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All Our Employees:

We are pleased to have you on our team at Boys & Girls Clubs of Big Pines (“The Club”). If you are a new
employee, welcome!

The information in this Policy Handbook is intended to outline our Emergency Safety Policies.

Although this Policy Handbook is not a contract, it is important for you to read and understand its provisions, as
well as any amendments or Employee Memorandums that may be issued from time to time. This Policy
Handbook contains the policies and practices in effect at the time of publication. All previously issued
handbooks and any inconsistent policy or benefit statement are superseded. It is not possible to anticipate every
situation which may arise in the workplace, or to provide information which answers every question. In
addition, circumstances may arise that require policies, practices, and benefits described in this Handbook to
change. Accordingly, the Boys & girls Clubs of Big Pines reserves the right to modify, supplement, rescind, or
revise any provision of this Handbook as it deems necessary or appropriate at its discretion.

Our goals as a Club are:

1. To provide a safe, fun, and learning environment for our members.

2. To provide satisfying employment to all employees by creating a challenging, safe, non-threatening
work environment.

3. To continue to grow to provide for advancement.

4. To establish and maintain a positive relationship with the community we serve.

5. We value our employees — you are our primary resource — and we are committed to working with you to
achieve The Club’s and your goals.

We hope this Handbook is helpful, so that each of you can be an informed member of our team.

Respectfully,

Chad Patterson, CEO
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Boys & Girls Clubs of the Big Pine Club Sites:

Site Name Email Phone # Physical Address | City Zip Code
(833) 244-7463
Carlile carlile@begreateasttexas.com X720 1500 Positive Marshall 75670-
Place 5571
Elysian Fields ef@begreateasttexas.com X750 565 FM 451 Elysian 75642
Fields
Gregg County gctc@begreateasttexas.com x701 610 Garfield LOﬂgViEW 75602
Center
Pine Tree- ptbirch@begreateasttexas.com X700 1808 Silver Falls | Longview 75604-
Primary Road 2322
Waskom waskom@BeGreatEastTexas.com x575 365 W School Waskom 75692
Ave,
Chief Executive Officer:__ Chad Patterson chad@begreateasttexas.com 210.532.0013
Director of RD/Marketing:  Brooke Paddie brooke @begreateasttexas.com 903.930.0805

Director of Operations:
Area Director:
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Glossary

Day-to-day operations: Events or functions that occur at some point during the week at the local Club during
normal activity hours.

Day-to-day disturbances: Smaller scale incidents that have the potential to occur on a frequent basis and
have the potential to render the primary facility uninhabitable.

Disaster: A calamitous event, especially one occurring suddenly and causing great loss of life, damage or
hardship, such as a flood, lightning strike, tornado or hurricane.

Emergency: A sudden, urgent, usually unexpected occurrence or occasion requiring immediate action.

Emergency Management Agency Director: The individual ultimately responsible for emergency
preparedness, planning, response and recovery within their jurisdiction.

Emergency Operations Center: The physical location where the emergency management agency
coordinates information and resources in support of the disaster response effort.

Facility assessment: An assessment conducted by building/facility coordinators to assess the safety and
security of facilities.

Federal Emergency Management Agency/Homeland Security (FEMA/HS): The federal agency responsible
for coordinating a multi-agency/organization response to emergencies or disasters within the United States of
America once the local and state emergency agencies become overwhelmed and requests assistance. FEMA
coordinates information and resources in support of local disaster response operations.

Human-caused disasters: Disasters caused by the intentional actions of an adversary.

Incident Command System: A standardized approach to the command control, and coordination
of emergency response which designates roles and responsibilities so on-site responders and responders from
multiple agencies can be effective.

Natural disasters: A major event resulting from natural processes of the earth, including floods, tornadoes,
thunder and lightning storms and hurricanes.

National Oceanic and Atmospheric Administration (NOAA) Weather Radio: A nationwide network of radio
stations broadcasting continuous weather information directly from the nearest national weather service office.
The NOAA weather radio broadcasts official weather service warnings, watches, forecasts and other
hazardous information 24 hours a day, 7 days a week.

Post-crisis orientation: The debriefing period for those who have been involved in the response and/or
recovery phases of an emergency. During this time, members can speak with counselors as well as other
volunteers to talk about what they have witnessed and get advice as how to deal with what may be a traumatic
situation.

Safety team liaison (or team): The individual (or team) responsible for ensuring the safety of the local Club
facility and membership.
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Spotter: A human observer who actively maintains a visual watch of the development and progression of
specific weather events while actively relaying important information to their respective local emergency
management agency.

Technological disasters: When accidents or failures of systems and structures occur. This includes hacking,
utility outages, communication system failures, payroll database errors, phishing scams and privacy leaks

Purpose and Scope

This document will cover:

Facility Safety Assessments

Club Demographics

Potential Emergencies/Disasters

Different Levels of Emergencies/Disasters

Roles and Responsibilities

Response Protocols (for incidents requiring internal and/or external coordination)
Procedures for Specific Types of Emergency/Disaster Incidents
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Assessment of Existing Operations

The Facility Safety Assessment (located in Appendix: A) provides the local Club Leadership Team with a
thorough understanding of the facility and membership strengths and weaknesses. The Local Club and
Membership Snapshot (located in Appendix: B) gives the local Club Leadership Team the opportunity to
accurately account for all Boys & Girls Club members and facility activities. The Specific Threat and Hazards
Table provides the local Club Leadership Team with a comprehensive overview of all potential threats and
hazards that could impact the Boys & Girls Club and the surrounding communities.

Specific Threats and Hazards

DERHITHDEL) Technological Human-Caused
Disturbances
hl\ggztelr:kde lIJ);iilog Resulting from Inovrotlr\l/s ?a?l(tzjcrlgseg;is : Cau_sed by the
regular operating acts of nature systems and Intentional actions
of an adversary
hours structures
o Fires e Flooding e Hazardous e Missing child
e Internal power e Severe materials release (kidnapping)
outages weather o Utilities failure e Domestic
e Unintentional e Hurricanes e Transportation violence
equipment e Tornadoes incidents e Organized
failure e Wildfires e Structural terrorism attack
e Member health e Wind collapse e Civil disturbance
challenges e Earthquakes |e Radiological e Cyber attack
e Unintentional e Sinkholes release e Active shooter
emergencies that | o  Drought e Dam failure e Chemical agent
suddenly make e Explosions or attack
the facility accidental e Biological attack
uninhabitable releases from
industrial plants

Table 1 Specific Threats and Hazards

Day-to-Day Disturbances

Day-to-day operational disturbances consist of situations that could occur on a frequent basis and have the
potential to render the primary facility uninhabitable. Examples include sudden power outages, member health

challenges, sudden equipment failure and fires. The following policies outline the Boys & Girls Club protocol for
facility closings and functions during non-operational hours:

Closings

e In the event that the Boys & Girls Club must be closed due to an emergency or disaster, the Local Club
Leadership Team will issue the notice of the closing.

e If the Boys & Girls Club is expected to be closed prior to normal operating hours, staff should listen to
local radio and television broadcasts for updates. However, notifications can also be made via a phone
tree to notify all staff that the facility is closed.
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e If the facility is closed during normal operating hours, an announcement will be made to the staff and a
hotline telephone message will be made by the Local Club Leadership Team to the membership and
staff.

Functions During Non-Operational Hours

e Some functions occur before and/or after normal operating hours of the Boys & Girls Club. These
events typically involve fewer individuals, however, safety of the facility and of the participants is still
important to the Local Club Leadership Team.

. All applicable safety procedures as outlined during normal operating hours are effective during non-
operational hours.

