ABC CORPORATION 

CRISIS MANAGEMENT PLAN 


ABC Corporation Occupational Health and Safety Program

Corporate Policy Statement
The Occupational Safety and Health Act of 1970 clearly states our common goal of safe and healthful working conditions.  The safety and health of our employees continues to be the first consideration in the operation of this business. 

Safety and health in our business must be a part of every operation.  Without question it is every employee's responsibility at all levels.

It is the intent of this company to comply with all laws.  To do this we must constantly be aware of conditions in all work areas that can produce injuries.  No employee is required to work at a job he or she knows is not safe or healthful.  Your cooperation in detecting hazards and, in turn, controlling them is a condition of your employment.  Inform your supervisor immediately of any situation beyond your ability or authority to correct.

The personal safety and health of each employee of this company is of primary importance.  The prevention of occupationally-induced injuries and illnesses is of such consequence that it will be given precedence over operating productivity whenever necessary.  To the greatest degree possible, management will provide all mechanical and physical facilities required for personal safety and health in keeping with the highest standards.

We will maintain a safety and health program conforming to the best management practices of organizations of this type.  To be successful, such a program must embody the proper attitudes toward injury and illness prevention not only on the part of supervisors and employees, but also between each employee and his or her co-workers.  Only through such a cooperative effort can a safety program in the best interest of all be established and preserved.

Our objective is a safety and health program that will reduce the number of injuries and illnesses to an absolute minimum, not merely in keeping with, but surpassing, the best experience of operations similar to ours.  Our goal is nothing less than zero accidents and injuries.

_____________________

President and CEO

ABC Corporation

STANDARD PRACTICE INSTRUCTION

DATE:  _____________

SUBJECT:  Crisis Management Plan

REGULATORY STANDARDS:  OSHA - 29 CFR 1910.36







29 CFR 1910.38







29 CFR 1910.157







29 CFR 1910.165

BASIS:  A crisis can occur at any time in any workplace.  A crisis can occur in many forms.  Natural disasters, disgruntled employees, major accidents, robbery, assault, and other types of crisis can affect the well being of our employees and operations at this facility.

GENERAL:  To help mitigate the effects of such occurrences ABC Corporation will maintain this plan.  This plan is intended to address comprehensively the issues of; evaluating and identifying potential threats to our employees, developing response procedures, emergency plans, written procedures, and communicating information concerning these hazards to employees.

RESPONSIBILITY:  The company Safety Officer is _________________.  He/she is solely responsible for all facets of this program and has full authority to make necessary decisions to ensure success of the program.  The Safety Officer is the sole person authorized to amend these instructions and is authorized to halt any operation of the company where there is danger of serious personal injury.  This policy includes respiratory hazards.

Contents of the Crisis Management Plan 

1.  Written Program.

2.  Emergency Notification Procedures.

3.  Warning and Evacuations Systems.

4.  Evacuation Procedures.

5.  Individual Emergency Procedures.


5.1  Medical Emergencies.


5.2  Containable and Noncontainable Fires.


5.3  Tornadoes/Severe Weather.


5.4  Floods.


5.5  Earthquakes.


5.6  Hurricanes.


5.7  Violent Acts.

6.  Incident Report.

ABC Corporation Crisis Management Plan
1.  Written Program.  ABC Corporation will review and evaluate this standard practice instruction under the following conditions:


1.1  On an annual basis.


1.2  When changes occur to 29 CFR 1910.


1.3  When changes occur to local directives.


1.4  When facility operational changes occur.


1.5  When the plan fails.


1.6  _____________________________


1.7  _____________________________


1.8  _____________________________

Effective implementation of this program requires support from all levels of management within this company.  This plan will be communicated to all personnel that are affected by it.  It encompasses the total workplace, regardless of number of workers employed or the number of work shifts.  It is designed to establish clear goals, and objectives.

