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Part 1:	An Introduction to the Department Emergency Plan
1.1 Introduction
Brock University’s Crisis and Emergency Management Plan, based on the Ontario Incident Management System (IMS), provides a standardized, all-hazards approach to emergency response. It integrates personnel, equipment, communications, and procedures within a common organizational structure. The plan is scalable to suit incidents of any size.
The plan serves as the overarching framework for institutional emergency response. It is supported by Department Emergency Plans (DEPs), which include:
· Department-specific information and emergency contacts
· First aid requirements and trained staff
· Emergency/fire wardens
· Evacuation procedures and assembly areas
· Evacuation plans for persons requiring assistance
· Other department-specific concerns
DEPs are essential for preparedness. Once completed, they should be:
· Posted prominently within the department,
· Shared with staff, and
· Included in new employee orientation
Supervisors must ensure staff remain familiar with the plan. Departments are responsible for developing their own DEPs, as they best understand their operations, hazards, layout, and staff needs.
DEPs should be reviewed annually and updated as needed. A copy must be submitted to the Director, Emergency Management and Life Safety.
[bookmark: _Hlk69734641]
1.2     Tips for Completing the Department Emergency Plan Template
This template supports emergency planning across departments. It has been provided in MS Word to facilitate customization / edits to better reflect  unique departmental needs.
· When complete, please update the table of contents and save as a PDF. Submit a copy to the Director, Emergency Management and Life Safety.
· Collaborate with stakeholders familiar with departmental risks to develop a comprehensive plan.
· [image: ]Review evacuation routes and assembly areas with staff regularly.
· Recruit and train Emergency Wardens as they are essential for safe evacuations.
· Ensure sufficient staff are trained in first aid and that kits are stocked and accessible.
· As necessary, include floor plans (available from Facilities Management) in the appendix to support evacuation planning.
· [image: ]Encourage staff to download the Brock Safety App for real-time emergency alerts. Links to download the App can be accessed through this code 


Please complete the charts that follow in this part:

1.3     Department Emergency Planning Checklist
	Action
	Complete  Y/N

	Emergency Wardens appointed/trained for the Department
	

	Emergency Wardens and staff consulted in development of evacuation plan, including location of assembly areas.
	

	As required, develop specific evacuation plans for any staff members who may require assistance in order to evacuate. This plan is to be developed in consultation with the person requiring assistance.
	

	Assign volunteer monitors to assist the PRA should an emergency evacuation be required.  Document in the separate PRA plan.
	

	Post emergency procedures, emergency notifications at the worksite as required.
	

	Prepare and maintain department rosters, to support emergency response and a capacity to account for staff.
	

	Ensure all staff are aware of locations of fire alarm pull stations, extinguishers, defibrillators and first aid kits.
	

	Ensure a suitable number of staff are trained in the appropriate first aid level or a plan is in place to obtain immediate first aid assistance (contact Health, Safety and Wellness if necessary).
	

	Encourage all employees to download the “Brock Safety App” on their smartphones – so they may be advised of an emergency at Brock as soon as possible.
	

	Encourage all employees to review the Emergency Response Guidebook found on the CSS website
	

	Monitor and report (to supervisory staff) any unsafe working conditions and take corrective action to remedy. Health, Safety and Wellness may be contacted for support as required.
	

	Complete the Department Emergency Plan Template, share with employees, post in a prominent location, and provide a copy to the Manager of Emergency Management and Life Safety.
	

	Review the Department Emergency Plan as often as necessary – no less than once per calendar year and make amendments as necessary.
	

	Include a review of the Department Emergency Plan and information relating to workplace hazards as part of new employee orientation practices. 
	

	All charts in part 1 of this plan have been completed and the Table of Contents has been updated (page numbers)
	



1.4	Department Specific Information and Emergency Contacts
	Department Specific Information

	Department:
	

	Building:
	[Modify as necessary if more than one facility]

	Floors (if applicable)
	[Enter floors occupied by department if necessary]

	Rooms (if applicable)
	[Enter room numbers if appropriate – partial occupancy]

	Department Emergency Coordinator:
	[Enter name, Brock phone extension and email]

	Alternate:
	[Enter name, Brock phone extension and email]


		
	Department Emergency Contacts (After-hours)

	Primary Contact
	[Name and Position]
	[Phone number]

	Secondary Contact
	[Name and Position]
	[Phone number]

	Alternate
	[Name and Position]
	[Phone number]

	Additional
	[As required]
	

	Campus Safety Services (Security)
	Dispatch
	905-688-5550 extension 3200



1.5	First Aid Roster
Departments are required to ensure that an appropriate number of staff are trained and that first aid supplies are adequate. Health, Safety and Wellness can support access to first aid training, however costs remain the responsibility of the department. The charts below identify those members of a department who have received the appropriate training and the location of the closest First Aid Stations and defibrillators. 

