SEC STRATEGY & TIMELINE

	 NAMES and NUMBERS to Keep Handy, Current as of 06-2009  

	NAME
	AGENCY
	PHONE

	Deputy Fire Marshal Laird Case
	Salem Fire Department
	503-5892135


	Lt. Dave Mazour
	OSP - Capitol Mall Patrol
	503-986-1122

	Randy Morris - fire drills

Meril Craig - bldg info
	DAS – Facilities
	503-378-3664

	Chief Joe Parrott
	City of Salem Fire Marshal
	503-589-2130

	Randy Morris
Mall-Wide Evac Coord
	DAS – Risk Management
	503-373-2343

	Luella Ackerson
Mall-Wide Evac Asst
	DAS – Risk Management
	503-373-7003


	Duty description suggested for inclusion in the SEC’s job description.

	Lead the building’s emergency evacuation team in preparing, implementing, and monitoring a comprehensive emergency evacuation plan. Coordinate the building's emergency planning with both the Oregon State Police and the Salem Fire Department.

	An inexperienced SEC will likely need two years to plan and fully train the evacuation team for all the potential emergency events. Estimate with your supervisor the number of hours per month you'll need to accomplish the tasks listed below.


	TASK
	Date Scheduled
	Date Completed

	1. Develop your strategy with timelines. 
	
	

	2. Meet with your supervisor to share and get input.
	
	

	3. Meet with your building’s top manager or executive team to inform and to obtain their consent and support.
	
	

	4. Put your team together - contact managers to fill EC vacancies 2-3 weeks ahead of desired date. (For DAS West, they were the division administrators.)

· Follow-up if no word back from manager(s).

· If you desire, ask department head to send “thank you” memo to team members or to drop in at one of your first team meetings to express appreciation.
	
	

	TASK
	Date Scheduled
	Date Completed

	5. Schedule 1st Evac Team Meeting with your ECs – cover Sound The Alarm  topics:

· Inroduction
· Emergency Coordinators

· Emergency Roles
	
	

	6. Have the floor ECs update their posted Evac Plan Routes.
	
	

	If not yet done, put together your Evac Plan. Get your ECs involved. Send it to Deputy Fire Marshal Laird Case for approval. From start to finish, expect it to take 4-6 months. 
	X
	X

	· Use pages 43-48 to submit your plan to Laird Case, Salem Fire Dept. Get help from your Facility person.
	
	

	· Invite the State Fire Marshal to inspect your building and the posted Evac Plan Routes.
	
	

	· Mail the Plan to Paris and follow-up to make sure he approved it.
	
	

	· Mail the Plan to Capitol Mall Police.
	
	

	· Inform DAS-Risk Management that you’ve been approved.
	
	

	7. Schedule 2nd Evac Team Meeting with your ECs – cover:

· Basic Planning Information for SECs and ECs

· Fire Emergencies: The basic plan
	
	

	8. Get approval from top management to schedule your first fire drill.

· Set the date to occur after tasks 9-11 will be done.

· Coordinate date with DAS Facilities if you occupy a DAS-owned building.  

· Once date set, inform Capitol Mall Police.  

· If first time, invite State Fire Marshal if you wish.

· Though no need to inform occupants of date/time, you may want to give ECs a range of dates.  
	
	

	9. Schedule 3rd Evac Team Meeting with your ECs – cover:

· Assisting People with Disabilities – p 27

· Determine process that will be used to allow the disabled to self-disclose if help is needed to evacuate.
	
	

	10. About a month before your drill, give all employees an opportunity to self-disclose that they need help in an evacuation.
	
	


	TASK
	Date Scheduled
	Date Completed

	11. Schedule 4th Evac Team Meeting with your ECs – cover:

· Local Fire Department – P 31

· Discuss feedback ECs received from their disabled; brainstorm to determine how to meet those needs, if necessary.

· Review duties of everyone for the upcoming drill.
	
	

	12. Have the fire drill.  Ask Facilities person(s) and/or State Fire Marshal to time evacuation.

· Meet with Evac Team that day or next to discuss what went right, what went wrong, and corrections to make.
	
	

	13. EC turnover necessitates basic training sessions once or twice a year.

· Update EC rosters, as needed.
	
	

	14. Changes in occupancy or physical arrangements of building necessitate updates.

· Have ECs update their floor rosters, as needed.

· Have ECs update posted evacuation routes, as needed.
	
	

	15. Permanent or semi-permanent wall changes, require updated floor plan(s) of your Evac Plan be sent to 

· Firefighter Brad Paris, Salem Fire Dept.
· Capitol Mall Police.
	
	

	16. Schedule 5th - 9th Evac Team Meetings with your ECs – cover:

· Earthquakes 

· Armed and Dangerous Intruders

· Chemical Spills: Outside and Inside Building

· Explosions

· Extreme Events
	X
	X

	17. Plan drills for other emergency events.

· The earthquake “drop, cover and hold” drill can be done without an evacuation.
· Dangerous intruder and bomb threat drills can be done with ECs alone and without a building-wide evacuation.
	
	


