EVACUATION PROCEDURE

Effective Date: February 2014
Procedure:

To assure safety of residents, staff, and visitors in the event that environmental care factors (i.e. fire, structural damage, smoke, gas leak, etc.) are found to be unsuitable to remain in the facility.

Procedural Specifications:

1. Only the Administrator or Fire Chief can order an evacuation.  In the event the Administrator is not on-premise, the staff member designated in charge as the Acting Administrator (i.e. Director of Nursing; Nursing Supervisor) may issue the order but will notify the Administrator.
2. Resident medications and pertinent clinical information should accompany residents to another facility, if they can be safely retrieved.

3. Administrator/Designee is responsible to call facilities with whom previous agreements have been made to accept residents in the event of an evacuation; the designated facilities are:
______________________________________________________________________________________________________________________________________________________________________________________________________

4. Administrator/Designee will designate staff to call transportation systems to transport residents to the designated facilities (see #3).

5. The flow of evacuation should be in the direction away from the problem area, towards to emergency exits.  If fire or structural damage makes an exit unsafe, alternative exits will need to be established.  
6. Residents will be wrapped/covered with blankets, if necessary and will be evacuated in the following order:
a. ambulatory;

b. wheelchair dependent;

c. bed-bound.

7. Individual responsibilities assigned to Departmental staff are as follows:

a. Office personnel, Health Information Management, Social Service, Recreational Services:

· remove resident register/index and visitor sign-in log;

· remove admission/financial records;

· prevent visitors from entering the facility;

· supervise residents/visitors if in Main Lobby to prevent them from returning to nursing units;

· assist with resident evacuation from front lobby door if necessary.
b. Nursing personnel:

· remove 24-Hr. Report, MAR/TAR binders,  and medication cart for assigned duty area to emergency exit or safe location
· assist in removing residents.
c. Certified Nursing Assistants:

· remove designated residents in area to be evacuated;

· the first CNA out each of the emergency exits will stay outside with residents and assist them until non-nursing staff relieves them so that they can return to assisting with evacuating additional residents out of the facility;

· once non-nursing staff are present to assist in evacuation, CNAs will concentrate on transferring residents into wheelchairs/recliners so that non-nursing personnel can wheel residents to exit doors.
d. Dietary, Maintenance, Housekeeping:

· assist in transport of residents transferred by CNAs to emergency exits;

· if residents and visitors are in Main Dining Room for meal service, Dietary personnel are to remain in the Main Dining Room so that CNAs can return to the units for resident transfers/transport;

· if residents and visitors are in Unit Dining Room(s) for meal service, Laundry and/or Housekeeping personnel are to remain in the Unit Dining Room(s) so that CNAs can return to units for resident transfers/transport;
· the first member of these non-nursing departments outside or to designated safe area will remain outside with residents and assist them so that the supervising CNA can return to the building to assist with resident transfers/transport.

e. Therapy:

· if residents are in the Therapy Room and it has been designated as a safe area, one therapist/restorative staff member will stay with residents while others will assist in transferring residents to be evacuated.

f. Volunteers:

· Will be required to provide photo identification, name of group affiliation, and contact information to the incident command authority who will assign their responsibilities

· Volunteer nursing personnel will be overseen by nursing incident authority

· Participating physician will be overseen by the facility Medical Director

g. Physicians, Contracted Staff:

· help remove residents from the building who have been transferred to wheelchairs/recliners;

· assist with providing blankets if needed.

8. A head count will be made once the evacuation is completed using the staffing records, 24 hour reports, and Visitor Log to assure that all residents, visitors and staff have been accounted for.