	Department First Aid Information

	Name
	Certification Level
	Expiry Date

	
	[Standard/AED]
	

	
	
	

	
	
	

	
	
	


[bookmark: _Hlk69736614]*Chart may be expanded as necessary

	First Aid Station(s)
	Nearest Defibrillator(s)

	[Location]
	[Location]

	
	




1.6     Emergency (Fire) Wardens
The term “Emergency Warden” applies to building occupants / employees who have been assigned to monitor and facilitate egress during emergency situations.  Emergency Wardens are sometimes referred to as Fire Wardens, as they routinely support evacuations associated with fire alarms or related emergencies. 
The number of wardens required is entirely dependent on the size of the area that a department or unit occupies.  The department or unit administrator, in consultation with staff from Health, Safety and Wellness as necessary, is responsible to determine the appropriate number of Wardens for each area to facilitate an effective evacuation.  Alternates should be selected and trained for those occasions when the primary wardens are absent from their work area.

The chart that follows will list all Department Emergency Wardens.
	Department Emergency Wardens

	Name
	Assigned Area
	Alternate

	
	
	

	
	
	

	
	
	

	
	
	


*Chart may be expanded as necessary

1.7	General Department Evacuation Plan
In the chart below, please describe the manner in which staff are expected to exit your facility building, at minimum please speak to the following:
· encourage people to remain calm,
· describe the planned primary and secondary evacuation routes,
· if not in normal work location, or if staff are mobile through the course of their duties, they are to exit via the closest emergency exit and proceed to an assembly area,
· do NOT use elevators (Fire alarm, earthquake, etc.)
· report at the primary assembly area,
· advise Campus Safety Services or the appropriate Emergency Responders (Fire Dept) of any persons who are unaccounted for, who refused to evacuate, or the location of any persons who require assistance to evacuate.
· if clearance is to be delayed but expected and there is a need to relocate indoors where it remains safe to do so, orderly move to predetermined secondary assembly area.

	Department Evacuation Plan

	In the event of an alarm or other reason or emergency evacuation, department staff shall evacuate as follows: 






	[bookmark: _Hlk69739785]Assembly Areas

	Primary Assembly Area
	Secondary Assembly Area

	[Specific Location]
	[Specific Location]
This is only suitable if primary is unavailable, or if it becomes necessary to move to an alternate location.



1.8	Persons Requiring Assistance or At-Risk Individuals
Departments must ensure that Persons Requiring Assistance (PRA) are informed of emergency procedures and have individualized evacuation plans. PRA includes individuals with reduced mobility, speech, hearing, or visual impairments, or cognitive limitations (temporary or permanent).
In this section, the Department Emergency Coordinator (or appropriate supervisor as the case may be) is required to indicate whether a specific PRA evacuation plan is required for anyone within the department. Please complete the following chart:

	Person Requiring Assistance (PRA) - Evacuation Plan Assessment

	Are any specific PRA/At-Risk Individual evacuation plans required for the department?
	[Yes / No]

	If yes, has the plan (or plans) been completed in consultation with Health Management, Office of People and Culture. 

	[Yes / No / NA]







Part 2:	General Emergency Response Actions
2.1   Shelter in Place
In some emergency situations, an evacuation may not be the appropriate response. Members of the Brock community may be directed to “shelter in place” in a building and take steps to protect themselves. Direction to shelter in place may be related to:

· significant air quality hazard (smoke plume, etc.) 
· environmental hazards (spills)
· severe weather events (wind, tornado, snow, lightning storms, etc.), or
· other hazards that may present a health risk unless shelter was obtained.

Should a situation require that people shelter in place on campus, information about the incident and directions (including updates as necessary) will be broadcast by Campus Safety Services using the Mass Notification System. 

