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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new
knowledge is gained, and circumstantial and situational factors change within an
organization. An EOP is essential in structuring procedures that ensure the safety of
those subjected to emergency and/or disastrous situations. The purpose of developing
this plan is to provide an on-site document that can be used by administrators and staft as
an “all-hazards approach” in addressing emergency response. The plan also facilitates
collaboration with partners and stakeholders (police, fire, emergency medical, emergency
management) by unifying efforts to mitigate hazardous conditions. Although there are
general responses to specific emergency situations, an Emergency Operations Plan must
be specific to a particular facility.

The Housing Authority of the City of Erie (HACE) has a long history in serving our
community. It provides affordable and well maintained housing to those of limited
income and resources. HACE operational sites are positioned strategically throughout
the City, and include two “high-rise” facilities, four multi-plex housing developments,
two smaller multiple story complexes, and many single family units. Each location is
separately managed by on-site staff that report directly to the Authority’s administrative
team.

Curry/Schell Apartments, 3909 Schaper Avenue, Erie, Pa. is a 3 story structure
containing 63 apartments, housing approximately 70 residents; all tenants are elderly.
There is access to the building from the front and rear, and the structure has front and rear
parking areas which are connected on the north side of the complex. The structure is of
modern construction, well maintained, and is serviced by emergency generated power.

Curry/Schell is managed and maintained by the Housing Manager, and staff, of the Erie
Heights housing development. The administrative offices are located at 4020 Garden
Avenue, Erie, Pa 16508, phone 814-864-4511. There is a full-time maintenance
supervisor on location at Garden Heights who is also responsible for the care of
Curry/Schell.

The facility manager is “on call” for the tenants for something other than a maintenance
issue; also available to the residents is the 24/7 emergency maintenance number. The
tenants are instructed to call 911 in an emergency. All HACE properties are patrolled by
on-duty City of Erie Police Officers (referred to as the “Quebec” unit) between the Hours
of 12 pm and 4 am. These Officers serve in a special detail specifically dedicated to
answer Housing Authority calls. There are Fire and Evacuation plans for the premises
which have been incorporated into this EOP. The Fire Department has access to the
building with key kept in a “Knox Box” located on the North side of the structure.

As with all emergency operations planning, the written document is not designed to stand
alone without cyclical updating and vigilant training. This specific plan is formatted in a
manner that will allow it to function as a guide to emergency and disaster response and at
the same time operate as a training aid to both residents and staff. As noted, EOP’s need



to be reviewed; it is suggested that this be done annually to ensure that timely
information is incorporated into the document.

I1. Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response.
The EOP will be executed by following the general operational activities listed below:

* Identifying and assessing the hazard
* Select protective action

* Notifications (administrators, staff, families, public, interested parties- police, fire,
ems, ema etc.)

* Address short and long-term needs of staff and residents

* Ensure continuity of operations

CONOPS

Continuity
of Ops
Address
Needs

Notify

Protective
Action
Identify &
Assess



III. EMERGENCY RESPONSE ACTION PLAN




IV. Emergency Procedures Guidelines: General Responsibilities (includes
CONOPS activities):

Abbreviation Key:

S =Staff
SM = Site Manager or designee

ED = Executive Director or designee
* S Assess the situation
* S Address life safety (first aid, safety of victim, etc.)
* S Call 911 if necessary, and (On Call) Supervisor
* SM Notify Executive Director

* S evacuate only when advised to do so (see “Evacuation Plan” below)

* S Secure/seal off high risk area

* ED Activate Emergency Operations Center (Key Personnel)

* S Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

* S If indicated, preserve evidence (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED Incharge of incident command

V. Evacuation Plan (Schmid Towers, Friendship Apartments, Ostrow Apartments,
Curry/Schell Apartments)

S =Staff
SM = Site Manager
ED = Executive Director (John Horan or designee)
* S Call 911; notify the SM
* SM Notify ED
Follow established evacuation plan as detailed in this section
Bring resident information and medical information
Assist pre-identified disabled residents

Take resident and staff roll call

[ ]
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Prepare to move clients from one evacuation site to another if necessary



*Curry/Schell Evacuation Destination:

» Erie County Convention Center Authority facilities (Erie Insurance Arena,
Warner Theatre, or Bayfront Convention Center)

= Ostrow Apartments (second option)

A. Assumptions:

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be total

SN kA W=

Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak

Fire/explosion/collapse affecting the entire building

AN

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety
reasons before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:
1. Mayor of the City of Erie
2. Fire Chief of the City of Erie
3. Police Chief of the City of Erie
4

Housing Authority Executive Director

Note: No one else has the authority to order an evacuation



D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive Director ‘

Deputy Director for
Development

Resident Initiatives ‘

Maintenance ildi
‘ Building Manager ‘ ‘ Coordinator

Superintendent

HACE | Building HACE Staff
Maintenance Maintenancee Resources
Staff Staff

1. Executive Director:

Executive Director

Responsible for all communications with elected officials, public safety
agencies, board members, resource agencies, and news media

Makes decision on evacuation unless previously made by the Mayor, or
Police or Fire Chiefs

Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

Directly communicates with the executive director regarding the physical
condition of the building relative to where the emergency exists.

Supervises and directs HACE maintenance workforce, along with
contractors (e.g. elevator, electrical, plumbing, heating) needed to address
any problems with the building.

Assign maintenance employee to each entrance to the building to limit
access to authorized personnel only

Responsible for securing all apartments after the emergency has been
stabilized



3. Building Manager:

Directly communicates with the executive director regarding the physical
condition of the residents

Responsible for having a complete record (from Tenant Directory) on
tenants who can provide for their own evacuation (or with assistance of
family) and those that will require assistance due to mental/physical
disability or language problem

o Tenant directory shall be maintained by apartment number, tenant
name, and disability status (if any)

o Three permanent records containing key information on each
tenant shall be maintained: @the building office; @the central
office; @the manager’s home

o Information must be updated annually at recertification time
Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

Responsible for keeping track of tenants who left and who remain and
who need to be transported

Responsible for providing evacuee necessities, to include medication

Responsible for assembling evacuating tenants in the community room or
other location if the community room is not available

Responsible for communicating with tenant family members

Responsible for coordinating the Home Plus assignments

4. Deputy Director for Development:

Takes responsibility of Team Leader in his/her absence
Assist Team Leader throughout the emergency

Responsible for coordinating and directing HACE staff resources who
assist the building manager in the evacuation process (includes other
managers, clerical staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person

Person responsible for the day-to-day maintenance of the facility

Responsible for implementing the directions of the Manager or
Maintenance Superintendent concerning the physical condition of the
building

6. Resident Initiatives Coordinator

Responsible for a second copy of the Tenant Directory



* Assist building manager in handling the orderly evacuation of the building

* Responsible for arranging transportation of those tenants who need
assistance

* Coordinate with temporary shelter and transportation providers

* Maintains records on the status of each tenant in absence of the Building
Manager

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenarits Notify Tenant Families
assistance @ building (confirm evacuation and

Via tv or voice

and temporary shelter :
annunciator system

location(s)

the need for tenant
transportation)

1. Executive Director opens emergency operations center (@ 606 Holland or
alternate location (designated by the Executive Director)

¢ C(Collect information
* Convey general instructions

®* Communicate evacuation order

2. Building Manager contacts Red Cross at the evacuation site and shelter
location(s)

3. Building Manager or designee provides tenants information regarding the
evacuation via:

¢ TV monitor system
¢ Voice annunciator system

® If time permits, provide tenants with written information (see Exhibit) on
the nature of the emergency, expected duration of the evacuation, and
source of the order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation



4. Manager or designee Calls family contacts
* Confirm evacuation and the need to pick up relative from the building
* Provide general instructions on pick-up points

5. Resident Initiatives Coordinator begins transportation to temporary
shelters(s) utilizing EMTA bus(es)

6. Maintenance Supervisor and maintenance staff check all apartments and
secure the building following evacuation,

F. Temporary Shelters
1. Sites:

* Schmid Towers
o Erie County Convention Center Authority facilities (first option)
o Friendship Apartments

* Friendship Apartments
o Erie County Convention Center Authority facilities
o Schmid Towers

* Ostrow Apartments
o Erie County Convention Center Authority facilities
o Curry/Schell Apartments

*  Curry/Schell Apartments
o Erie County Convention Center Authority facilities
O Ostrow Apartments

. G. Needs
1. Sanitary facilities
* Erie County Convention Center Authority facilities
* Housing Authority

2. Food and water

* Red Cross
3. Sleeping areas, cots/blankets
* Red Cross

4. Chairs/tables

* Erie County Convention Center Authority facilities

10



* Housing Authority

Note: It is estimated that a maximum of eighty (80) residents will need temporary
shelter. Initially they would be transported to the Erie County Convention Center
Authority facilities or another HACE building not affected by the emergency.
Arrangements will be made with the Red Cross for emergency food, blankets and cots.
Depending on the expected duration of the emergency, arrangements will be made with
motels/hotels for more comfortable accommodations. The tenant will be responsible for
his/her own meals. The motels/hotels to be called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢ Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants
who have relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in
temporary shelters

V1. Shelter in Place Procedures

S =Staff

SM = Site Manager

ED = Executive Director

* S Call 911; notify Site Manager (SM)
* SM Notify Executive Director (ED)

* S Identify and direct residents, staff and visitors to safe areas or rooms

e S Account for all residents, staff, visitors after arriving to safe areas

* S Immediately close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain in safe areas

* S Shut off “air ventilation system”

e ED Determine what resources are needed

Note: In all cases where the tenants are instructed to shelter in place
(i.e., an emergency requiring that they stay in their apartments) it is the

11



responsibility of the building manager or designated staff member to
notify residents when the emergency has passed and it is safe to leave
their apartments. If the annunciator is not operable, then the notice
shall be given door-to-door.

VII.

Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the
hazards listed in the Hazard-Specific Annex and are not meant to change or
supplant any intervention or reporting procedures required by Local, State, or
Federal regulation. In situations that fall within specific guidelines, the “hazard-
specific responses” are meant to be used in conjunction with procedures set forth by
the regulatory standards.

S

— Staff

SM - Site Manager
ED — Executive Director

General Emergency/Disaster

Elevator Malfunction or Entrapment: See Exhibit 3 — “Emergency
Elevator Service Call Procedures”

SM

»»
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Call 911 if the elevator car is occupied; call SM

Call ED; Call Otis Elevator (see emergency contact list)

If possible, communicate with the occupants via emergency
communications device

Calm occupants; inform that help is on the way

Discourage self-rescue attempts

Have maintenance staff and pertinent elevator records available to
assist first responders

: See “FIRE SAFETY” Exhibit (2)

Pull fire alarm (where available); Call 911; call SM

Call ED

If in an apartment, make sure the tenant has left (“go to neighbors apt.”)
Do not Evacuate unless told to do so (See Evacuation Plan/Procedures)
If told to evacuate, have occupants use the stairway to the lobby

Do Not allow residents (or staff) to use the elevators

Meet firefighters at the door of the Holland Street lobby; advise them of
the location of the fire

12



Gas Leak: (known or suspected)

* S
* S
* S
* S
* SM
* S
* S

DO NOT operate any electrical equipment or smoking material
Provide source of fresh air by opening doors and windows

If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

(If strong) call ED

Move all personnel to a safe location

If told to evacuate follow Evacuation Plan/Procedures

Power Outage:

* S
* SM
* S
* S
* S
* ED

Call Site Manager; report the time of the utility failure
Call ED
In severe weather conditions, have all personnel do the following:
* Close off unneeded rooms
= Cover cracks under doors
= Keep all residents hydrated (water preferred), and fed
= Dress in several layers of light clothing
Keep a flash light and first aid kit on hand
Keep phone (cell) phone line open for SM/ED communications
If the outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

°
v wn
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Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove
Call 911; call SM

Call ED

Provide emergency responders with substance ID information (if known)

If told to evacuate, follow Evacuation Plan/Procedures

In cases of an off-premises spill: follow emergency responders’ orders

Administer First Aid if trained to do so

If necessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

* S
* S
* S
* SM

DO NOT shake or empty the contents of any suspicious envelope or
package

Secure the area

Call 911; call SM

Call ED

13



* S If the package/envelope is opened or leaking, do not leave the room or
Allow anyone else to enter; close the door and wait for emergency
responders

* S Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

Explosive Packages (by appearance)

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area

Call 911; call SM

* SM  Call Executive Director

* S Once the firefighters are on scene, follow their instructions

°
v wn

Note: The area or areas of evacuation will vary considerably, depending on the situation.
Police and bomb squad will make this determination.

Train Derailment:

S If toxic spill/release, Shelter in Place

* S Turn off “air ventilation systems”

S Call 911; call SM

* SM CallED

* ED  Open emergency operations center (remote location)

* S Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
* S If told to evacuate, move away from the derailment

Water Supply Interruption

e S Call SM

e SM Call Maintenance Supervisor and ED

* SM Call Waterworks Emergency Number (870-8000): Determine estimated duration

* SM  Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

* SM  Confer with HACE Administration and plumbing contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water
supply alternatives

e ED  Will make determination on continued occupancy of the facilitiy/development

14



Criminal Incidents/Resident Injury or Death

Assaults/Fights:
* S Assess situation
* S Response Options:
= Call9l1
= First staff on scene calls for assistance and remain until assistance
arrives
* S Avoid stepping in between combatants
* S Issue command to stop
* S Use loud distractions (e.g. yell names)
* S Attempt to verbally defuse situation
* S Attend to victims(s)
* S Disperse on-lookers
* S If necessary, seal off area for investigation (preserve evidence)
* S If necessary, call 911; Notify SM
* SM Notify ED

Severe Injury/Unresponsiveness:

* S Do not move seriously injured or unresponsive person

* S Call 911 (indicate if crime is suspected) and administer First Aid

* S Notify Site Manager

* SM Notify Executive Director

* S Preserve evidence

* S Direct emergency responders to the scene

* S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)

* SM Notify family or emergency contact (if not done so already)
(Resident) Death:

* S Call 911 (if due to unknown or emergency circumstances); call SM

* SM CallED

* S Secure area, limit access, disturb as little as possible until emergency

responders arrive
* S Have all client (victim) information available for SM/ED
* SM Contact coroner (unless emergency responders do so)

15



Bomb Threat: (received in person, by phone, fax, or email, or written on building
property, etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S Document the call in its entirety.
Ask:
*  Where is the bomb?
=  When will it go off?
* What kind of bomb is it?
=  Why is this going to happen?
= Keep the conversation going (the more detail, the bette
* S Try to signal for assistance (DO NOT HANG UP)
* S If possible, call 911 from another phone; call the SM
* SM Notify the ED
* S Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S Advise unruly and/or unauthorized person(s) of your official position
in the organization

* S Order them to leave the premises immediately

* S If he/she/they refuse to leave, call 911; advise 911 operator that you are

calling from a residential facility (make aware of any threat, act of
violence, or weapon); call SM

* S Advise responding police officers of your position with the organization
(gives authority to act) and that you had ordered the party(s) from the
building and grounds

* S Once police officers have escorted the party(s) from the premises, secure
all doors to the building

* SM Notify Executive Director

* ED Ifthe police had not filed criminal charges, determine if the Agency
wishes to pursue charges (through police or private criminal complaint)

Note: It is sound policy that, after the incident, a letter be sent to the offending
party(s) from a HACE administrator (preferably the Executive Director) stating that
individual(s) is no longer permitted to enter upon the property of the Housing
Authority. The letter should be sent both first class and certified mail (return receipt
requested). A copy of the letter should be retained at the facility or development
where the incident took place. It is documentary evidence that can be used in future
prosecution.

16



Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

°
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Keep all access points into the building secured (prevention)

Keep suspicious persons and activity under observation; descriptions
Report suspicions to law enforcement authorities (Quebec Unit if available)
Do not open doors to unidentified individuals

Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

If entry attempted, call 911 immediately; call SM

Stay on the line with 911 until police arrive

Have all residents lock apartment doors

Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

Stay calm; your demeanor helps to calm residents and quell violent acts
If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

Contact Site Manager

Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility)

.S
- S
- S
« SM

Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

Notify police (call 911 if it appears that the weapon has been brought into
the building with malicious intent). Use extreme caution.

If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm

Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S
e S
e S
e SM
* S
* ED

Determine source of water flow

Assess rise in water level rate

If necessary, call 911; in any event call SM
Call ED

Call 911 if emergency response is needed
If necessary, open emergency operations center

17



Earthquake:

Tornado:

S

S
SM
S

S
ED
S
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SM

Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects
Call 911; call SM

Call ED

Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)

Make sure evacuation paths are safe

Open emergency operations center (assemble key people)
Outdoors: stay in an open area away from any structures.
Stay close to the ground as possible; be aware of fires, downed power
lines, aftershocks, broken water and gas lines

Monitor emergency alert media stations

Bring all personnel inside the building

Close windows and blinds; stay away from open areas
Retreat to basement, first floor interior hallways or rooms
Call Site Manager

Call Executive Director

Winter Storm:

VIII.
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SM

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify Site Manager

Notify Executive Director

After-Action Report:

After the emergency and subsequent recovery operations have ended, it is suggested that

the HACE administration and staff will convene to debrief and discuss what effect the

crisis Curry/Schell operations as well as the residents. It should also be determined if the
Emergency Operations Plan should be revised or amended in light of lessons learned
during the emergency.

An After-Action Report is to be completed by the site management or administration
designee, addressing the particular critical incident. It is essential that a systematic
means be employed to record the activities of administrators and staff in order to assure:

18



* A means of determining the sequence of causative events and corrective actions

* A means of determining responsibility and/or liability, in the event of law suits
or other court actions arising from the emergency

* A means of furnishing other supporting agencies with substantiating
documentation should the need arise

* A means by which the response and action of the Housing Authority and the
program staff may be evaluated

The following are the primary items to be addressed in an After-Action Report (the on-
scene supervisor should maintain supporting documentation):

* General — Description of the emergency; time and date of occurrence; location,
etc.

* Strengths — Administrators, staff, total personnel committed to the incident, other

* Operations Summary - include all significant events on a time-phase basis

*  Damage and Injury - list injuries (including severity); property damage

*  Supplies and Equipment - supplies and equipment used; availability of supplies
and equipment

* Problems - personnel, information (accuracy), operations, organization, training,
supplies and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall
be submitted to the HACE administration.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic
guideline in addressing critical incident management. It is the intent of this plan to do
just that. Every category listed, whether procedural or denoted in the hazard-specific
annex, provides Agency staff and first responders a format in addressing the matter at
hand. At the same time, the plan allows trained staff, supervisors and leadership the
ability to supplement their response efforts with additional action steps. These steps
would be based on their training and experience, and extraordinary circumstances which
may occur during the course of a critical incident.

Emergency Operations Plans must be updated/revised, and exercised. The EOP should
be reviewed annually, and scrutinized subsequent to every emergency (see After-Action
Plan). It should be exercised semi-annually to ensure proper execution by all interested
parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents;
they need to be used and updated. The evolutionary process does not cease: times
change, along with personnel, experience and training. The safety of residents and staff
is the top priority of the Housing Authority of the City of Erie in fulfilling its obligations
to its constituency.

19



Exhibit 1

EMERGENCY CONTACTS

ADMINISTRATIVE STAFF

John E. Horan, Executive Director
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

Elizabeth Twohig, Mgr. Work 455-7508

Site Manager (SM) Cell 923-1618
Home 461-0734

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728
Home Plus 392-6794
OSTROW APARTMENTS
Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343

Home 459-0768
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487

(work) 452-2425
(cell) 460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell) 460-0954
(home) 453-6425

(work) 452-2425
(cell) 671-6395

FRIENDSHIP APARTMENTS

Anna Kirk, Mgr. Work 453-7559
Site Manager (SM) Cell  434-3626

Home 790-5144
Spaeder Plumbing & Heating  456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Bryson Securities (door entry) 898-3424
RNS Service (emergency generator) 833-1728
Home Plus 392-6794

CURRY/SCHELL APARTMENTS

Work 864-4511
Cell 881-1397
Home 864-5919

Kristen Bennett, Mgr.
Site Manager (SM)

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 453-6591
Levco Comm. (door entry) 452-3487
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RNS Service (emergency generator) 833-1728 RNS Service (emergency generator) 833-1728

NOTE: All emergency calls to police, fire, emergency medical and emergency management
phone

911
GENERAL
Housing Authority Central Maintenance Building — 898-0265
Housing Authority Emergency Maintenance — 898-0937
Red Cross — 833-0942 (Mark Petroff)
Emergycare — 870-1020
Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser 392-6628 (cell)
868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028 (cell) 866-7183 (h)
878-6286 (pager)
St. Vincent Health Center — 452-5000 (emergency 452-5353)
UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)
Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)
Veterans Administration Hospital — 868-8661
Stairways, Inc. — 453-5806 (emergency 881-7922)
Base Service Unit for Mental Health — 878-3400
Erie Fire Department — 870-1400 (emergency-911)
Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486
Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255
Erie Police Department — 870-1125 (emergency-911)
Water Bureau Repair — 870-8087
Streets Bureau — 870-1340
Sewer Bureau Repair — 870-1350 (after hours 870-1340)
Erie County Coroner — 451-6331 (after hours 452-2911)
Erie County Health — 451-6700
Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) / 474-1458(evening)
or 490-2433 (cell)
Pennsylvania State Police — 898-1641
GPU Energy — 864-4011 (emergency 1-800-545-7738)
National Fuel Gas — 871-8000 (emergency 1-800-444-3130)
Verizon — 871-2341

Revised 10/14/12
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Exhibit 2
FIRE SAFETY

The CURRY/SCHELL APARTMENTS building is a fire-
resistant building. There are 3 fire alarm boxes located on each
floor of this building. It is advisable to know their exact locations
and how to use them

There are 3 stairway exits on each floor. Each is marked “EXIT.”

