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Evacuation Policies and Procedures
For Yamhill County Personnel and Facilities
October 2014

This plan addresses only evacuation policies for Yamhill County facilities in the event of a fire, natural disaster or other similar situation.  

If it is necessary to evacuate any of the county buildings, the Sheriff, County Administrator, or their designees will notify the department heads of the effected evacuation areas.  It will be the duty of each department head to evacuate his or her division as detailed in this document.

I.	Evacuation Policy:
· Each building area shall select an Area Monitor or multiple Area Monitors, as needed (no less than one per floor or department or segregated working area).
· Location of Area Monitor shall be clearly identified by a sign or appropriate symbol at his/her work site.
· Area Monitors will keep an up-to-date list of workers normally located within their designated area of responsibility, and will be responsible for taking that list with him or her in the event of an evacuation, to the identified assembly area.  
· In order to ensure that all workers have evacuated the area, Area Monitor(s) shall conduct a sweep of their area before exiting.
· Each department shall have a designated assembly area where all employees are to report upon evacuation.
· Once at the assembly area, the Area Monitor(s) will conduct a roll call.  The results shall be relayed to the appropriate Department Head and to the responding Emergency Services agencies, as needed or appropriate.
· The roll call results and notification that each area has been evacuated will be reported to the Incident Commander and County Administrator at 434 NE Evans.
· Evacuation drills shall be conducted at least once per calendar year in each county owned, leased or rented facility in which employees work.
· New employees shall receive information during orientation regarding this evacuation policy.
· Upon reporting to an assigned work area, a new employee will be contacted by the Area Monitor who will conduct a briefing on evacuation routes and procedures and will introduce the new employee to their designated assembly area.

II.	Safe Exiting Policy:  General Rules to follow once the call to evacuate is issued.
· Stay calm. 
· Move rapidly, but DO NOT RUN!!
· Collect personal valuables on the way out – no returning.
· Take visitors with you as you exit the facility.
· Close all doors unless there is a bomb threat.
· Evacuate using posted emergency routes unless instructed otherwise by your Area Monitor.


III.	Assembly Areas:
· General policy:
· Roll call will be conducted by the Area Monitor(s) until all workers are accounted for.
· No one leaves the assembly area without permission.

· Locations
· Courthouse, 535 NE 5th Street, McMinnville
· District Attorney’s Office:  Southeast corner of 6th and Evans Streets.

· Courts:  Parking lot in front of Jail on 5th Street.

· Juvenile Department:  At the corner of Evans and Sixth streets just beyond the Veteran of War statue.

· Juvenile Corrections Division:  The court access hall; the sally- port area; or a safe location at a work site.

· Assessor’s Office:  The Assessor’s parking spot in the east parking lot.

· Telecom:  Across 5th Street on the sidewalk in front of the Brick house.

· Sheriff’s Office:  Community Corrections parking lot.

· Jail:  Parking lot on the east side of the building.

· Health and Human Services 
· Evans Street Complex, 627 NE Evans Street, McMinnville
Chemical Dependency, Developmental Disabilities, Adult Mental Health, Veterans Services:  North end of the parking lot on Davis Street.

· Reflections, 600 NE Galloway Street, McMinnville
Front parking lot of house

· Abacus House, 625 NE Galloway Street, McMinnville
South Abacus parking lot

· Enhanced Care Facility, 1535 SW Shirley Ann Drive, McMinnville, and Residential Treatment Facility, 1525 SW Shirley Ann Drive, McMinnville
In front of the building in the grass area.  Stay close to the sidewalk area and do not cross the driveway.

· Moore Building, 420 NE 5th Street, McMinnville
Family and Youth:  On the 5th Street sidewalk in front of the Oregon Mutual Insurance parking lot.