If a shelter-in-place direction is issued, unless directed otherwise, the following general steps should be taken:
· take immediate shelter in the closest building,
· close exterior doors and windows,
· stay away from doors or windows, 
· remain in place until advised otherwise, and
· follow direction provided.

Unless directed otherwise, should direction to shelter-in-place be related to an outdoor air quality risk (smoke, chemical) the following actions apply:
· seek shelter indoors, 
· follow instructions from local authorities, close and lock all windows and exterior doors,
· turn off all fans, heating and air conditioning systems to avoid drawing in outside air (Facilities Management to control HVAC),
· go to an interior room without windows, preferably above ground level. In the case of a chemical threat, an above-ground location is preferable because some chemicals are heavier than air and may seep into basements even if the windows are closed, 
· if no interior room is available, stay away from windows and outside doors, and
· if possible, attempt to seal cracks around doors, windows and vents with duct tape or wet cloths.
2.2     Hold and Secure
A Hold and Secure is a safety procedure used when there is an emergency in the surrounding community, but not on campus. This precautionary measure may be implemented if the police or other emergency services determine that a potential threat exists near the campus or if an external event may pose a risk to people if they leave the facility.

During a Hold and Secure:
· External doors may be locked. On the main campus however, it may not be possible to lock external doors, and several persons may be intent on seeking shelter inside 
· Remain inside the facilities
· Movement inside is generally unrestricted, allowing routine operations to continue – however where possible, blinds should be closed, and occupants should stay away from exterior windows and doors
· Staff are to ensure that anyone outside the building are directed indoors

This procedure is intended to protect individuals from external dangers while maintaining a calm and orderly environment inside. It differs from a Lockdown, which is used when there is an immediate threat within the building or on campus and requires all occupants to secure themselves in rooms and minimize movement and noise.

2.3     Lockdown
[bookmark: _Hlk144459572]In the event of a physical threat to safety, the occupants of one or more buildings on campus may be directed to lockdown. Should a lockdown become necessary, communication and direction will be issued to the Brock community over the mass notification system. When a lockdown is directed, members of the department should:
· if in an open common area or hallway, seek shelter in the nearest classroom or office,
· close and lock the door,
· if it is not possible to lock the door, attempt to barricade it or prevent it from opening,
· turn off lights and if possible close windows and blinds (make the room appear unoccupied),
· silence cellular phones, 
· stay out of sight and take cover, 
· do not answer the door, 
· call 911 to report an active threat or injuries (if possible, make a secondary call to Campus Safety Services at 905-688-5550 x3200), and
· rely only on trusted sources of information (communication issued by Brock University or the police). 

If a fire alarm sounds during a lockdown, assess the situation and respond appropriately:
· if there are signs of fire or smoke, evacuate via the nearest exit and continue off campus
· if there are no signs of smoke or fire, remain in lockdown unless advised otherwise

[image: A red sign with a person under a table
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The active assailant response is the best course of action should an armed person attend campus and commence an assault upon community members. Although this response is most associated with active shooter scenarios, it is important to note that an assailant may also present a risk of serious bodily harm or death when armed with weapons other than firearms (edged or improvised weapons, etc.). 
Should there be an active assailant on campus, communication and direction will be issued to the Brock community over the mass notification system. Initial messaging will be brief and include information about the type of threat and location (if known).

The active assailant response consists of three possible options – GET OUT (Run/Evacuate), HIDE (Lock down) and if you have to, FIGHT (Defend). Given the speed at which these situations develop, an individual will have to determine what their best response option may be based upon their own situational assessment. That assessment will be informed by: 
· personal observations (audible/visible cues),
· location of the threat in relation to their location (if known),
· proximity to safe exits, 
· ability to lock down, and
· information gained through reliable sources (Brock mass notification system or police) as the situation progresses.

Please refer to the Emergency Response Guidebook for additional information.

Part 3	Additional Information
3.1	Additional Departmental Considerations or Requirements  
This section is intended to capture any significant information that has not otherwise been recorded in this document. Examples of information that could be reported in this section may include references to specific departmental procedures, should they be in place. 
	Additional Departmental Considerations or Requirements  

	[Enter information here – if no information is to be added, please mark N/A.]

	

	

	


*Chart may be expanded as necessary

3.2	Completion by Department
Completed by:  	[Enter name/position/date]
Signature:	

Approved by:		[Name of Department Head/date]
Signature:	
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