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MOBILE WORKERS 











DATE:  October 2009
PURPOSE:

The purpose of this procedure is to give direction to employees who may be outside or working at a building that is not there “home” building, during an emergency.  This group of employees may include grounds workers, materials transfer drivers, trades people and others.  Emergencies may include but are not limited to severe weather, fire, medical emergencies, public demonstrations or unrest, or any building emergency.  
PROCEDURES:

Severe Weather threatens or tornado sirens sound or notified:

1) If outside, seek shelter in closest building and follow directions of building emergency personnel; relocate to the lowest level and stay away from windows.
2) If inside, follow directions of the building emergency personnel; relocate to the lowest level and stay away from windows.
3) When safe, check in with your supervisor.
4) Remain in shelter until the “all clear” is given.
Fire (outside)
1) Call 911 and Capitol Security at 651.296.2100.
Attempt to put out the fire only if it is an incipient fire and it safe for you to do so; you have a way out; you can fight the fire with your back to the escape route; you have the proper extinguisher; and know how to use it. 
2) Do not fight the fire if it is large, if there is a lot of smoke, or if your escape route could be blocked.
3) Keep onlookers away until Capitol Security or the Fire Department arrive.
4) When safe, check in with your supervisor.
Fire (inside “non-home“ building)
1) If you hear an alarm, find the nearest exit, and follow the directions of the building emergency personnel.  

2) If you see smoke or fire, pull the fire alarm, find the nearest exit and follow the directions of the building emergency personnel.  
3) Call Capitol Security Emergency Line 651-296-2100. 

4) Attempt to put out the fire only if it is an incipient fire and it safe for you to do so; you have a way out; you can fight the fire with your back to the exit; you have the proper extinguisher; and know how to use it. 
5) Do not fight the fire if it is large, if there is a lot of smoke, or if your exit could be blocked.

6) When safe at the building’s assembly point, check in with your supervisor.
Medical Emergencies (inside or outside)
1) If a serious injury or illness occurs in your area -immediately dial 9-911. (Unless you are going to supply CPR or First Aid, then designate another person to call.)

2) Call Capitol Security Emergency Line 651-296-2100. 

3) Support the victim's medical needs:
· For injury, do not move the victim, try to keep them still.

· For bleeding, apply direct pressure to the wound; elevate the wound area if possible.

· For chest pains, get the victim off their feet, be reassuring and do not leave them alone.

· For drug overdose or poisoning, give first aid, if possible, collect pills or containers.  Give these to the emergency personnel 

· For electric shock do not touch victim with your bare hands.  Use a sweater or cloth to insulate your hands; if possible turn off power at the source, remove source of shock, or pull victim away using a nonconductive material.

Public Disturbances or Demonstrations 
1) If outside, seek shelter in closest building, call Capitol Security Emergency Line at 651-296-2100. 

2) If inside, follow the directions of building emergency personnel. 

3) When safe, check in with your supervisor.
 Any Other Emergencies within Buildings (Bomb Threats, Chemical Spills, etc)
1) Follow the directions of the building emergency personnel.
2) When safe, check in with your supervisor.
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