Roles & Responsibilities

Identification of roles and responsibilities is a critical step. This section will cover the different team and
individual roles of the various players and will cover all applicable responsibilities. Each Club should recognize
that roles and responsibilities will be based on the scale of the emergency or disaster. A smaller, more
internalized emergency will most likely be handled by the Leadership Team and regular staff members. While a
larger event necessitating the need for coordination with external stakeholders will most likely require the
involvement of the Emergency Management Team.

The Local Club Leadership Team

The Local Club Leadership Team consists of the CEO as well as the designated leaders of the Boys & Girls
Club. These leaders include: list leadership titles here The CEO has designated insert position or name to act
as the on-site Emergency Coordinator. In addition, the CEO has appointed insert Crisis Counseling Liaison to
coordinate crisis counseling activities (this role is explained in detail below). The Local Club Leadership Team
is responsible for:

Staff

Staff participation during a day-to-day emergency response will be coordinated through the Local Club
Leadership Team. Staff will be responsible for:

e Becoming familiar with all aspects of the plan.

e Executing duties as outlined in the EOP (EMERGENCY OPERATIONS PLAN).

e Being familiar with all avenues of exit at each building.

e Accounting for all members under their supervision during the crisis. Reporting to the Local Club
Leadership Team any missing or injured members.

e Following a prearranged plan of transportation and supervision to appropriate shelters.
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Emergency Management Team
When activated, the Emergency Management Team roles and responsibilities include:
Emergency Management Team Lead (Incident Coordinator)
- Briefs Local Club Leadership Team on incident specifics and response operations.
- Immediately identifies themselves as the Emergency Management Team lead to the appropriate
public safety personnel responding to the incident.
- Remains near the incident location (at the facility or as close as possible).
- Coordinates each emergency response effort at the site level.
- Ensures that necessary notifications are made.
- Ensures all team members are assigned duties and they understand all emergency procedures.
- Ensures proper emergency communication.
- Delegates needed emergency actions.
- Should be first aid certified.
- If requested, assists county or city emergency responders involved in crowd control and
building evacuation.
- If available, maintains hand-held radios to coordinate with other team members as deemed
appropriate.
- Schedules trainings for the Emergency Management Team.
- Communicates ongoing and evolving emergency response plans.
Building Coordinator (Facility/Operations Coordinator)
- Knows the floor plans of each building and the emergency evacuation procedures for any
emergency — medical, fire, tornado, active shooter, etc.
- Provides status reports and briefings to the Emergency Management Team Lead.
- Serves as a lead on emergency planning activities and works closely with the Emergency
Management Team Lead on emergency response coordination.
- Assists with recruiting Emergency Management Team members.

Safety Response Liaison (or team)
- Reports to the incident coordinator after a building evacuation that their assigned section has
been cleared.
- Helps implement and announce lock down/shelter in place procedures.
- Works in coordination with the Building Coordinator to minimize hazards.
Crisis Counseling Liaison (or team)
- Assesses the need for onsite mental health support.
- Determines if there is a need for outside agency assistance.
- Provides a liaison to local services or to the BGCA Child and Club Safety team.
- Manages the well-being of those from the local Club who are responding to the incident,
members and staff and reports their status to the Club Director or CEO.
Media Liaison
- Develops strategies for addressing media inquiries.
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- Meets the media and communicates a consistent message (statements, interviews) to be
delivered to the community.
- Refers to the Club communications plan for further guidance.

Parent Liaison (or Coordination team)
- Coordinates response to parents who may arrive at the local Club with inquiries about the
incident and the well-being of the children involved.
- Advises parents of the situation and advises them whether their child was involved in the
emergency.
- Assists those who wish to take their child home after the emergency has been cleared.
- Works with Media Liaison to ensure consistent messaging.

Finance Liaison (or team)
- Tracks resources that may be needed to help local Club and/or members respond and recover
from the event.
- Coordinates interactions between regular teams such as HR or accounting.
- Maintains recording keeping for possible reimbursement by insurance agencies, government
entities or others.
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Response Protocols

This section outlines Boys & Girls Club specific emergency response protocols.

Emergency Procedures: This explains how the Boys & Girls Club will respond during an emergency. The Local
Club Leadership Team will initiate building lockdown or evacuations and will designate who is authorized to
make such decisions. All designees will be made aware of their responsibility and the scope of their authority
to act. This section outlines procedures to be performed by the designated individuals when deemed
appropriate. Designated individuals will be relieved of such responsibility upon the arrival of the Local Club
Leadership Team or local emergency responders.

Normal Operations (Day-to-Day Activities)

Examples of when the Local Club Leadership Team will conduct normal day-to-day activities include:
instructional activities, trips and classes.

A Procedure

v/ Continue normal safety measures such as inquiring about suspicious persons, ensuring exits and
entrances are secure, etc.
v' Explain evacuation procedures to all staff and members.

Impending Severe Weather

Examples of situations where impending severe weather protocol may be initiated by the Local Club
Leadership Team include: thunderstorm watch and warnings, tornado watch and warnings, hail storms, high
winds, winter weather events, flashfloods, hurricanes, brush fires, etc.

A Procedure

v" Review emergency procedures and have them posted in all rooms.

v Monitor weather bulletins including weather radios, TV and/or radio news broadcasts.
v Keep staff and members informed concerning the weather situation.

v Activate “spotters” when appropriate.

Heightened State of Security/Preventative Lockdown Protocol

Examples of situations where heightened state of security/preventative lockdown/lock-in protocol may be
initiated: bomb threats, weapons on campus, a major crime or law enforcement chase near the local Club and
civil disturbances that pose a threat to members and staff.

A Procedure

v" The Local Club Leadership Team will inform all local Club staff and members that the heightened state
of security/preventative lockdown protocol is being implemented by the use of the intercom system,
walkie-talkie or other established method of communication. Personnel in areas without
intercom/phone/radio capability will be notified by a runner from the Local Club Leadership Team.

v If members are not in a room at the time the warning is announced, they should proceed to their
assigned meeting place. Local Club leaders (including small group leaders) will lock their doors once
the hallways near their rooms are clear of members. If leaders observe imminent danger near their
room, they should immediately secure their room and notify a Boys & Girls Club staff member of the
danger.
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If no imminent danger has been detected, leaders should brief members that the local Club has been
placed on a heightened security status as a precaution and that no imminent danger has been
detected. Members should be given instructions as appropriate as to what they should do during the
lockdown protocol. Local Club staff not assigned to room duties should follow the local Club’s
procedures for limiting access to their workplace. They should also report any suspicious activity to the
main office immediately.

While the lockdown protocol is in effect, leaders should not open room doors unless clearance is
obtained from the local Club leadership or local law enforcement.

Law enforcement will determine the validity of the threat.

Heightened State of Security Requiring Evacuation Protocol

Examples of situations where heightened state of security requiring evacuation protocol may be initiated: a
bomb threat has been deemed as credible, release of chemicals that adversely affect the health and safety of
members or staff; any other event that requires the evacuation of the building.

A Procedure

v

v

The Local Club Leadership Team will inform all Boys & Girls Club staff that evacuation protocol is being
implemented by use of the intercom, walkie-talkie or other established method of communication.
Personnel in areas without intercom/phone/radio capability will be notified in person or via a written
message regarding the situation.

All members and staff shall evacuate the building immediately and proceed to their pre-determined
assembly areas outside and away from the building.

Members should be given instructions as to what they should do during this protocol. Staff not assigned
to room duties should follow the Boys & Girls Club procedures for evacuating the building. They should
also report any suspicious activity to the Local Club Leadership Team immediately.

Once at their assembly areas, staff should report the status of their members to the Local Club
Leadership Team and/or appropriate staff member.

Staff shall carry a current member roster and emergency contact information with them anytime the
building is evacuated to their assembly areas.

