UCSF Emergency Action Plan Template

EMERGENCY ACTION PLAN

This Emergency Plan is written for occupants of the following work site.

Division/ Neighborhood (e.g. School of Medicine, FAS):
Fahy, Fielding, Kane & Matthay Lab Groups

Department: Cardiovascular Research Institute

Building/Room(s) #: HSE: Entire 18 Floor
HSW: Rooms 82854

Building Street Address: 513 Parnassus Avenue, San Francisco, CA 94143 (Parnassus Campus)

Person Preparing This Form: Marguerite Santy
Phone/Email: 6:1884/marquerite.santy@ucsf.edu Campus Mailbox # 1303

This Template and appendices are provided to assist in the development of your Emergency Action Plan. An
Emergency Action Plan is generally required for each Administrative and Academic work space, and should be
considered part of every DepartmentOs basic health and safety responsibility. Department Emergency Plans become
the building blocks of the Site (Building) Emergency Plan, and support the broader Campus Emergency Response
Management Plan.

Department Managers _ are responsible for the annual review and update of their Emergency Action Plan(s).

Date This Plan Completed/Updated: May 2006/February 2008

(Update your Emergency Plan annually)

Approved by (e.g. Departnet Manager, Director, P.I)Name: Paulette Gregg
Title: Assistant Director, CVRI

The UCSF PD Emergency Preparedness Program provides assistance to the campus community with implementation of emergency
preparedness, response and recovery programs imder to ensure compliance with the Campus Emergency Response Management Plan, the
emergency planning policies and mandates of the University of California system and the State of California.

E-mail Emergency Action Plans and annual updates for review:

eap@police.ucsf.edu

Questions?Contact 47e6507

University Policy - 4.10.1 Emergency Preparedness Program
Emergency operations plans for each administrative and academic department shall be developed.
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INTRODUCTION: Purpose of the Emergency Action Plan (EAP)

The complexity of a multi-site campus like UCSF requires the full support of faculty, staff, and students to
successfully implement the Campus Emergency Preparedness Program.

Department Emergency Action Plans (EAP) are an integral part of the Program, and are vital to maintaining the
preparedness and safety of the Campus community.

All Department units are expected to develop Emergency Action Plans specific to their individual locations.

Your Emergency Action Plan should address preparedness measures, emergency response and evacuation
planning. The EAP is a way for your workplace to prepare and plan for a variety of emergency situations, e.g.,
medical emergencies, citywide disasters; power outages, hazardous chemical spills, fires, bomb threats, a civil
disturbance, and earthquakes.

It is important for staff to read and understand their work site Emergency Action Plan BEFORE an emergency

occurs. Managers should share safety information with faculty, staff, and students; brief all new personnel as they
join the department; and POST copies of the Emergency Action Plan in accessible locations.

EMERGENCY NUMBERS

9+911(if from a Campus phone) Police, Fire, Medical Emergency, Haz Mat Incident

911 (iffrom a noncampus or pay phon

4761414 UCSF Police NofEmergency

8857890 UCSF Medical Center Security

4762021, 4761414 Building Damage, Utilities (gas, water, electricity)
4761234 Code BlueParnasus(from phones with Code Blue Stickers Only)
3531238 Long Hospital Emergency Department

502-4000 Campus Emergency InformatieéfOTLINE

Call to hear recorded emergency bulletins/status updateg
(activated following a major Campus Emergency)

1-800-873-8232 Back-up Emergency Hotline (activated only if campus
telephone service fails)

885STAT Medical Center Emergency Information Hotline

SF Emergency Alert System (EAS) KCBS-740 AM, KGO810 AM, KNBR-680 AM

4433898 Pager Needlestick Hotline 24Hour/7days

753 UCSF Emergency Backup Telephones/Location

476-0552 Building Manager: Zach Quan

4761157 Building Emergency Coordinator: Paulette Gregg

4432888 (Pager) John Hudson

4761157 Worksite Emergency Coordinator: Paulette Gregg

4432888 (Pager) John Hudson

4760752 Building Floor Warden, HSH3: Margaret Solon

4761079 Building Floor Warden, HSW8: Sandra Brady
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DEFINITIONS:

Alternates - individuals assigned as back-ups to staff assigned to emergency response positions.