In case of FIRE in your apartment, leave your apartment, CLOSE
THE DOOR, and pull the nearest FIRE ALARM BOX IN THE
HALLWAY. (The fire alarm system is tested every other
Thursday.) DO NOT return to your apartment. Go to a neighbor’s
apartment and dial 911 for the ERIE FIRE DEPARTMENT to
report the fire. Use the stairway exit to the lobby floor to meet

the firefighters in order to give them more information about the
fire. DO NOT USE THE ELEVATORS!

If the fire is not in your apartment, the Fire Department suggests
that you stay in your own apartment. Place wet towels on the floor
at the threshold of the door. If smoke begins to come in, use 2”
masking tape or duct tape to seal off the sides and top of the door.
KEEP YOUR DOOR CLOSED!

You will be advised if it becomes necessary to evacuate the
building. Wait for the Fire Department to come to your apartment

to assist you.
FIRE SAFETY - C/S
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Exhibit 3

EMERGENCY ELEVATOR SERVICE CALL PROCEDURES

This procedure has been developed by the Housing Authority of the City of Erie to guide
all Housing Authority and Otis Elevator personnel who are involved with the
maintenance and management of our four High Rise Apartment elevators. The goal is to
resolve problems and minimize overtime.

Generally, any service call to Otis that occurs after working hours, on weekends or
holidays will be for emergencies only. An emergency is an incident that constitutes a
safety matter for our residents or if both elevators serving a building are affected. The
length of time for one elevator to be out of service may also be considered an emergency
(e.g. holiday weekend). The Housing Authority staff person will determine if an
emergency exists. If the problem is not an emergency, the service call by Otis is to be
made the next working day after 8:00 a.m.

1. Tenant calls the Housing Authority’s answering service to report the problem.

2. Answering service will obtain the name, phone and apartment number of the
person calling, and the nature of the elevator problem.

3. Answering service will page the HACE on—call employee and provide them with
a description of the problem, and name and number of the person who made the
report.

4. On-call person will call the tenant for a first hand description of the problem. The

on-call person will then report (also see 7 below) to the building to attempt to
resolve the problem. If this attempt is unsuccessful, then the on-call person will
call Otis Elevator call center and provide the elevator I.D., cell phone number and
a description of the problem. Otis service person will contact HACE on-call
employee via phone to try to solve the problem without a service call.

5. If the problem cannot be resolved by phone, Otis will make the service call.

6. On-call employee will remain available by cell phone after Otis service person
arrives at the building.

7. In all cases where an individual(s) is/are trapped on an elevator, the call to Otis is
to be made by the on-call person prior to reporting to the building. Such a
situation always requires an immediate response from Otis.

HACE Policies
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Exhibit 4

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment
and remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle
your estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?

Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:
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Exhibit 5

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager so
that we can make provisions for you. Important information will be provided to you
through the TV message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to
Erie County Convention Center Authority facilities for temporary shelter. If the
emergency condition at the building continues for more than 12 hours, we will make
arrangements at area motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new knowledge
is gained, and circumstantial and situational factors change within an organization. An EOP is
essential in structuring procedures that ensure the safety of those subjected to emergency and/or
disastrous situations. The purpose of developing this plan is to provide an on-site document that
can be used by administrators and staff as an “all-hazards approach” in addressing emergency
response. The plan also facilitates collaboration with partners and stakeholders (police, fire,
emergency medical, emergency management) by unifying efforts to mitigate hazardous
conditions. Although there are general responses to specific emergency situations, an
Emergency Operations Plan must be specific to a particular facility, or in this case, housing
development.

The Housing Authority of the City of Erie (HACE) has a long history in serving our community.
It provides affordable and well maintained housing to those of limited income and resources.
HACE operational sites are positioned strategically throughout the City, and include two “high-
rise” facilities, four multi-plex housing developments, two smaller multiple story complexes, and
many single family units. Each location is separately managed by on-site staff that report
directly to the Authority’s administrative team.

The Erie Heights Apartments is a HACE housing development located in South-West Erie.
Access to the complex is gained by travelling South on Erie Avenue from West 38" Street (Note:
Erie Avenue is the only street that accesses Erie Heights). The Erie Heights development is
comprised of 210 apartments, housing approximately 840 residents.

The administrative office for the Erie Heights Apartments is located at 4020 Erie Avenue, Erie,
Pa. The manager and staff, which includes a full-time maintenance supervisor, primarily work
Monday through Friday, 8:30 am to 4:30 pm. The same staff is responsible for the operation of
the Pine View Apartments, Agnes Piscaro Apartments, and the Curry-Schell Apartments
(totaling an additional 184 units).

The facility manager is “on call” for the tenants for something other than a maintenance issue;
also available to the residents is the 24/7 emergency maintenance number and the facility
maintenance supervisor. The tenants are instructed to call 911 in an emergency. All HACE
properties are patrolled by on-duty City of Erie Police Officers (referred to as the “Quebec” unit)
between the hours of 12 pm and 4 am. These Officers serve in a special detail specifically
dedicated to answer Housing Authority calls.

There are several safety concerns in public housing, to include:

* Power outages and gas leaks: There are approximately 200 families in the
development, with no redundant power (generator) to depend on in an outage. Also,
there is only one natural gas main that feeds EH. Interruption of the gas service is of
significance during the winter months.

* Fire and criminal activity: Both are a concern because of the multi-apartment facilities
that comprise the housing development. Each apartment is equipped with 3 “hard-wired”
smoke detectors, and attic firewalls separate the individual units. Criminal activity has




been greatly curtailed by HACE policy and tenant screening. There are still isolated
instances of crime, and when it does occur (because of the close proximity of living
quarters) it affects the entire neighborhood.

Demographics play a role in emergency operation planning. As with most HACE developments,
Erie Heights residents are represented by several international aggregates, to include: Hispanic,
Russian, African, and Eastern European. Foreign aggregates comprise approximately 20% of the
EH population and several do not speak English. The language barrier presents a complicating
factor relative to the management of emergency/disaster preparation, response and recovery. It
is incumbent that the emergency operation plan addresses this significant issue. Therefore the
following organizations are listed in the emergency contact exhibit: Multicultural Community
Resource Center (MCRC), and Multicultural Health Evaluation Delivery System (MHEDS).
There will be a 24/7 phone number listed for each organization. Also, an extra step in the in the
“Emergency Procedures Guidelines (page 6) has been added to accommodate
interpretation/translation services.

These issues and several more are addressed in this Emergency Operations Plan’s Hazard-
Specific Index.

As with all emergency operations planning, the written document is not designed to stand alone
without cyclical updating and vigilant training. This specific plan is formatted in a manner that
will allow it to function as a guide to emergency and disaster response, and at the same time,
operate as a training aid to both residents and staff. As noted, EOP’s need to be reviewed; it is
suggested that this be done annually to ensure that timely information is incorporated into the
document.




I1.

Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response. The
EOP will be executed by following the general operational activities listed below:

Identifying and assessing the hazard
Select protective action

Notifications (administrators, staff, families, public, interested parties- police, fire,
emergency medical, emergency management, etc.)

Address short and long-term needs of staff and residents

Ensure continuity of operations

Continuity
of Ops
Address
Needs

Notify

Protective
Action
Identify &
Assess
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EMERGENCY RESPONSE ACTION PLAN




IV. Emergency Procedures Guidelines: General Responsibilities (includes

CONOPS activities):

Abbreviation Key:

S = Staff

SM = Site Manager or designee

ED = Executive Director or designee

* S
* S
* S
 SM
 SM
* S
* S
* ED
* S
* S

Assess the situation

Address life safety (first aid, safety of victim, etc.)
Call 911 if necessary, and Site Manager

Notify Executive Director

If needed, contact MHEDS or MCRC for interpretation/translation services

Evacuate only when advised to do so (see “Evacuation Plan” below)
Limit pedestrian and vehicular traffic to the high risk area

Activate Emergency Operations Center (Key Personnel)

Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

If possible, do not disturb the scene (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED

In charge of incident command for HACE

V. Evacuation Plan: (Harbor Homes and Annex, John E. Horan Erie Apartments, Erie

Heights Apartments)

S = Staff

SM = Site Manager

ED = Executive Director (Executive Director or designee)

* S
* SM
* S
* S
* S
* S
* S

Call 911; notify the SM

Notify ED

Follow established evacuation plan as detailed in this section
Bring resident information and medical information

Assist pre-identified disabled residents

Take resident and staff roll call

Prepare to move clients from one evacuation site to another if necessary




*Erie Heights Evacuation Destination:

= Curry/Schell Apartments (first option)

=  QGrover Cleveland School

® Erie County Convention Center Authority facilities (Erie Insurance Arena,
Warner Theatre, or the Bayfront Convention Center)

A. Assumptions:

I

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be assessed according to the extent that the unit(s) are uninhabitable

Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

wok v b=

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak
Fire/explosion/collapse affecting the entire building

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety reasons
before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:

1. Mayor of the City of Erie

2. Fire Chief of the City of Erie
3.
4

. Housing Authority Executive Director

Police Chief of the City of Erie

Note: No one else has the authority to order an evacuation




D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive
Director
Deputy
Director
Maintenance Development R.e §1d.ent
Superintendent Manager Initiatives
Coordinator
HACE De\{elopment HACE Staff
Maintenance Maintenance Resources
Staff Staff

1. Executive Director:
e Executive Director

* Responsible for all communications with elected officials, public safety agencies,
board members, resource agencies, and news media

* Makes decision on total evacuation unless previously made by the Mayor, or
Police or Fire Chiefs

* Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

* Directly communicates with the executive director regarding the physical
condition of the building(s) relative to where the emergency exists.

* Supervises and directs off-sight HACE maintenance staff, along with contractors
(e.g. elevator, electrical, plumbing, heating) needed to address any problems with
the building(s).




3. Development Manager:

* Directly communicates with the executive director regarding the physical
condition of the residents

* Responsible for having a complete record (from Tenant Directory) on tenants who
can provide for their own evacuation (or with assistance of family) and those that
will require assistance due to mental/physical disability or language problem

o Tenant directory shall be maintained by unit number, tenant name, and
disability status (if any)

o Three permanent records containing key information on each tenant shall
be maintained: @the development office; @the central office; @the
manager’s home

o Information must be updated annually at recertification time
* Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

* Responsible for keeping track of tenants who left and who remain and who need
to be transported

* Responsible for assembling evacuating tenants in a pre-designated location or
other location as circumstances dictate

* Responsible for communicating with family emergency contact

o Assign maintenance employee to each entrance to the building(s) to limit access
to authorized personnel only

o Responsible for securing all apartments after the emergency has been stabilized

4. Deputy Director for Development:
* Takes responsibility of Executive Director in his/her absence
* Assist Executive Director throughout the emergency

* Responsible for coordinating and directing HACE staff resources who assist the
development manager in the evacuation process (includes other managers, clerical
staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person
* Person responsible for the day-to-day maintenance of the development

* Responsible for implementing the directions of the Manager or Maintenance
Superintendent concerning the physical condition of the building(s)

6. Resident Initiatives Coordinator
* Responsible for the central office copy of the Tenant Directory

* Assist development manager in conducting an orderly evacuation




* Responsible for arranging transportation of those tenants who need assistance
* Coordinate with temporary shelter and transportation providers

* Maintains records on the status of each tenant in absence of the development
Manager

* Responsible for coordinating with on scene assisting agencies

* Liaison with the Red Cross and emergency shelter/food providers

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenants Notify Tenant Families
assistance @ the Housing : : '
Development and door-to-door or public (confirm evacuation and

temporary shelter address system provided b the need for tenant
location(s) first responders transportation)

1. Executive Director opens emergency operations center (@ 606 Holland or alternate
location (designated by the Executive Director)

¢ C(Collect information
* Convey general instructions

®* Communicate evacuation order

2. Resident Initiatives Coordinator contacts Red Cross at the evacuation site and shelter
location(s)

3. Development Manager or designee provides tenants information regarding the
evacuation via:

® On-scene contact, with the assistance of HACE staff and assisting agencies

¢ If time permits, provide tenants with written information (see Exhibit) on the
nature of the emergency, expected duration of the evacuation, and source of the
order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation
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Manager or designee Calls family emergency contacts

* Confirm evacuation and the need to pick up relative from a designated location

* Provide general instructions on pick-up points

Resident Initiatives Coordinator begins transportation to temporary shelters(s)
utilizing EMTA bus(es)

Maintenance Supervisor and maintenance staff check all apartments and secure the

building following evacuation,

F. Temporary Shelters

1. Sites:
* Harbor Homes
o JFK Center (first option)
o Erie County Convention Center Authority facilities
* John E. Horan Erie Apartments
o Development Administration Building (first option)
o Edison Elementary School
o Erie County Convention Center Authority facilities
* Erie Heights Apartments
o Curry/Schell Apartments (first option)
o Grover Cleveland School
o Erie County Convention Center Authority facilities
G. Needs

1. Sanitary facilities

* JFK Center
* Housing Authority

2. Food and water

* Red Cross
* City Emergency Manager
* HACE

3. Sleeping areas, cots/blankets

e Red Cross

4. Chairs/tables

* Housing Authority

* Erie County Convention Center Authority facilities
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Note: It is estimated that a maximum of eighty (80) residents will need temporary shelter.
Initially they would be transported to the JFK Center, Erie County Convention Center Authority
facilities, or another HACE building not affected by the emergency. Arrangements will be made
with the Red Cross for emergency food, blankets and cots. Depending on the expected duration
of the emergency, arrangements will be made with motels/hotels for more comfortable
accommodations. The tenant will be responsible for his/her own meals. The motels/hotels to be
called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢  Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants who have
relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in temporary
shelters

V1. Shelter in Place Procedures

S = Staff

SM = On Call Supervisor

ED = Executive Director

* S Call 911; notify On Call Supervisor (SM)
* SM Notify Executive Director (ED)

e S Direct residents, staff and visitors to remain in their residence/office

S Instruct tenants to close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain inside of their residences

* S Instruct tenants to shut off all ventilation systems (heat/air conditioning)

e ED Determine what resources are needed

Note: In all cases where the tenants are instructed to shelter in place (i.e., an emergency
requiring that they stay in their apartments) it is the responsibility of the development
manager or designated staff member to notify residents when the emergency has passed
and it is safe to leave their apartments. If required, then the notice shall be given door-to-
door.
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VII. Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the hazards
listed in the Hazard-Specific Annex and are not meant to change or supplant any
intervention or reporting procedures required by Local, State, or Federal regulation. In
situations that fall within specific guidelines, the “hazard-specific responses” are meant to
be used in conjunction with procedures set forth by the regulatory standards.

S — Staff
SM - On Call Supervisor
ED — Executive Director

General Emergency/Disaster

Fire: See “FIRE SAFETY” Exhibit (2)

* S Pull fire alarm (where available); Call 911; call SM
* SM CallED

* S If possible, make sure the tenant has left

* S Do not Evacuate unless told to do so, or if it is immediately apparent
that other units are threatened by the fire

* S If told to evacuate, have occupants gather at a designated area

* S Do Not allow residents (or staff) to re-enter affected units

* S Meet firefighters; advise them of the exact location of the fire

Gas Leak: (known or suspected)

DO NOT operate any electrical equipment or smoking material
Provide source of fresh air by opening doors and windows

If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

* SM  (If strong) call ED

Move all personnel to a safe location

* S If told to evacuate follow Evacuation Plan/Procedures

»nnnwnwn

.
5]

Power Outage:

* S Call On Call Supervisor; report the time of the utility failure
* SM CallED
* S In severe weather conditions, have all tenants do the following:

= Close off unneeded rooms

= Cover cracks under doors

= Keep hydrated (water preferred) and fed
= Dress in several layers of light clothing

13
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ED

Keep a flash light and first aid kit on hand

Keep phone (cell) phone line open for SM/ED communications

If the outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

0] v n

W

ED

Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove

Call 911; call SM

Call ED

Provide emergency responders with substance ID information (if known)
If told to evacuate, follow Evacuation Plan/Procedures

In cases of an off-premises spill: follow emergency responders’ orders
Administer First Aid if trained to do so

If necessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

S

S

SM

DO NOT shake or empty the contents of any suspicious envelope or

package

Secure the area

Call 911; call SM

Call ED

If the package/envelope is opened or leaking, do not leave the room or

Allow anyone else to enter; close the door and wait for emergency responders
Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

Explosive Packages (by appearance)

Note

v wn

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area

Call 911; call SM

Call Executive Director

Once the firefighters are on scene, follow their instructions

: The area or areas of evacuation will vary considerably, depending on the situation.

Police and bomb squad will make this determination.
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Train Derailment:

S If toxic spill/release, Shelter in Place

* S Turn off “air ventilation systems”

S Call 911; call SM

* SM CallED

* ED  Open emergency operations center (remote location)

* S Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
* S If told to evacuate, move away from the derailment

Water Supply Interruption

e S Call SM

e SM Call Maintenance Supervisor and ED

* SM Call Waterworks Emergency Number (870-8000): Determine estimated duration

* SM  Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

* SM  Confer with HACE Administration and plumbing contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water supply
alternatives

* ED  Will make determination on continued occupancy of the facility/development

Criminal Incidents/Resident Injury or Death

Active Shooter/Armed Suspect(s)

* S Call 911; Provide (if known):

Exact location of incident

Injuries

Description(s) of suspect(s) (names and addresses if known)

Whether or not suspect(s) still on scene

Description of vehicle (if involved)

Direction of travel if suspect(s) left the scene

e S Call SM

* SM Notify ED

* S Remain available to first responding agencies (police, emergency medical)
for information purposes

Assaults/Fights:
* S Assess situation
* S Response Options:

= (Call9ll
= First staff on scene calls for assistance and remain until assistance arrives
* S If necessary, call 911; Notify SM

15




* SM

Notify ED

Severe Injury/Unresponsiveness:

* S Do not move seriously injured or unresponsive person

* S Call 911 (indicate if crime is suspected)

* S Notify On Call Supervisor

* SM Notify Executive Director

* S Preserve evidence

* S Direct emergency responders to the scene

* S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)

* SM Notify family or emergency contact (if not done so already)

(Resident) Death:

* S Call 911 (if due to unknown or emergency circumstances); call SM

* SM CallED

* S Secure area, limit access, disturb as little as possible until emergency
responders arrive

* S Have all client (victim) information available for SM/ED

* SM Contact coroner (unless emergency responders do so)

Bomb Threat: (received in person, by phone, fax, or email, or written on building property,

etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S
* S
* S
* SM
* S

Document the call in its entirety.

Ask:
=  Where is the bomb?
=  When will it go off?
=  What kind of bomb is it?

Why is this going to happen?
= Keep the conversation going (the more detail, the better
Try to signal for assistance (DO NOT HANG UP)
If possible, call 911 from another phone; call the SM
Notify the ED
Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S
* S
S

Advise unruly and/or unauthorized person(s) of your official position
in the organization

Order them to leave the HACE premises/property immediately

If he/she/they refuse to leave, call 911; advise 911 operator that you are
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* S
* S
* SM
* ED

calling from a residential development/facility (make aware of any threat, act of
violence, or weapon); call SM

Advise responding police officers of your position with the organization

(gives authority to act) and that you had ordered the party(s) from the
development/building and grounds

Once police officers have escorted the party(s) from the premises, secure

all doors if the trespass is to a building

Notify Executive Director

If the police had not filed criminal charges, determine if the Agency

wishes to pursue charges (through police or private criminal complaint)

Note: After the incident, a letter be sent to the offending party(s) from a HACE administrator
(preferably the Executive Director) stating that individual(s) is no longer permitted to enter
upon the property of the Housing Authority. The letter should be sent both first class and
certified mail (return receipt requested). A copy of the letter should be retained at the facility
or development where the incident took place. It is documentary evidence that can be used
in future prosecution.

Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

°
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Keep all access points into the unit secured (prevention)

Keep suspicious persons and activity under observation; descriptions
Report suspicions to law enforcement authorities (Quebec Unit if available)
Do not open doors to unidentified individuals

Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

If entry attempted, call 911 immediately; call SM

Stay on the line with 911 until police arrive

If in a building, have all residents lock apartment doors

Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

Stay calm; your demeanor helps to calm residents and quell violent acts
If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

Contact On Call Supervisor

Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility or grounds)

* S
* S
* S

Notify police (call 911 if it appears that the weapon has been brought into
the building/grounds with malicious intent). Use extreme caution.

Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm
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* SM

Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S Determine source of water flow
e S Assess rise in water level rate
e S If necessary, call 911; in any event call SM
e SM CallED
* S Call 911 if emergency response is needed
* ED Ifnecessary, open emergency operations center
Earthquake:
* S Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects
e S Call 911; call SM
 SM CallED
* S Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)
* S Make sure evacuation paths are safe
* ED  Open emergency operations center (assemble key people)
* S Outdoors: stay in an open area away from any structures.
Stay close to the ground as possible; be aware of fires, downed power lines,
aftershocks, broken water and gas lines
Tornado:
* S Monitor emergency alert media stations
* S Bring all personnel inside the building
* S Close windows and blinds; stay away from open areas
* S Retreat to basement, first floor interior hallways or rooms
* S Call On Call Supervisor
* SM  Call Executive Director

Winter Storm:

* S
* S
* S
* S
* S
* SM
* S

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify On Call Supervisor

Notify Executive Director

Monitor street snow plowing in developments
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VIII. After-Action Report:

After the emergency and subsequent recovery operations have ended, the HACE administration
and staff will convene to debrief and discuss what effect the crisis had on the Erie Heights
operations as well as the residents. It should also be determined if the Emergency Operations
Plan should be revised or amended in light of lessons learned during the emergency.

An After-Action Report is to be completed by the site management or administration designee,
addressing the particular critical incident. It is essential that a systematic means be employed to
record the activities of administrators and staff in order to assure:

* A means of determining the sequence of causative events and corrective actions

* A means of determining responsibility and/or liability, in the event of law suits or other
court actions arising from the emergency

* A means of furnishing other supporting agencies with substantiating documentation
should the need arise

* A means by which the response and action of the Housing Authority and the program
staff may be evaluated

The following are the primary items to be addressed in an After-Action Report (the on-scene
supervisor should maintain supporting documentation):

* General — Description of the emergency; time and date of occurrence; location, etc.

* Strengths — Administrators, staff, total personnel committed to the incident, other

* Operations Summary - include all significant events on a time-phase basis

*  Damage and Injury - list injuries (including severity); property damage

* Supplies and Equipment - supplies and equipment used; availability of supplies and
equipment

* Problems - personnel, information (accuracy), operations, organization, training, supplies
and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall be
submitted to the Executive Director.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic guideline
in addressing critical incident management. It is the intent of this plan to do just that. Every
category listed, whether procedural or denoted in the hazard-specific annex, provides Agency
staff and first responders a format in addressing the matter at hand. At the same time, the plan
allows trained staff, supervisors and leadership the ability to supplement their response efforts
with additional action steps. These steps would be based on their training and experience, and
extraordinary circumstances which may occur during the course of a critical incident.
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Emergency Operations Plans must be updated/revised, and exercised. The EOP should be
reviewed annually, and scrutinized subsequent to every emergency (see After-Action Plan). It
should be exercised semi-annually to ensure proper execution by all interested parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents; they
need to be used and updated. The evolutionary process does not cease: times change, along
with personnel, experience and training. The safety of residents and staff is the top priority of
the Housing Authority of the City of Erie in fulfilling its obligations to its constituency.
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Exhibit 1

EMERGENCY CONTACTS

NOTE: All emergency calls to police, fire, emergency medical and emergency management phone

911

ADMINISTRATIVE STAFF

John E. Horan, Executive Director
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

Elizabeth Twohig, Mgr. Work 455-7508

Site Manager (SM) Cell 923-1618
Home 461-0734
Home Plus 392-6794

OSTROW APARTMENTS & Harbor Homes

Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343
Home 459-0768

(work) 452-2425
(cell)  460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell)  460-0954
(home) 453-6425

(work) 452-2425
(cell) 671-6395

FRIENDSHIP APARTMENTS
Anna Kirk, Mgr. Work 453-7559
Site Manager (SM) Cell  434-3626
Home 790-5144
Home Plus 392-6794

CURRY/SCHELL APARTMENTS & Erie Heights

Kristen Bennett, Mgr. Work 864-4511
Site Manager (SM) Cell 881-1397
Home 864-5919

John E. Horan Erie Apartments ! Highrise/Development Contractors!

Maggie Villa, Mgr. Work 454-0189
Site Manager (SM) Cell 881-1297

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487

BI'YSOI'I Securities (door entry Friendship) 898-3424
RNS Service (emergency generator) 833-1728
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Language Interpretation/Translation
MHEDS — Tammy Melnik (24/7 cell number) — 814-392-2952
MCRC — Allan Turner — (Office number) — 814-455-0212

GENERAL

Housing Authority Central Maintenance Building — 898-0265

Housing Authority Emergency Maintenance — 898-0937

Red Cross — 833-0942 (Mark Petroff: cell — 814-434-0798)

Emergycare — 870-1020

Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser 392-6628 (cell)

868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028 (cell) 866-7183 (h)

878-6286 (pager)

St. Vincent Health Center — 452-5000 (emergency 452-5353)

UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)

Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)

Veterans Administration Hospital — 868-8661

Stairways, Inc. — 453-5806 (emergency 881-7922)

Base Service Unit for Mental Health — 878-3400

Erie Fire Department — 870-1400 (emergency-911)

Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486

Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255

Erie Police Department — 870-1125 (emergency-911)

Erie Waterworks — 870-8000

Water Bureau Repair — 870-8087

Streets Bureau — 870-1340

Sewer Bureau Repair — 870-1350 (after hours 870-1340)

Erie County Coroner — 451-6331 (after hours 452-2911)

Erie County Health — 451-6700

Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) / 474-1458 (evening)
or 490-2443 (cell)

Pennsylvania State Police — 898-1641

GPU Energy — 864-4011 (emergency 1-800-545-7738)

National Fuel Gas — 871-8000 (emergency 1-800-444-3130)

Verizon — 871-2341

Water Supplier — Koldrock Water 452-0200

Revised 4/12/13
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Exhibit 2

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment and
remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle your
estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?

Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:
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Exhibit 3

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager so that
we can make provisions for you. Important information will be provided to you through the TV
message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to Erie
County Convention Center Authority facilities for temporary shelter. If the emergency condition
at the building continues for more than 12 hours, we will make arrangements at area
motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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Exhibit 4
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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new
knowledge is gained, and circumstantial and situational factors change within an
organization. An EOP is essential in structuring procedures that ensure the safety of
those subjected to emergency and/or disastrous situations. The purpose of developing
this plan is to provide an on-site document that can be used by administrators and staft as
an “all-hazards approach” in addressing emergency response. The plan also facilitates
collaboration with partners and stakeholders (police, fire, emergency medical, emergency
management) by unifying efforts to mitigate hazardous conditions. Although there are
general responses to specific emergency situations, an Emergency Operations Plan must
be specific to a particular facility.

The Housing Authority of the City of Erie (HACE) has a long history in serving our
community. It provides affordable and well maintained housing to those of limited
income and resources. HACE operational sites are positioned strategically throughout
the City, and include two “high-rise” facilities, four multi-plex housing developments,
two smaller multiple story complexes, and many single family units. Each location is
separately managed by on-site staff that report directly to the Authority’s administrative
team.

Friendship Apartments, 111 East 11™ Street, Erie, Pa. is a 10 story facility consisting
of 200 rental units, housing approximately 225 residents. Friendship is a well maintained
building (good condition, clean) with no dangerously congested storage areas. Its utilities
are adequate for the operation, and it is serviced by an older 100 kilowatt generator (car
engine type). There are two main entrances to the building: North to East 11" Street;
South, from the parking lot (gated access, card entry).

The management and staff offices are located on the first floor off the main entrances.
There are 7 personnel (including the facility manager) assigned to first shift and a single
guard is assigned to second and third shifts. Also located on the first floor in the office
area are in-house social services provided by GECAC. There are 4 to 5 persons assigned
(by GECAC) to Friendship apartments. Their primary purpose is to assist the physically
and mentally disabled residents at the facility. Also, there are security cameras located at
the Schmid, Friendship and Ostrow facilities.

There are many special needs individuals living at Friendship, to include those that are
non-ambulatory, deaf, blind, along with residents with mental illness. The Erie Fire
Department has been supplied with a list noting the location of the disabled residents.
The list is kept in the “Knox Box” located at the parking lot entrance (south side).
There are Fire and Evacuation plans for the premises which have been incorporated
into this EOP. The facility manager is “on call” for the tenants (they have her phone
number); also available to the residents is the 24/7 emergency maintenance number. The
tenants are instructed to call 911 in an emergency. All HACE properties are patrolled by
on-duty City of Erie Police Officers (referred to as the “Quebec” unit), between noon and
4 am, who serve in a special detail specifically dedicated to answer Housing Authority




calls. It should also be noted that due to architectural defects in the Friendship
Apartment building, the facility has been encircled with metal bands and each room
contains a device that monitors movement in the structure.

As with all emergency operations planning, the written document is not designed to stand
alone without cyclical updating and vigilant training. This specific plan is formatted in a
manner that will allow it to function as a guide to emergency and disaster response and at
the same time operate as a training aid to both residents and staff. As noted, EOP’s need
to be reviewed; it is suggested that this be done annually to ensure that timely
information is incorporated into the document.

Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response.
The EOP will be executed by following the general operational activities listed below:

* Identifying and assessing the hazard
* Select protective action

* Notifications (administrators, staff, families, public, interested parties- police, fire,
ems, ema etc.)

* Address short and long-term needs of staff and residents

* Ensure continuity of operations

CONOPS

Continuity
of Ops
Address
Needs

Notify
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IV. Emergency Procedures Guidelines: General Responsibilities (includes
CONOPS activities):

Abbreviation Key:

S =Staff
SM = Site Manager or designee
ED = Executive Director or designee
* S Assess the situation
* S Address life safety (first aid, safety of victim, etc.)

* S Call 911 if necessary, and (On Call) Supervisor
* SM Notify Executive Director

* S evacuate only when advised to do so (see “Evacuation Plan” below)

* S Secure/seal off high risk area

* ED Activate Emergency Operations Center (Key Personnel)

* S Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

* S If indicated, preserve evidence (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED Incharge of incident command

V. Evacuation Plan (Schmid Towers, Friendship Apartments, Ostrow Apartments,
Curry/Schell Apartments)

S = Staff
SM = Site Manager
ED = Executive Director (John Horan or designee)
* S Call 911; notify the SM
* SM Notify ED
Follow established evacuation plan as detailed in this section
Bring resident information and medical information
Assist pre-identified disabled residents

Take resident and staff roll call

[ ]
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Prepare to move clients from one evacuation site to another if necessary




*Friendship Apartments Evacuation Destination:

» Erie County Convention Center Authority facilities (Erie Insurance Arena,
Warner Theatre, or Bayfront Convention Center)

» Schmid Towers (second option)

A. Assumptions:

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be total

S NN S

. Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak

Fire/explosion/collapse affecting the entire building

w»ok v pd =

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety
reasons before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:

1. Mayor of the City of Erie

2. Fire Chief of the City of Erie
3. Police Chief of the City of Erie
4

. Housing Authority Executive Director

Note: No one else has the authority to order an evacuation




D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive Director

Deputy Director for
Development

- Resident Initiatives
Building Manager ' Coordinator |

Maintenance
Superintendent

1

Maintenance Maintenancee Resolrces
Staff Staff |

1. Executive Director:

Executive Director

Responsible for all communications with elected officials, public safety
agencies, board members, resource agencies, and news media

Makes decision on evacuation unless previously made by the Mayor, or
Police or Fire Chiefs

Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

Directly communicates with the executive director regarding the physical
condition of the building relative to where the emergency exists.

Supervises and directs HACE maintenance workforce, along with
contractors (e.g. elevator, electrical, plumbing, heating) needed to address
any problems with the building.

Assign maintenance employee to each entrance to the building to limit
access to authorized personnel only

Responsible for securing all apartments after the emergency has been
stabilized




3. Building Manager:

* Directly communicates with the executive director regarding the physical
condition of the residents

* Responsible for having a complete record (from Tenant Directory) on
tenants who can provide for their own evacuation (or with assistance of
family) and those that will require assistance due to mental/physical
disability or language problem

o Tenant directory shall be maintained by apartment number, tenant
name, and disability status (if any)

o Three permanent records containing key information on each
tenant shall be maintained: @the building office; @the central
office; @the manager’s home

o Information must be updated annually at recertification time
* Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

* Responsible for keeping track of tenants who left and who remain and
who need to be transported

* Responsible for providing evacuee necessities, to include medication

* Responsible for assembling evacuating tenants in the community room or
other location if the community room is not available

* Responsible for communicating with tenant family members
* Responsible for coordinating the Home Plus assignments
4. Deputy Director for Development:
* Takes responsibility of Team Leader in his/her absence
* Assist Team Leader throughout the emergency

* Responsible for coordinating and directing HACE staff resources who
assist the building manager in the evacuation process (includes other
managers, clerical staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person
* Person responsible for the day-to-day maintenance of the facility

* Responsible for implementing the directions of the Manager or
Maintenance Superintendent concerning the physical condition of the
building

6. Resident Initiatives Coordinator

* Responsible for a second copy of the Tenant Directory




* Assist building manager in handling the orderly evacuation of the building

* Responsible for arranging transportation of those tenants who need
assistance

* Coordinate with temporary shelter and transportation providers

* Maintains records on the status of each tenant in absence of the Building
Manager

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenants Notify Tenant Families
assistance @ building (confirm evacuation and

Via tv or voice

and temporary shelter :
annunciator system

location(s)

the need for tenant
transportation)

1. Executive Director opens emergency operations center (@ 606 Holland or
alternate location (designated by the Executive Director)

¢ C(Collect information
¢ Convey general instructions

®* Communicate evacuation order

2. Building Manager contacts Red Cross at the evacuation site and shelter
location(s)

3. Building Manager or designee provides tenants information regarding the
evacuation via:

¢ TV monitor system
¢ Voice annunciator system

® If time permits, provide tenants with written information (see Exhibit) on
the nature of the emergency, expected duration of the evacuation, and
source of the order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation




4. Manager or designee Calls family contacts
* Confirm evacuation and the need to pick up relative from the building
* Provide general instructions on pick-up points

5. Resident Initiatives Coordinator begins transportation to temporary
shelters(s) utilizing EMTA bus(es)

6. Maintenance Supervisor and maintenance staff check all apartments and
secure the building following evacuation,

F. Temporary Shelters
1. Sites:

* Schmid Towers
o Erie County Convention Center Authority facilities (first option)
o Friendship Apartments
* Friendship Apartments
o Erie County Convention Center Authority facilities
o Schmid Towers
* Ostrow Apartments
o Erie County Convention Center Authority facilities
o Curry/Schell Apartments
*  Curry/Schell Apartments
o Erie County Convention Center Authority facilities
O Ostrow Apartments
. G. Needs
1. Sanitary facilities
* Erie County Convention Center Authority facilities
* Housing Authority
2. Food and water
* Red Cross
3. Sleeping areas, cots/blankets
* Red Cross
4. Chairs/tables

* Erie County Convention Center Authority facilities
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* Housing Authority

Note: It is estimated that a maximum of eighty (80) residents will need temporary
shelter. Initially they would be transported to the Erie Insurance Arena or another HACE
building not affected by the emergency. Arrangements will be made with the Red Cross
for emergency food, blankets and cots. Depending on the expected duration of the
emergency, arrangements will be made with motels/hotels for more comfortable
accommodations. The tenant will be responsible for his/her own meals. The
motels/hotels to be called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢ Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants
who have relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in
temporary shelters

V1. Shelter in Place Procedures

S = Staff

SM = Site Manager

ED = Executive Director

* S Call 911; notify Site Manager (SM)
* SM Notify Executive Director (ED)

* S Identify and direct residents, staff and visitors to safe areas or rooms

e S Account for all residents, staff, visitors after arriving to safe areas

* S Immediately close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain in safe areas

* S Shut off “air ventilation system”

e ED Determine what resources are needed

Note: In all cases where the tenants are instructed to shelter in place
(i.e., an emergency requiring that they stay in their apartments) it is the
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responsibility of the building manager or designated staff member to
notify residents when the emergency has passed and it is safe to leave
their apartments. If the annunciator is not operable, then the notice
shall be given door-to-door.

VII.

Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the
hazards listed in the Hazard-Specific Annex and are not meant to change or
supplant any intervention or reporting procedures required by Local, State, or
Federal regulation. In situations that fall within specific guidelines, the “hazard-
specific responses” are meant to be used in conjunction with procedures set forth by
the regulatory standards.

S

— Staff

SM - Site Manager
ED — Executive Director

General Emergency/Disaster

Elevator Malfunction or Entrapment: See Exhibit 3 — “Emergency
Elevator Service Call Procedures”

SM

»»
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Call 911 if the elevator car is occupied; call SM

Call ED; Call Otis Elevator (see emergency contact list)

If possible, communicate with the occupants via emergency
communications device

Calm occupants; inform that help is on the way

Discourage self-rescue attempts

Have maintenance staff and pertinent elevator records available to
assist first responders

: See “FIRE SAFETY” Exhibit (2)

Pull fire alarm (where available); Call 911; call SM

Call ED

If in an apartment, make sure the tenant has left (“go to neighbors apt.”)
Do not Evacuate unless told to do so (See Evacuation Plan/Procedures)
If told to evacuate, have occupants use the stairway to the lobby

Do Not allow residents (or staff) to use the elevators

Meet firefighters at the door of the Holland Street lobby; advise them of
the location of the fire
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Gas Leak: (known or suspected)

DO NOT operate any electrical equipment or smoking material
Provide source of fresh air by opening doors and windows

If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

* SM  (If strong) call ED

Move all personnel to a safe location

* S If told to evacuate follow Evacuation Plan/Procedures

v n wn
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Power Outage:

* S Call Site Manager; report the time of the utility failure
* SM CallED
* S In severe weather conditions, have all personnel do the following:

* Close off unneeded rooms
= Cover cracks under doors
= Keep all residents hydrated (water preferred), and fed
= Dress in several layers of light clothing
* S Keep a flash light and first aid kit on hand
* S Keep phone (cell) phone line open for SM/ED communications
* ED Ifthe outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove
Call 911; call SM

* SM CallED

°
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* S Provide emergency responders with substance ID information (if known)
e S If told to evacuate, follow Evacuation Plan/Procedures
S In cases of an off-premises spill: follow emergency responders’ orders

* S Administer First Aid if trained to do so
* ED Ifnecessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

* S DO NOT shake or empty the contents of any suspicious envelope or
package
* S Secure the area

e S Call 911; call SM
* SM CallED
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If the package/envelope is opened or leaking, do not leave the room or
Allow anyone else to enter; close the door and wait for emergency
responders

Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

Explosive Packages (by appearance)

Note

v wn

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area

Call 911; call SM

Call Executive Director

Once the firefighters are on scene, follow their instructions

: The area or areas of evacuation will vary considerably, depending on the situation.
Police and bomb squad will make this determination.

Train Derailment:

If toxic spill/release, Shelter in Place

Turn off “air ventilation systems”

Call 911; call SM

Call ED

Open emergency operations center (remote location)

Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
If told to evacuate, move away from the derailment

Water Supply Interruption

S

SM
SM
SM
SM

ED

Call SM

Call Maintenance Supervisor and ED

Call Waterworks Emergency Number (870-8000): Determine estimated duration
Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

Confer with HACE Administration and plumbing contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water supply
alternatives

Will make determination on continued occupancy of the facility/development
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Criminal Incidents/Resident Injury or Death

Assaults/Fights:
* S Assess situation
* S Response Options:
= Call9l1
= First staff on scene calls for assistance and remain until assistance
arrives
* S Avoid stepping in between combatants
* S Issue command to stop
* S Use loud distractions (e.g. yell names)
* S Attempt to verbally defuse situation
* S Attend to victims(s)
* S Disperse on-lookers
* S If necessary, seal off area for investigation (preserve evidence)
* S If necessary, call 911; Notify SM
* SM Notify ED

Severe Injury/Unresponsiveness:

* S Do not move seriously injured or unresponsive person

* S Call 911 (indicate if crime is suspected) and administer First Aid

* S Notify Site Manager

* SM Notify Executive Director

* S Preserve evidence

* S Direct emergency responders to the scene

* S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)

* SM Notify family or emergency contact (if not done so already)
(Resident) Death:

* S Call 911 (if due to unknown or emergency circumstances); call SM

* SM CallED

* S Secure area, limit access, disturb as little as possible until emergency

responders arrive
* S Have all client (victim) information available for SM/ED
* SM Contact coroner (unless emergency responders do so)
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Bomb Threat: (received in person, by phone, fax, or email, or written on building
property, etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S Document the call in its entirety.
Ask:
*  Where is the bomb?
=  When will it go off?
* What kind of bomb is it?
=  Why is this going to happen?
= Keep the conversation going (the more detail, the bette
* S Try to signal for assistance (DO NOT HANG UP)
* S If possible, call 911 from another phone; call the SM
* SM Notify the ED
* S Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S Advise unruly and/or unauthorized person(s) of your official position
in the organization

* S Order them to leave the premises immediately

* S If he/she/they refuse to leave, call 911; advise 911 operator that you are

calling from a residential facility (make aware of any threat, act of
violence, or weapon); call SM

* S Advise responding police officers of your position with the organization
(gives authority to act) and that you had ordered the party(s) from the
building and grounds

* S Once police officers have escorted the party(s) from the premises, secure
all doors to the building

* SM Notify Executive Director

* ED Ifthe police had not filed criminal charges, determine if the Agency
wishes to pursue charges (through police or private criminal complaint)

Note: It is sound policy that, after the incident, a letter be sent to the offending
party(s) from a HACE administrator (preferably the Executive Director) stating that
individual(s) is no longer permitted to enter upon the property of the Housing
Authority. The letter should be sent both first class and certified mail (return receipt
requested). A copy of the letter should be retained at the facility or development
where the incident took place. It is documentary evidence that can be used in future
prosecution.
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Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

°
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.
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Keep all access points into the building secured (prevention)

Keep suspicious persons and activity under observation; descriptions
Report suspicions to law enforcement authorities (Quebec Unit if available)
Do not open doors to unidentified individuals

Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

If entry attempted, call 911 immediately; call SM

Stay on the line with 911 until police arrive

Have all residents lock apartment doors

Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

Stay calm; your demeanor helps to calm residents and quell violent acts
If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

Contact Site Manager

Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility)

.S
- S
- S
« SM

Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

Notify police (call 911 if it appears that the weapon has been brought into
the building with malicious intent). Use extreme caution.