Children without their parent/guardian will not be allowed to leave their assembly areas unless the
leader obtains authorization from the Local Club Leadership Team.

If activities are occurring outside, those outside should be warned and informed not to come back
inside of the building.

Following an evacuation, no one will enter the building until it has been cleared by law enforcement.

A Actual Crisis Response Protocol: Examples of situations where actual crisis response protocol may be initiated:
shots being fired on, or immediately adjacent to the campus, violence on campus, an explosion near but not on the
campus, a hostage situation or armed barricaded subject on or immediately adjacent to the campus, natural disasters,
hazardous materials incidents, or threats involving weapons of mass destruction which indicate immediate danger and a
civil disturbance that is out of control.

A Procedure

The CEO or his/her designee will announce that the actual crisis response protocol is in effect. Runners
may be sent, if it is safe to do so, to ensure that personnel in outside areas are notified.

Leaders should brief members that the local Club has been placed on a heightened security status as a
response to an apparent crisis. They should advise members to remain quiet until more can be learned
about the situation. Leaders should then begin calmly and quietly reviewing emergency evacuation
procedures with members to prepare them for possible evacuation.

Leaders will immediately lock their rooms and advise members to move

away from doors and windows and sit on the floor.
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If they are not in a room at the time the protocol is announced, members should proceed to their
assigned room. If it appears unsafe to proceed to their room, members should proceed to the nearest
room. Leaders will lock their doors once the hallways near their room are clear of members. If leaders
observe imminent danger near their room, they should immediately secure their room, call 911 and
then notify Local Club Leadership Team and/or the appropriate Boys & Girls Club staff member of the
danger.

The Boys & Girls Club staff not assigned to room duties should follow their assigned emergency duties.
Personnel who are engaged in outdoor activities when the protocol is announced will need to make a
prompt determination as to whether it is safer to attempt to enter the building, to take shelter or to leave
the campus to seek shelter in the safest place available. If the decision is made to leave the campus,
members present should move as quickly as possible. A list of all who are evacuated should be made
by the staff member or leader present as soon as it is safe to do.

Members should not be instructed to leave the room unless the leader receives instructions from the
Local Club Leadership Team or emergency responders.

Leaders should not open the door to any rooms unless they are instructed by local law enforcement.

Return to Normal Operations

Once danger has passed, the Boys & Girls Club may return to normal operations.

A Procedure

The return to normal protocol should be used when:

v
v
v
v
v

There is no indication that an above normal level of danger exists.

Further measures such as evacuation will not be needed.

It is possible for the functions of the local Club to continue.

The Local Club Leadership Team will announce that the normal operations are in effect.
The Local Club Leadership Team will make a brief announcement to update the staff.

Evacuation Protocol

Evacuation reasons could include, but is not limited to: bomb threat, explosion, chemical spill and any other
event that requires the evacuation of the building. This section outlines the different evacuation preparedness,
response and family reunification.

A Preparation

Before an Evacuation

Make sure maps showing the evacuation routes for all locations in the building are posted in each room in

the building.

A master copy of the evacuation plan is in the CEQ’s office and is carried with the Local Club Leadership

Team during all evacuations.

Staff and members will be oriented to their specific duties, requirements and responsibilities should an off-

campus evacuation become necessary.

The intercom system will be the primary means of notifying building occupants, when possible. In the

event the intercom system is unavailable or fails, the announcement of an evacuation will be made by
a bullhorn, or by other effective means of communication.

Consider not removing any bags from the facility during an evacuation due to a bomb threat.
Make sure evacuation drills take place on a regular basis.
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A Response

During an Evacuation

Leaders should make sure all members are out of their rooms and adjoining restrooms and workrooms.

Groups will proceed to their designated assembly areas. Once there, leaders will make note of members
who are not present and furnish those names to local Club staff members as soon as possible.

The first staff member out will be instructed to hold open the exit door(s) until all persons in the group have
evacuated. This procedure is to be continued until the building is clear.

Leaders will close, but not lock doors, before they follow their members out of the building.

Leaders will remain with their group until the law enforcement sounds an “all clear” signal.

Staff members will gather lists of unaccounted persons from staff members to provide to the Local Club
Leadership Team and emergency response personnel.

Family Reunification Protocol After an Evacuation

Parents who are not with their children at the time of an evacuation will be notified, when it is safe, where
they can be reunited with their children.

Designated personnel, along with law enforcement, will check the identification of those entering the
reunification area and provide them with name tags, if available.

Designated personnel, assisted by law enforcement will coordinate the signing out of those in the
reunification site. Anyone picking up a child, under the age of 18, must be a verified person on the
minor’s check out card authorized to pick up the child.

A mental health professional or counselor should be assigned or secured to calm those waiting at the
reunification site and distribute information sheets on traumatic stress reactions.

Reunited families should be encouraged to leave the reunification site promptly.

Those who have not been picked up from the reunification site by a certain time will be taken to a secure
area until a family member comes. Media Liaison and Parent Liaison will relay the message to the
local Club community of the new pick-up site where family members can pick up their loved ones.
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200 -11 EMERGENCY EVACUATION PROCEDURES

Any time an evacuation from the building is deemed necessary, the Site Coordinator ordering the
evacuation must pull the fire alarm immediately. If you are asked to evacuate and do not hear the fire alarm, it
is your responsibility to pull the fire alarm. Evacuation drills must be conducted once a month (Fire,
Earthquake, and Lockdown procedures should all be carried out throughout the year). All evacuation drills
must be coordinated with a member of the Executive Staff.

Items that each Site Coordinator must have a designee take outside with them in an evacuation or drill:

1. List of all youth currently in attendance (Roll Book/Copy of Printed Roster)

2. Parent contact information for all kids in attendance (Emergency Contact List)
3. Mobile phones and Walkie-Talkies (If applicable)

4. Club Vehicle keys (If applicable)

5. First Aid kit

6. Tablet

The Site Coordinator is responsible for checking the building, and ensuring the facility is cleared. Only the
Site Coordinator may give the okay for youth and staff to return to the building.

Emergency Planning

Fire Extinguishers: Located throughout the building. The employee is to review the locations with the Area
Director or their supervisor if he/she is not aware of the locations.

Personal Supplies: Give some thought to any other items which might be needed on hand to augment personal
well-being; prescription drugs, walking shoes, a personal flashlight, and emergency phone numbers are among
the possibilities.

Keep in Touch: In the event of a major earthquake or other natural disaster occurring while an employee is not
at The Club, employees are required to contact the Area Director within the first 24 hours, if possible, or as
soon as he/she is able. Please be sure to carry a list of your supervisor’s and co-workers’ home telephone
numbers.

200 — 12 EMERGENCY RESPONSE PLANS

Section 1: Code Word System
POLICY STATEMENT

The Boys & Girls Clubs of Big Pines has established an emergency code word system for dealing with
emergency situations. Emergency situations can include medical emergencies, suspicious individuals,
uncooperative individuals, or anything an employee feels is “over his or her head.” If any Boys & Girls Club
staff feels that an emergency situation exits, he/she can quickly alert and summon Boys & Girls Club
supervisors to the location of the emergency situation by using the code word system.
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The Boys & Girls Club code word is “GHOST.” Use of this code word means that an emergency is
occurring in the facility at the location the page designates. i.e., “GHOST in the gymnasium.” Upon hearing
this, all Boys & Girls Club supervisory or management staff in or near the location of the area will immediately
report to that location to assist and/or provide care. Other staff may be called upon by supervisors to assist with
an emergency or to provide care or simply assist with crowd control.