2.  Emergency Notification Procedures.  The following services/agencies will be requested/notified in the event of a crisis that cannot be contained through the use of company personnel.  Where there is any doubt notification will be made.


2.1  Routine notification.  Routine notification/requests for assistance will be made by Facility Guards, Company Officers, or the Safety Officer.  Anyone employee who cannot immediately contact a guard or the Safety Officer should immediately request assistance.  This person should begin word-of-mouth evacuation notification from the area, then immediately evacuate.

On-site emergency services.

Service

Location

Contact

Phone number

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

Off-site emergency services.

Type Service
Location

Contact

Phone number
______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

Federal, State, Local agency notification.

Agency

Location

Contact

Phone number
______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

*Decision Point  The following types of warnings are only examples.  Choose a consistent type of warning system for your plan.  This should be integrated with the fire prevention program.

3.  Warning and Evacuations Systems.  At the time of an emergency, employees should know what type of evacuation is necessary and what their role is in carrying out the plan.  In some cases where the emergency is very grave, total and immediate evacuation of all employees is necessary.  In other emergencies, a partial evacuation of nonessential employees with a delayed evacuation of others may be necessary for continued operation.  In some cases, only those employees in the immediate area of the crisis may be expected to evacuate or move to a safe area.  Employees must be sure that they know what is expected of them in all potential crisis management situations which have been planned for in order to provide assurance of their safety from scene.


3.1  General requirements.


3.1.1  The employee alarm system shall provide warning for necessary emergency action as called for in the crisis action plan, or for reaction time for safe escape of employees from the workplace or the immediate work area, or both. 


3.1.2  The alarm system shall be capable of being perceived above ambient noise or light levels by all employees in the affected portions of the workplace.  Tactile devices will be used to alert those employees in areas where they would not otherwise be able to recognize the audible or visual alarm.


3.1.3  The employee alarm shall be distinctive and recognizable as a signal to evacuate the work area or to perform actions designated under the crisis action plan.


3.1.4  This employer shall explain to each employee the preferred means of reporting emergencies, such as manual pull box alarms, public address systems, radio or telephones.  This employer shall post emergency telephone numbers near telephones, or employee notice boards, and other conspicuous locations when telephones serve as a means of reporting emergencies.  Where a communication system also serves as the employee alarm system, all emergency messages shall have priority over all non-emergency messages. 


3.1.5  This employer shall establish procedures for sounding emergency alarms in the workplace.

*EDITORS NOTE:  For employers with 10 or fewer employees in a particular workplace, direct voice communication is an acceptable procedure for sounding the alarm provided all employees can hear the alarm.  Such workplaces need not have a back-up system.


3.1.6  All employee alarm systems will be restored to normal operating condition as promptly as possible after each test or alarm.  Spare alarm devices and components subject to wear or destruction shall be available in sufficient quantities and locations for prompt restoration of the system.


3.1.7  Maintenance and testing.  This employer shall assure that all employee alarm systems are maintained in operating condition except when undergoing repairs or maintenance. 


3.1.8  Test frequency.  This employer shall assure that a test of the reliability and adequacy of non-supervised employee alarm systems is made every two months.  A different actuation device shall be used in each test of a multi-actuation device system so that no individual device is used for two consecutive tests. 


3.2  Types of warning systems.  The following types of warning systems will be used by this company to notify employees of a fire or other emergency requiring evacuation, and the need to evacuate to the predesignated evacuation relocation point.

*DECISION POINT  The following are only examples, you must decide/determine the types of warning systems you have.