Emergency Action Plan (EAP) B The Department Manager is responsible for each Campus
Administrative and Academic Department/Unit. The EAP is specific to each work site location, and
outlines emergency responsibilities of staff, evacuation plans, emergency assembly areas,
emergency supplies, etc.

Emergency Coordinator Dthe primary emergency contact for each work site location; responsible
for implementation of the Emergency Action Plan; assists Floor Warden with evacuation procedures
by leading staff from building to Emergency Assembly Area; assesses injuries and damage to
personnel/property and reports this status to the Site Emergency Coordinator.

Emergency Hotline -502- 4000 an emergency information hotline, activated only after a declared
campus emergency; provides the Campus community recorded status updates on the emergency
event.

Back -Up Emergency Hotline - 1-800-873-8232 is used by the Campus and Medical Center to
provide recorded emergency information and instructions, only if local telephone service is
interrupted.

Emergency Assembly Areas (EAA) D pre-designated areas where building occupants assemble
following an evacuation to await instructions and Oall clearO notifications. Alternate locations should
also be designated in the event hazardous conditions prevent access to the 1% choice.

Emergency Operations Center (EOC) - representatives from Campus departments assemble in an
EOC to manage the response to the emergency event impacting the Campus; emergency response
teams are deployed; resources are allocated; and communications are established with San
Francisco OES and other government agencies. The UCSF EOC follows the Campus Emergency
Response Management Plan as a guideline for the emergency response and recovery. Status
reports and requests for assistance are forwarded to the EOC from the Campus Site Emergency
Coordinators.

Emergency Supplies D Departments are responsible for maintaining emergency supplies at each
work site, e.qg. first aid kits, flashlights/batteries, battery operated AM/FM radio, water, emergency
food, etc. Supplies should be inventoried and rotated annually. Suggestions for appropriate supplies
to have on hand: www.prepare.org/basic/basicwork.htm

Emergency Telephone System D Red emergency telephones located in strategic areas throughout
the Campus and Medical Center for use in the event of an emergency, or when the Campus
telephone system is not operational. Telephone numbers begin with the prefix 753-xxx. Refer to the
Campus Telephone Directory for usage information as well as the location and numbers of the back-
up emergency telephones: http://directory.ucsf.edu/emergency_ucsf.jsp
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Floor Wardens D worksite staff designated to monitor the safe evacuation of their assigned floors.
Floor Wardens direct staff to emergency exits, monitor movement in stairwells, alert and sweep rooms
for personnel, block access to elevators, and assist any disabled staff or visitors. Floor Wardens will
receive an orientation to their role, wear an orange ID vest and hard hat for identification, and
participate in the annual building evacuation drill.

Site Emergency Coordinator (SEC) Dis responsible for developing the Building OSiteO Emergency
Plan; is the communication liaison between the building occupants and the EOC following an
emergency event impacting the building; and will manage the emergency activities at the site until
arrival of campus or city emergency responders. Floor Wardens and Emergency Coordinators
provide status reports to the SEC.
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Key Staff Assignments: List Name/Duty:

Note: To maximize the chance of trained personnel being available during an emergency, do not desi
the same person for more than one assignment.

If worksite has 24/8r Ooff hoursO staffing, assign floor wardens, emergency coordinators, and buddie
for these periods also.

Floor Warden: Name: Margaret Solon (HSE-13)
Telephone/Email/Pager/cell 6-0752/ margaret.solon@ucsf.edu /

Floor Warden: Name: Sandy Brady (HSW-825)
Telephone/Email/Pager/cell 6-1079/ sandra.brady@ucsf.edu /

Emergency Coordinator:  Name: Paulette Gregg
Telephone/Email/Pager/cell 6-1157/ paulette.greqgg@ucsf.edu /

Laboratory Emergency Coordinators:

Labs Location Phone/Pager E-mail
Fielding Lab

Lan Chau HSE 1350 6-3017 phuonglan.chau@ucsf.edu
Kane Lab

Clive Pullinger HSE 1304 6-5938 clive.pullinger@ucsf.edu
Matthay Lab

Sandy Brady HSW-825 6-1079, sandra.brady@ucsf.edu

443-7610

Michael Matthay HSW-828 443-4875 michael.matthay@ucsf.edu
Fahy Lab

Margaret Solon HSE 1355B 6-0752 margaret.solon@ucsf.edu

Off Hour Assignments (if needed): N/A

Emerg ency Food/Supplies: Name

Chain of Command;:

Identify key staff (with 24/7 contact information) who will have decision-making authority for the
Department/unit during, and immediately following a disaster situation, in order of succession.

Shaun Coughlin, Director GH Ss472D 476-6174 shaun.coughlin@ucsf.edu
Paulette Gregg, Assistant Director MU-W 410A 476-1157 paulette.gregg@ucsf.edu
John Fahy HSE-1307 476-9940 john.fahy@ucsf.edu
Christopher Fielding HSE-1308 476-4307 christopher.fielding@ucsf.edu
John Kane HSE-1312 476-1517 john.kane@ucsf.edu
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Michael Matthay HSW-825 353-1206 michael.matthay@ucsf.edu
John Hudson, ComputerTechnician HSE 1285 443-2888 john.hudson@ucsf.edu
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OTHER STAFF ASSIGNMENTS

Suggestions: Evaluate your DepartmentOs personnel resources. Assign personnel specific duties, during
and immediately following a disaster. ldentify staff with special expertise or training who can offer
assistance when necessary (e.g., Search & Rescue, First Aid, CPR, HAM Radio Operators).

Assign ObuddiesO to assist disabled staff, patients, and/or visitors during an emergency evacuation.
Include information in EAP.

INDIVIDUALS REQUIRING SPECIAL ASSISTANCE IN AN EVAC UATION:

XI There are no special needs individuals at this location.

I The following individuals have been identified and will require assistance during an evacuation.

I | have notified Building Management of the name/primary work location of special needs individuals.
Name(s)/Location

BUDDIES: [Staff assigned to assist special needs individuals in an evacuation]

See Campus Evacuation Policy for People with Disabilities-Appendices

Special Needs Individual: N/A
Buddy: N/A

Alternate Buddy: N/A

STAFF WITH EMERGENCY RESPONSE SKILLS : Include name/contact list

I First Aid Training

I CPR
o0 Lisa Kwai Ben M-1302 6-8492 lisa.kwaiben@ucsf.edu
o John Fahy HSE-1307 476-9940 john.fahy@ucsf.edu

I Ham Radio Operators
I NERT Training éF Neighborhood Emergency Response Team)
I Other: Describe

Campus Emergency Preparedness Progdawww.police.ucsf.edu



UCSF Emergency Action Plan

DEPARTMENT EMERGENCY NOTIFICATION and
COMMUNICATION PLAN

Include a plan to communicate University information, emergency notifications and instructions to your
staff during business and non-working hours. Suggestions:

¥ Identify key department individuals who will function as emergency information contacts and
coordinators to receive and distribute information to staff.

¥ Consider establishing a Department OTelephone TreeO and Hotline (voice mailbox) to provide
information updates and instructions. Publicize Campus and Medical Center information Hotline
numbers as sources for general information updates.

¥ Departments should maintain up-to-date employee recall lists (see personnel roster) to ensure that
staff can be contacted in case of an emergency (if key personnel need to be called back to campus, or
be consulted for crucial decisions and information, e.g. fire, chemical spill or a crime over a weekend).

¥ List location and numbers of campus emergency telephones (753-xxxx), and public pay telephones.
Pay phones belong to Pacific Bell and may still be operational when other lines are not, or if the
Campus telephone system fails. Their location is important to know because a 911 emergency call
from a public pay phone can be made without coins and is given the highest priority during times of
disrupted or limited service. Do not hang up if you do not hear a dial tone immediately.

X We have a Department Emergency Notification and Communication Plan in place.