If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm

Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S
e S
e S
e SM
* S
* ED

Determine source of water flow

Assess rise in water level rate

If necessary, call 911; in any event call SM
Call ED

Call 911 if emergency response is needed
If necessary, open emergency operations center

17




Earthquake:

* S Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects

e S Call 911; call SM

* SM CallED

* S Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)

* S Make sure evacuation paths are safe

* ED  Open emergency operations center (assemble key people)

* S Outdoors: stay in an open area away from any structures.

Stay close to the ground as possible; be aware of fires, downed power
lines, aftershocks, broken water and gas lines

Tornado:
* S Monitor emergency alert media stations
* S Bring all personnel inside the building
* S Close windows and blinds; stay away from open areas
* S Retreat to basement, first floor interior hallways or rooms
* S Call Site Manager

e SM Call Executive Director
Winter Storm:

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify Site Manager

* SM Notify Executive Director

°
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VIII. After-Action Report:

After the emergency and subsequent recovery operations have ended, it is suggested that
the HACE administration and staff will convene to debrief and discuss what effect the
crisis Friendship Apartments operations as well as the residents. It should also be
determined if the Emergency Operations Plan should be revised or amended in light of
lessons learned during the emergency.

An After-Action Report is to be completed by the site management or administration

designee, addressing the particular critical incident. It is essential that a systematic
means be employed to record the activities of administrators and staff in order to assure:
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* A means of determining the sequence of causative events and corrective actions

* A means of determining responsibility and/or liability, in the event of law suits
or other court actions arising from the emergency

* A means of furnishing other supporting agencies with substantiating
documentation should the need arise

* A means by which the response and action of the Housing Authority and the
program staff may be evaluated

The following are the primary items to be addressed in an After-Action Report (the on-
scene supervisor should maintain supporting documentation):

* General — Description of the emergency; time and date of occurrence; location,
etc.

* Strengths — Administrators, staff, total personnel committed to the incident, other

* Operations Summary - include all significant events on a time-phase basis

*  Damage and Injury - list injuries (including severity); property damage

*  Supplies and Equipment - supplies and equipment used; availability of supplies
and equipment

* Problems - personnel, information (accuracy), operations, organization, training,
supplies and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall
be submitted to the HACE administration.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic
guideline in addressing critical incident management. It is the intent of this plan to do
just that. Every category listed, whether procedural or denoted in the hazard-specific
annex, provides Agency staff and first responders a format in addressing the matter at
hand. At the same time, the plan allows trained staff, supervisors and leadership the
ability to supplement their response efforts with additional action steps. These steps
would be based on their training and experience, and extraordinary circumstances which
may occur during the course of a critical incident.

Emergency Operations Plans must be updated/revised, and exercised. The EOP should

be reviewed annually, and scrutinized subsequent to every emergency (see After-Action
Plan). It should be exercised semi-annually to ensure proper execution by all interested
parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents;
they need to be used and updated. The evolutionary process does not cease: times
change, along with personnel, experience and training. The safety of residents and staff
is the top priority of the Housing Authority of the City of Erie in fulfilling its obligations
to its constituency.
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Exhibit 1

EMERGENCY CONTACTS

ADMINISTRATIVE STAFF

John E. Horan, Executive Directo
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

r

Elizabeth Twohig, Mgr. Work 455-7508
Site Manager (SM) Cell 923-1618

Home 461-0734
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728
Home Plus 392-6794
OSTROW APARTMENTS
Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343

Home 459-0768

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728

(work) 452-2425
(cell) 460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell) 460-0954
(home) 453-6425

(work) 452-2425
(cell) 671-6395

FRIENDSHIP APARTMENTS

Anna Kirk, Mgr. Work 453-7559
Site Manager (SM)Cell 434-3626

Home 790-5144
Spaeder Plumbing & Heating  456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Bryson Securities (door entry) 898-3424
RNS Service (emergency generator) 833-1728
Home Plus 392-6794

CURRY/SCHELL APARTMENTS

Kristen Bennett, Mgr.
Site Manager (SM)

Work 864-4511
Cell 881-1397

Home 864-5919

Spaeder Plumbing & Heating
Keystone Electric

Otis Elevator

Levco Comm. (door entry)

RNS Service (emergency generator)

456-7014
453-4761
453-6591
452-3487
833-1728

20




NOTE: All emergency calls to police, fire, emergency medical and emergency management
phone

911
GENERAL
Housing Authority Central Maintenance Building — 898-0265
Housing Authority Emergency Maintenance — 898-0937
Red Cross — 833-0942 (Mark Petroff)
Emergycare — 870-1020
Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser 392-6628 (cell)
868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028 (cell) 866-7183 (h)
878-6286 (pager)
St. Vincent Health Center — 452-5000 (emergency 452-5353)
UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)
Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)
Veterans Administration Hospital — 868-8661
Stairways, Inc. — 453-5806 (emergency 881-7922)
Base Service Unit for Mental Health — 878-3400
Erie Fire Department — 870-1400 (emergency-911)
Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486
Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255
Erie Police Department — 870-1125 (emergency-911)
Water Bureau Repair — 870-8087
Streets Bureau — 870-1340
Sewer Bureau Repair — 870-1350 (after hours 870-1340)
Erie County Coroner — 451-6331 (after hours 452-2911)
Erie County Health — 451-6700
Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) / 474-1458 (evening)
or 490-2443 (cell)
Pennsylvania State Police — 898-1641
GPU Energy — 864-4011 (emergency 1-800-545-7738)
National Fuel Gas — 871-8000 (emergency 1-800-444-3130)
Verizon — 871-2341

Revised 4/12/13
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Exhibit 2
FIRE SAFETY

The FRIENDSHIP APARTMENTS building is a fire-resistant
building. There are 3 fire alarm boxes located on each floor of
this building. It is advisable to know their exact locations and how
to use them

There are 3 stairway exits on each floor. Each is marked “EXIT.”

In case of FIRE in your apartment, leave your apartment, CLOSE
THE DOOR, and pull the nearest FIRE ALARM BOX IN THE
HALLWAY. (The fire alarm system is tested every
Wednesday.) DO NOT return to your apartment. Go to a
neighbor’s apartment and dial 911 for the ERIE FIRE
DEPARTMENT to report the fire. Use the stairway exit to the
lobby floor to meet the firefighters in order to give them more
information about the fire. DO NOT USE THE ELEVATORS!

If the fire is not in your apartment, the Fire Department suggests
that you stay in your own apartment. Place wet towels on the floor
at the threshold of the door. If smoke begins to come in, use 2”
masking tape or duct tape to seal off the sides and top of the door.
KEEP YOUR DOOR CLOSED!

You will be advised if it becomes necessary to evacuate the
building. Wait for the Fire Department to come to your apartment
to assist you.
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Exhibit 3

EMERGENCY ELEVATOR SERVICE CALL PROCEDURES

This procedure has been developed by the Housing Authority of the City of Erie to guide
all Housing Authority and Otis Elevator personnel who are involved with the
maintenance and management of our four High Rise Apartment elevators. The goal is to
resolve problems and minimize overtime.

Generally, any service call to Otis that occurs after working hours, on weekends or
holidays will be for emergencies only. An emergency is an incident that constitutes a
safety matter for our residents or if both elevators serving a building are affected. The
length of time for one elevator to be out of service may also be considered an emergency
(e.g. holiday weekend). The Housing Authority staff person will determine if an
emergency exists. If the problem is not an emergency, the service call by Otis is to be
made the next working day after 8:00 a.m.

1. Tenant calls the Housing Authority’s answering service to report the problem.

2. Answering service will obtain the name, phone and apartment number of the
person calling, and the nature of the elevator problem.

3. Answering service will page the HACE on—call employee and provide them with
a description of the problem, and name and number of the person who made the
report.

4. On-call person will call the tenant for a first hand description of the problem. The

on-call person will then report (also see 7 below) to the building to attempt to
resolve the problem. If this attempt is unsuccessful, then the on-call person will
call Otis Elevator call center and provide the elevator 1.D., cell phone number and
a description of the problem. Otis service person will contact HACE on-call
employee via phone to try to solve the problem without a service call.

5. If the problem cannot be resolved by phone, Otis will make the service call.

6. On-call employee will remain available by cell phone after Otis service person
arrives at the building.

7. In all cases where an individual(s) is/are trapped on an elevator, the call to Otis is
to be made by the on-call person prior to reporting to the building. Such a
situation always requires an immediate response from Otis.

HACE Policies
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Exhibit 4

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment
and remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle
your estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?

Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:
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Exhibit 5

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager
so that we can make provisions for you. Important information will be provided to you
through the TV message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to
Erie County Convention Center Authority facilities for temporary shelter. If the
emergency condition at the building continues for more than 12 hours, we will make
arrangements at area motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new knowledge
is gained, and circumstantial and situational factors change within an organization. An EOP is
essential in structuring procedures that ensure the safety of those subjected to emergency and/or
disastrous situations. The purpose of developing this plan is to provide an on-site document that
can be used by administrators and staff as an “all-hazards approach” in addressing emergency
response. The plan also facilitates collaboration with partners and stakeholders (police, fire,
emergency medical, emergency management) by unifying efforts to mitigate hazardous
conditions. Although there are general responses to specific emergency situations, an
Emergency Operations Plan must be specific to a particular facility, or in this case, housing
development.

The Housing Authority of the City of Erie (HACE) has a long history in serving our community.
It provides affordable and well maintained housing to those of limited income and resources.
HACE operational sites are positioned strategically throughout the City, and include two “high-
rise” facilities, four multi-plex housing developments, two smaller multiple story complexes, and
many single family units. Each location is separately managed by on-site staff that report
directly to the Authority’s administrative team.

The Harbor Homes (HH) Apartments and Annex is a HACE housing development located in
East Erie. The main body of the complex is bounded by Downing Avenue on the West, East 18"
Street on the North, Thompson Street on the East, and Buffalo Road on the South. The “Annex”
to the Harbor Homes development is located on East 18", running from Thompson Street to June
Street. The Harbor Homes is comprised of 224 apartments, along with an additional 121
apartments in the Annex, for a total of 345 individual residences.

The administrative offices for the Harbor Homes and Annex are located at 1839-41 East 18"
Street, Erie, Pa., 16510. The manager and staff, including a full-time maintenance supervisor,
work Monday through Friday, 8:30 am to 4:30 pm. Also located in the administration building is
the Early Connection Daycare along with the Head Start program and the Multicultural-Health
Evaluation Delivery System (MHEDS) clinic. The Harbor Homes staff is also responsible for
the operation of the Ostrow Apartments, 4220 Davidson Avenue.

The facility manager is “on call” for the tenants for something other than a maintenance issue;
also available to the residents is the 24/7 emergency maintenance number. The tenants are
instructed to call 911 in an emergency. All HACE properties are patrolled by on-duty City of
Erie Police Officers (referred to as the “Quebec” unit) between the hours of 12 pm and 4 am.
These Officers serve in a special detail specifically dedicated to answer Housing Authority calls.

There are several emergency situations in public housing addressed herein, to include:

* Power outages and gas leaks: There are approximately 345 families (including the
Annex) in the development, with no redundant power (generator) to depend on in an
outage. Also, there is only one natural gas main that feeds the HH. Interruption of the
gas service is of significance during the winter months.




* Fire and criminal activity: Both are a concern because of the multi-apartment facilities
that comprise the housing development. Each apartment is equipped with “hard-wired”
smoke detectors (3 in Annex, 2 in Harbor Home units), and attic firewalls separate the
individual units. Criminal activity has been greatly curtailed by HACE policy and tenant
screening. There are still isolated instances of crime, and when it does occur (because of
the close proximity of living quarters) it affects the entire neighborhood.

* Toxic chemical spills and hazardous materials: The Harbor Homes and Annex borders
Erie’s major rail thoroughfare and rail yard-switching junction (located adjacent to the
HH on its northern boundary). There have been rail-yard hazmat incidents in the past
that have threatened the Harbor Home population, and there are a significant number of
hazardous material rail transports passing through Erie each day. Spills and derailments
are a serious threat to those who live in the proximity of rail lines.

These issues and several more are addressed in this Emergency Operations Plan’s Hazard-
Specific Index.

Demographics play a role in emergency operation planning. As with most HACE developments,
HH residents are represented by several international aggregates, to include: Hispanic, Russian,
African, and Eastern European. There are a total of 21 different nationalities represented in the
Harbor Homes; 10 from Africa alone. Foreign aggregates comprise approximately 60% of the
HH population and many do not speak English. The language barrier presents a complicating
factor relative to the management of emergency/disaster preparation, response and recovery. It
is incumbent that the emergency operation plan addresses this significant issue. Therefore the
following organizations are listed in the emergency contact exhibit: Multicultural Community
Resource Center (MCRC), and Multicultural Health Evaluation Delivery System (MHEDS).
There will be a 24/7 phone number listed for each organization. Also, an extra step in the in the
“Emergency Procedures Guidelines (page 6) has been added to accommodate
interpretation/translation services.

As with all emergency operations planning, the written document is not designed to stand alone
without periodic updating and vigilant training. This specific plan is formatted in a manner that
will allow it to function as a guide to emergency and disaster response, and at the same time,
operate as a training aid to both residents and staff. As noted, EOP’s need to be reviewed. This
will be done annually to ensure that timely information is incorporated into the document.




I1.

Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response. The
EOP will be executed by following the general operational activities listed below:

* Identifying and assessing the hazard
* Select protective action

* Notifications (administrators, staff, families, public, interested parties- police, fire,
emergency medical, emergency management, etc.)

* Address short and long-term needs of staff and residents

* Ensure continuity of operations

Continuity
of Ops
Address
Needs

Notify

Protective
Action
Identify &
Assess
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EMERGENCY RESPONSE ACTION PLAN




IV. Emergency Procedures Guidelines: General Responsibilities (includes
CONOPS activities):

Abbreviation Key:

S = Staff
SM = Site Manager or designee

ED = Executive Director or designee
* S Assess the situation
* S Address life safety (first aid, safety of victim, etc.)
* S Call 911 if necessary, and Site Manager
* SM Notify Executive Director
* SM Ifneeded, contact MHEDS or MCRC for interpretation/translation services

* S Evacuate only when advised to do so (see “Evacuation Plan” below)

* S Limit pedestrian and vehicular traffic to the high risk area

* ED  Activate Emergency Operations Center (Key Personnel)

* S Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

* S If possible, do not disturb the scene (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED Incharge of incident command for HACE

V. Evacuation Plan: (Harbor Homes and Annex, John E. Horan Garden Apartments, Erie
Heights Apartments)

S = Staff
SM = Site Manager
ED = Executive Director (Executive Director or designee)
* S Call 911; notify the SM
* SM Notify ED
Follow established evacuation plan as detailed in this section
Bring resident information and medical information
Assist pre-identified disabled residents

Take resident and staff roll call

°
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Prepare to move clients from one evacuation site to another if necessary




*Harbor Homes and Annex Evacuation Destination:

= JFK Center (first option)

® Erie County Convention Center Authority facilities (Erie Insurance Arena,
Warner Theatre, or Bayfront Convention Center)

A. Assumptions:

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be assessed according to the extent that the unit(s) are uninhabitable

I

Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak

Fire/explosion/collapse affecting the entire building

w»ok v pd =

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety reasons
before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:

1. Mayor of the City of Erie

2. Fire Chief of the City of Erie
3. Police Chief of the City of Erie
4

. Housing Authority Executive Director

Note: No one else has the authority to order an evacuation




D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive
Director
Deputy
Director
Maintenance Development R.e §1d.ent
Superintendent Manager Initiatives
Coordinator
HACE De\{elopment HACE Staff
Maintenance Maintenance Resources
Staff Staff U

1. Executive Director:
e Executive Director

* Responsible for all communications with elected officials, public safety agencies,
board members, resource agencies, and news media

* Makes decision on total evacuation unless previously made by the Mayor, or
Police or Fire Chiefs

* Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

* Directly communicates with the executive director regarding the physical
condition of the building(s) relative to where the emergency exists.




* Supervises and directs off-sight HACE maintenance staff, along with contractors
(e.g. elevator, electrical, plumbing, heating) needed to address any problems with
the building(s).

3. Development Manager:

* Directly communicates with the executive director regarding the physical
condition of the residents

* Responsible for having a complete record (from Tenant Directory) on tenants who
can provide for their own evacuation (or with assistance of family) and those that
will require assistance due to mental/physical disability or language problem

o Tenant directory shall be maintained by unit number, tenant name, and
disability status (if any)

o Three permanent records containing key information on each tenant shall
be maintained: @the development office; @the central office; @the
manager’s home

o Information must be updated annually at recertification time
* Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

* Responsible for keeping track of tenants who left and who remain and who need
to be transported

* Responsible for assembling evacuating tenants in a pre-designated location or
other location as circumstances dictate

* Responsible for communicating with family emergency contact

* Assign maintenance employee to each entrance to the building(s) to limit access
to authorized personnel only

* Responsible for securing all apartments after the emergency has been stabilized

4. Deputy Director for Development:
* Takes responsibility of Executive Director in his/her absence
* Assist Executive Director throughout the emergency

* Responsible for coordinating and directing HACE staff resources who assist the
development manager in the evacuation process (includes other managers, clerical
staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person
* Person responsible for the day-to-day maintenance of the development

* Responsible for implementing the directions of the Manager or Maintenance
Superintendent concerning the physical condition of the building(s)




6. Resident Initiatives Coordinator
* Responsible for the central office copy of the Tenant Directory
* Assist development manager in conducting an orderly evacuation
* Responsible for arranging transportation of those tenants who need assistance
* Coordinate with temporary shelter and transportation providers

* Maintains records on the status of each tenant in absence of the development
Manager

* Responsible for coordinating with on scene assisting agencies

* Liaison with the Red Cross and emergency shelter/food providers

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenants

assistance @ the Housing . . :
Development and door-to-door or public (confirm evacuation and

temporary shelter address system provided b the need for tenant
location(s) first responders transportation)

Notify Tenant Families

1. Executive Director opens emergency operations center (@ 606 Holland or alternate
location (designated by the Executive Director)

¢ C(Collect information
* Convey general instructions

®* Communicate evacuation order

2. Resident Initiatives Coordinator contacts Red Cross at the evacuation site and shelter
location(s)

3. Development Manager or designee provides tenants information regarding the
evacuation via:

® On-scene contact, with the assistance of HACE staff and assisting agencies

10




¢ If time permits, provide tenants with written information (see Exhibit) on the
nature of the emergency, expected duration of the evacuation, and source of the
order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation

4. Manager or designee Calls family emergency contacts
* Confirm evacuation and the need to pick up relative from a designated location

* Provide general instructions on pick-up points

5. Resident Initiatives Coordinator begins transportation to temporary shelters(s)
utilizing EMTA bus(es)

6. Maintenance Supervisor and maintenance staff check all apartments and secure the
building following evacuation,

F. Temporary Shelters

1. Sites:
e Harbor Homes

o JFK Center (first option)

o Erie County Convention Center Authority facilities
* John E. Horan Garden Apartments

o Development Administration Building (first option)

o Edison Elementary School

o Erie County Convention Center Authority facilities
* Garden Heights Apartments

o Curry/Schell Apartments (first option)

o Grover Cleveland School

o Erie County Convention Center Authority facilities

G. Needs

1. Sanitary facilities
* JFK Center
* Housing Authority

2. Food and water

* Red Cross
* City Emergency Manager
* HACE
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3. Sleeping areas, cots/blankets
* Red Cross
4. Chairs/tables
* Housing Authority
* Erie County Convention Center Authority facilities

Note: It is estimated that a maximum of eighty (80) residents will need temporary shelter.
Initially they would be transported to the JFK Center, Erie County Convention Center Authority
facilities, or another HACE building not affected by the emergency. Arrangements will be made
with the Red Cross for emergency food, blankets and cots. Depending on the expected duration
of the emergency, arrangements will be made with motels/hotels for more comfortable
accommodations. The tenant will be responsible for his/her own meals. The motels/hotels to be
called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢ Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants who have
relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in temporary
shelters

V1. Shelter in Place Procedures

S = Staff

SM = On Call Supervisor

ED = Executive Director

* S Call 911; notify On Call Supervisor (SM)
* SM Notify Executive Director (ED)

e S Direct residents, staff and visitors to remain in their residence/office

S Instruct tenants to close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain inside of their residences

* S Instruct tenants to shut off all ventilation systems (heat/air conditioning)
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e ED Determine what resources are needed

Note: In all cases where the tenants are instructed to shelter in place (i.e., an emergency
requiring that they stay in their apartments) it is the responsibility of the development
manager or designated staff member to notify residents when the emergency has passed
and it is safe to leave their apartments. If required, then the notice shall be given door-to-
door.