GUIDELINES

e Boys & Girls Club front desk staff monitors all visitors. Visitors and members must follow established
check-in/check-out procedures before being admitted.

e Boys & Girls Club Staff is expected to communicate regularly with one another by using the following
methods: walkie-talkies, phone paging system, email, messengers, signals or gestures.

e Unit/Site Directors are responsible for conducting “GHOST” drills with their assigned staff at least
quarterly.

e The Site Coordinator in the best position to handle the emergency situation takes the lead. Others assist
appropriately.

e Boys & Girls Club Staff involved or witnessing the emergency situation may be called upon to complete
an incident report form. Incident report forms should be completed as soon after the incident as possible
order to capture key information. Incident report forms should be completed individually.

¢ Boys & Girls Club management staff reviews and evaluates all incident reports, including “CODE
WORD” incidents.

RESPONSE TO EMERGENCY

“GHOST?”, shall be used to summon immediate supervisory staff support to address the situations below
as well as other situations Boys & Girls Club Staff feels supervisors are needed.

Uncooperative or Disruptive Individuals

e Boys & Girls Club supervisory staff will maintain visual contact and be prepared to report observations
to the Site Coordinator will contact the police.

e Boys & Girls Club supervisory staff should calmly ask a disruptive individual to accompany them to a
private area away from others.

e Boys & Girls Club Staff close by are to clear others from the area if a disruptive individual is unwilling
to accompany supervisory staff to a private area.

e The supervisor in charge will determine whether the police should be called. In an extreme emergency,
any staff may make the decision to contact police.

Armed and/or Dangerous Individuals

* See ACTIVE SHOOTER section

Medical Emergencies

» 911 s called for all life-threatening situations and a “GHOST” page is initiated. The person who calls 911

describes the location inside the facility. The lead supervisor appoints a staff person to direct the emergency
responders to the injured party.
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» First aid is administered to injured individuals appropriately. Call 911 for serious injuries (fractures.
dislocations, broken bones, blackouts, etc.). First aid kits are located throughout the facility.

« Under no circumstances is aspirin or any other medication to be given out or administered by Boys & Girls
Club Staff.

As soon as possible following the incident, Boys & Girls Club Staff involved or witnessing the incident must
complete an incident report form and submit it to the supervisor in charge.

Suspicious Package
In the event a suspicious package is found:

Evacuate the building/area immediately.
Call 911.
Do not touch or move the suspicious package.
Notify the law enforcement in charge.
The Local Club Leadership Team should confer with the Risk Assessment Team and on-site emergency
service commander to make the decision if the members and staff should be evacuated from the
evacuation site to the Family Reunification Site.
Request transportation to the reunification site, if needed.
Implement the Family Reunification protocol, if necessary.
The image below illustrates significant elements found in a legitimate suspicious package

SUSPIGIOUS VMIAIL OR PACKAGES

Protect yourself, yvour business, and yousrr mmailroom.

If you receive a suspicious
letter or package:

- Stop. Don"t handle. ~
MMisspeiled words_ Possibly mailea

Badty
= Isolate it immediately. Resrictive or wwritten_

- Don"t open, smell,
or taste. address._

- Activate your
emergency plan.
Notify &a supervisor.
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SUSPICIOUS PERSON(S)

911 is called for all life-threatening situations and a “GHOST” page is initiated

» Staff members will:
* Notify the Site Coordinator of the suspicious person(s)

» Ensure the

safety of Club members by moving them to a safe location, away from the situation

« Remain calm and observant
« Site Coordinator will:

o

O O O O O

Call 911

Investigate the suspicious person(s) and their activities

Document the situation in detail for police

Ensure the safety and security of Staff and Club members

Notify a member of Executive Staff

Avoid any confrontation with suspicious person if situation feels unsafe

» Area Director will:

O

0O O O O O

e CEOwill:
@]
@]
@]

Determine if being at the scene is necessary, if it is, respond immediately

Notify the CEO and keep him/her informed of the situation

Only confront the suspicious person(s) if it feels safe in a controlled manner

Act as liaison between the Club and police personnel

Assist in the safety of Club and Staff members

Schedule a Staff meeting as soon as possible to discuss the situation and the procedures followed
during the incident

Follow up with the reporting/responding member of the Executive Staff regarding the incident
Prepare a statement for the media, if necessary, or appoint someone to do so
Prepare a statement for Staff members, if necessary, or appoint someone to do so

Section 2: Active Shooter

Active threats involve killing or attempting to kill people in a confined and populated area; in most
cases, active threats involve firearms, but may involve other weapons (e.g., knives); incidents are unpredictable
and there is no pattern or method to selection of victims. There is no time to vote; quickly determine the most
reasonable way to protect your own life, taking any children in your immediate vicinity with you. Keep in mind
that visitors are likely to follow employee leads in the face of an active threat.

Staff have the following three choices: RUN, HIDE, or FIGHT (listed in order of decreasing preference)

RUN

Run away from the threat!

If there is a way out, attempt to evacuate, leaving your belongings behind.

Help others evacuate if possible but evacuate regardless of whether others join you.

Prior to leaving each and every room, quietly look out the door/room and make sure it is safe to exit.

This includes your office, classroom, or exterior doors.
e Once out, prevent others from entering and call 911 when you are safe.
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HIDE

If you know, tell 911 the number of individual threats, weapon(s), and potential victims, along with
location(s) and description(s).

If evacuation is impossible, find a place to hide.

Lock and/or barricade your door.

Silence your cellular phone; even “vibrate” mode may be audible.

Hide behind large, solid objects (ideally offering concealment and protection).

Remain very quiet and out of sight.

Arm yourself with an improvised weapon (example: fire extinguisher, bat, golf club, or any other object
that can be used to defend oneself from a distance).

FIGHT

This is a last resort: fight only if you are in mortal danger and have no other options. The more people
that “fight” will have a better chance of incapacitating the attacker.

Your objective is to incapacitate your attacker at least long enough to escape.

Improvise weapons from what is immediately at hand (e.g., scissors, chair, fire extinguisher).

Be aggressive, as clear-headed as possible, and fully commit to your actions.

When Law Enforcement (LE) arrives

Be as calm as possible and follow Law Enforcement instructions.

Keep your hands visible, fingers apart, at all times.

Do not point, yell, or try to grab LE officers; evacuate in the direction from which LE entered.

If you know, tell LE the number of individual threats, weapon(s), and potential victims, along with
location(s) and description(s).

If you know locations of unsecured weapons, tell LE; do not attempt to retrieve them yourself.

Law Enforcement is there to eliminate the threat, not treat the wounded; medical response will follow.

Once the coast is clear, youth are accounted for and safe, and Law Enforcement has eliminated the threat,
staff should try to reach their Site Coordinator. If the Site Coordinator is hurt, or incapacitated, staff must then
follow the Emergency procedures listed for Site Coordinators.