NEAREST PUBLIC TELEPHONE and CAMPUS EMERGENCY PHONE

Public Telephone Location/Number:

Emergency Back-Up Telephone Location/Number (753-xxxx) (Refer to Campus Telephone Directory):

LOCATION OF NEAREST FIRE ALARM PULL STATION

HSW: North glass wall by the Tower 8" floor elevators
Middle of South wall by exit door to stairs

HSE: Inside1300 HSE next to entrance door
Southeast wall next to door that separates HSE 1300 from HSE 1301
North wall in the common area next to entrance to Science Bldg.
North glass wall by the Tower elevators

LOCATION OF ALL FIRE EXTINGUISHERS (& Date of last inspection):

HSW: Middle of south wall by exit to stairs
Next to doors HSW-829, 858, 892
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HSE: 1300 outside front to right of door
1301 in middle of east wall in by the exit door
1350 next to rear door by firewall and leading to 1355
1355 next to HSE 1385

EVACUATION ROUTES :

Describe location of nearest EmerggrStair Exit to exterior of building and one alternate route (or insert

maps/drawings of routes here)
HSE: Stair Exit on East side of building adjacent to room HSE-1350
Stair Exit in Sciences across from S-1395

HSW: Stair Exit on South side of building across from room HSW-825
Stair Exit in Sciences

EVACUATION PLANNING

State law requires occupants to evacuate to a safe location when the fire alarm sounds, or when ordered
to do so by emergency response personnel. Department Managers are responsible for ensuring that
employees know their Emergency Assembly Area (EAA) location, and two evacuation routes from the
work site location. In your Evacuation Plan:

¥ Note location of nearest emergency exits, fire extinguishers and fire alarm pull stations.
¥ Describe the evacuation route out of your building. Remind staff NEVER to use elevator.

¥ ldentify the Emergency Assembly Area (EAA) for the work site. EAAs are places for your
department/unit staff to gather and wait for instructions and/or the Oall clear@atification by
emergency response personnel.

¥ EAAs should be external to your building in a safe, open area, away from power lines and glass
windows. NEVER assemble in any building where the fire alarm is sounding. (for Parnassus
Campus buildings, see the EAA Map on the Emergency Preparedness Program web site)

¥ Develop a personal evacuation plan for any person in the Department who might require special
assistance during an evacuation. (See Campus Evacuation Policy for People with Disabilities).

¥ Educate staff to the type of fire alarm system (e.g. sound/strobe lights/pre-recorded voice
announcements) specific to your building. Alarm systems vary depending on the UCSF building.
Check with your Building Manager if you are unsure. Go to the EH&S web site for information on
the Building Fire Alarm System.

EMERGENCY ASSEMBLY AREA (EAA )

[Assemble here following a building evacuation]

10
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For major buildings on the Parnassus Campus, refer to the Emergency Evacuation Assembly Area map on the Police
web site www.police.ucsf.edu BEmergency Preparedness Program. For all other campus buildings, choose EAAs
appropriate to your buildingOs emergency exit and close enough to hear an Oall clearO signal.

Describe locations:
For labs/offices in HSE: go to Willard Street South of Parnassus Avenue

For labs/offices in HSW: go to Fifth Avenue sidewalk between Kirkham and Judah Streets

EMERGENCY SUPPLIES

X Emergency supplies are maintained at this work site.
Describe the location where supplies are stored.

Your supplies should be enough for all staff (including any visitors) for three days.

HSE: 1302, 1303, 1305, 1314, 1350
HSW 846

EMERGENCY SUPPLIES AND EQUIPMENT

Departments are responsible for maintaining emergency supplies and equipment at each work site.

Recommended: First Aid supplies, flashlights, extra batteries, battery operated AM/FM radio, water, and non-perishable
food. http://www.prepare.org/basic/twpkit.htm

Assign someone to review, and restock supplies annually.

Quantity Purchase/ Item Location
Replacement Date

1 in each Every two *Bottled Water (1 Gal HSE-1302

room weeks /person/day)

1 in each As needed *Flashlights (1per office or lab HSE-1305

room bench)

Numerous As Needed *Extra Batteries (I set for each HSE-1314
flash and the radio per day)

1 in each As needed *First Aid Supplies HSE-1303, 1350

room HSW-846
Transistor or Crank / Shake HSE-1350
Radio
Non-perishable food items

*Your supplies should be adequate for your staff (and any visitors) for a minimum of three days

11
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EMERGENCY PLANNING IMPLEMENTATION CHECKLIST

¥ Appoint a Department Emergency Preparedness Committee (optional).