Facility Evacuation Warnings
Type Warning

Meaning 
Duration

Test

Notes
Siren, Steady tone

Fire

5-10 Minutes

Quarterly   
  1,4,5 

Metal Triangle

Fire

5-10 Minutes

Quarterly   
  2,5 

Siren, Inter. tone

Tornado
5-10 Minutes

Quarterly   
  3,5

Whistles


Tornado
5-10 Minutes

Quarterly
  2,5

Word-of-mouth

Violence
N/A


Quarterly
  6,7,8

Word-of-mouth

Robbery
N/A


Quarterly
  6,7,8

Word-of-mouth

Any

N/A


Quarterly
  8

Word-of-mouth

All Clear
N/A


Quarterly
  All 

_______________

_________
______________
__________
_____

_______________

_________
______________
__________
_____

_______________

_________
______________
__________
_____

Note 1.  Evacuate immediately to the evacuation relocation point.

Note 2.  Used in the event primary siren system is not working.

Note 3.  Evacuate immediately to the tornado relocation points.

Note 4.  To be used in the event of in-plant chemical release.

Note 5.  Evacuate, begin roll call, determine injured/missing. 

Note 6.  Carefully assess situation, try and remain calm.

Note 7.  Evacuate with extreme caution, use best judgment. 

Note 8.  Use best judgment for the situation. 

4.  Evacuation Procedures.  All employees will adhere to the following schedule for evacuation and relocation.  


4.1  Facility Evacuation.  The complete dispersal of all employees from the _______________.


4.2  Departmental Evacuation.  The dispersal of all employees from the appropriate department and surrounding departments of the affected area, in the case of a chemical spill, release or other safety and health concerns.


4.3  Company employees not injured are requested to assist and help guide all occupants injured in Fire, Flood, Bombing, and Earthquake to the nearest exit.


4.4  Company employees not injured are requested to assist and help guide injured occupants in tornado, and other emergencies, to _________________.  (assembly point)


4.5  Visitors.  Visitors must be escorted at all time when on company property.  Company escorts are requested to aid visitors during any emergency.

*DECISION POINT: It is recommended that you name supervisors and specific employees to account for personnel.  The Safety Officer will conduct liaison services with the authorities when they arrive i.e.; Fire, EMS, Police, etc.  The alternate person to liaison with authorities is _____________ of ______________.

5.  Individual Emergency Procedures.  Listed below are the types of emergencies we feel could cause disruption of our company.  Supervisors will make all employees under their control knowledgeable of their responsibilities respective to each contingency listed below.  


5.1  Medical emergency:  The Safety Officer or the first aid team will be notified immediately when a medical emergency occurs.  This includes fainting, lacerations, heart attack, stroke, seizure, and unconsciousness.  In these cases if first aid is inadequate then call 911 immediately.  All employees and visitors will be encouraged to seek attention by a physician in the above cases.


5.2  Containable and noncontainable fires:  ABC Corporation recognizes that many disasters are averted every year by an employee or bystander, when they take the action to use a small hand fire extinguisher to put out a fire.  In accordance with OSHA Standard 29 CFR 1910.38 this employer will ensure that all occupants are safely removed from the building in case of fire.  ABC Corporation will conduct initial, and annual (refresher) training as needed.  New employees will be trained on the correct usage of the fire extinguisher.   The Safety Officer will document the training required and keep on file the records of all training and incident reports.


5.2.1  Training.  ABC Corporation will properly train all employees on the correct usage of the fire extinguishing equipment and the various stages of fire.  ABC Corporation policy is to teach all required employees to properly use a fire extinguisher only when the fire is in the incipient stages (beginning), while the rest of the facility is activating the Emergency Management Plan to evacuate the facility.


5.2.2  Evacuation.  When a fire is beyond the incipient stage (beginning) and is uncontainable employees must immediately evacuate the facility.


5.2.3  Relocation point.  The company evacuation relocation point is ____________________.  Employees will relocate to this point and begin roll call.  Emergency responders will be given the names and possible locations of missing employees by the senior employee present.   


5.2.4  Authorization to return to work.  The __________ (title) will coordinate with local Emergency Management officials concerning the safety of the facility.  This person will provide a single point of contact for this company.  The decision to authorize employees to return to work will not be made until coordination is complete.  No supervisor will allow any employee to return to work until given notification by _______________.


