EMERGENCY RESPONSE PLAN

PURPOSE

To demonstrate compliance with the requirements of the Occupational Safety and Health Administration (OSHA) standard for Emergency Action Plans, 29 CFR 1910.38.  To protect the health and safety of GRAY & SON/MARYLAND PAVING employees and visitors by providing an Evacuation Safety Plan for use in the event of an emergency causing an evacuation of the 430 West Padonia Road Timonium, MD facility. 

SCOPE

This program applies to all employees of GRAY & SON/MARYLAND PAVING and visitors at the Timonium, MD facility


.
REQUIREMENTS

EVACUATION CONDITIONS:

Conditions that threaten the safety of personnel may require the evacuation of the facility. These threat conditions may occur within the facility or arise from outside the facility, including, but not necessarily limited to:
· Fire
· Explosion
· Earthquake
· Smoke (without vapors)
· Toxic vapors
· Bomb threat
· Storms (tornado, hurricane, etc.)
· Flash floods
· Nuclear radiation exposure
· Workplace Violence resulting in bodily harm & trauma
· Civil disturbances: actions or threatened actions of terrorist groups, mentally ill persons, etc.
· Any other reason deemed necessary to evacuate the Timonium, MD facility.


A.  WHAT IS AN EVACUATION?

· An evacuation occurs when it is deemed necessary that some or all personnel from some or all areas of the facility leave their place of work. Personnel will assemble by department at the designated assembly point for accountability and further instructions.

· An evacuation shall be performed when any condition exists which seriously threatens the safety of personnel should they remain within the facility, and/or an event has occurred that calls for immediate accountability of all personnel.


· The company official ordering the evacuation will assess the threat conditions present and determine the assembly point. The assembly point for the downstairs of the Texas office building will be the first parking space of the first row in the visitor’s parking lot directly south of the main entrance (Evacuation Assembly Area #1).   The assembly point for the upstairs of the Texas office building will be the intersection of the Quarry road and the road leading to the Texas Shop (Evacuation Assembly Area #2).  The assembly point for the shop and yard employees will be the parking space located at the furthest southwest corner of the shop parking lot (Evacuation Assembly Area #3).  These locations will be marked with an evacuation assembly point sign.
	

B.  TYPES OF EVACUATIONS

 1.  Complete Evacuation
A complete evacuation requires that all personnel leave all areas of the facility. A complete evacuation shall be performed when any condition exists which seriously threatens the safety of all personnel within the facility, and/or an event has occurred which requires that all personnel be accounted for. For storms, tornado, hurricane, etc., a complete evacuation of all personnel from all areas of the facility will normally be ordered if adequate advanced warning is given with all personnel sent home on direction from the COO of GSI, or the highest ranking officer present in the building.  If there is not enough time to evacuate safely, a call for Shelter in Place will be made.
  2.  Partial Evacuation
A partial evacuation requires the evacuation of some or all personnel from selected areas of the facility. A partial evacuation may be called when it is necessary to clear a given area, but the level of risk to the entire facility is such that only certain personnel will be adversely affected by threat and those that are not, can safely remain within other areas. The level of risk present within the facility will at all times have to be compared with the level of risk existing outside the facility (e.g., severe weather) when considering which type of evacuation is to be performed.
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C.  AUTHORITY TO ORDER AN EVACUATION

·  The authority to order an evacuation, either complete or partial, rests with the COO.

·   In the absence of the COO, the authority to order evacuation rests with the Vice President of GSI.  In his absence, the authority to order evacuation rests with the highest ranking company officer residing in the building.


· In the event that none of the Company's officers are present when an evacuation is required, any department head after consulting with the, Safety Manager, if present and time allows, has the authority to order an evacuation. Whoever orders the evacuation is referred to as the person in charge throughout the remainder of the event. 




