· Bridges Residential Programs, 107 N. Irvine, McMinnville
Across the street on the side walk

· Homeport Residential Programs, 545 SW Cypress Avenue, McMinnville
Across the street on the side walk

· Sunnyside Residential Programs, 2201 NE Lafayette Avenue, McMinnville
Across the street on the side walk

· Public Health, 412 NE Ford Street, McMinnville
In the parking lot to the north of the building (corner of Ford and 5th Streets)

· HHS Administration, 638 NE Davis Street, McMinnville
By the bike racks in the HHS parking lot on Davis Street

· 420 House, 420 NE 7th Street, McMinnville
On the sidewalk at the end of the east driveway


· White House, 434 NE Evans Street, McMinnville
· Board of Commissioners, County Administration, County Counsel, Human Resources:  Sidewalk area in front of the building on Evans Street.

· Brick House, 536 NE 5th Street, McMinnville
· Accounting, Administration, Transit, Treasurer, Law Library:  At the end of the front path at the sidewalk on 5th Street.

· Planning Department, 525 NE 4th Street, McMinnville
At the west end of the driveway behind the building toward the center of the parking lot

· Stern Building, 414 NE Evans Street, McMinnville
Clerk’s Office:  Sidewalk on the southeast corner of 4th and Evans Streets

· Information Systems, 626 and 636 NE 7th Street, McMinnville
Northwest corner of the Abacus parking lot

· Corrections Annex, 606 NE Ford Street, McMinnville
Parking lot on north side of the building

· Day Treatment Center, 707 NE Ford Street, McMinnville
Northeast corner of Ford and 7th Streets

· Fairgrounds Offices, 2070 NE Lafayette Avenue, McMinnville
Across parking lot – in front of Master Gardeners area

· Public Works, 2060 NE Lafayette Avenue, McMinnville
Parking lot on the north side of the building


IV.	Returning to Work Area:
· Wait until you receive the All Clear from County Administration, the Sheriff’s Office or responding Emergency Services agency.
· All clear signal is 2 long blasts on a horn or whistle followed by the words ‘ALL CLEAR’.

V.	Roles and Responsibilities of Area Monitor:
· Before evacuation:
· Keep a current list of all workers in your monitoring area by updating monthly or more often as needed.
· Arrange to be introduced to new employees as they are added to your work area.
· During evacuation:
· Put on identifying hat and/or vest
· Take current employee list with you.
· Be the last one out during an evacuation.
· Conduct Roll Call at your assembly area 
· List all who are absent or not accounted for.
· Report roll call results to your Department Head, and responding Emergency Services Agencies as needed or appropriate.
· Keep group together until the All Clear is issued.
· Keep yourself informed of the current situation.

VI.	Roles and Responsibilities of County Administration:
· Post at the 434 NE Evans building or designated evacuation area if that building is evacuated.
· For most incidents, the Incident Commander will be determined by the lead agency or County Administration.
· Make policy decisions relative to the incident at hand.
· Coordinate and communicate with all department heads and managers.
· Push information downstream.
· Communicate with responding emergency services agencies.
· Coordinate with Emergency Management.

VII.	Roles and Responsibilities of Emergency Management:
· Coordinate with County Administration.
· Collaborate with Facilities on all fire and evacuation drills and exercises
· Train Area Monitors 
· Inform the appropriate partners of current situation.
· Inform OEM/OERS if appropriate.

VIII. Roles and Responsibilities of Facilities Manager:
· Collaborate with Emergency Management on all fire and evacuation drills and exercises.
· Work with the Sheriff’s Office to permit employee return to the workplace.
· Take the lead on building safety inspections during and following an incident or exercise.
· Be part of a team to identify and acquire alternate facilities as needed.

IX.	Roles and Responsibilities of the Sheriff’s Office
· Maintain situational awareness
· Request assistance and collaborate with other emergency service agencies as needed.
· Collaborate with County Administration
· Collaborate with County Emergency Management
· Complete building searches/checks as the situation dictates and upon completion advise the department heads and employees when they can occupy the building.
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