VII. Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the hazards
listed in the Hazard-Specific Annex and are not meant to change or supplant any
intervention or reporting procedures required by Local, State, or Federal regulation. In
situations that fall within specific guidelines, the “hazard-specific responses” are meant to
be used in conjunction with procedures set forth by the regulatory standards.

S — Staff
SM - On Call Supervisor
ED — Executive Director

General Emergency/Disaster

Fire: See “FIRE SAFETY” Exhibit (2)

* S Pull fire alarm (where available); Call 911; call SM
* SM CallED

* S If possible, make sure the tenant has left

* S Do not Evacuate unless told to do so, or if it is immediately apparent
that other units are threatened by the fire

* S If told to evacuate, have occupants gather at a designated area

* S Do Not allow residents (or staff) to re-enter affected units

* S Meet firefighters; advise them of the exact location of the fire

Gas Leak: (known or suspected)

DO NOT operate any electrical equipment or smoking material
Provide source of fresh air by opening doors and windows

If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

* SM (If strong) call ED

Move all personnel to a safe location

* S If told to evacuate follow Evacuation Plan/Procedures

v n wn
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Power Outage:
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* S
* SM
* S
* S
* S
* ED

Call On Call Supervisor; report the time of the utility failure
Call ED
In severe weather conditions, have all tenants do the following:
* Close off unneeded rooms
= Cover cracks under doors
= Keep hydrated (water preferred) and fed
= Dress in several layers of light clothing
Keep a flash light and first aid kit on hand
Keep phone (cell) phone line open for SM/ED communications
If the outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

°
v wn
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Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove

Call 911; call SM

Call ED

Provide emergency responders with substance ID information (if known)
If told to evacuate, follow Evacuation Plan/Procedures

In cases of an off-premises spill: follow emergency responders’ orders
Administer First Aid if trained to do so

If necessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

* S
* S
* S
* SM
* S
* S

DO NOT shake or empty the contents of any suspicious envelope or

package

Secure the area

Call 911; call SM

Call ED

If the package/envelope is opened or leaking, do not leave the room or

Allow anyone else to enter; close the door and wait for emergency responders
Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

Explosive Packages (by appearance)

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area

Call 911; call SM

Call Executive Director
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* S Once the firefighters are on scene, follow their instructions

Note: The area or areas of evacuation will vary considerably, depending on the situation.
Police and bomb squad will make this determination.

Train Derailment:

S If toxic spill/release, Shelter in Place

* S Turn off “air ventilation systems”

S Call 911; call SM

* SM CallED

* ED  Open emergency operations center (remote location)

* S Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
* S If told to evacuate, move away from the derailment

Water Supply Interruption

e S Call SM

e SM Call Maintenance Supervisor and ED

* SM Call Waterworks Emergency Number (870-8000): Determine estimated duration

* SM  Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

* SM  Confer with HACE Administration and plumbing contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water supply
alternatives

* ED  Will make determination on continued occupancy of the facility/development

Criminal Incidents/Resident Injury or Death

Active Shooter/Armed Suspect(s)

* S Call 911; Provide (if known):

Exact location of incident

Injuries

Description(s) of suspect(s) (names and addresses if known)

Whether or not suspect(s) still on scene

Description of vehicle (if involved)

Direction of travel if suspect(s) left the scene

e S Call SM

* SM Notify ED

* S Remain available to first responding agencies (police, emergency medical)
for information purposes
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Assaults/Fights:

Assess situation
Response Options:
= (Call911
= First staff on scene calls for assistance and remain until assistance arrives
* S If necessary, call 911; Notify SM
* SM Notify ED

S
S

Severe Injury/Unresponsiveness:

Do not move seriously injured or unresponsive person
Call 911 (indicate if crime is suspected)

Notify On Call Supervisor

* SM Notify Executive Director

°
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e S Preserve evidence
* S Direct emergency responders to the scene
e S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)
* SM Notify family or emergency contact (if not done so already)

(Resident) Death:
* S Call 911 (if due to unknown or emergency circumstances); call SM
* SM CallED
* S Secure area, limit access, disturb as little as possible until emergency
responders arrive
* S Have all client (victim) information available for SM/ED

* SM Contact coroner (unless emergency responders do so)

Bomb Threat: (received in person, by phone, fax, or email, or written on building property,
etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S Document the call in its entirety.
Ask:
=  Where is the bomb?
=  When will it go off?
=  What kind of bomb is it?

16




=  Why is this going to happen?
= Keep the conversation going (the more detail, the better
* S Try to signal for assistance (DO NOT HANG UP)
* S If possible, call 911 from another phone; call the SM
* SM Notify the ED
* S Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S Advise unruly and/or unauthorized person(s) of your official position
in the organization

* S Order them to leave the HACE premises/property immediately

* S If he/she/they refuse to leave, call 911; advise 911 operator that you are

calling from a residential development/facility (make aware of any threat, act of
violence, or weapon); call SM

* S Advise responding police officers of your position with the organization
(gives authority to act) and that you had ordered the party(s) from the
development/building and grounds

* S Once police officers have escorted the party(s) from the premises, secure
all doors if the trespass is to a building

* SM Notify Executive Director

* ED Ifthe police had not filed criminal charges, determine if the Agency
wishes to pursue charges (through police or private criminal complaint)

Note: After the incident, a letter be sent to the offending party(s) from a HACE administrator
(preferably the Executive Director) stating that individual(s) is no longer permitted to enter
upon the property of the Housing Authority. The letter should be sent both first class and
certified mail (return receipt requested). A copy of the letter should be retained at the facility
or development where the incident took place. It is documentary evidence that can be used
in future prosecution.

Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

Keep all access points into the unit secured (prevention)

Keep suspicious persons and activity under observation; descriptions
Report suspicions to law enforcement authorities (Quebec Unit if available)
Do not open doors to unidentified individuals

Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

If entry attempted, call 911 immediately; call SM

Stay on the line with 911 until police arrive

If in a building, have all residents lock apartment doors

Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

* S Stay calm; your demeanor helps to calm residents and quell violent acts

°
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* S
* S
* SM

If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

Contact On Call Supervisor

Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility or grounds)

e s
e s
e s
« SM

Notify police (call 911 if it appears that the weapon has been brought into
the building/grounds with malicious intent). Use extreme caution.

Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm

Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S Determine source of water flow
e S Assess rise in water level rate
e S If necessary, call 911; in any event call SM
e SM CallED
* S Call 911 if emergency response is needed
* ED Ifnecessary, open emergency operations center
Earthquake:
* S Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects
* S Call 911; call SM
 SM CallED
* S Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)
* S Make sure evacuation paths are safe
* ED  Open emergency operations center (assemble key people)
* S Outdoors: stay in an open area away from any structures.

Stay close to the ground as possible; be aware of fires, downed power lines,
aftershocks, broken water and gas lines
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Tornado:

Monitor emergency alert media stations

Bring all personnel inside the building

Close windows and blinds; stay away from open areas
Retreat to basement, first floor interior hallways or rooms
Call On Call Supervisor

SM  Call Executive Director

nnnwnouvuwn

Winter Storm:

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify On Call Supervisor

SM  Notity Executive Director

S Monitor street snow plowing in developments

»nnwnwnounvuwn

VIII. After-Action Report:

After the emergency and subsequent recovery operations have ended, the HACE administration
and staff will convene to debrief and discuss what effect the crisis had on the Harbor Homes
operations as well as the residents. It should also be determined if the Emergency Operations
Plan should be revised or amended in light of lessons learned during the emergency.

An After-Action Report is to be completed by the site management or administration designee,
addressing the particular critical incident. It is essential that a systematic means be employed to
record the activities of administrators and staff in order to assure:

A means of determining the sequence of causative events and corrective actions

A means of determining responsibility and/or liability, in the event of law suits or other
court actions arising from the emergency

A means of furnishing other supporting agencies with substantiating documentation
should the need arise

A means by which the response and action of the Housing Authority and the program
staff may be evaluated

The following are the primary items to be addressed in an After-Action Report (the on-scene
supervisor should maintain supporting documentation):

General — Description of the emergency; time and date of occurrence; location, etc.
Strengths — Administrators, staff, total personnel committed to the incident, other
Operations Summary - include all significant events on a time-phase basis

Damage and Injury - list injuries (including severity); property damage
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*  Supplies and Equipment - supplies and equipment used; availability of supplies and
equipment

* Problems - personnel, information (accuracy), operations, organization, training, supplies
and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall be
submitted to the Executive Director.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic guideline
in addressing critical incident management. It is the intent of this plan to do just that. Every
category listed, whether procedural or denoted in the hazard-specific annex, provides Agency
staff and first responders a format in addressing the matter at hand. At the same time, the plan
allows trained staff, supervisors and leadership the ability to supplement their response efforts
with additional action steps. These steps would be based on their training and experience, and
extraordinary circumstances which may occur during the course of a critical incident.

Emergency Operations Plans must be updated/revised, and exercised. The EOP should be
reviewed annually, and scrutinized subsequent to every emergency (see After-Action Plan). It
should be exercised semi-annually to ensure proper execution by all interested parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents; they
need to be used and updated. The evolutionary process does not cease: times change, along
with personnel, experience and training. The safety of residents and staff is the top priority of
the Housing Authority of the City of Erie in fulfilling its obligations to its constituency.
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Exhibit 1

EMERGENCY CONTACTS

NOTE: All emergency calls to police, fire, emergency medical and emergency management phone

911

ADMINISTRATIVE STAFF

John E. Horan, Executive Director
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

Elizabeth Twohig, Mgr. Work 455-7508

Site Manager (SM) Cell 923-1618
Home 461-0734
Home Plus 392-6794

OSTROW APARTMENTS & Harbor Homes

Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343
Home 459-0768

John E. Horan Garden Apartments

Maggie Villa, Mgr. Work 454-0189
Site Manager (SM) Cell 881-1297

(work) 452-2425
(cell)  460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell)  460-0954
(home) 453-6425

(work) 452-2425
(cell)  671-6395

FRIENDSHIP APARTMENTS

Anna Kirk, Mgr. Work 453-7559
Site Manager (SM) Cell  434-3626
Home 790-5144

392-6794

CURRY/SCHELL APARTMENTS & Erie Heights

Home Plus

Kristen Bennett, Mgr. Work 864-4511
Site Manager (SM) Cell 881-1397
Home 864-5919

!Highrise/Development Contractors!

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487

BI'YSOI'I Securities (door entry Friendship) 898-3424
RNS Service (emergency generator) 833-1728
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Language Interpretation/Translation
MHEDS — Tammy Melnik (24/7 cell number) — 814-392-2952
MCRC — Allan Turner — (Office number) — 814-455-0212

GENERAL

Housing Authority Central Maintenance Building — 898-0265

Housing Authority Emergency Maintenance — 898-0937

Red Cross — 833-0942 (Mark Petroff: cell — 814-434-0798)

Emergycare — 870-1020

Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser 392-6628 (cell)

868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028 (cell) 866-7183 (h)

878-6286 (pager)

Erie Waterworks — 870-8000

St. Vincent Health Center — 452-5000 (emergency 452-5353)

UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)

Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)

Veterans Administration Hospital — 868-8661

Stairways, Inc. — 453-5806 (emergency 881-7922)

Base Service Unit for Mental Health — 878-3400

Erie Fire Department — 870-1400 (emergency-911)

Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486

Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255

Erie Police Department — 870-1125 (emergency-911)

Water Bureau Repair — 870-8087

Streets Bureau — 870-1340

Sewer Bureau Repair — 870-1350 (after hours 870-1340)

Erie County Coroner — 451-6331 (after hours 452-2911)

Erie County Health — 451-6700

Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) / 474-1458 (evening)
or 490-2443 cell)

Pennsylvania State Police — 898-1641

GPU Energy — 864-4011 (emergency 1-800-545-7738)

National Fuel Gas — 871-8000 (emergency 1-800-444-3130)

Verizon — 871-2341

Water Supplier: Koldrock Water — 452-0200

revised 4/12/13
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Exhibit 2

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment and
remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle your
estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?

Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:
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Exhibit 3

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager so that
we can make provisions for you. Important information will be provided to you through the TV
message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to the Erie
County Convention Center Authority facilities for temporary shelter. If the emergency condition
at the building continues for more than 12 hours, we will make arrangements at area
motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new knowledge
is gained, and circumstantial and situational factors change within an organization. An EOP is
essential in structuring procedures that ensure the safety of those subjected to emergency and/or
disastrous situations. The purpose of developing this plan is to provide an on-site document that
can be used by administrators and staff as an “all-hazards approach” in addressing emergency
response. The plan also facilitates collaboration with partners and stakeholders (police, fire,
emergency medical, emergency management) by unifying efforts to mitigate hazardous
conditions. Although there are general responses to specific emergency situations, an
Emergency Operations Plan must be specific to a particular facility, or in this case, housing
development.

The Housing Authority of the City of Erie (HACE) has a long history in serving our community.
It provides affordable and well maintained housing to those of limited income and resources.
HACE operational sites are positioned strategically throughout the City, and include two “high-
rise” facilities, four multi-plex housing developments, two smaller multiple story complexes, and
many single family units. Each location is separately managed by on-site staff that report
directly to the Authority’s administrative team

The John E. Horan Garden Apartments (JEHGA) is a HACE housing development located in
North-East Erie. The main body of the complex is bounded by Franklin Avenue on the East,
East 12" Street on the South, East Lake Road on the North, along with scattered units on Marne
Road and Cranch Street on the West. JEHGA is comprised of over 400 apartments in the main
body, along with 4 duplexes on Marne Road and 2 more on Cranch Street.

The administrative offices for the John E. Horan Garden Apartments is located at 730 Tacoma
Road, Erie Pa. The manager and staff, which includes a full-time maintenance supervisor,
primarily work Monday through Friday, 8:30 am to 4:30 pm. The same staff is responsible for
the operation of 50 units located on Bird Drive.

The facility manager is “on call” for the tenants for something other than a maintenance issue; on
call maintenance problems are addressed by the fulltime (maintenance) supervisor stationed at
JEHGA; also available to the residents is the 24/7 emergency maintenance number. The tenants
are instructed to call 911 in an emergency. All HACE properties are patrolled by on-duty City of
Erie Police Officers (referred to as the “Quebec” unit) between the hours of 12 pm and 4 am.
These Officers serve in a special detail specifically dedicated to answer Housing Authority calls.

There are several safety concerns in public housing, to include:

* Power outages and gas leaks: There are over 400 families in the development, with no
redundant power (generator) to depend on in an outage. There is redundant natural gas
main that feeds JEHGA, although interruption of the gas service is still of significant
concern during the winter months considering the size of its child and elderly
populations.




* Fire and criminal activity: Both are a concern because of the multi-apartment facilities
that comprise the housing development. Each apartment is equipped with 3 “hard-wired”
smoke detectors, and attic firewalls separate the individual units. Criminal activity has
been greatly curtailed by HACE policy and tenant screening. There are still isolated
instances of crime, and when it does occur (because of the close proximity of living
quarters) it affects the entire neighborhood.

* Toxic chemical spills and hazardous materials: The John E. Horan Garden
Apartments borders Erie’s major rail thoroughtfare and rail yard-switching junction
(located approximately a quarter mile South). There have been rail-yard hazmat
incidents in the past that have that have threatened the Harbor Home population, and
there are a significant number of hazardous material rail transports passing through Erie
each day. Spills and derailments are a serious threat to those who live in the proximity of
rail lines.

These issues and several more are addressed in this Emergency Operations Plan’s Hazard-
Specific Index.

Demographics play a role in emergency operation planning. As with most HACE developments,
JEHGA residents are represented by several international aggregates, to include: Hispanic,
Russian, African, and Eastern European, and many do not speak English. The language barrier
presents a complicating factor relative to the management of emergency/disaster preparation,
response and recovery. It is incumbent that the emergency operation plan addresses this
significant issue. Therefore the following organizations are listed in the emergency contact
exhibit: Multicultural Community Resource Center (MCRC), and Multicultural Health
Evaluation Delivery System (MHEDS). There will be a 24/7 phone number listed for each
organization. Also, an extra step in the in the “Emergency Procedures Guidelines” (page 6) has
been added to accommodate interpretation/translation services.

As with all emergency operations planning, the written document is not designed to stand alone
without cyclical updating and vigilant training. This specific plan is formatted in a manner that
will allow it to function as a guide to emergency and disaster response, and at the same time,
operate as a training aid to both residents and staff. As noted, EOP’s need to be reviewed; it is
suggested that this be done annually to ensure that timely information is incorporated into the
document.




I1.

Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response. The
EOP will be executed by following the general operational activities listed below:

* Identifying and assessing the hazard
* Select protective action

* Notifications (administrators, staff, families, public, interested parties- police, fire,
emergency medical, emergency management, etc.)

* Address short and long-term needs of staff and residents

* Ensure continuity of operations

Continuity
of Ops
Address
Needs

Notify

Protective
Action
Identify &
Assess
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EMERGENCY RESPONSE ACTION PLAN




IV. Emergency Procedures Guidelines: General Responsibilities (includes

CONOPS activities):

Abbreviation Key:

S = Staff

SM = Site Manager or designee

ED = Executive Director or designee

* S
* S
* S
 SM
 SM
* S
* S
* ED
* S
* S

Assess the situation

Address life safety (first aid, safety of victim, etc.)

Call 911 if necessary, and Site Manager

Notify Executive Director

If needed, contact MHEDS or MCRC for interpretation/translation services

Evacuate only when advised to do so (see “Evacuation Plan” below)

Limit pedestrian and vehicular traffic to the high risk area

Activate Emergency Operations Center (Key Personnel)

Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

If possible, do not disturb the scene (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED

In charge of incident command for HACE

V. Evacuation Plan: (Harbor Homes and Annex, John E. Horan Garden Apartments,

S = Staff

Erie Heights Apartments)

SM = Site Manager

ED = Executive Director (Executive Director or designee)

* S
* SM
* S
* S
* S
* S
* S

Call 911; notify the SM

Notify ED

Follow established evacuation plan as detailed in this section
Bring resident information and medical information

Assist pre-identified disabled residents

Take resident and staff roll call

Prepare to move clients from one evacuation site to another if necessary




*John E. Horan Garden Apartments Evacuation Destination:
= Development Administration Building

=  Edison School

® Erie County Convention Center Authority facilities (Erie Insurance Arena,
Warner Theatre, or Bayfront Convention Center

A. Assumptions:

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be assessed according to the extent that the unit(s) are uninhabitable

I

Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak

Fire/explosion/collapse affecting the entire building

wok v b=

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety reasons
before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:

1. Mayor of the City of Erie

2. Fire Chief of the City of Erie
3. Police Chief of the City of Erie
4

. Housing Authority Executive Director

Note: No one else has the authority to order an evacuation




D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive
Director
Deputy
Director
Maintenance Development R.e §1d.ent
Superintendent Manager Initiatives
Coordinator
HACE De\{elopment HACE Staff
Maintenance Maintenance Resources
Staff Staff

1. Executive Director:
e Executive Director

* Responsible for all communications with elected officials, public safety agencies,
board members, resource agencies, and news media

* Makes decision on total evacuation unless previously made by the Mayor, or
Police or Fire Chiefs

* Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

* Directly communicates with the executive director regarding the physical
condition of the building(s) relative to where the emergency exists.




* Supervises and directs off-sight HACE maintenance staff, along with contractors
(e.g. elevator, electrical, plumbing, heating) needed to address any problems with
the building(s).

