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PURPOSE
To assist employees in preparing for a natural disaster or other large-scale
emergency event in an effort to keep them safe.
II.

POLICY
Social Services Agency (SSA) is committed to emergency preparedness to
ensure the safety of SSA staff and the Orange County residents it serves.

III.

BACKGROUND
A significant degree of emergency preparedness on the part of the affected
population usually contributes to: fewer casualties at the time of the event, a
better response to the event, and a faster and easier recovery phase following
the event. Although the specific nature of any emergency event cannot be
predicted, pre-incident planning and mitigation can be effective in improving
personal safety and reducing loss of life and property.
Some of the potential events that may occur in Orange County are: flooding,
fires, earthquakes, tsunamis, radioactive contamination, and terrorist activities.
Any of these events may cause destruction, devastation, and loss of life, as well
as a disruption of business functions and daily life activities. Emergency events
have the potential to cause severe damage and destruction over a wide area, or
they may be localized to a smaller area or region.
Current best practices encourage everyone to have supplies on hand to be selfsufficient for 7 to 10 days after a large scale event (catastrophic earthquake,
etc.). In that case, it is expected that it could take much longer than 72 hours for
help to arrive and resources are expected to be scarce.
For other term definitions please see Attachment A.
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IV.

PROCEDURE
The following procedures shall be utilized in an effort to educate staff of potential
dangers and to assist them in becoming self-sufficient for at least the first 72
hours after any type of disaster or emergency event.
1. Executive Management Team’s Responsibilities
The Executive Team is responsible for the daily oversight of emergency
management activities. Its role is to coordinate and verify that required
mitigation and preparedness activities are assigned and maintained, and to
communicate information during an emergency and in recovery phases. The
Executive Team shall be responsible to:
a. Maintain and update a list of current executive chain-of-command in order
of succession (Attachment B). The order of succession will be as follows:







Director
Chief Deputy Director
Director of Administrative Services
Director of Adult Services & Assistance programs
Director of Children & Family Services
Director of Family Self-Sufficiency

b. Ensure that 24-hour staffing plans have been developed and are ready to
be activated for critical services such as Orangewood Children and Family
Center, Adult Protective Services, the Child Abuse/Elder and Disabled
Adult Abuse Registry, and Children and Family Services Emergency
Response Services that require 24-hour coverage.
c. Verify that continued tracking of emergency/disaster related expenses is
taking place so that reimbursement and insurance claim activities are
secured.
d. Ensure that the Leadership Development Team, Facilities Services,
Information Technology Services, Financial Services, Accounting,
Professional Standards and Development, and clerical staff are prepared
to assist in SSA emergency response and recovery activities.
e. Ascertain that division directors and managers have contact lists for their
staff that include name, and all applicable home and work telephones,
pager, Blackberry, cell phone numbers or other mobile devices.
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Communicate necessary and relevant information to SSA divisions during
the emergency response and recovery phases.
2. Manager’s and Supervisor’s Responsibilities
a. Ensure that their program and/or facility has an assigned Departmental
Safety Representative (DSR) and work with DSR to:
(1) Verify that each facility has adequate supplies of food, water, and
other disaster supplies for at least 72 hours. The location of the
emergency supplies should be prominently indicated on the facility’s
posted Emergency Evacuation Plan Diagram.
Refer to P&P E23 Emergency Supplies Replacement/Inventory for
details.
(2) Identify and analyze the potential non-structural hazards within their
respective facilities, and take the necessary action to mitigate the
hazards. Use the “Building Manager’s Facility Emergency
Preparedness Checklist” (Attachment C).
(3) Ensure yearly building safety checks are conducted and submitted to
County Safety Officer as required.
b. Work with appropriate building Facilities Services staff on corrective
measures when building deficiencies are discovered. (Example - the roof
of an SSA facility has been damaged by rainfall and could become a
problem if rainfall continues).
c. Verify that staff has participated in required emergency trainings and drills.
d. Request staff members’ input on hazardous or unsafe building conditions
or practices on a regular basis. Observe and evaluate promptly the
identified conditions and practices, and take appropriate corrective
actions.
e. Encourage staff to familiarize themselves with disaster preparedness
information for the workplace and their homes, such as: making home
disaster plans and maintaining 7-10 days of disaster supplies for
themselves and their families; visiting www.readyoc.gov for more
information and guidance; and registering their home and cellular
telephones with Alert OC at www.alertoc.com.
f. Undertake the following tasks on daily/regular basis or as needed:
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(1) Remind staff to be aware of their surroundings, looking at each
cubicle/room/space in their area and identify potentially dangerous
objects that could fall or be hurled through the air during an earthquake
or other disaster. Upon identification of dangerous objects, take
immediate action to mount or move objects for safety.
(2) Ascertain that all employees know where their first aid kits, fire
extinguishers, emergency lighting, and three-day survival supplies are
located.
(3) Ensure that contact lists that contain employees’ work and home
addresses and telephone numbers are updated regularly.
(4) Review and update recall/notification lists to assure planning for the
minimum number of personnel required to support SSA operational
requirements in the event of an emergency. Managers should
maintain a copy of this list accessible at home and at work. This list
should contain employees’ work and home addresses and
telephone/cell phone numbers. Blackboard Connect 5 is a resource
available for assisting with this task.
3. Employees’ Responsibilities
a. Employees shall undertake the following tasks at least on a semi-annual
basis and/or report any other potential hazardous conditions to their
supervisor immediately:
(1) Review emergency plans, administrative policies and procedures,
division priorities, and unit protocols to be prepared to respond
intelligently and effectively to an emergency situation.
(2) Provide any suggestions/input to their supervisor or manager for
possible inclusion in the Division’s Business Continuity Plan.
(3) Take a regular, personal inventory of their work area and assess
relative risks to colleagues, the public, and themselves and share their
findings with their immediate supervisor as soon as possible. Some
examples to look for are:
(a) Blocked exits.
(b) Fixtures and work components which could become potentially
dangerous during an earthquake or other disaster.
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(c) Absence of first aid kits, fire extinguishers, emergency lighting
(when appropriate), equipment safety, and accident prevention
signs in the work area.
(d) Filing and storage cabinets and wall lockers not properly anchored.
If unsecured, these objects could be dangerous in an earthquake or
other disaster.
(e) Stairways cluttered or blocked with materials.
(f) Halls not clear of equipment and supplies.
b. Familiarize themselves with disaster preparedness information for the
workplace and their homes.
V.

ATTACHMENTS
A.
B.
C.

Definitions
Social Services Agency Multi-Hazard Emergency Staffing Procedure and
Social Services Agency Executive Chain-of-Command
Building Manager’s Facility Emergency Preparedness Checklist
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