¥ Appoint an Emergency Coordinator and Alternate for each work site location.

¥  Appoint a Floor Warden and alternate from your work site to participate in annual evacuation drills.

¥ Identify Emergency Assembly Area and alternate for each work site.

¥ Encourage individuals with permanent or temporary disabilities that might require special assistance in an
emergency to self-identify. Assign a co-worker ObuddyO to provide assistance during an emergency. Refer to
the Campus Evacuation Policy for People with Disabilities Requiring Reasonable Accommodation.

¥  Monitor and report any non-structural earthquake and safety hazards to EH&S.

¥ Assign staff to procure and maintain adequate emergency supplies for work site staff.

¥ Post yellow Campus Emergency Procedures chart. Call 476-5507 for copies.

¥ Develop emergency notification, reporting, and callback procedures for staff.

¥ Perform an annual review and update of the Emergency Action Plan. Submit updates to the UCSF PD

Emergency Preparedness Program (see e-mail address on cover page).

¥  Familiarize all staff with the EAP. Make sure new staff and students are oriented to emergency procedures.

DEPARTMENT ESSENTIAL FUNCTIONS and SPECIAL NEEDS

Identify department critical operations and resources that need to be protected

[ ] Security Issues [ ] Patients/Visitors

X Laboratories [ ] Child Care

X Freezers X] Conference Room Facilities
[ ] Animals [ ] Classrooms/students

[ ] Specialized Equipment X Electronic Access Control

X] Confidential Records

Comments:

¥ Laboratories: all

¥ Freezers: HSE 1335, 1380

¥ Cold rooms: HSE 1325, 1395; HSW 841

¥ Electronic Access Control Servers HSE 1314, 1350, 1285

¥ Confidential Patient/Employee Records HSE1310, 1312, 1314; MSB 1395
¥ Conference Room Facilities: HSE 1303

Following a major disaster with significant operational impact to the campus, use this form to provide status reports of damage and
injuries, and to request assistance from the Campus Emergency Operations Center (EOC).

UCSF EMERGENCY STATUS REPORT

12
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¥ Use this form to communicate directly to the Emergency Operations Center (EOC).

¥ Site Emergency Coordinators: Compile formai Department Emergency Coordinators/Floor Wardens and forward t
EOC. Report status by telephone, radios or runner.

¥ Department Emergency Coordinators/Floor Wardens: Give Status Reports to Site Emergency Coordinator.

¥ Report lifethreatening emergencieshmediately to the EOC.

Building/Floor/Room #: Date:
Department:
Your Name: Phone #
Your Location: Your unit evacuated to:
Problems/Urgent Needs Exact Location / Details
Serious Injuries? Yes NQ
First Aid Station Establisd __Yes___No
Fire/Explosion? ___Yes ___Nd
___In progress
____Threat
____Extinguished
Building collapse? ___Yes___No
People trapped? ___Yes ___ Ng
Disabled evacuated fromBldg. _ Yes _ No
Hazardous materials spill? ___Yes___No
____In progress
____Threat
____Extinguished
Services functional?
Electrical ___Yes N
Emergencyighting ____Yes__No
Telephones ___Yes___N
Water _Yes N
Elevators ___ Yes N
Gas ____ Yes No
Other Observations/Needs:
I NO MAJOR PROBLEM AT THIS TIME

13
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Use this list to account for staff at your designated Emergency Assembly Area and when clearing the work site

[update twice a year].