Once it is safe to do so, in the event of an Active Shooter/Threat Situation:

Staff members will:

Notify Site Coordinator

Remain as calm as possible

Continue to ensure the safety of other Club members nearby

Wait for Site Coordinator and a member of Executive Staff to arrive

Site Coordinator will:

Maintain communications and act as liaison between emergency personnel and Club employees until a
member of the Executive Staff arrives

Inquire about the safety of all Club members and/or staff that may have been injured or deceased
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Notify the Area Director
Provide support to Club staff
Area Director will:

CE

ocooooo0oOoooo0oo0oo0o0

o O O

Report the incident to the CEO

Respond immediately to the scene of the incident and relieve Site Coordinator

Contact parents of Club members who may be very affected by the incident

Protect the privacy of the family involved from media and general public

Assess the situation and act as liaison between emergency personnel and Club employees
Arrange for transportation of Club members and Staff to safe location where applicable
Arrange for appropriate support for family members, Club Staff, and Club members

will:

Notify the parent(s) of injured and/or deceased Club members or staff

Respond to the scene of the incident

Notify the Regional Service Director

Notify the Governing Board Chair

Prepare a statement for the media protecting the privacy of the family and individuals involved
or appoint a spokesperson to do so

Ensure that the affected family’s needs are being met and that their privacy is protected

Issue a statement to all Club employees regarding the incident

Follow up with the family(ies) involved to offer support and condolences

SECTION 3: KIDNAPPING

In the event of a kidnapping or lost child:

Staff members will:

Call 911

Notify Site Coordinator

Ensure the safety of the other Club members present

Remain calm

Make detailed written and mental notes of incident

Wait for response of Direct Supervisor and/or A member of the Executive Staff
Site Coordinator will:

O O O O O O O

©)

Ensure that 911 has been called by Staff member

Inquire about the safety of other Club members

Notify all other Staff members and the Area Director

Go to location of incident to support Club staff, if possible

Conduct an immediate search of the Club site or grounds

Contact parents of Club member missing or kidnapped

If possible, locate a current picture of the child

Arrange for a location for Staff and Club members to receive support and to meet

Area Director will:

o

©)
©)
@)

Report the incident to the CEO

Respond immediately to the scene of the incident

Protect the privacy of the family involved from media and general public

Assess the situation and act as liaison between emergency personnel and Club employees
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Ensure that parent(s) have been notified; Follow-Up with parents of child, and stay in
communication with family until the child is found

Locate potential witnesses to occurrence for the police, as necessary

Arrange for transportation of Club members and Staff to safe location

Arrange for appropriate support for family members, Club Staff, and Club members

Keep the CEO informed of the situation

Schedule a Staff meeting as soon as possible to process the incident, review the procedures
followed, and ensure that the needs of all involved are being met

e CEOwill:

o

®)
@)
@)

o O

©)

If necessary, respond to the scene of the incident

Notify the BGCA Regional Service Director, in the case of a kidnapping

Notify the Governing Board Chair

Prepare a statement for the media protecting the privacy of the family and individuals involved
or appoint a spokesperson to do so

Ensure that the affected family’s needs are being met and that their privacy is protected

Issue a statement to all Club employees regarding the incident or appoint someone to do so
Follow up with the family involved to offer support

SECTION 4: LOCKDOWN/ LOCKOUT

In the event that an intruder enters the Club building that is dangerous, an animal, angry or violent
parent/ student, report of a weapon or active shooter. Follow Lockdown procedures.

In the event that there is a threat or hazard outside of the facility due to criminal activity or violence.
Follow Lockout Procedures.

Staff members will:

0O O O O O

o

Remain calm and protect the Club members as best as possible, no heroics
If possible, move Club members to a secure and safe location

If possible, notify the Site Coordinator to call 911

Call 911 if Direct Supervisor cannot be reached

Inform other Staff members of the situation

Use code word if necessary to inform Site Coordinator and other Staff
Call roll once Club members are secure in a safe place

Site Coordinators will:

Call 911, if possible

Assist in the evacuation of Club members to a safe and secure location
Document the incident as detailed as possible

Maintain a calm environment as much as possible

Cooperate fully with the intruder if he/she has a weapon of any kind
Notify the Area Director as soon as possible

e Area Director will:

o

@)
©)
@)
e}

Report the incident to the CEO

Respond to the scene of the incident

Act as liaison between the Club and emergency personnel

Work with the Site Coordinator to contact parent(s) of Club members involved in incident
Arrange for support and safe place to meet for all Staff and Club members
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O

Schedule a Staff meeting as soon as possible to process the incident, review the procedures followed, and
ensure that the needs of all involved are being met

e CEOwiIll:

O
O
O
O

O

Respond to the scene of the incident, if possible and necessary

Notify the Governing Board Chair

Notify BGCA if necessary

Prepare a statement for the media protecting the privacy of the family and individuals involved or appoint
a spokesperson to do so

Issue a statement to all Club employees regarding the incident or appoint someone to do so

Section 5: Bomb Threats

In the event that a bomb threat is called into a Club site:

Staff member receiving the call will:

» Make careful notes of what is being said

» If possible, record the number of the phone call

*  Make careful note of the caller’s gender and what the caller sounds like
» Immediately notify Site Coordinator and other Staff members

» Fill out a “Bomb Threat Checklist”

All other Staff members will:

« Calmly help to evacuate the building to designated meeting area

» Maintain the safety of all Club members

» Call roll in designated safety area

» Report any unusual or suspicious items or activity to Direct Supervisor
+ Keep Club members' calm

» Site Coordinator will:

O

O O O O O

O

Dial 911

Go to location of incident to support Club staff, if possible

Evacuate the building to appropriate safety location

While evacuating, look for suspicious items or noises and make note of them
Notify the Area Director

Help ensure the safety of those evacuated

Notify parent(s) of any Club members affected by the incident

* Area Director will:

O

O
O
O
@)

« CEOwiIll:

O O O O

o

Notify the CEO

Go to location of incident (where warranted)

Act as Club liaison with emergency personnel

Document the situation with the Staff members directly involved

Schedule a Staff meeting as soon as possible to process the incident and review the procedures followed

Follow up with the reporting member of Executive Staff on the situation

Notify the Governing Board Chair

If deemed necessary, will respond to the location of the incident

Prepare a statement for the media protecting the privacy of the family and individuals involved or appoint
someone to do so

Prepare a statement for all Staff members or appoint someone to do so
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Your Name:

Date:

Phone #:

Site:

Bomb Threat Checklist:
To be filled out by anyone taking a call of a bomb threat. Keep copies near phones.

When will the bomb go off?
Where was the bomb placed?
What does the bomb look like?
What kind of bomb is it?

What will cause it to explode?
Who placed the bomb in the building?
What is the name of the caller and their address?

Identifying Information

Time of Call?

Sex/Approx. Age of Caller?

How did his/her voice sound?

Any accent? What accent?

Background noise?

Caller’s Exact Words:

Other info?

Section 5: Serious Injury
In the event of a serious injury to a Club or Staff member:

Staff members will:

« Call911
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* Notify the Site Coordinator

« Remain calm and administer first aid until help arrives
» Ensure that all other Club members nearby are safe

» Document the injury for Club record purpose

» Site Coordinator will:

o

o O O O

©)

Ensure that 911 has been notified

Notify parent(s) or emergency contact for Staff or Club Member
Disperse any crowd that may have gathered

Ensure that Staff members and Club members are safe

Assist in first aid, if necessary

Notify the Area Director

* Area Director will:

o

o O O O

(©]

« CEOwill:
(@)

o O O O

o

Respond to the scene of the injury where warranted

Notify the CEO

Ensure that parent(s) or emergency contact for Staff or Club member have been contacted

Act as liaison between Club and emergency personnel

Assess the well-being of all Club and Staff members making sure that they receive support that is
needed

Schedule a Staff meeting as soon as possible to discuss the incident, follow up on the procedures
followed, and ensure that needs are being met of those involve

Respond to the scene of the injury, if necessary

Notify the Governing Board Chair

Follow up with the Site Coordinator to ensure that needs are being met of those involved
Offer reassurance and support to the family involved

If necessary, prepare a statement for the media, protecting the privacy of the family and
individuals involved

Prepare a statement for all Staff members, if needed

Section 6: Shelter in Place

In the event of a severe weather incident, including tornado, hazmat, flood, or other natural events

Staff members will:

» Ensure the safety of Club members

» Notify Site Coordinator of incident

« Administer first aid as needed

« Evacuate building to designated meeting area if surroundings are safe for exit
» Ensure that Club members are properly protected for the environment