5.3  Tornado/severe weather preparedness and response actions.  To ensure employee safety in case of a tornado, or other severe weather, ABC Corporation requires all employees to follow this plan when a Tornado Warning sounds either by siren, media, or sighting.  


Tornado Watch:  Conditions are favorable for formation.


Tornado Warning:  A tornado has been sited in the vicinity.


5.3.1  Drills.  Drills will be conducted on a(n) ____ basis, usually before the tornado season starts in the Spring.  


5.3.2  Sheltering.  Local emergency management authorities will be consulted to assess the location of the facility tornado shelter(s).  When tornado actions are activated employees should report to the tornado shelter(s).

Shelters*

Location

Contact

Phone number
______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

______________
______________
______________
_______________

*Designate departments, groups, offices, etc., to be assigned to specific shelters where more than one shelter is required.


5.3.3  Shelter arrival actions.  Employees should quickly proceed to the Tornado Shelter and sit down on the floor and cover head, face, and body if the tornado hits.  Everyone should also stay in the shelter until an all clear signal is given, or it is known to be safe outside the shelter.  ABC Corporation will provide an emergency package that will contain as a minimum the following:  




1.  Blankets




2.  First Aid Kit




3.  Potable water




4.  Battery operated radio




5.  Fresh batteries




6.  Candles




7.  Crackers or other staple food.




8.  _______________________________




9.  _______________________________




10.  _______________________________


5.3.4  Shelter departure actions.  Employees should quickly but safely proceed to the nearest working phone to call 911 or ___________ for help.  In addition the Safety Officer will instruct any First Aid/CPR personnel to treat any injuries and move any fatalities to _______________.


5.3.4.1  Departure precautions.  When exiting the shelter all occupants should be careful of downed power lines, gas leaks, and water flooding.  The Safety Officer shall designate someone to meet emergency personnel when they arrive at our facility.  The MSDS book will be made available.  An estimate of casualties and their location in the facility will be provided.


5.3.5  Damage assessment.  All departments will maintain an inventory of all equipment and product levels to be provided to insurance adjusters in case of property damage or loss.  The _________ (title) will direct the damage assessment.  The results of the assessment will be completed and provided to ___________ (insurance company).


5.4  Flood response actions:  ABC Corporation has identified that flooding may occur in our area.  In addition, the possibility of flooding from (detail body of water) is possible.  When conditions are prone to flooding the Safety Officer will maintain constant watch for flood conditions.



5.4.1  Initial response actions.


Employees will be release from work to a safe haven or sent home in the case of an imminent flooding incident.


If sand bagging is needed it should be completed before the imminent danger of flooding.


Where possible all moveable electrical equipment, and hazardous chemicals shall be relocated to high ground enough as to not increase the hazard to employees or the community.


All employees should help any visitors and other personnel from the facility and instruct them in evacuation procedures from the area.


All employees will be advised not to drive across roadways having running water.  The roadway cannot be seen to detect areas of road surface failure.


Supervisors should direct the shut-off of all power to equipment and natural gas or propane at the source if possible.


All employees should meet at the closest high ground area and begin roll-call to account for missing employees.


5.4.2  Damage assessment.  All departments will maintain an inventory of all equipment and product levels to be provided to insurance adjusters in case of property damage or loss.  The _________ (title) will direct the damage assessment.  The results of the assessment will be completed and provided to ___________ (insurance company).

*DECISION POINT  This section is basic in nature and may need to be more comprehensive in areas prone to frequent earthquakes


5.5  Earthquake response actions:  ABC Corporation has identified that earthquakes may occur in our area.  Earthquakes seldom provide any warning.  Instinctive reactions are critical to survival and to avoid injury.



5.5.1  Initial response actions.


Know your environment.


Seek protection in the nearest doorway or strongest known support area in your area of the building.


Cover your face and head to guard from flying glass and debris.