D. EVACUATION PROCEDURES

·   An individual discovering a situation that presents a threat to the safety of personnel within the facility shall immediately notify his/her supervisor and other individuals in the area. If it is determined by the supervisor that an evacuation is necessary, the supervisor will start the evacuation of all personnel from the area and then contact the chain of authority. If COO or other officer in turn is present, he/she will assess the threat and determine the type of evacuation. If not, the supervisor will assume the position of person in charge and continue to direct the evacuation.

·   The person in charge will designate the Gray & Son/Maryland Paving receptionist on duty to make the emergency announcement. The public address system and an email alert will be used to make the emergency announcement unless the power supply is out. In this case the order will be passed verbally by the employees. All personnel upon hearing or seeing the evacuation announcement will immediately shut down equipment they are working on and proceed to the nearest exit (see maps). Once outside, the personnel will go directly to their designated evacuation assembly spots. For storms, tornado, hurricane, etc., a complete evacuation of all personnel from all areas of the facility will normally be ordered, with all personnel sent home on direction from the COO or Vice President of GSI.


· Once personnel have assembled, Assembly Coordinators will be responsible for an accurate head count.

·  Any disabled individual in the building will have a designated person to help her or him in the event of evacuation. 

· All personnel escorting visitors will be responsible for maintaining contact with those individuals and escorting them to the assembly point.  Receptionist will have the Visitor sign-in sheet in his/her possession.


E. CLEARING AN EVACUATION

· No person shall return to an area that has been evacuated until the person in charge has indicated it is safe to do so. No individual shall leave the property during the course of an evacuation unless authority has been given to do so by the person in charge, through the individual's immediate supervisor.


SHELTER IN PLACE/LOCK DOWN CONDITIONS

A. Severe Weather

· When severe weather is upon us and it is not safe for employees to vacate the building, a shelter in place warning will be broadcast throughout the building.  Refer to Section C for “Authority to Order an Evacuation”.

· Assembly Coordinators will assemble employees in the Main Conference Room as the lower most interior room in the building.

· Shop employees will assemble in the most inner central area of their building.

B. Interior Building Threats

· When an internal threat is present in the building and employees need to shelter in place.

· Assembly Coordinators from each of the five zones will have designated room(s) to gather all employees. 

· Notice must be provided of all terminations to alert office personnel to not allow access to the office after termination unless accompanied by a superintendent.  Threat levels will be deemed either no threat, medium threat, or high threat.  Medium and high threats will be accompanied by a picture of the terminated or hostile employee.


C.  Exterior Building Threats

· When an exterior threat is present and it is deemed necessary for the Texas Office Building to be on lock down to prevent threat from entering the building.

· Assembly Coordinators from each of the five zones will make sure all employees are moved to interior offices.


· Notice must be provided of all terminations to alert office personnel to not allow access to the office after termination unless accompanied by a superintendent.  Threat levels will be deemed either no threat, medium threat, or high threat.  Medium and high threats may be accompanied by a picture of the terminated or hostile employee.

ACTIVE SHOOTER

A.  Evacuate
· Have an escape route and plan in mind
· Evacuate regardless of whether others agree to follow
· Leave your belongings behind
· Help other escape if possible
· Keep your hands visible
· Call 911 when you are safe

B.  Hide
· Be out of the active shooter’s view
· If possible, seek shelter in a room with a door and lock door
· Block the door with heavy furniture
· Silence your cell phone
· Remain quiet
· Hide behind large items