« Remain calm and make sure Club members are calm as well

« Site Coordinator will:

@)
©)

@)
©)

Call 911

Notify the Area Director

Ensure the safety of Staff and Club members

Assist in the evacuation of building to designated meeting area
Notify parent(s) of the incident

« Area Director will:
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e CEOwill:
@]
(@)
@]

©)
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Notify the CEO of incident

Respond to the location of the situation, if safe and possible

Act as liaison between the Club and emergency personnel

Ensure the safety of Club and Staff members

Assist in the contacting and accommodation of parent(s)

Secure the building, as needed

Schedule a Staff meeting as soon as possible to discuss the incident and discuss the procedures
followed

Notify the Governing Board Chair

Notify BGCA if necessary

Follow up with the reporting/responding member of Executive Staff to ensure that Club and Staff
members are safe and ensure that Club buildings are secure

Prepare a statement for the media, if necessary, or appoint someone to do so

Prepare a statement for Staff members, if necessary

Section 7: Evacuation

In the event of a fire in the building:

Staff members will:

» Activate the fire alarm for the building (in the case that there is no Fire Alarm, Staff will call out “FIRE IN
THE BUILDING” over two-way radio and chime the radio alarm to alert all staff)

» Notify the Site Coordinator

* Quickly and calming evacuate the building in a safe manner to the designated meeting location

« Callroll

»  Work to keep Club members calm and safe
« Administer first aid, as needed
« Site Coordinator will:

@)
©)

@)
©)

@)
©)

Call 911

Ensure that the building is completely evacuated, checking storage rooms and bathrooms, fire
permitting

Notify the Area Director

Gather with Staff at designated meeting area and assess the well-being of Staff and Club
members

Help administer first aid as needed

Contact Club member parent(s)

« Area Director will:

o

o O O O O

« CEO will:
O

Notify the CEO

Respond to the scene of the fire immediately

Act as liaison between the Club and emergency personnel

Assess the needs of Staff members and Club members

Assist in the contacting of parent(s) of Club members

Schedule a Staff meeting as soon as possible to process the incident, review the procedures
followed, and ensure that the needs of all involved are being met

Notify the Governing Board Chair
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Notify the BGCA if necessary

Respond to the scene of the fire

Prepare a statement for the media or appoint someone to do so

Prepare a statement for all Club staff regarding the incident

Instruct the Director of Administration to begin to contact the appropriate insurance companies
to start the process of repairing the Club

O O O O O

Section 8: Earthquake
If you are indoors when shaking starts:

“DROP, COVER AND HOLD ON.” If you are not near a strong table or desk, drop to the floor against an
interior wall and cover your head and neck with your arms.

Avoid windows, hanging objects, mirrors, tall furniture, large appliances and cabinets filled with heavy
objects.

Do not try to run out of the structure during strong shaking.

If you use a wheelchair, lock the wheels and cover your head.

Move to a clear area if you can safely walk. Avoid power lines, buildings and trees.

If you’re driving, pull to the side of the road and stop. Avoid stopping under overhead hazards.

Once the earthquake shaking stops:

Check the people around you for injuries; provide first aid. Do not move seriously injured persons unless
they are in immediate danger.

Check around you for dangerous conditions in evacuation route, such as fire, leaks, downed power lines and
structure damage.

If you have fire extinguishers and are trained to use them, put out small fires immediately.

Do not operate light switches or electrical equipment. Turn off the gas only if you smell gas.

In the event of an earthquake:
Staff members will:

Ensure that all Club members are under desks or tables, protecting themselves properly until the shaking has
subsided. Avoid being near windows
Once shaking has stopped, assess the area to ensure physical safety
Call roll and assess any potential injuries
Notify Site Coordinator should there be any injuries
Wait for an “all clear” signal from Direct Supervisor before evacuating building, watch for down power
lines and other hazards before evacuating youth
Once it is safe, quickly, calmly, and carefully evacuate building to predetermined meeting location
Call roll once again
Keep Club members calm and be prepared for aftershocks
Administer first aid as needed
Site Coordinator will:
o Call9l1
Assess any injuries to Club members
Ensure that the premises is safe to evacuate
Notify the Area Director
Conduct a calm and safe evacuation of building to designated meeting location
Assist in keeping Club members as calm as possible
Make arrangements for contacting parent(s) of Club members

O O O O O O

Area Director will:
o Notify the CEO of the incident
o Respond to the scene of the incident, if possible and if it is safe
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« CEOwill:
O

O O O O O O

Act as liaison between the Club and emergency personnel

Work with the Direct Supervisor to contact parent(s)

Schedule a Staff meeting when it is feasible to discuss the situation, procedures followed, and
ensure that the needs of those affected are being met

Notify the Governing Board Chair

Notify local ISD (Independent School Districts)

Notify BGCA if necessary

Notify the Facilities Manager to shut off gas, water, and/or electricity

Respond to the scene of the incident, if possible and if it is safe

Prepare a statement for the media or appoint someone to do so

Work with the Administrators to ensure the safety and well-being of all Club members and Staff

Section 9: Death

In the event of a death at a Club site or during a Club activity:

» Staff members will:

« Call911

» Notify Site Director/Unit Director

 Remain as
» Ensure the

calm as possible
safety of other Club members nearby

« Wait for Site Coordinator and Director of Operations to arrive
» Site Coordinator will:

o

O O O O

o

Ensure that 911 has been called by Staff member

Inquire about the safety of other Club members

Notify the Area Director

Go to location of incident to support Club staff

Contact parents of Club members who may be very affected by the incident
Arrange for a location for Staff and Club members to receive support and to meet

» Area Director will:

©)

0 O O O O O

« CEO will:

O O O O O

o O

Report the incident to the CEO

Respond immediately to the scene of the incident

Protect the privacy of the family involved from media and general public

Assess the situation and act as liaison between emergency personnel and Club employees
Arrange for transportation of Club members and Staff to safe location

Arrange for appropriate support for family members, Club Staff, and Club members
Schedule a Staff meeting as soon as possible to process the incident, review the procedures
followed, and ensure that the needs of all involved are being met

Notify the parent(s) of deceased Club member

Respond to the scene of the incident

Notify the Regional Service Director

Notify the Governing Board Chair

Prepare a statement for the media protecting the privacy of the family and individuals involved
or appoint a spokesperson to do so

Ensure that the affected family’s needs are being met and that their privacy is protected

Issue a statement to all Club employees regarding the incident
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Follow up with the family involved to offer support and condolences

Section 10: Flooding

In the event of a flooding in or near the building:

Staff members will:

* Notify the Site Coordinator
« If safe to do so, quickly and calmly evacuate the building in a safe manner to the designated meeting
location (or to a dry alternate spot outside the building as directed by the Site Coordinator)

- Callroll

« Work to keep Club members calm and safe
« Administer first aid, as needed
+ Site Coordinator will:

©)
@)

©)

Call 911 if there are any signs of danger including down Power Lines.