As soon as the earthquake subsides get out of the building as soon as possible and follow the fire evacuation plan.


Know that aftershocks are likely.


Proceed to the evacuation relocation point.


Begin roll-call to account for missing employees.


Help any visitors and other personnel from the facility and instruct them in evacuation procedures from the area.


All employees will be advised not to drive across roadways having running water.  The roadway cannot be seen to detect areas of road surface failure.


Supervisors should direct the shut-off of all power, natural gas, or other energy sources at the source.


Authorization to return to work.  The _________ (title) will coordinate with local Emergency Management officials concerning the safety of the facility.  This person will provide a single point of contact for this company.  The decision to authorize employees to return to work will not be made until coordination is complete.  No supervisor will allow any employee to return to work until given notification by _______________.


5.5.2  Damage assessment.  All departments will maintain an inventory of all equipment and product levels to be provided to insurance adjusters in case of property damage or loss.  The _________ (title) will direct the damage assessment.  The results of the assessment will be completed and provided to ___________ (insurance company).


5.6  Hurricane response actions:  ABC Corporation has identified that hurricanes may occur in our area.  Threat of hurricane conditions is usually provided through the national weather service.  ABC Corporation will instruct all employees to begin preparation work to prevent major damage in the case of a hurricane hit.  Supervisors will develop a materials list to be procured should a hurricane watch be issued.  The materials list will be a list of items to be used to secure their respective areas to minimize damage that may be caused by the hurricane.  No employee will be required to work past the point when a hurricane watch is issued.  Materials such as, tape, plywood, plastic bags, nails, tools and other items needed to prepare the facility for a hurricane will be

*DECISION POINT  Decide if you want to preposition stocks, or procure them upon notification of a hurricane, or a combination of both.  The following two statements will get you started.

procured when notification is given by the national weather service that a hurricane is likely to strike our area.  Appendix ___ details items to be procured.

prepositioned in advance of notification by the national weather service that a hurricane is likely to strike our area.  Advance planning is critical to survival and to avoid injury and property damage.  Appendix ___ details items to be prepositioned.


Hurricane Watch:    Issued when there is a possibility of hurricane conditions threatening coastal or inland communities within 36 hours or less.  Non essential employees will be released when a hurricane watch is issued.  Essential employees will be asked to remain and complete disaster preparedness actions.


Hurricane Warning:  Issued when there is a high probability of hurricane force winds within 24 hours or less.  All employees will be released when a hurricane warning is issued.


Categories of Hurricanes

  Hurricane Category 1:  Winds 74-95 MPH

  Hurricane Category 2:  Winds 96-110 MPH 

  Hurricane Category 3:  Winds 111-130 MPH

  Hurricane Category 4:  Winds 131-151 MPH

  Hurricane Category 5:  Winds greater than 151 MPH


5.6.1  Initial response actions.  Employees may be asked to help with the following actions; sand bagging, window protection, securing equipment and in-house electrical power, gas, or propane (detail other tasks).  ABC Corporation will release all employees as soon as possible to leave the facility and go home to prepare their own residence to mitigate damage. Local Emergency Management Authorities will be used to advise evacuation routes.


5.6.2  Damage assessment.  All departments will maintain an inventory of all equipment and product levels to be provided to insurance adjusters in case of property damage or loss.  The _________ (title) will direct the damage assessment.  The results of the assessment will be completed and provided to ___________ (insurance company).


5.7  Violent Act response actions:  Violent Acts in the work place are becoming more and more common place.  ABC Corporation is committed to ensuring the safety of all employees and visitors to this facility.  Violent act for the purposes of this Standard Practice Instruction is defined as:  An act in which a person or persons act in such a way as to threaten or endanger another persons safety.



Examples of Violent Acts:




1. ROBBERY




2. RAPE




3. MURDER




4. KIDNAPPING




5. BOMB THREATS




6. HARASSING PHONE CALLS




7. PERSONAL THREATS



5.7.1  General guidelines to supervisors:  


Calmness is contagious, try to remain calm and try to remember as much about the event as possible.