3. Development Manager:

* Directly communicates with the executive director regarding the physical
condition of the residents

* Responsible for having a complete record (from Tenant Directory) on tenants who
can provide for their own evacuation (or with assistance of family) and those that
will require assistance due to mental/physical disability or language problem

o Tenant directory shall be maintained by unit number, tenant name, and
disability status (if any)

o Three permanent records containing key information on each tenant shall
be maintained: @the development office; @the central office; @the
manager’s home

o Information must be updated annually at recertification time
* Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

* Responsible for keeping track of tenants who left and who remain and who need
to be transported

* Responsible for assembling evacuating tenants in a pre-designated location or
other location as circumstances dictate

* Responsible for communicating with family emergency contact

o Assign maintenance employee to each entrance to the building(s) to limit access
to authorized personnel only

o Responsible for securing all apartments after the emergency has been stabilized

4. Deputy Director for Development:
* Takes responsibility of Executive Director in his/her absence
* Assist Executive Director throughout the emergency

* Responsible for coordinating and directing HACE staff resources who assist the
development manager in the evacuation process (includes other managers, clerical
staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person
* Person responsible for the day-to-day maintenance of the development

* Responsible for implementing the directions of the Manager or Maintenance
Superintendent concerning the physical condition of the building(s)




6. Resident Initiatives Coordinator
* Responsible for the central office copy of the Tenant Directory
* Assist development manager in conducting an orderly evacuation
* Responsible for arranging transportation of those tenants who need assistance
* Coordinate with temporary shelter and transportation providers

* Maintains records on the status of each tenant in absence of the development
Manager

* Responsible for coordinating with on scene assisting agencies

* Liaison with the Red Cross and emergency shelter/food providers

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenants

assistance @ the Housing . . :
Development and door-to-door or public (confirm evacuation and

temporary shelter address system provided b the need for tenant
location(s) first responders transportation)

Notify Tenant Families

1. Executive Director opens emergency operations center (@ 606 Holland or alternate
location (designated by the Executive Director)

¢ C(Collect information
® Convey general instructions

®* Communicate evacuation order

2. Resident Initiatives Coordinator contacts Red Cross at the evacuation site and shelter
location(s)

3. Development Manager or designee provides tenants information regarding the
evacuation via:

® On-scene contact, with the assistance of HACE staff and assisting agencies
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¢ If time permits, provide tenants with written information (see Exhibit) on the
nature of the emergency, expected duration of the evacuation, and source of the
order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation

4. Manager or designee Calls family emergency contacts
* Confirm evacuation and the need to pick up relative from a designated location

* Provide general instructions on pick-up points

5. Resident Initiatives Coordinator begins transportation to temporary shelters(s)
utilizing EMTA bus(es)

6. Maintenance Supervisor and maintenance staff check all apartments and secure the
building following evacuation,
F. Temporary Shelters

1. Sites:
e Harbor Homes

o JFK Center (first option)

o Erie County Convention Center Authority facilities
* John E. Horan Garden Apartments

o Development Administration Building (first option)

o Edison Elementary School

o Erie County Convention Center Authority facilities
* Garden Heights Apartments

o Curry/Schell Apartments (first option)

o Grover Cleveland School

o Erie County Convention Center Authority facilities

G. Needs

1. Sanitary facilities
* JFK Center
* Housing Authority
2. Food and water
* Red Cross
* City Emergency Manager
* HACE

11




3. Sleeping areas, cots/blankets
* Red Cross
4. Chairs/tables
* Housing Authority
* Erie County Convention Center Authority facilities

Note: It is estimated that a maximum of eighty (80) residents will need temporary shelter.
Initially they would be transported to the JFK Center, Erie County Convention Center Authority
facilities, or another HACE building not affected by the emergency. Arrangements will be made
with the Red Cross for emergency food, blankets and cots. Depending on the expected duration
of the emergency, arrangements will be made with motels/hotels for more comfortable
accommodations. The tenant will be responsible for his/her own meals. The motels/hotels to be
called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢ Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants who have
relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in temporary
shelters

V1. Shelter in Place Procedures

S = Staff

SM = On Call Supervisor

ED = Executive Director

* S Call 911; notify On Call Supervisor (SM)
* SM Notify Executive Director (ED)

e S Direct residents, staff and visitors to remain in their residence/office

S Instruct tenants to close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain inside of their residences

* S Instruct tenants to shut off all ventilation systems (heat/air conditioning)

12




e ED Determine what resources are needed

Note: In all cases where the tenants are instructed to shelter in place (i.e., an emergency
requiring that they stay in their apartments) it is the responsibility of the development
manager or designated staff member to notify residents when the emergency has passed
and it is safe to leave their apartments. If required, then the notice shall be given door-to-
door.

VII. Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the hazards
listed in the Hazard-Specific Annex and are not meant to change or supplant any
intervention or reporting procedures required by Local, State, or Federal regulation. In
situations that fall within specific guidelines, the “hazard-specific responses” are meant to
be used in conjunction with procedures set forth by the regulatory standards.

S — Staff
SM — On Call Supervisor
ED — Executive Director

General Emergency/Disaster

Fire: See “FIRE SAFETY” Exhibit (2)

* S Pull fire alarm (where available); Call 911; call SM
* SM CallED

* S If possible, make sure the tenant has left

* S Do not Evacuate unless told to do so, or if it is immediately apparent
that other units are threatened by the fire

* S If told to evacuate, have occupants gather at a designated area

* S Do Not allow residents (or staff) to re-enter affected units

* S Meet firefighters; advise them of the exact location of the fire

Gas Leak: (known or suspected)

DO NOT operate any electrical equipment or smoking material
Provide source of fresh air by opening doors and windows

If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

* SM  (If strong) call ED

Move all personnel to a safe location

* S If told to evacuate follow Evacuation Plan/Procedures

v unwn
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Power Outage:

S
SM
S

w1

ED

Call On Call Supervisor; report the time of the utility failure
Call ED
In severe weather conditions, have all tenants do the following:
* Close off unneeded rooms
= Cover cracks under doors
= Keep hydrated (water preferred) and fed
= Dress in several layers of light clothing
Keep a flash light and first aid kit on hand
Keep phone (cell) phone line open for SM/ED communications
If the outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

0] v wn

W

ED

Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove

Call 911; call SM

Call ED

Provide emergency responders with substance ID information (if known)
If told to evacuate, follow Evacuation Plan/Procedures

In cases of an off-premises spill: follow emergency responders’ orders
Administer First Aid if trained to do so

If necessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

S

S

SM

DO NOT shake or empty the contents of any suspicious envelope or

package

Secure the area

Call 911; call SM

Call ED

If the package/envelope is opened or leaking, do not leave the room or

Allow anyone else to enter; close the door and wait for emergency responders
Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

Explosive Packages (by appearance)

S
S

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area
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* S
* SM
* S

Call 911; call SM
Call Executive Director
Once the firefighters are on scene, follow their instructions

Note: The area or areas of evacuation will vary considerably, depending on the situation.
Police and bomb squad will make this determination.

Train Derailment:

* S
* S
* S
* SM
* ED
* S
* S

If toxic spill/release, Shelter in Place

Turn off “air ventilation systems”

Call 911; call SM

Call ED

Open emergency operations center (remote location)

Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
If told to evacuate, move away from the derailment

Water Supply Interruption

* S

* SM
* SM
* SM
* SM
* ED

Call SM

Call Maintenance Supervisor and ED

Call Waterworks Emergency Number (870-8000): Determine estimated duration
Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

Confer with HACE Administration and contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water supply
alternatives

Will make determination on continued occupancy of the facility/development

Criminal Incidents/Resident Injury or Death

Active Shooter/Armed Suspect(s)

* S
* S
* SM
* S

Call 911; Provide (if known):

Exact location of incident

Injuries

Description(s) of suspect(s) (names and addresses if known)
Whether or not suspect(s) still on scene

Description of vehicle (if involved)

Direction of travel if suspect(s) left the scene

Call SM

Notify ED

Remain available to first responding agencies (police, emergency medical)
for information purposes
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Assaults/Fights:

* S Assess situation
* S Response Options:
= Call9l1

= First staff on scene calls for assistance and remain until assistance arrives
* S If necessary, call 911; Notify SM
* SM Notify ED

Severe Injury/Unresponsiveness:

Do not move seriously injured or unresponsive person
Call 911 (indicate if crime is suspected)

Notify On Call Supervisor

* SM Notify Executive Director

°
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e S Preserve evidence
* S Direct emergency responders to the scene
e S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)
* SM Notify family or emergency contact (if not done so already)

(Resident) Death:
* S Call 911 (if due to unknown or emergency circumstances); call SM
* SM CallED
* S Secure area, limit access, disturb as little as possible until emergency
responders arrive
* S Have all client (victim) information available for SM/ED

* SM Contact coroner (unless emergency responders do so)

Bomb Threat: (received in person, by phone, fax, or email, or written on building property,
etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S Document the call in its entirety.
Ask:
=  Where is the bomb?
=  When will it go off?
=  What kind of bomb is it?
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=  Why is this going to happen?
= Keep the conversation going (the more detail, the better
* S Try to signal for assistance (DO NOT HANG UP)
* S If possible, call 911 from another phone; call the SM
* SM Notify the ED
* S Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S Advise unruly and/or unauthorized person(s) of your official position
in the organization

* S Order them to leave the HACE premises/property immediately

* S If he/she/they refuse to leave, call 911; advise 911 operator that you are

calling from a residential development/facility (make aware of any threat, act of
violence, or weapon); call SM

* S Advise responding police officers of your position with the organization
(gives authority to act) and that you had ordered the party(s) from the
development/building and grounds

* S Once police officers have escorted the party(s) from the premises, secure
all doors if the trespass is to a building

* SM Notify Executive Director

* ED Ifthe police had not filed criminal charges, determine if the Agency
wishes to pursue charges (through police or private criminal complaint)

Note: After the incident, a letter will be sent to the offending party(s) from a HACE
administrator (preferably the Executive Director) stating that individual(s) is no longer
permitted to enter upon the property of the Housing Authority. The letter should be sent both
first class and certified mail (return receipt requested). A copy of the letter should be
retained at the facility or development where the incident took place. It is documentary
evidence that can be used in future prosecution.

Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

Keep all access points into the unit secured (prevention)

Keep suspicious persons and activity under observation; descriptions
Report suspicions to law enforcement authorities (Quebec Unit if available)
Do not open doors to unidentified individuals

Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

If entry attempted, call 911 immediately; call SM

Stay on the line with 911 until police arrive

If in a building, have all residents lock apartment doors

Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

* S Stay calm; your demeanor helps to calm residents and quell violent acts

°
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* S
* S
* SM

If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

Contact On Call Supervisor

Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility or grounds)

e s
e s
e s
« SM

Notify police (call 911 if it appears that the weapon has been brought into
the building/grounds with malicious intent). Use extreme caution.

Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm

Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S Determine source of water flow
e S Assess rise in water level rate
e S If necessary, call 911; in any event call SM
e SM CallED
* S Call 911 if emergency response is needed
* ED Ifnecessary, open emergency operations center
Earthquake:
* S Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects
* S Call 911; call SM
 SM CallED
* S Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)
* S Make sure evacuation paths are safe
* ED  Open emergency operations center (assemble key people)
* S Outdoors: stay in an open area away from any structures.

Stay close to the ground as possible; be aware of fires, downed power lines,
aftershocks, broken water and gas lines
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Tornado:

Monitor emergency alert media stations

Bring all personnel inside the building

Close windows and blinds; stay away from open areas
Retreat to basement, first floor interior hallways or rooms
Call On Call Supervisor

SM  Call Executive Director

nnnwnouvuwn

Winter Storm:

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify On Call Supervisor

SM  Notity Executive Director

S Monitor street snow plowing in developments

»nnwnwnounvuwn

VIII. After-Action Report:

After the emergency and subsequent recovery operations have ended, the HACE administration

and staff will convene to debrief and discuss what effect the crisis had on the John E. Horan

Garden Apartments operations as well as the residents. It should also be determined if the
Emergency Operations Plan should be revised or amended in light of lessons learned during the
emergency.

An After-Action Report is to be completed by the site management or administration designee,

addressing the particular critical incident. It is essential that a systematic means be employed to
record the activities of administrators and staff in order to assure:

The following are the primary items to be addressed in an After-Action Report (the on-scene

A means of determining the sequence of causative events and corrective actions

A means of determining responsibility and/or liability, in the event of law suits or other

court actions arising from the emergency

A means of furnishing other supporting agencies with substantiating documentation

should the need arise

A means by which the response and action of the Housing Authority and the program

staff may be evaluated

supervisor should maintain supporting documentation):

General — Description of the emergency; time and date of occurrence; location, etc.
Strengths — Administrators, staff, total personnel committed to the incident, other
Operations Summary - include all significant events on a time-phase basis

Damage and Injury - list injuries (including severity); property damage
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* Supplies and Equipment - supplies and equipment used; availability of supplies and
equipment

* Problems - personnel, information (accuracy), operations, organization, training, supplies
and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall be
submitted to the Executive Director.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic guideline
in addressing critical incident management. It is the intent of this plan to do just that. Every
category listed, whether procedural or denoted in the hazard-specific annex, provides Agency
staff and first responders a format in addressing the matter at hand. At the same time, the plan
allows trained staff, supervisors and leadership the ability to supplement their response efforts
with additional action steps. These steps would be based on their training and experience, and
extraordinary circumstances which may occur during the course of a critical incident.

Emergency Operations Plans must be updated/revised, and exercised. The EOP should be
reviewed annually, and scrutinized subsequent to every emergency (see After-Action Plan). It
should be exercised semi-annually to ensure proper execution by all interested parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents; they
need to be used and updated. The evolutionary process does not cease: times change, along
with personnel, experience and training. The safety of residents and staff is the top priority of
the Housing Authority of the City of Erie in fulfilling its obligations to its constituency.
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Exhibit 1

EMERGENCY CONTACTS

NOTE: All emergency calls to police, fire, emergency medical and emergency management phone

911

ADMINISTRATIVE STAFF

John E. Horan, Executive Director
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

Elizabeth Twohig, Mgr. Work 455-7508

Site Manager (SM) Cell 923-1618
Home 461-0734
Home Plus 392-6794

OSTROW APARTMENTS & Harbor Homes

Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343
Home 459-0768

John E. Horan Garden Apartments

Maggie Villa, Mgr. Work 454-0189
Site Manager (SM) Cell 881-1297

(work) 452-2425
(cell) 460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell) 460-0954
(home) 453-6425

(work) 452-2425
(cell) 671-6395

FRIENDSHIP APARTMENTS
Anna Kirk, Mgr. Work 453-7559
Site Manager (SM) Cell  434-3626
Home 790-5144
Home Plus 392-6794

CURRY/SCHELL APARTMENTS & Erie Heights

Work 864-4511
Cell 881-1397
Home 864-5919

Kristen Bennett, Mgr.
Site Manager (SM)

!Highrise/Development Contractors!

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487

BI'YSOI'I Securities (door entry Friendship) 898-3424
RNS Service (emergency generator) 833-1728
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Language Interpretation/Translation
MHEDS — Tammy Melnik (24/7 cell number) — 814-392-2952
MCRC — Allan Turner — (Office number) — 814-455-0212

GENERAL

Housing Authority Central Maintenance Building — 898-0265

Housing Authority Emergency Maintenance — 898-0937

Red Cross — 833-0942 (Mark Petroff: cell — 814-434-0798)

Emergycare — 870-1020

Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser 392-6628 (cell)

868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028 (cell) 866-7183 (h)

878-6286 (pager)

St. Vincent Health Center — 452-5000 (emergency 452-5353)

UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)

Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)

Veterans Administration Hospital — 868-8661

Stairways, Inc. — 453-5806 (emergency 881-7922)

Base Service Unit for Mental Health — 878-3400

Erie Fire Department — 870-1400 (emergency-911)

Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486

Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255

Erie Police Department — 870-1125 (emergency-911)

Erie Waterworks — 870-8000

Water Bureau Repair — 870-8087

Streets Bureau — 870-1340

Sewer Bureau Repair — 870-1350 (after hours 870-1340)

Erie County Coroner — 451-6331 (after hours 452-2911)

Erie County Health — 451-6700

Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) / 474-1458 (evening)
or 490-2443 (cell)

Pennsylvania State Police — 898-1641

GPU Energy — 864-4011 (emergency 1-800-545-7738)

National Fuel Gas — 871-8000 (emergency 1-800-444-3130)

Verizon — 871-2341

Water Supplier — Koldrock Water 452-0200

revised 4/12/13
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Exhibit 2

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment and
remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle your
estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?
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Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:

Exhibit 3

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager so that we
can make provisions for you. Important information will be provided to you through the TV
message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to Erie
County Convention Center Authority facilities for temporary shelter. If the emergency condition
at the building continues for more than 12 hours, we will make arrangements at area
motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new knowledge
is gained, and circumstantial and situational factors change within an organization. An EOP is
essential in structuring procedures that ensure the safety of those subjected to emergency and/or
disastrous situations. The purpose of developing this plan is to provide an on-site document that
can be used by administrators and staff as an “all-hazards approach” in addressing emergency
response. The plan also facilitates collaboration with partners and stakeholders (police, fire,
emergency medical, emergency management) by unifying efforts to mitigate hazardous
conditions. Although there are general responses to specific emergency situations, an
Emergency Operations Plan must be specific to a particular facility.

The Housing Authority of the City of Erie (HACE) has a long history in serving our community.
It provides affordable and well maintained housing to those of limited income and resources.
HACE operational sites are positioned strategically throughout the City, and include two “high-
rise” facilities, four multi-plex housing developments, two smaller multiple story complexes, and
many single family units. Each location is separately managed by on-site staff that report
directly to the Authority’s administrative team.

J. Leonard Ostrow Apartments, 4220 Davison Avenue is a 3 story, “L” shaped structure
containing 80 apartments, housing approximately 83 residents; all tenants are elderly/disabled.
There is access to the building from the front and each end of the complex, and an “exit only”
door on the north side of the building; a large parking lot is in front. The structure is of modern
construction (1984), well maintained, and is serviced by emergency generated power (75K,
natural gas).

Ostrow is managed and maintained by the Housing Manager, and staff, of the Harbor Homes
housing development. The administrative offices are located at 1839 East 18" Street, Erie, Pa
16510, phone 814-899-0678. There is a full-time maintenance supervisor on location at Harbor
Homes who is also responsible for the care of Ostrow. Also, there are security cameras located
at the Schmid, Friendship and Ostrow facilities.

The facility manager is “on call” for the tenants for something other than a maintenance issue;
also available to the residents is the 24/7 emergency maintenance number. The tenants are
instructed to call 911 in an emergency. All HACE properties are patrolled by on-duty City of
Erie Police Officers (referred to as the “Quebec” unit) between the Hours of 12 pm and 4 am.
These Officers serve in a special detail specifically dedicated to answer Housing Authority calls.
There are Fire and Evacuation plans for the premises which have been incorporated into this
EOP. The Fire Department has access to the building with key kept in a “Knox Box™ located
adjacent to the front door of the structure.

As with all emergency operations planning, the written document is not designed to stand alone
without cyclical updating and vigilant training. This specific plan is formatted in a manner that
will allow it to function as a guide to emergency and disaster response and at the same time
operate as a training aid to both residents and staff. As noted, EOP’s need to be reviewed; it is
suggested that this be done annually to ensure that timely information is incorporated into the
document.



I1. Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response. The
EOP will be executed by following the general operational activities listed below:

* Identifying and assessing the hazard
* Select protective action

* Notifications (administrators, staff, families, public, interested parties- police, fire, ems,
ema etc.)

* Address short and long-term needs of staff and residents

* Ensure continuity of operations

CONOPS
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Action
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III. EMERGENCY RESPONSE ACTION PLAN




IV. Emergency Procedures Guidelines: General Responsibilities (includes
CONOPS activities):

Abbreviation Key:

S = Staff
SM = Site Manager or designee

ED = Executive Director or designee
* S Assess the situation
* S Address life safety (first aid, safety of victim, etc.)
* S Call 911 if necessary, and (On Call) Supervisor
* SM Notify Executive Director

* S evacuate only when advised to do so (see “Evacuation Plan” below)

* S Secure/seal off high risk area

* ED Activate Emergency Operations Center (Key Personnel)

* S Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

* S If indicated, preserve evidence (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED Incharge of incident command

V. Evacuation Plan  (Schmid Towers, Friendship Apartments, Ostrow Apartments,
Curry/Schell Apartments)

S = Staff
SM = Site Manager
ED = Executive Director (John Horan or designee)
* S Call 911; notify the SM
* SM Notify ED
Follow established evacuation plan as detailed in this section
Bring resident information and medical information
Assist pre-identified disabled residents

Take resident and staff roll call

[ ]
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Prepare to move clients from one evacuation site to another if necessary



*Ostrow Apartments Evacuation Destination:

* Erie County Convention Center Authority (Erie Insurance Arena, Warner Theatre,
or Bayfront Convention Center)

= Curry /Schell (second option)

A. Assumptions:

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be total

R

Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak

Fire/explosion/collapse affecting the entire building

AN

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety reasons
before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:

1. Mayor of the City of Erie

2. Fire Chief of the City of Erie
3. Police Chief of the City of Erie
4

Housing Authority Executive Director

Note: No one else has the authority to order an evacuation



D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive Director

Deputy Director for
‘ Development

l 1

Maintenance T Resident Initiatives
Superintendent Bullding Manaset Coordinator

l l

HACE Building HACE Staff
Maintenance Maintenancee Resources
Staff Staff

1. Executive Director:

Executive Director

Responsible for all communications with elected officials, public safety agencies,
board members, resource agencies, and news media

Makes decision on evacuation unless previously made by the Mayor, or Police or
Fire Chiefs

Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

Directly communicates with the executive director regarding the physical
condition of the building relative to where the emergency exists.