C.  Fight
· Commit to actions
· Improvise weapons







REPORTING EMERGENCIES
IN-HOUSE EMERGENCY ANNOUNCEMENT:
· When evacuation is determined to be necessary by the proper authority, an announcement will be made via the public address system that an emergency exists which requires that the facility, or certain area(s) of the facility, is to be evacuated.  This announcement will also be passed verbally.
· The announcement should be similar to:  “This is an emergency!  This is an emergency!  All personnel exit the building by the nearest exit and assemble at your designated evacuation assembly spot.  This is an emergency!”  In some cases, shelter-in-place or lock down will be required instead of evacuation.
· Break messages will be sent to all in-house computers alerting to nature of emergency.
· Group text messaging will be used to alert to nature of emergency.
· There is also a PANIC button located under the reception desk to the right of the upstairs door release.  This automatically alerts all public authorities.  
· The code word EDNA can be broadcast notating - Emergency Developing Need Assistance.  To be used with internal threats when help is needed.
 REPORTING EMERGENCIES TO OUTSIDE AGENCIES:
· Outside emergency response organizations such as the fire department, police department, or ambulance will be notified, if appropriate, by the main receptionist, by telephoning “911”.
· When emergencies are reported to the outside agencies via 911, the following information should be provided:
· Nature of the emergency and the location (the 911 operator will then transfer you to a specific dispatcher)
· Business Name
· Caller’s Name
· Address
· Extent of the emergency
· Injuries if any to personnel
· Exact location within the facility
· Point of contact meeting place 
· Call back number







RESPONSIBILITIES

1. Gray & Son/Maryland Paving Management:
· Threat condition is assessed quickly.
· Immediate action is taken to implement the evacuation plan or shelter-in-place/lock down if determined necessary.
· The emergency is reported to outside agencies as needed.

2. Safety Department:
· Emergency lighting is serviceable.
· Fire extinguishers are charged and available.
· Adequate number of spare fire extinguishers are available and all employees are trained in their use.
· Escape route maps are posted in each room with a door.
· Conduct quarterly evacuation drills.

3.  Assembly Coordinators:
· Obtain copies of the ERP and become familiar with the material.
· Display Assembly Coordinator sign on the outside of the office.
· Keep flashlights at desk.
· Have a list of the employees and phone numbers in your designated area at hand.
· Have knowledge of the nearest exit and fire extinguisher (including a back-up exit)
· Be the last to leave – checking your area for employees and guests.

4. Gray & Son/Maryland Paving employees:
· Knowledge of facility layout.
· Warning others in the event of an emergency.
· Notifying proper personnel in the event of an emergency.
· Maintaining good order and following the instructions of Company Management.
· Returning to work or leaving the facility only after being authorized to do so.
· Participate in quarterly evacuation drills.
· Determine your Assembly Coordinator.
· Have copies of the ERP at hand. 




PLAN REVIEW
The Safety Manager and Company Team will review this plan as needed.	

EVACUATION DRILLS
Evacuation drills will be performed on a quarterly basis, date and time set by the Safety Manager with employees and management following the plan. Goal is to run drills for each type of possible emergency response; i.e. complete evacuation, partial evacuation, lock down, shelter-in-place, active shooter.  Evaluation will dictate any changes to the plan.
	



APPENDIX 1

ASSEMBLY COORDINATORS:

Downstairs of Texas Office Building	
Emergency Evacuation Meeting Area #1


VP Finance (ZONE A) 
Receptionist – (ZONE B) Also responsible for those quests on “Visitor List”

· The assembly point for the downstairs of the Texas office building will be the first parking space of the first row in the visitor's parking lot directly south of main entrance.


Upstairs of Texas Office Building
Emergency Evacuation Meeting Area #2
	
Executive Admin Asst (ZONE C) 
HR Director (ZONE D)
Estimator (ZONE E)
· The assembly point for the upstairs of the Texas office building will be the intersection of the Quarry road and the road leading to the Texas Shop.            
 Texas Shop & Yard
Emergency Evacuation Meeting Area #3

Shop Foreman
· The assembly point for the shop and yard employees will be the parking space located at the furthest southwest corner of the shop parking lot.



APPENDIX 2


· Building map first floor
· Building map second floor
· Emergency Evacuation Meeting Areas














































EMERGENCY RESPONSE PLAN

For Personnel File

This is to confirm that I have received the Evacuation Plan of GRAY & SON/MARYLAND PAVING, and agree to abide by the rules and regulations set forth.

I understand that these policies in no way constitute a contract and cannot be constructed as such, either in whole or in part.

Furthermore, I understand that management reserves the right to change, modify or cancel the contents of these policies in whole or part at any time.



Printed Name of Employee__________________________


Signature of Employee_________________________________

	   Date__________________________


Company Official _____________________________________




     