Your immediate goal is to prevent anyone from being injured or killed.  In many cases the assailant will not harm anyone as long as he or she perceives that his or her objectives are being met.  Also in many cases someone may determine that the incident is building.  Early intervention may then be possible


CALL 911 as soon as possible.  Relay all the information requested to help the dispatcher determine the extent of the emergency to dispatch the appropriate services.  Volunteer any additional information you feel would be helpful.  The dispatcher will send Police, Ambulance, or Fire Department as needed.


DO WHAT THE ASSAILANT SAYS:  In most cases the best thing to do is to cooperate.  Remember as much as possible concerning the incident, write notes after the fact if possible.  Be a good witness to assist the police in apprehending the assailant. Cooperate in accordance with your best judgment given the circumstances.


5.7.2  Robbery response actions:  In the case of a robbery, ABC Corporation instructs you to turn over money or company property upon demand.


DO WHAT THE ASSAILANT SAYS:  In most cases the best thing to do is to cooperate.  Remember as much as possible concerning the incident, write notes after the fact if possible.  Be a good witness to assist the police in apprehending the assailant. Cooperate in accordance with your best judgment given the circumstances.


Witnesses.  If you witness the incident try and remember as much about the incident and assailant as possible.  


Alarm activation.  If you are out of sight of the assailant and a silent alarm is available, cautiously activate the alarm if your judgment of the circumstances dictate this action to be appropriate.


911 Notification.    If you are out of sight of the assailant and a phone is available, cautiously notify 911 if your judgment of the circumstances dictate this action to be appropriate.  If you feel you will be detected, attempt to call 911 as soon you're able to do so safely or when the assailant leaves your area.  If the phone lines have been disabled then when you can safely do so notify 911.


Assailant Identification:  To help you remember what the assailant looked like use a comparative description e.g.; Does he or she look like someone else you know, movie star, employee, spouse, brother, neighbor, or anyone else that the police could get develop a description from.  Consider the following traits when developing a description:




  General build




  Skin color




  Eye Color




  Hair color/style




  Beard color/style




  Mustache color/style




  Glasses color/style




  Clothes




  Smell




  Shoes




  Speech type




  __________________




  __________________




  __________________


Assailant Vehicle Description:  To help you remember what the vehicle looked like use a comparative description if you don't know exactly what it was:




  Body Style 2dr, 4dr, hatchback, truck,




  Year, Model, of vehicle




  Color, Stripes, type wheels




  Tag number, color


5.7.3  Shooting response actions:  In the case of a shooting take cover and follow your instincts for survival.  Unless your judgment and circumstances tell you different, it is usually inadvisable to run from an assailant.  Unless you judge the decision to be in your best interest DO NOT RUN FROM THE ASSAILANT, HE WILL PROBABLY SHOOT YOU.  In this type of situation assailants may think that you're not just running away, but are running away to notify the authorities and therefore jeopardizing their objectives.


-  Alarm activation.  If you are out of sight of the assailant and a silent alarm is available, cautiously activate the alarm if your judgment of the circumstances dictate this action to be appropriate.


- 911 Notification.  If you are out of sight of the assailant and a phone is available, cautiously notify 911 if your judgment of the circumstances dictate this action to be appropriate.  If you feel you will be detected, attempt to call 911 as soon you're able to do so safely or when the assailant leaves your area.  If the phone lines have been disabled then when you can safely do so notify 911.