Supervises and directs HACE maintenance workforce, along with contractors
(e.g. elevator, electrical, plumbing, heating) needed to address any problems with
the building.

Assign maintenance employee to each entrance to the building to limit access to
authorized personnel only

Responsible for securing all apartments after the emergency has been stabilized



3. Building Manager:

* Directly communicates with the executive director regarding the physical
condition of the residents

* Responsible for having a complete record (from Tenant Directory) on tenants who
can provide for their own evacuation (or with assistance of family) and those that
will require assistance due to mental/physical disability or language problem

o Tenant directory shall be maintained by apartment number, tenant name,
and disability status (if any)

o Three permanent records containing key information on each tenant shall
be maintained: @the building office; @the central office; (@the manager’s
home

o Information must be updated annually at recertification time
* Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

* Responsible for keeping track of tenants who left and who remain and who need
to be transported

* Responsible for providing evacuee necessities, to include medication

* Responsible for assembling evacuating tenants in the community room or other
location if the community room is not available

* Responsible for communicating with tenant family members
* Responsible for coordinating the Home Plus assignments
4. Deputy Director for Development:
* Takes responsibility of Team Leader in his/her absence
* Assist Team Leader throughout the emergency

* Responsible for coordinating and directing HACE staff resources who assist the
building manager in the evacuation process (includes other managers, clerical
staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person
* Person responsible for the day-to-day maintenance of the facility

* Responsible for implementing the directions of the Manager or Maintenance
Superintendent concerning the physical condition of the building

6. Resident Initiatives Coordinator
* Responsible for a second copy of the Tenant Directory

* Assist building manager in handling the orderly evacuation of the building



* Responsible for arranging transportation of those tenants who need assistance
* Coordinate with temporary shelter and transportation providers
* Maintains records on the status of each tenant in absence of the Building Manager

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenants Notify Tenant Families
assistance @ building (confirm evacuation and

Via tv or voice

: the need for tenant
annunciator system

transportation)

and temporary shelter
location(s)

1. Executive Director opens emergency operations center (@ 606 Holland or alternate
location (designated by the Executive Director)

¢ C(Collect information
¢ Convey general instructions

¢ Communicate evacuation order
2. Building Manager contacts Red Cross at the evacuation site and shelter location(s)

3. Building Manager or designee provides tenants information regarding the evacuation
via:

¢ TV monitor system
¢ Voice annunciator system

¢ If time permits, provide tenants with written information (see Exhibit) on the
nature of the emergency, expected duration of the evacuation, and source of the
order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation

4. Manager or designee Calls family contacts

* Confirm evacuation and the need to pick up relative from the building



* Provide general instructions on pick-up points

5. Resident Initiatives Coordinator begins transportation to temporary shelters(s)

utilizing EMTA bus(es)

6. Maintenance Supervisor and maintenance staff check all apartments and secure the

building following evacuation,

F. Temporary Shelters
1. Sites:

e Schmid Towers

o Erie County Convention Center Authority facilities (first option)

o Friendship Apartments
* Friendship Apartments
o Erie County Convention Center Authority facilities
o Schmid Towers
* Ostrow Apartments
o Erie County Convention Center Authority facilities
o Curry/Schell Apartments
*  Curry/Schell Apartments
o Erie County Convention Center Authority facilities
O Ostrow Apartments
. G. Needs
1. Sanitary facilities
* Erie County Convention Center Authority facilities
* Housing Authority
2. Food and water
* Red Cross
3. Sleeping areas, cots/blankets
* Red Cross
4. Chairs/tables
* Erie County Convention Center Authority facilities

* Housing Authority

Note: It is estimated that a maximum of eighty (80) residents will need temporary shelter.

Initially they would be transported to the Erie County Convention Center Authority facilities or
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another HACE building not affected by the emergency. Arrangements will be made with the
Red Cross for emergency food, blankets and cots. Depending on the expected duration of the
emergency, arrangements will be made with motels/hotels for more comfortable
accommodations. The tenant will be responsible for his/her own meals. The motels/hotels to be
called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢ Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants who have
relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in temporary
shelters

V1. Shelter in Place Procedures

S = Staff

SM = Site Manager

ED = Executive Director

* S Call 911; notify Site Manager (SM)
* SM Notify Executive Director (ED)

* S Identify and direct residents, staff and visitors to safe areas or rooms

e S Account for all residents, staff, visitors after arriving to safe areas

* S Immediately close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain in safe areas

* S Shut off “air ventilation system”

e ED Determine what resources are needed

Note: In all cases where the tenants are instructed to shelter in place (i.e., an
emergency requiring that they stay in their apartments) it is the responsibility
of the building manager or designated staff member to notify residents when
the emergency has passed and it is safe to leave their apartments. If the
annunciator is not operable, then the notice shall be given door-to-door.

11



VII.

Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the hazards
listed in the Hazard-Specific Annex and are not meant to change or supplant any
intervention or reporting procedures required by Local, State, or Federal regulation. In
situations that fall within specific guidelines, the “hazard-specific responses” are meant to
be used in conjunction with procedures set forth by the regulatory standards.

S

— Staff

SM - Site Manager
ED — Executive Director

General Emergency/Disaster

Elevator Malfunction or Entrapment: See Exhibit 3 — “Emergency Elevator
Service Call Procedures”

SM

n
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Call 911 if the elevator car is occupied; call SM
Call ED; Call Otis Elevator (see emergency contact list)

If possible, communicate with the occupants via emergency
communications device

Calm occupants; inform that help is on the way

Discourage self-rescue attempts

Have maintenance staff and pertinent elevator records available to
assist first responders

: See “FIRE SAFETY” Exhibit (2)

Pull fire alarm (where available); Call 911; call SM

Call ED

If in an apartment, make sure the tenant has left (“go to neighbors apt.”)
Do not Evacuate unless told to do so (See Evacuation Plan/Procedures)
If told to evacuate, have occupants use the stairway to the lobby

Do Not allow residents (or staff) to use the elevators

Meet firefighters at the door of the Holland Street lobby; advise them of
the location of the fire

Gas Leak: (known or suspected)

S

DO NOT operate any electrical equipment or smoking material

12
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Provide source of fresh air by opening doors and windows
If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

(If strong) call ED

Move all personnel to a safe location

If told to evacuate follow Evacuation Plan/Procedures

Power Outage:

S
SM
S

ED

Call Site Manager; report the time of the utility failure
Call ED
In severe weather conditions, have all personnel do the following:
* Close off unneeded rooms
= Cover cracks under doors
= Keep all residents hydrated (water preferred), and fed
= Dress in several layers of light clothing
Keep a flash light and first aid kit on hand
Keep phone (cell) phone line open for SM/ED communications
If the outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

9] v wn
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ED

Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove

Call 911; call SM

Call ED

Provide emergency responders with substance ID information (if known)
If told to evacuate, follow Evacuation Plan/Procedures

In cases of an off-premises spill: follow emergency responders’ orders
Administer First Aid if trained to do so

If necessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

S

S

SM

DO NOT shake or empty the contents of any suspicious envelope or

package

Secure the area

Call 911; call SM

Call ED

If the package/envelope is opened or leaking, do not leave the room or

Allow anyone else to enter; close the door and wait for emergency responders
Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

13



Explosive Packages (by appearance)

* S
* S
* S
* SM
* S

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area

Call 911; call SM

Call Executive Director

Once the firefighters are on scene, follow their instructions

Note: The area or areas of evacuation will vary considerably, depending on the situation.
Police and bomb squad will make this determination.

Train Derailment:

* S
* S
* S
* SM
* ED
* S
* S

If toxic spill/release, Shelter in Place

Turn off “air ventilation systems”

Call 911; call SM

Call ED

Open emergency operations center (remote location)

Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
If told to evacuate, move away from the derailment

Water Supply Interruption

* S

* SM
* SM
* SM
* SM
* ED

Call SM

Call Maintenance Supervisor and ED

Call Waterworks Emergency Number (870-8000): Determine estimated duration
Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

Confer with HACE Administration and plumbing contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water supply
alternatives

Will make determination on continued occupancy of the facility/development

14



Criminal Incidents/Resident Injury or Death

Assaults/Fights:

* S
* S

nNnnNnwnwvw »nwnwvw nnn
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Assess situation
Response Options:
= Call911
= First staff on scene calls for assistance and remain until assistance arrives
Avoid stepping in between combatants
Issue command to stop
Use loud distractions (e.g. yell names)
Attempt to verbally defuse situation
Attend to victims(s)
Disperse on-lookers
If necessary, seal off area for investigation (preserve evidence)
If necessary, call 911; Notify SM
Notify ED

Severe Injury/Unresponsiveness:

* S Do not move seriously injured or unresponsive person

* S Call 911 (indicate if crime is suspected) and administer First Aid

* S Notify Site Manager

* SM Notify Executive Director

* S Preserve evidence

* S Direct emergency responders to the scene

* S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)

* SM Notify family or emergency contact (if not done so already)
(Resident) Death:

* S Call 911 (if due to unknown or emergency circumstances); call SM

* SM CallED

* S Secure area, limit access, disturb as little as possible until emergency

responders arrive
* S Have all client (victim) information available for SM/ED
* SM Contact coroner (unless emergency responders do so)

15



Bomb Threat: (received in person, by phone, fax, or email, or written on building property,
etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S Document the call in its entirety.
Ask:
*  Where is the bomb?
=  When will it go off?
* What kind of bomb is it?
=  Why is this going to happen?
= Keep the conversation going (the more detail, the bette
* S Try to signal for assistance (DO NOT HANG UP)
* S If possible, call 911 from another phone; call the SM
* SM Notify the ED
* S Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S Advise unruly and/or unauthorized person(s) of your official position
in the organization

* S Order them to leave the premises immediately

* S If he/she/they refuse to leave, call 911; advise 911 operator that you are

calling from a residential facility (make aware of any threat, act of violence, or
weapon); call SM

* S Advise responding police officers of your position with the organization
(gives authority to act) and that you had ordered the party(s) from the building
and grounds

* S Once police officers have escorted the party(s) from the premises, secure
all doors to the building

* SM Notify Executive Director

* ED  Ifthe police had not filed criminal charges, determine if the Agency
wishes to pursue charges (through police or private criminal complaint)

Note: It is sound policy that, after the incident, a letter be sent to the offending
party(s) from a HACE administrator (preferably the Executive Director) stating that
individual(s) is no longer permitted to enter upon the property of the Housing Authority. The
letter should be sent both first class and certified mail (return receipt requested). A copy of
the letter should be retained at the facility or development where the incident took place. It is
documentary evidence that can be used in future prosecution.

16



Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

°
nnnwnounvuwn

v n wn

.
5]

Keep all access points into the building secured (prevention)

Keep suspicious persons and activity under observation; descriptions
Report suspicions to law enforcement authorities (Quebec Unit if available)
Do not open doors to unidentified individuals

Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

If entry attempted, call 911 immediately; call SM

Stay on the line with 911 until police arrive

Have all residents lock apartment doors

Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

Stay calm; your demeanor helps to calm residents and quell violent acts
If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

Contact Site Manager

Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility)

.S
- S
.S
« SM

Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

Notify police (call 911 if it appears that the weapon has been brought into
the building with malicious intent). Use extreme caution.

If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm

Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S
e S
e S
e SM
* S
* ED

Determine source of water flow

Assess rise in water level rate

If necessary, call 911; in any event call SM
Call ED

Call 911 if emergency response is needed
If necessary, open emergency operations center

17



Earthquake:

* S Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects

e S Call 911; call SM

* SM CallED

* S Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)

* S Make sure evacuation paths are safe

* ED  Open emergency operations center (assemble key people)

* S Outdoors: stay in an open area away from any structures.

Stay close to the ground as possible; be aware of fires, downed power lines,

aftershocks, broken water and gas lines

Tornado:
* S Monitor emergency alert media stations
* S Bring all personnel inside the building
* S Close windows and blinds; stay away from open areas
* S Retreat to basement, first floor interior hallways or rooms
* S Call Site Manager

e SM Call Executive Director
Winter Storm:

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify Site Manager

* SM Notify Executive Director

°
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VIII. After-Action Report:

After the emergency and subsequent recovery operations have ended, it is suggested that the

HACE administration and staff will convene to debrief and discuss what effect the crisis Ostrow

Apartments operations as well as the residents. It should also be determined if the Emergency

Operations Plan should be revised or amended in light of lessons learned during the emergency.

An After-Action Report is to be completed by the site management or administration designee,

addressing the particular critical incident. It is essential that a systematic means be employed to

record the activities of administrators and staff in order to assure:
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* A means of determining the sequence of causative events and corrective actions

* A means of determining responsibility and/or liability, in the event of law suits or other
court actions arising from the emergency

* A means of furnishing other supporting agencies with substantiating documentation
should the need arise

* A means by which the response and action of the Housing Authority and the program
staff may be evaluated

The following are the primary items to be addressed in an After-Action Report (the on-scene
supervisor should maintain supporting documentation):

* General — Description of the emergency; time and date of occurrence; location, etc.

* Strengths — Administrators, staff, total personnel committed to the incident, other

* Operations Summary - include all significant events on a time-phase basis

*  Damage and Injury - list injuries (including severity); property damage

*  Supplies and Equipment - supplies and equipment used; availability of supplies and
equipment

* Problems - personnel, information (accuracy), operations, organization, training, supplies
and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall be
submitted to the HACE administration.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic guideline
in addressing critical incident management. It is the intent of this plan to do just that. Every
category listed, whether procedural or denoted in the hazard-specific annex, provides Agency
staff and first responders a format in addressing the matter at hand. At the same time, the plan
allows trained staff, supervisors and leadership the ability to supplement their response efforts
with additional action steps. These steps would be based on their training and experience, and
extraordinary circumstances which may occur during the course of a critical incident.

Emergency Operations Plans must be updated/revised, and exercised. The EOP should be
reviewed annually, and scrutinized subsequent to every emergency (see After-Action Plan). It
should be exercised semi-annually to ensure proper execution by all interested parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents; they
need to be used and updated. The evolutionary process does not cease: times change, along
with personnel, experience and training. The safety of residents and staff is the top priority of
the Housing Authority of the City of Erie in fulfilling its obligations to its constituency.
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Exhibit 1

EMERGENCY CONTACTS

ADMINISTRATIVE STAFF

John E. Horan, Executive Director
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

Elizabeth Twohig, Mgr. Work 455-7508

Site Manager (SM) Cell 923-1618
Home 461-0734
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728
Home Plus 392-6794
OSTROW APARTMENTS
Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343
Home 459-0768
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728

(work) 452-2425
(cell)  460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell)  460-0954
(home) 453-6425

(work) 452-2425

(cell) 671-6395
FRIENDSHIP APARTMENTS
Anna Kirk, Mgr. Work 453-7559
Site Manager (SM) Cell 434-3626
Home 790-5144
Spaeder Plumbing & Heating  456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Bryson Securities (door entry) 898-3424
RNS Service (emergency generator) 833-1728
Home Plus 392-6794

CURRY/SCHELL APARTMENTS

Work 864-4511
Cell 881-1397
Home 864-5919

Kristen Bennett, Mgr.
Site Manager (SM)

Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 453-6591
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728
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NOTE: All emergency calls to police, fire, emergency medical and emergency management phone

911
GENERAL
Housing Authority Central Maintenance Building — 898-0265
Housing Authority Emergency Maintenance — 898-0937
Red Cross — 833-0942 (Mark Petroff)
Emergycare — 870-1020
Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser 392-6628 (cell)
868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028 (cell) 866-7183 (h)
878-6286 (pager)
St. Vincent Health Center — 452-5000 (emergency 452-5353)
UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)
Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)
Veterans Administration Hospital — 868-8661
Stairways, Inc. — 453-5806 (emergency 881-7922)
Base Service Unit for Mental Health — 878-3400
Erie Fire Department — 870-1400 (emergency-911)
Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486
Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255
Erie Police Department — 870-1125 (emergency-911)
Water Bureau Repair — 870-8087
Streets Bureau — 870-1340
Sewer Bureau Repair — 870-1350 (after hours 870-1340)
Erie County Coroner — 451-6331 (after hours 452-2911)
Erie County Health — 451-6700
Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) / 454-1458 (evening)
or 490-2443 (cell)
Pennsylvania State Police — 898-1641
GPU Energy — 864-4011 (emergency 1-800-545-7738)
National Fuel Gas — 871-8000 (emergency 1-800-444-3130)
Verizon — 871-2341

Revised 10/14/12
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Exhibit 2
FIRE SAFETY

The OSTROW APARTMENTS building is a fire-resistant building.
There are 7 fire alarm boxes located on the main floor and 3 fire
alarm boxes located on the 2" and 3" floors. It is advisable to know
their exact locations and how to use them

There are 3 stairway exits on each floor. Each is marked “EXIT.”

In case of FIRE in your apartment, leave your apartment, CLOSE THE
DOOR, and pull the nearest FIRE ALARM BOX IN THE HALLWAY.
(The fire alarm system is tested every other Thursday.) DO NOT return
to your apartment. Go to a neighbor’s apartment and dial 911 for the
ERIE FIRE DEPARTMENT to report the fire. Use the stairway exit to
the lobby floor to meet the firefighters in order to give them more
information about the fire. DO NOT USE THE ELEVATORS!

If the fire is not in your apartment, the Fire Department suggests that
you stay in your own apartment. Place wet towels on the floor at the
threshold of the door. If smoke begins to come in, use 2”” masking tape
or duct tape to seal off the sides and top of the door. KEEP YOUR
DOOR CLOSED!

You will be advised if it becomes necessary to evacuate the building.
Wait for the Fire Department to come to your apartment to assist you.

FIRE SAFETY - O.A.
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Exhibit 3

EMERGENCY ELEVATOR SERVICE CALL PROCEDURES

This procedure has been developed by the Housing Authority of the City of Erie to guide all
Housing Authority and Otis Elevator personnel who are involved with the maintenance and
management of our four High Rise Apartment elevators. The goal is to resolve problems and
minimize overtime.

Generally, any service call to Otis that occurs after working hours, on weekends or holidays will
be for emergencies only. An emergency is an incident that constitutes a safety matter for our
residents or if both elevators serving a building are affected. The length of time for one elevator
to be out of service may also be considered an emergency (e.g. holiday weekend). The Housing
Authority staff person will determine if an emergency exists. If the problem is not an emergency,
the service call by Otis is to be made the next working day after 8:00 a.m.

1. Tenant calls the Housing Authority’s answering service to report the problem.

2. Answering service will obtain the name, phone and apartment number of the person
calling, and the nature of the elevator problem.

3. Answering service will page the HACE on—call employee and provide them with a
description of the problem, and name and number of the person who made the report.

4. On-call person will call the tenant for a first hand description of the problem. The on-call
person will then report (also see 7 below) to the building to attempt to resolve the
problem. If this attempt is unsuccessful, then the on-call person will call Otis Elevator
call center and provide the elevator 1.D., cell phone number and a description of the
problem. Otis service person will contact HACE on-call employee via phone to try to
solve the problem without a service call.

5. If the problem cannot be resolved by phone, Otis will make the service call.

6. On-call employee will remain available by cell phone after Otis service person arrives at
the building.

7. In all cases where an individual(s) is/are trapped on an elevator, the call to Otis is to be

made by the on-call person prior to reporting to the building. Such a situation always
requires an immediate response from Otis.

HACE Policies
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Exhibit 4

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment and
remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle your
estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?

Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:
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Exhibit 5

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager so that we
can make provisions for you. Important information will be provided to you through the TV
message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to Erie
County Convention Center Authority facilities for temporary shelter. If the emergency condition
at the building continues for more than 12 hours, we will make arrangements at area
motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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I. Executive Summary

Emergency Operations Plans (EOP) are living documents. They are modified as new
knowledge is gained, and circumstantial and situational factors change within an
organization. An EOP is essential in structuring procedures that ensure the safety of
those subjected to emergency and/or disastrous situations. The purpose of developing
this plan is to provide an on-site document that can be used by administrators and staff as
an “all-hazards approach” in addressing emergency response. The plan also facilitates
collaboration with partners and stakeholders (police, fire, emergency medical, emergency
management) by unifying efforts to mitigate hazardous conditions. Although there are
general responses to specific emergency situations, an Emergency Operations Plan must
be specific to a particular facility.

The Housing Authority of the City of Erie (HACE) has a long history in serving our
community. It provides affordable and well maintained housing to those of limited
income and resources. HACE operational sites are positioned strategically throughout
the City, and include two “high-rise” facilities, four multi-plex housing developments,
two smaller multiple story complexes, and many single family units. Each location is
separately managed by on-site staff that report directly to the Authority’s administrative
team.

Schmid Towers, 606 Holland Street, Erie, Pa. is a 7 floor facility consisting of 193
rental units, housing approximately 200 tenants. Also located within the building are the
HACE administrative offices. There is access to the building on each side of the
structure; the primary entrance/exits are located on Holland Street (administrative
offices), and East 7" Street (tenants).