PERSONNH- ROSTER

NAME WORK LOCATION CHECKED IN AT EAA STATUS
FAHY LAB:

Dougherty, Ryan HSE-1350
Fahy, John HSE-1307
Kerr, Sheena HSE-1350
Leong, Sheldon HSE-1350
Solon, Margaret HSE-1355B
FIELDING LAB:

Chau, Lan HSE-1350
Fielding, Christopher HSE-1308
Fielding, Phoebe HSE1306
KANE LAB:

Conroy, Leah HSE-1350
Flowers, Elena HSE-1314
Ishida, Brian HSE-1350
Kane, John HSE-1312
Movsesyan, Irina HSE-1350
Novomirova, Galina HSE-1350
Pullinger, Clive HSE-1304
Schaefer, Peter HSE-1350
MATTHAY LAB:

Brady, Sandy HSW-825
Fang, Xiaohui HSW-825
Gupta, Naveen HSW-825
Johnson, Elizabeth HSW-825
Neyrinck, Arne HSW-825
Zhuo, Hanjing HSW-841A

Campus Emergency Preparedness Progdawww.police.ucsf.edu
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STAFF ACKNOWLEDGEMENT  [Update twice a year]

DEPARTMENT  CVRI Work Site HSE-13 & HSW-8

| have read and undestand my WORK SITE Emergency Action Plan

NAME WORK SITE LOCATION SIGNATURE DATE
FAHY LAB:

Dougherty, Ryan HSE-1350
Fahy, John HSE-1307
Kerr, Sheena HSE-1350
Leong, Sheldon HSE-1350
Solon, Margaret HSE-1355B
FIELDING LAB:

Chau, Lan HSE-1350
Fielding, Christopher HSE-1308
Fielding, Phoebe HSE1306
KANE LAB:

Conroy, Leah HSE-1350
Flowers, Elena HSE-1314
Ishida, Brian HSE-1350
Kane, John HSE-1312
Movsesyan, Irina HSE-1350
Novomirova, Galina HSE-1350
Pullinger, Clive HSE-1304
Schaefer, Peter HSE-1350
MATTHAY LAB:

Brady, Sandy HSW-825
Fang, Xiaohui HSW-825
Gupta, Naveen HSW-825
Johnson, Elizabeth HSW-825
Neyrinck, Arne HSW-825
Zhuo, Hanjing HSW-841A
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UCSF EMERGENCY RESPONSE & EVACUATION INFORMATION

BUILDING Health Sciences East

FLOOR 13" Floor

DEPARTMENT/Division Cardiovascular Research Institute

EMERGENCY COORDINATOR Paulette Gregqg

ALTERNATE EMERGENCY COORDINATOR Clive Pullinger

EMERGENCY ASSEMBLY AREA Willard Street South of Parnassus Avenue

EMERGENCY SUPPLIES AND
FIRST AID LOCATION HSE: 1302, 1303, 1305, 1314, 1350

SITE Buildingd EMERGENCY
COORDINATOR

FLOOR WARDEN Margaret Solon

ALTERNATE FLOOR WARDEN

OTHER

This FacilityOs Emergency Phone Number: DIAL 9+911

Date of current EAP:_ February 2008
Prepared By: Paulette Gregg

If this information is incorrect or becomes outdated, please notify your Emergency Coordinator.

REPRODUCE THIS PAGE AND POST IN DEPARTMENT

16
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UCSF
UCSF EMERGENCY RESPONSE & EVACUATION INFORMATION

BUILDING Healh Sciences West

FLOOR 8" Floor, Rooms 82859

DEPARTMENT/Division Cardiovascular Research Institute

EMERGENCY COORDINAT OR Paulette Gregqg

ALTERNATE EMERGENCY COORDINATOR Sandy Brady

EMERGENCY ASSEMBLY AREA Fifth Avenue sidewalk between Kirkham and Judah Streets .

EMERGENCY SUPPLIES AND
FIRST AID LOCATION HSW 846

SITE OBuildingd EMERGENCY
COORDINATOR

FLOOR WARDEN Sandy Brady

ALTERNATE FLOOR WARDEN

OTHER

This FacilityOs Emergency Phone Number: DIAL 9+911

Date of current EAP:__ February 2008
Prepared By: Paulette Gregg

If this information is incorrect or becomes outdated, please notify your Emergency Coordinator.

REPRODUCE THIS PAGE AND POST IN DEPARTMENT
UCSF
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