- Assailant Identification:  To help you remember what the assailant looked like use a comparative description e.g.; Does he or she look like someone else you know, movie star, employee, spouse, brother, neighbor, or anyone else that the police could get develop a description from.  Consider the following traits when developing a description:




  General build




  Skin color




  Eye Color




  Hair color/style




  Beard color/style




  Mustache color/style




  Glasses color/style




  Clothes




  Smell




  Shoes




  Speech type




  __________________




  __________________




  __________________


Assailant Vehicle Description:  To help you remember what the vehicle looked like use a comparative description if you don't know exactly what it was:




  Body Style 2dr, 4dr, hatchback, truck,




  Year, Model, of vehicle




  Color, Stripes, type wheels




  Tag number, color


- Shooting Aftermath:  After the shooting and the assailant is gone, lock all doors, so the assailant cannot easily return.  Call 911 if you haven't already done.  Tell the 911 dispatcher what has happened and do not let anyone inside the building until the police arrive.  Disturb the crime scene as little as possible.


- Injuries.  If someone is injured then render first aid until help arrives.  Disturb the crime scene as little as possible.


- Fatalities.  If someone is dead, then cover them and keep everyone back until the police arrive.  If a weapon was left, don't touch it or move it until the police arrive.  Disturb the crime scene as little as possible.


- Witnesses:  Instruct anyone that witnessed the crime to write down what they saw and to save it for the police. Even if they cannot remember anything it will hopefully restart their memory.


- Media releases:  ABC Corporation asks all employees not to talk to the media unless permission is given by the facility manager or president of the company.  The reason for ABC Corporation to control media releases is to ensure that only factual accounts of the incident are relayed.  If next-of-kin need to be notified, notification should be made in a manner sensitive to their needs.


- Investigation interviews:  In all cases the ABC Corporation asks all employees to cooperate in either company investigations, local Police, FBI, Fire, OSHA, EPA, or any other agency that has jurisdiction in the incident.  The Safety Officer or the corporate attorney or manager will help arrange any interviews that need be conducted.  In addition ABC Corporation will have present the company attorney as needed in the matters related to the ABC Corporation.  ABC Corporation will reimburse loss wages in cases where your presence is needed for such incidents.  The only time you will not be paid is if you are suspended without pay pending the outcome of the investigation.


5.7.4  Harassing phone calls:  ABC Corporation has a strict policy on harassing phone calls at work.  If you receive any harassing phone calls at work, notify your supervisor immediately.  If you know who the caller is then report the incident to the local police, and the phone company.  If any person threatens you on the phone, they could be charged.  As soon as the call is over write down any details of the incident to the best of your recollection.  In the case of a harassing call, simply hang up if the call is offensive to you.  Any employee found to be placing harassing calls will be considered for immediate termination.  ABC Corporation will prosecute anyone found to be engaged in harassment to the fullest extent of the law including criminal and civil prosecution.  


5.7.5  Threatening employee or visitor:  ABC Corporation policy concerning threatening employees or visitors is as follows:


If a confrontation occurs and it is not getting resolved through communication, immediately ask the threatening person to either leave or to go to the security or management office (or detail other).  If the threatening person refuses to leave, notify 911 immediately, and have the authorities remove the threatening person.  All parties involved or witnesses of  the incident will be asked to complete an incident report to keep on file.  


5.7.6  Fighting on company property:  Company policy regarding fighting is to terminate the person responsible for the assault (or detail other).  The employee will have the right to appeal the determination through grievance procedures (union facilities or detail other procedures if used).  The objective will be to mitigate or eliminate the potential for future occurrences.  All such incidents will be reported to _______ (title).  If the assailant is not an employee of this company, he or she will no longer be permitted access to company property.


5.7.7  Rape and Kidnapping:  The majority of these kinds of incidents are committed by coworkers, or persons known to the victim.  Random attacks many times occur when the employee is alone commuting either from, or to work.  It is recommended that our employees use the buddy system be used as often as possible.  In addition, it is recommended that you park in well lighted areas, always look in the back seat of your car before entering, and have your keys out and ready to open your vehicle.  Most assailants will not attack when witnesses are present.  Try to keep calm.  The object is to stay alive.  If you feel the attacker is not going to kill you and you have no opportunity to escape, then cooperate and try to remember everything you can about the attacker(s)(Review the Assailant Identification section).  If you feel certain the assailant is going to kill you, look for a window-of-opportunity to escape.  If you feel your life is in danger, attempt escape if your judgment of the circumstances dictate this action to be appropriate.  If you successfully escape, attempt to call 911 as soon you're able to do so safely or when the assailant leaves your area.  If the phone lines have been disabled then when you can safely do so notify 911.  Use your head and stay alive.