Ensure that the building is completely evacuated, checking storage rooms and bathrooms, (if it is
safe to do so0)

Notify the Area Director

Gather with Staff at designated meeting area and assess the well-being of Staff and Club
members

Contact Club member parent(s)

« Area Director will:

(@]

@)
®)
@)
©)

« CEOwill:

o

O O O O O

Notify the CEO

Respond to the scene of the flood immediately

Assess the needs of Staff members and Club members

Assist in contacting parent(s) of Club members

Schedule a Staff meeting as soon as possible to process the incident, review the procedures
followed, and ensure that the needs of all involved are being met

Notify the Governing Board Chair

Notify the Regional Service Director

Respond to the scene of the flood as needed or requested

Prepare a statement for the media or appoint someone to do so as needed

Prepare a statement for all Club staff regarding the incident

Instruct the Director of Operations to begin to contact the appropriate insurance companies as
needed or appropriate

Section 11: Miscellaneous

BURGLARY

Staff members will:

» Not touch anything inside the building
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« Callo11

* Notify the Site Coordinator
« Assist the Site Coordinator in property inventory once the police have finished their initial investigation
» Site Coordinator will:

©)
@)
@)

o

Ensure that the police have been notified

Notify the Area Director

Assist the Staff members in inventorying property in the building once the initial police
investigation is complete

Notify parent(s) of the situation as necessary

» Area Director will:

©)

0O O O O O

« CEO will:

O

o O O O O

Notify the CEO

Respond to the scene of the burglary as warranted

Act as liaison between the Club and the police investigator

Work with the Site Coordinator in inventorying property

Contact the appropriate insurance company to report the burglary
Schedule a Staff meeting to discuss the incident

Notify the Governing Board Chair

Follow up with the Area Director regarding the situation

If necessary, respond to the scene of the incident

Follow up with reporting to the insurance company

Prepare a statement for the media or appoint someone to do so

Prepare a statement for the Staff members, as deemed necessary, or appoint someone to do so

POWER OUTAGES

+ Staff members will:

* Remain calm and also keep Club members' calm
» Notify the Site Coordinator

» Locate flashlights or other light devices

» Assess the

situation and call roll

« Wait for further instruction from Site Coordinator
» Site Coordinator will:

(@]

0O O O O O O

Ensure the safety of all Staff and Club members

Notify the power company of the power outage

Ensure that adequate lighting is available to all Staff, including flashlights

Check restrooms for Club members who may be in the dark

Notify the Area Director

Work with Staff members to keep everyone calm

Notify parent(s) of Club members if power is not restored within two (2) hours or if the
temperature of the building drops below 55° (in the winter) OR rises above 85 for an extended
period of time

» Area Director will:

o

O O O O

Respond to the scene of the power outage if warranted

Assist in maintaining the safety of the Club and Staff members
Notify the CEO

Secure the building and check its safety

Make the final decision to release Club member to their homes
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o Assist in the notification of parent(s) should it become necessary to release the Club members to
their homes

o Schedule a Staff meeting as soon as possible to discuss the outage and the procedures followed
during the incident

« CEOwill:

o Follow up with the Area Director. regarding the power outage
o Prepare a statement for all Staff members involved, if necessary

Return to Normal Operations

Once danger has passed, the Boys & Girls Club may return to normal operations.

The return to normal protocol should be used when:

v
v
v
v
v

There is no indication that an above normal level of danger exists.

Further measures such as evacuation will not be needed.

It is possible for the functions of the local Club to continue.

The Local Club Leadership Team will announce that the normal operations are in effect.
The Local Club Leadership Team will make a brief announcement to update the staff.

Evacuation Protocol

Evacuation reasons could include, but are not limited to bomb threat, explosion, chemical spill and any other
event that requires the evacuation of the building. This section outlines the different evacuation preparedness,
response and family reunification.

Before an Evacuation

v

v

AN

Make sure maps showing the evacuation routes for all locations in the building are posted in each
room in the building.

A master copy of the evacuation plan is in the CEO'’s office and is carried with the Local Club
Leadership Team during all evacuations.

Staff and members will be oriented to their specific duties, requirements and responsibilities should an
off-campus evacuation become necessary.

The intercom system will be the primary means of notifying building occupants, when possible. In the
event the intercom system is unavailable or fails, the announcement of an evacuation will be made by
a bullhorn, or by other effective means of communication.

Consider not removing any bags from the facility during an evacuation due to a bomb threat.

Make sure evacuation drills take place on a regular basis.

During an Evacuation

v

v

AN

Leaders should make sure all members are out of their rooms and adjoining restrooms and
workrooms.

Groups will proceed to their designated assembly areas. Once there, leaders will make note of
members who are not present and furnish those names to local Club staff members as soon as
possible.

The first staff member out will be instructed to hold open the exit door(s) until all persons in the group
have evacuated. This procedure is to be continued until the building is clear.

Leaders will close, but not lock doors, before they follow their members out of the building.

Leaders will remain with their group until the law enforcement sounds an “all clear” signal.
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Staff members will gather lists of unaccounted persons from staff members to provide to the Local
Club Leadership Team and emergency response personnel.

Family Reunification Protocol After an Evacuation

v

v

AN

Parents who are not with their children at the time of an evacuation will be notified, when it is safe,
where they can be reunited with their children.

Designated personnel, along with law enforcement, will check the identification of those entering the
reunification area and provide them with name tags, if available.

Designated personnel, assisted by law enforcement, will coordinate the signing out of those in the
reunification site. Anyone picking up a child, under the age of 18, must be a verified person on the
minor’s check out card authorized to pick up the child.

A mental health professional or counselor should be assigned or secured to calm those waiting at the
reunification site and distribute information sheets on traumatic stress reactions.

Reunited families should be encouraged to leave the reunification site promptly.

Those who have not been picked up from the reunification site by a certain time will be taken to a
secure area until a family member comes. Media Liaison and Parent Liaison will relay the message to
the local Club community of the new pick-up site where family members can pick up their loved ones.
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COMMUNICATIONS

This section discusses information collection (including emergency alerts and warnings), information
dissemination, communication equipment usage and protocol for dealing with the media during emergencies
and disasters.

Information Dissemination

To establish effective communication during an emergency incident, the Boys & Girls Club will collect all
information relevant to the persons and events involved in the emergency and disseminate appropriate
information to all parties involved. Information will be shared with parents, families, law enforcement agencies,
medical service agencies, local media representatives and the general community. Effectively managing
communications will minimize issues caused by falsehoods or rumors.

To address inquiries from the media, the Boys & Girls Club will follow the following media specific protocol:

v Local Club Media Liaison or designated staff member will be responsible for working with the media.
All media requests will be directed through the Local Club Leadership Team or the Emergency
Management Team lead.

v As soon after an emergency as is reasonably possible, the Local Club Leadership Team will meet to
establish relevant position statements on topics about which the media have questions.

v A list of local media outlets will be kept on hand so the community can quickly be informed of the event
that has taken place. Examples include: radio stations, television stations and newspapers.

v The communication equipment needs vary between each local Club.

The following items are recommended for consideration:

Telephone lines with published numbers.

At least one internet connection.

Walkie-talkies for all staff members.

A bullhorn that recharges its batteries when not in use.

Intercom systems with member-initiated call capabilities from each classroom.

An emergency communication kit that will contain an abundant supply of batteries (all appropriate
sizes), a list of all members and family telephone numbers.

e A current backup copy of all computer files (in the “Cloud”, external hard drive, or zip drive that can be
loaded immediately into a portable device).
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CORECTION, CONTROL AND
COORDINATION

This section describes the Boys & Girls Club’s framework for all direction, control and coordination activities. It
explains who provides overall direction control and coordination of the incident and which members are
responsible for supporting the Local Club Leadership Team. This section:

e Describes the chain of command used by the Boys & Girls Club.
e Describes the relationship between the local Club’s plan and the broader community’s emergency
management system.

