – Conditions Worsen 
· Other options will be considered if we experience a significant loss of staff due to illness. 
· Options must be determined based on information that is both current and reliable. 
· Without having current and reliable information available, it is impossible to specify what action will be taken at the time.
· All in person meetings are to be cancelled.  Emergency meeting by electronic means (phone, video conference) are allowed.  
21.4	Respiratory Disease Prevention

Everyday preventive actions to help prevent the spread of respiratory diseases include: 
· Avoid close contact with people who are sick. 
· Avoid touching your eyes, nose, and mouth. 
· Stay home when you are sick. 
· Cover your cough or sneeze with a tissue, then throw the tissue in the trash. 
· Clean and disinfect frequently touched objects and surfaces using a regular household cleaning spray or wipe. 
· Follow CDC’s recommendations for using a facemask. CDC does not recommend that people who are well wear a facemask to protect themselves from respiratory diseases, including COVID-19.  Facemasks should be used by people who show symptoms of COVID-19 to help prevent the spread of the disease to others. The use of facemasks is also crucial for health workers and people who are taking care of someone in close settings (at home or in a health care facility). 
· Wash your hands often with soap and water for at least 20 seconds, especially after going to the bathroom; before eating; and after blowing your nose, coughing, or sneezing.  If soap and water are not readily available, use an alcohol-based hand sanitizer with at least 60% alcohol. Always wash hands with soap and water if hands are visibly dirty. 
21.5	 COVID – 19 Virus Health Assessment Questions

Note:  Consider that allergies and other illnesses can present flu-like symptoms. 
Note:  Questions will be asked in a private setting.  
1. Are you having breathing problems? 
2. Are you feeling ill? 
3. Do you have a fever? 
a. Floor/Shift Supervisor to use forehead temperature device to assess body temperature. 
 Utilize protective gloves when assessing forehead temperature. 
4. Have you traveled outside of the US in the last 30 days? 
5. Have you had contact with a person who has traveled from a known infected area within the past 30 days? 
a. Corona COVID-19 Virus infected area.
 
Positive indicator = Breathing Problems + Fever + Yes to screening question #4 or #5 
Positive indicator = Breathing Problems + Yes to screening question #4 or #5 
Positive indicator = Sick (ill) Person + Fever + Yes to screening question #4 or #5 
Positive indicator = Sick (ill) Person + Yes to screening question #4 or #5 

21.6	Option for Continuing Primary Mission

Option - Isolation
· If Moreland Courts experience a significant loss of staff due to illness, isolation of healthy appearing personnel may be necessary. 
· Security would remain on site for a period of time. 
· Disinfect area that is contaminated.
· One security officer would remain at the security desk at all times.
· One Valet would remain on property until 10:00 p.m.  to deliver groceries, packages etc.
21.7	Emergency Levels of Staffing Protocol

Level 1

· All Officers not scheduled will be called if needed to work. This will be voluntary.
· New PTO will not be approved during affected time.
· Current requests for PTO will not be approved.
· Current PTO will be honored.
· West Garage entry gate will be closed and only opened to admit identifying vehicles listed below.
· Residents
· Resident essential guests.  The resident will determine who is essential.
· Employees
· Food Deliveries 
· All package deliveries such as UPS, FED EX, USPS etc.

Level 2

· All Officers not scheduled will be called if needed to work.  This will be mandatory.
· New PTO will not be approved during affected time.
· Current PTO will not be honored.  PTO can be rescheduled at a later date.  Your current supervisor will define what an acceptable later date is.
· West Garage Entry Gate will be closed and only opened to admit identifying vehicles listed below:
· Residents
· Resident essential guests.  The resident will determine who is essential.
· Employees
· Food Deliveries
· All package deliveries such as UPS, FED EX, USPS, etc.
Level 3

· All Officers not scheduled to work will be called.  This will be mandatory.
New PTO will not be approved during affected time.
· Current PTO will not be honored.  PTO can be rescheduled at a later date. Your   current supervisor will define what an acceptable later date is.
· Employees may have to extend their normal shift hours by 4 hours.
· West Garage Entry Gate will be closed and only opened to admit identifying vehicles listed below:
· Residents
· Resident essential guests.  The resident will determine who is essential.
· Employees 
· Food deliveries
· All package deliveries such as UPS, Fed EX, USPS, etc.

Level 4

· Officers not working will be called if needed.  This will be mandatory.
· Employees may have to extend their normal shift hours by 4 hours.
· New PTO will not be approved during affected time.
· Current PTO will not be honored.  PTO can be rescheduled at a later date.  Your current supervisor will define what an acceptable later date is.
· Employees may have to extend their normal shift hours by 4 hours.
· West Garage Entry Gate will be closed and only opened to admit identifying vehicles listed below:
· Residents
· Resident essential guests.  The resident will determine who is essential.
· Employees 
· Food deliveries
· All package deliveries such as UPS, Fed EX, USPS, etc.
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