Company support.  ABC Corporation has assigned ______________ as the Rape Incident Partner.  This person will remain with the victim through the various stages of incident reporting, treatment, counseling, prosecution, and return to work program.  ABC Corporation provides this service to all employees even if the attack occurs away from the job.  ABC Corporation encourages all victims to press charges, and testify against their assailant.


Rape aftermath (recommendations):





  Get help as soon as possible





  Do not shower





  Do not removed any clothing





  Do not remove substances from your body





  Seek medical treatment immediately





  If at work contact your supervisor





  Supervisors will remain with the victim





  Contact Police





  Contact Rape Incident Partner

RECORDING KEEPING:  Any employee who is involved in an incident detailed in this Plan will fill out a incident report, stating the incident details.  The __________ (title) will assist employee with the form as necessary.  The ___________ (title) will file the documents and report the proper information to the appropriate agency such as, Workman's-Compensation, OSHA, Police, Fire department, EMS, Legal Counsel, Insurance Company, etc.  All records are to be kept confidential and only released to the proper authorities.  

6.  Incident Report.
ABC CORPORATION

CRISIS MANAGEMENT PLAN INCIDENT REPORT

Date__________/No._______________Safety Officer_______________

Charge_____________________________________________________

Date Received________________Date Closed_____________________

Incident____________________________________________________

Time__________________________Department___________________

Supervisor__________________________________________________

Manager____________________________________________________

Victims Name_______________________Department_______________

Employee Number______DOB____________SSN___________________

Address_________________________City_____________State_______

Phone___________________________Contact Person_______________

Attorney_____________________Dr._____________________________

Phone________________________Phone__________________________

Possible Assailant:

Name_______________________________________________________

Address_________________________City________________________

State_____Phone_____________DOB_________SSN_______________

Assailant Description:

Age_________Height________Hair_________Build_________________

Car Make_________Style_________Color________Tag No___________

Victim Statement:

I, ___________________________________Of Address______________

On This _____Day Of_______ 199__  Give This Statement Of My Own 

Recollection Of The Incident.  

Name__________________________________ On _________________

The Incident Of_______________________________________________

I Reflect What Happened To Me:

Signed_____________Date______Witnessed__________Date______

Time Started________________Time Finished_________________

Page 1/      Statement Of ______________________ Continued

Page 2/      Statement Of ______________________ Continued

Page ___

Possible Assailants Statement:

I___________________________________Of Address____________

On This _____Day Of_____________ 199_  Willfully Give This

Statement Of My Own Recollection Of The Incident.  

Name__________________________________ On ____________

The Incident Of______________________________________________ 

I Reflect What Happened To Me:

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Signed_____________Date______Witnessed__________Date______

Time Started________________Time Finished_________________

ABC CORPORATION CRISIS MANAGEMENT PLAN

TRAINING ​ROSTER

DATE_______________

SUBJECT OF TRAINING______________________________________

INSTRUCTOR____________________________________________

1.__________________________2.__________________________

3.__________________________4.__________________________

5.__________________________6.__________________________

7.__________________________8.__________________________

9._________________________10.__________________________

11.________________________12.__________________________

13.________________________14.__________________________

15.________________________16.__________________________

17.________________________18.__________________________

19.________________________20.__________________________

21.________________________22.__________________________

23.________________________24.__________________________

25.________________________26.__________________________

27.________________________28.__________________________

29.________________________30.__________________________

Page 1 of X   _
Modify only under the supervision of the safety officer.