Figure: Day-to-Day Operations Emergency Coordination Structure (Example)

Designated
Leader(s)

Building/Facility Staff Liaison
Coordinator
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Figure: Large-Scale Emergency Coordination Structure (Example)

Local Government declares a Local Emergency Management
Local State of Emergency Agency requests assistance
through the state

The Local Emergency
Management Agency opens
the Emergency Operations

Center to coordinate

information and resources to
support the disaster response
effort

Response Requirement
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Figure: Tornado Disaster Coordination Chart (Example)

Emergency Medical Services
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ADMINISTRATION, FINANCE AND LOGISTICS

In the event of an emergency or disaster, the Local Club Leadership Team Lead will be responsible for
identifying additional resources to meet the needs. This section covers general support requirements and the
availability of services and support for all types of incidents, as well as general policies for managing
resources. It also identifies and references policies and procedures that exist outside of this plan. Plus, this

section outlines each action regarding the administration and management of an emergency or disaster at the
Boys & Girls Club.

e The Finance liaison will be the individual who will oversee administrative responsibilities and
requirements that will be used to provide accountability for finances and resources that are used.

e The Boys & Girls Club will use list method for tracking key activities —i.e. Word, Excel, a scanner, etc.
as the method by which accurate logs of key activities will be maintained. (Examples of activities to
maintain include when a lockdown, evacuation, reunification, protocol goes into effect, when a message
goes out to the community about the event that occurred and when the last child is picked up from the
reunification site)

e The Boys & Girls Club will use list method for maintaining vital records, i.e. database, QuickBooks
access, hard copies stored in predetermined location, etc. as the method for maintaining vital records.

e The Boys & Girls Club will use the following sources insert type of sources, i.e. interruption insurance,
emergency fund, etc. for replacement of assets.

The Boys & Girls Club will use the following methods insert types of sources for keeping financial records;
tracking resource needs; tracking the source and use of resources; acquiring ownership of resources;
compensating the owners of private property used by the local Club.
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PLAN REVIEW AND MAINTENANCE

The Local Club Leadership Team shall approve this plan and review the facility safety assessment, the
demographics form and emergency plan insert frequency, quarterly, annually, etc. and present for formal
approval to the CEO and Board of Directors.

Exercising the Plan

The Local Club Leadership Team will practice this plan insert frequency, quarterly, annually, etc. to ensure all
stakeholders are aware of the plan and understand their role. The Local Club Leadership Team may choose
from several different types of exercises to practice the facility Emergency Operations Plan. Below are
descriptions of the different types of exercises, the Local Club Leadership Team may choose to conduct:

e Tabletop exercises are small group discussions that walk through a scenario and the courses of action a
local Club will need to take before, during and after an incident. This activity helps assess the plan and
resources and also facilitates an understanding of emergency management and planning concepts.

e During drills, local emergency management officials, community partners and relevant local Club
personnel should use the actual Club grounds and buildings to practice responding to a scenario.

e Functional exercises are similar to drills but involve multiple partners. Participants react to realistic
simulated events (ex: a bomb threat, or an intruder with a gun), and implement the plan and procedures
using the Incident Command System.

e Full-scale exercises are the most time-consuming activities in the exercise continuum and are multi-
agency, multi-jurisdiction efforts in which resources are deployed. This type of exercise tests
collaboration among the agencies and participants, public information systems, communications systems
and equipment. An Emergency Operations Center is established (usually by the local emergency
management agency) and the Incident Command System is activated.

The Boys & Girls Club will decide about how many and which types of exercises to conduct after consideration
of the costs and benefits. The Boys & Girls Club will also consider having representative(s) participate in larger
community exercises to ensure that efforts are synchronized with the entire community’s efforts.

The Local Club Leadership Team will take the following steps to conduct the exercises effectively:

Include local emergency management officials and community partners.

Communicate information in advance to avoid confusion and concern.

Exercise under different and non-ideal conditions (ex: time of day, weather).

Debrief and develop an after-action report that evaluates results; identifies gaps or shortfalls;
documents lessons learned.

v Discuss how the plan and procedures will be modified, if needed, and specify who has the
responsibility for modifying the plan.

ANENENEN

Report of a Weapon on Campus

A weapon is any firearm, knife or other object capable of inflicting serious injury or death when used against
another person.

A Preparation

e Any person who has a weapon of any type on the campus should be immediately reported to the law
enforcement and the CEO.
e Train all front desk staff on the protocol

Response

Local Club Leadership Team Response
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Call 911.
Describe in detail to law enforcement the person’s race, sex, clothing, behaviors and the type of weapon.
If a weapon is suspected:
o Call911.
o Stay out of view of the person.
o Work with law enforcement as directed.
o Under the advisement of the law enforcement officers, consider the following options and notify
staff:
- Evacuate the building (do not use the fire alarm).
- Maintain control and keep member's calm.
- Be ready to implement the Family Reunification Protocol if necessary.
If a weapon is visible:
o Call911.
Escort law enforcement to the scene.
Stay out of view of the person.
Work with law enforcement officers as directed.
Under the advisement of the law enforcement officers, consider the following options and notify
staff:
- Evacuate the building (do not use the fire alarm).
- Maintain control and keep member's calm.
- Be ready to implement the Family Reunification Protocol if necessary.

O
O
O
O

Response for Members

Contact the CEO as soon as possible.

Calm others.

Do not approach the person who has a weapon.

Do not attempt to confiscate the weapon.

If the person is visible, or if the person is threatening, ask the person in a calm voice for permission to
evacuate the rest of the group.

Evacuate quietly, if allowed.

If an evacuation is not allowed, keep talking with the person until the law enforcement arrives. Ask them
the following:

o Ask them to stop what he/she is doing.

o Ask them what is wrong or what do they want?

When law enforcement arrives, do as they advise.

After the incident, file a report as soon as possible.

Identify emotional support needs for staff and members.

Sexual Assault

Officials should be prepared in the event of a sexual assault.

A Preparation

A

Provide education/awareness to staff and appropriate-aged members about the signs and symptoms of
sexual harassment and sexual assault.

Staff should be progressive in interjecting if they witness any signs of sexual harassment and/or sexual
assault.

Counseling should be provided to members who may exhibit sexual aggression.

esponse

Call 911 to request law enforcement and EMS.

Page 240 0f 42




Notify the family of the victim.

Dissuade the victim from washing, cleaning up or using the restroom, if possible.

Assign a staff member to protect the crime scene.

Isolate family members who are on the campus.

Obtain preliminary statements from the victim and provide them to the law enforcement upon their
arrival. Remember, leave the investigation to the authorities.

After the incident, attempt to determine what security factors (or lack thereof) may have contributed to
the assault.

Protect the victim and the assault location. No actions should be taken that would move or damage
possible evidence unless it must be done for safety reasons.

Provide access to counseling to any parties needing assistance.
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ACKNOWLEDGEMENT AND RECEIPT

| acknowledge that | have received and read a copy of the Boys & Girls Clubs of Big Pines Operating Policies
& Procedures/ Safety Manual. | understand that the Handbook and Supplement set forth the terms and
conditions of my employment with the Boys & Girls Clubs of Big Pines as well as the duties, responsibilities,
and obligations of employment with the Boys & Girls Clubs of Big Pines. | understand that Boys & Girls
Clubs of Big Pines has provided me various alternative channels [including anonymous and confidential
channels], to raise concerns of violations of this handbook and company policies and encourages me to do so
promptly so that Boys & Girls Clubs of Big Pines may effectively address such situations, and | understand that
nothing herein interferes with any right to report concerns, make lawful disclosures, or communicate with any
governmental authority regarding potential violations of laws or regulations. | agree to abide by and be bound
by the rules, policies and standards set forth in this document.

| acknowledge that the Boys & Girls Clubs of Big Pines reserves the right to revise, delete and add to the
provisions of this document, but that all such revisions, deletions or additions must be in writing. No oral
statements or representations can change the provisions of the document or supplement.

| also understand and acknowledge that nothing about the policies and procedures set forth in this Handbook
should be construed to interfere with any employee rights provided under state or federal law, including Section
7 of the National Labor Relations Act.

| have read and understand the above statements.

Employee Signature

Print Name

Date

CEO

Board Chair

Emergency Management Team
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