The management staff for the Schmid operations is located at the East 7™ Street entrance
(adjacent to the parking lot); normal working hours are 8:30 am to 4:30 pm. The door for
tenant access is kept unlocked until 8 pm (7 pm wintertime); a private security guard
(presently “Victory Security”) is on duty from 9 pm to 2 am daily. The guard monitors
those visiting the building; they must sign a register when entering and leaving the
premises. Also, there are security cameras located at the Schmid, Friendship and Ostrow
facilities.

The facility manager is “on call” for the tenants (they have her phone number); also
available to the residents is the 24/7 emergency maintenance number. The tenants are
instructed to call 911 in an emergency. All HACE properties are patrolled by on-duty
City of Erie Police Officers (referred to as the “Quebec” unit) between the Hours of 12
pm and 4 am. These Officers serve in a special detail specifically dedicated to answer
Housing Authority calls. There are Fire and Evacuation plans for the premises which
have been incorporated into this EOP. The Fire Department has access to the building
with key kept in a “Knox Box” located on the Holland Street side of the structure. Also,
in the case of a power outage, there is an electrical generator (100 kw) located in the




basement of Schmid Towers. The generator is an older “car engine” type (good
condition) and provides electricity to one elevator car and emergency lighting throughout
the building.

Demographics and disabilities play a role in emergency operation planning. As with
most HACE developments, the residents represent several international aggregates, to
include: Hispanic, Russian, African, and Bosnian. Also, there are several residents that
suffer from physical and mental disabilities (Note: HACE keeps a record of resident
medications). The mental disabilities outnumber the physical. Also, wheelchair-bound
and other ambulatory-handicapped residents are identified in tenant records.

As with all emergency operations planning, the written document is not designed to stand
alone without cyclical updating and vigilant training. This specific plan is formatted in a
manner that will allow it to function as a guide to emergency and disaster response and at
the same time operate as a training aid to both residents and staff. As noted, EOP’s need
to be reviewed; it is suggested that this be done annually to ensure that timely
information is incorporated into the document.

II. Concept of Operations (CONOPS):

In broad terms, CONOPS is the sequence and scope of the planned emergency response.
The EOP will be executed by following the general operational activities listed below:

* Identifying and assessing the hazard
* Select protective action

* Notifications (administrators, staff, families, public, interested parties- police, fire,
emergency management, emergency medical, etc.)

* Address short and long-term needs of staff and residents

* Ensure continuity of operations

CONOPS

Continuity
of Ops
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IV. Emergency Procedures Guidelines: General Responsibilities (includes
CONOPS activities):

Abbreviation Key:

S =Staff
SM = Site Manager or designee

ED = Executive Director or designee
* S Assess the situation
* S Address life safety (first aid, safety of victim, etc.)
* S Call 911 if necessary, and (On Call) Supervisor
* SM Notify Executive Director

* S Evacuate only when advised to do so (see “Evacuation Plan” below)

* S Secure/seal off high risk area

* ED Activate Emergency Operations Center (Key Personnel)

* S Keep area clear for emergency vehicles; if evacuation is ordered, follow
“Evacuation Procedures” (noted in Evacuation Plan)

* S If indicated, preserve evidence (criminal activity, cause of incident)

* S/SM Refer media to Executive Director or designated person

* ED Incharge of incident command

V. Evacuation Plan (Schmid Towers, Friendship Apartments, Ostrow Apartments,
Curry/Schell Apartments)

S = Staff
SM = Site Manager
ED = Executive Director (John Horan or designee)
* S Call 911; notify the SM
* SM Notify ED
Follow established evacuation plan as detailed in this section
Bring resident information and medical information
Assist pre-identified disabled residents

Take resident and staff roll call

[ ]
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Prepare to move clients from one evacuation site to another if necessary




*Schmid Towers Evacuation Destination:

» Erie County Convention Center Authority Facilities — (Erie Insurance
Arena, Warner Theatre, or Bayfront Convention Center)

* Friendship Apartments (second option)

A. Assumptions:

No advance notice

60% of the tenants will provide for own evacuation

40% of the tenants will require assistance and a place to go
Evacuation will be temporary — no longer than 1 week

Evacuation will be total

S NN S

. Injuries will be handled by local EMS: Emergycare, Erie Fire, Hospitals

B. Types of Situations Requiring Evacuation:

Total power/water loss for an extended period
Total heat loss for an extended period in winter
Hazardous Material Spill, gas leak

Fire/explosion/collapse affecting the entire building

w»ok v pd =

Tornado, earthquake, flood, bomb threat

Note: These situations must make the building uninhabitable due to health or safety
reasons before an evacuation is ordered (Evacuation is a last resort measure)

C. Hierarchy for Decision on Evacuation:

1. Mayor of the City of Erie

2. Fire Chief of the City of Erie
3. Police Chief of the City of Erie
4

. Housing Authority Executive Director

Note: No one else has the authority to order an evacuation




D. Key Staff Notification/Responsibilities:

Key Persons

Disaster Team

Executive Director

Deputy Director for
Development

. Resident Initiatives |
Building Manager | Coordinator |

Maintenance
Superintendent

1

Maintenance Maintenancee Resollces
Staff Staff |

1. Executive Director:

Executive Director

Responsible for all communications with elected officials, public safety
agencies, board members, resource agencies, and news media

Makes decision on evacuation unless previously made by the Mayor, or
Police or Fire Chiefs

Responsible for marshaling the technical expertise to assess damage to the
building (engineers, architects, inspectors, etc.) as needed

2. Maintenance Superintendent:

Directly communicates with the executive director regarding the physical
condition of the building relative to where the emergency exists.

Supervises and directs HACE maintenance workforce, along with
contractors (e.g. elevator, electrical, plumbing, heating) needed to address
any problems with the building.

Assign maintenance employee to each entrance to the building to limit
access to authorized personnel only

Responsible for securing all apartments after the emergency has been
stabilized




3. Building Manager:

* Directly communicates with the executive director regarding the physical
condition of the residents

* Responsible for having a complete record (from Tenant Directory) on
tenants who can provide for their own evacuation (or with assistance of
family) and those that will require assistance due to mental/physical
disability or language problem

o Tenant directory shall be maintained by apartment number, tenant
name, and disability status (if any)

o Three permanent records containing key information on each
tenant shall be maintained: @the building office; @the central
office; @the manager’s home

o Information must be updated annually at recertification time
* Responsible for maintaining a “Tenant Evacuation List”: shall
be updated monthly

* Responsible for keeping track of tenants who left and who remain and
who need to be transported

* Responsible for providing evacuee necessities, to include medication

* Responsible for assembling evacuating tenants in the community room or
other location if the community room is not available

* Responsible for communicating with tenant family members
* Responsible for coordinating the Home Plus assignments
4. Deputy Director for Development:
* Takes responsibility of Team Leader in his/her absence
* Assist Team Leader throughout the emergency

* Responsible for coordinating and directing HACE staff resources who
assist the building manager in the evacuation process (includes other
managers, clerical staff, Central Office staff)

5. Building Maintenance Supervisor/Maintenance Person
* Person responsible for the day-to-day maintenance of the facility

* Responsible for implementing the directions of the Manager or
Maintenance Superintendent concerning the physical condition of the
building

6. Resident Initiatives Coordinator

* Responsible for a second copy of the Tenant Directory




* Assist building manager in handling the orderly evacuation of the building

* Responsible for arranging transportation of those tenants who need
assistance

* Coordinate with temporary shelter and transportation providers

* Maintains records on the status of each tenant in absence of the Building
Manager

E. Evacuation Procedure

Key Persons Assemble at
Emergency Operations
Center

Notify Red Cross for Notify Tenants Notify Tenant Families
assistance @ building (confirm evacuation and

Via tv or voice

and temporary shelter :
annunciator system

location(s)

the need for tenant
transportation)

1. Executive Director opens emergency operations center (@ 606 Holland or
alternate location (designated by the Executive Director)

¢ C(Collect information
* Convey general instructions

®* Communicate evacuation order

2. Building Manager contacts Red Cross at the evacuation site and shelter
location(s)

3. Building Manager or designee provides tenants information regarding the
evacuation via:

¢ TV monitor system
¢ Voice annunciator system

® If time permits, provide tenants with written information (see Exhibit) on
the nature of the emergency, expected duration of the evacuation, and
source of the order (Mayor, Police, Fire, Executive Director)

® Verify if the tenant has a place to go, needs assistance or transportation




4. Manager or designee Calls family contacts
* Confirm evacuation and the need to pick up relative from the building
* Provide general instructions on pick-up points

5. Resident Initiatives Coordinator begins transportation to temporary
shelters(s) utilizing EMTA bus(es)

6. Maintenance Supervisor and maintenance staff check all apartments and
secure the building following evacuation,

F. Temporary Shelters
1. Sites:

* Schmid Towers
o Erie County Convention Center Authority Facilities (first option)
o Friendship Apartments

* Friendship Apartments
o Erie County Convention Center Authority Facilities
o Schmid Towers

* Ostrow Apartments
o Erie County Convention Center Authority Facilities
o Curry/Schell Apartments

*  Curry/Schell Apartments
o Erie County Convention Center Authority Facilities
O Ostrow Apartments

. G. Needs
1. Sanitary facilities
* Erie County Convention Center Authority Facilities
* Housing Authority

2. Food and water

* Red Cross
3. Sleeping areas, cots/blankets
* Red Cross

4. Chairs/tables
* Erie County Convention Center Authority Facilities

* Housing Authority
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Note: It is estimated that a maximum of eighty (80) residents will need temporary
shelter. Initially they would be transported to the Erie County Convention Center
facilities, or another HACE building not affected by the emergency. Arrangements will
be made with the Red Cross for emergency food, blankets and cots. Depending on the
expected duration of the emergency, arrangements will be made with motels/hotels for
more comfortable accommodations. The tenant will be responsible for his/her own
meals. The motels/hotels to be called are as follows:

* Avalon Hotel, 16 West 10" Street: 459-2220
*  Downtown Super 8 Motel, 205 West 10" Street:  456-6251
¢  Downtown Erie Hotel, 18 West 18" Street 456-2961

H. Re-occupancy

1. Once the building is determined to be safe, the manager will notify all tenants
who have relocated on their own that they can return to their residence

2. The Resident Initiative Coordinator will arrange transportation of those in
temporary shelters

V1. Shelter in Place Procedures

S = Staff

SM = Site Manager

ED = Executive Director

* S Call 911; notify Site Manager (SM)
* SM Notify Executive Director (ED)

* S Identify and direct residents, staff and visitors to safe areas or rooms

e S Account for all residents, staff, visitors after arriving to safe areas

* S Immediately close all exterior doors and windows to minimize indoor
contamination

* S Ensure all persons remain in safe areas

* S Shut off “air ventilation system”

* ED Determine what resources are needed
Note: In all cases where the tenants are instructed to shelter in place

(i.e., an emergency requiring that they stay in their apartments) it is the
responsibility of the building manager or designated staff member to
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notify residents when the emergency has passed and it is safe to leave
their apartments. If the annunciator is not operable, then the notice
shall be given door-to-door.

VII.

Hazard-Specific Response Annex

NOTE: The following protocols are the basic steps in emergency response to the
hazards listed in the Hazard-Specific Annex and are not meant to change or
supplant any intervention or reporting procedures required by Local, State, or
Federal regulation. In situations that fall within specific guidelines, the “hazard-
specific responses” are meant to be used in conjunction with procedures set forth by
the regulatory standards.

S

— Staff

SM - Site Manager
ED — Executive Director

General Emergency/Disaster

Elevator Malfunction or Entrapment: See Exhibit 3 — “Emergency
Elevator Service Call Procedures”

SM
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Call 911 if the elevator car is occupied; call SM

Call ED; Call Otis Elevator (see emergency contact list)

If possible, communicate with the occupants via emergency
communications device

Calm occupants; inform that help is on the way

Discourage self-rescue attempts

Have maintenance staff and pertinent elevator records available to
assist first responders

: See “FIRE SAFETY” Exhibit (2)

Pull fire alarm (where available); Call 911; call SM

Call ED

If in an apartment, make sure the tenant has left (“go to neighbors apt.”)
Do not Evacuate unless told to do so (See Evacuation Plan/Procedures)
If told to evacuate, have occupants use the stairway to the lobby

Do Not allow residents (or staff) to use the elevators

Meet firefighters at the door of the Holland Street lobby; advise them of
the location of the fire

12




Gas Leak: (known or suspected)

DO NOT operate any electrical equipment or smoking material
Provide source of fresh air by opening doors and windows

If slight, (e.g. faint odor) notify gas company, call SM

If strong odor, call 911; call SM

* SM  (If strong) call ED

Move all personnel to a safe location

* S If told to evacuate follow Evacuation Plan/Procedures

v n n
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Power Outage:

* S Call Site Manager; report the time of the utility failure
* SM CallED
* S In severe weather conditions, have all personnel do the following:

* Close off unneeded rooms
= Cover cracks under doors
= Keep all residents hydrated (water preferred), and fed
= Dress in several layers of light clothing
* S Keep a flash light and first aid kit on hand
* S Keep phone (cell) phone line open for SM/ED communications
* ED Ifthe outage period is extensive, open emergency operations center;
Consider options (evacuation, Red Cross assistance, etc.)

Hazardous Materials: (Incident occurring in or near the facility)

Move affected residents/staff to fresh air

Isolate area of leak/spill. Do not attempt to clean or remove
Call 911; call SM

* SM CallED

°
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* S Provide emergency responders with substance ID information (if known)
e S If told to evacuate, follow Evacuation Plan/Procedures
S In cases of an off-premises spill: follow emergency responders’ orders

* S Administer First Aid if trained to do so
* ED Ifnecessary, will assemble key personnel (emergency operations center)

Suspicious Envelope /Package (non-explosive by appearance)

* S DO NOT shake or empty the contents of any suspicious envelope or
package
* S Secure the area

e S Call 911; call SM
* SM CallED
* S If the package/envelope is opened or leaking, do not leave the room or
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Allow anyone else to enter; close the door and wait for emergency
responders

Notify emergency responders of all persons who were in the room or area
When the suspicious package/letter was recognized

Explosive Packages (by appearance)

Note

v wn

Do not attempt to inspect, touch, move or otherwise tamper with the item
Clear persons from the area

Call 911; call SM

Call Executive Director

Once the firefighters are on scene, follow their instructions

: The area or areas of evacuation will vary considerably, depending on the situation.
Police and bomb squad will make this determination.

Train Derailment:

If toxic spill/release, Shelter in Place

Turn off “air ventilation systems”

Call 911; call SM

Call ED

Open emergency operations center (remote location)

Do Not evacuate unless instructed to do so (follow Evacuation Procedure)
If told to evacuate, move away from the derailment

Water Supply Interruption

S

SM
SM
SM
SM

ED

Call SM

Call Maintenance Supervisor and ED

Call Waterworks Emergency Number (870-8000): Determine estimated duration
Contact HACE plumbing service provider (Wm. T. Spaeder — 456-7014)

Confer with HACE Administration and plumbing contractor: bottled water (Koldrock
Water, Inc. — 452-0200); plumbing contractor will supply larger water

supply alternatives

Will make determination on continued occupancy of the facility/development
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Criminal Incidents/Resident Injury or Death

Assaults/Fights:
* S Assess situation
* S Response Options:
= Call9l1
= First staff on scene calls for assistance and remain until assistance
arrives
* S Avoid stepping in between combatants
* S Issue command to stop
* S Use loud distractions (e.g. yell names)
* S Attempt to verbally defuse situation
* S Attend to victims(s)
* S Disperse on-lookers
* S If necessary, seal off area for investigation (preserve evidence)
* S If necessary, call 911; Notify SM
* SM Notify ED

Severe Injury/Unresponsiveness:

* S Do not move seriously injured or unresponsive person

* S Call 911 (indicate if crime is suspected) and administer First Aid

* S Notify Site Manager

* SM Notify Executive Director

* S Preserve evidence

* S Direct emergency responders to the scene

* S Provide relevant medical information

* S If the victim is being transported, find out destination (medical facility)

* SM Notify family or emergency contact (if not done so already)
(Resident) Death:

* S Call 911 (if due to unknown or emergency circumstances); call SM

* SM CallED

* S Secure area, limit access, disturb as little as possible until emergency

responders arrive
* S Have all client (victim) information available for SM/ED
* SM Contact coroner (unless emergency responders do so)
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Bomb Threat: (received in person, by phone, fax, or email, or written on building
property, etc.)

NOTE: DO NOT COMMUNICATE VIA CELL PHONE (could detonate bomb)

* S Document the call in its entirety.
Ask:

*  Where is the bomb?

=  When will it go off?

* What kind of bomb is it?

=  Why is this going to happen?

= Keep the conversation going (the more detail, the better
* S Try to signal for assistance (DO NOT HANG UP)
* S If possible, call 911 from another phone; call the SM
* SM Notify the ED
* S Assist emergency responders with building search and evacuation

Unwanted Guest/Defiant Trespasser:

* S Advise unruly and/or unauthorized person(s) of your official position
in the organization

* S Order them to leave the premises immediately

* S If he/she/they refuse to leave, call 911; advise 911 operator that you are

calling from a residential facility (make aware of any threat, act of
violence, or weapon); call SM

* S Advise responding police officers of your position with the organization
(gives authority to act) and that you had ordered the party(s) from the
building and grounds

* S Once police officers have escorted the party(s) from the premises, secure
all doors to the building

* SM Notify Executive Director

* ED Ifthe police had not filed criminal charges, determine if the Agency
wishes to pursue charges (through police or private criminal complaint)

Note: It is sound policy that, after the incident, a letter be sent to the offending
party(s) from a HACE administrator (preferably the Executive Director) stating that
individual(s) is no longer permitted to enter upon the property of the Housing
Authority. The letter should be sent both first class and certified mail (return receipt
requested). A copy of the letter should be retained at the facility or development
where the incident took place. It is documentary evidence that can be used in future
prosecution.
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Suspicious Activity, Home Invasion/Trespass/Loitering and Prowling:

* S Keep all access points into the building secured (prevention)

* S Keep suspicious persons and activity under observation; descriptions

* S Report suspicions to law enforcement authorities (Quebec Unit if available)

* S Do not open doors to unidentified individuals

* S Be aware of the nature of criminal activity in the neighborhood (news
media, neighborhood watch)

* S If entry attempted, call 911 immediately; call SM

S Stay on the line with 911 until police arrive

* S Have all residents lock apartment doors

* S Let the 911 operator know if entry is made; if possible, number of people,
descriptions, and the presence of weapons

* S Stay calm; your demeanor helps to calm residents and quell violent acts

* S If intruder(s) have left, provide 911 with the direction of travel; vehicle
description

* S Contact Site Manager

e SM  Contact Executive Director

Weapons: (Staff suspicious or aware of a weapon brought into the facility)

* S Notify supervisor who the suspected person is, where the weapon is
located, if anyone is threatened, and any other details

* S Notify police (call 911 if it appears that the weapon has been brought into
the building with malicious intent). Use extreme caution.

* S If the suspect threatens you or anyone else, do not try to disarm him/her;
back away and remain calm

e SM Call ED (if necessary)

Severe Weather/Natural Disaster

Flooding:
e S Determine source of water flow
e S Assess rise in water level rate
e S If necessary, call 911; in any event call SM
e SM CallED
e S Call 911 if emergency response is needed

* ED Ifnecessary, open emergency operations center
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Earthquake:

Tornado:

S

S
SM
S

S
ED
S

nnnwnouvuwn

SM

Indoors: move under tables, supports, interior hallways;
stay clear of exterior walls and potentially falling objects
Call 911; call SM

Call ED

Do not evacuate unless ordered to do so (follow Evacuation
Plan/Procedures)

Make sure evacuation paths are safe

Open emergency operations center (assemble key people)
Outdoors: stay in an open area away from any structures.
Stay close to the ground as possible; be aware of fires, downed power
lines, aftershocks, and broken water and gas lines

Monitor emergency alert media stations

Bring all personnel inside the building

Close windows and blinds; stay away from open areas
Retreat to basement, first floor interior hallways or rooms
Call Site Manager

Call Executive Director

Winter Storm:

VIII.

nnnwnouvuwn

SM

Monitor emergency alert media stations

Vehicles shouldn’t be driven unless evacuation is required
Account for all residents

Advise all residents of situation; layer clothing if needed
Notify Site Manager

Notify Executive Director

After-Action Report:

After the emergency and subsequent recovery operations have ended, it is suggested that
the HACE administration and staff will convene to debrief and discuss what effect the
crisis had on Schmid Towers operations as well as the residents. It should also be
determined if the Emergency Operations Plan should be revised or amended in light of
lessons learned during the emergency.

An After-Action Report is to be completed by the site management or administration
designee, addressing the particular critical incident. It is essential that a systematic
means be employed to record the activities of administrators and staff in order to assure:

A means of determining the sequence of causative events and corrective actions
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* A means of determining responsibility and/or liability, in the event of law suits
or other court actions arising from the emergency

* A means of furnishing other supporting agencies with substantiating
documentation should the need arise

* A means by which the response and action of the Housing Authority and the
program staff may be evaluated

The following are the primary items to be addressed in an After-Action Report (the on-
scene supervisor should maintain supporting documentation):

* General — Description of the emergency; time and date of occurrence; location,
etc.

* Strengths — Administrators, staff, total personnel committed to the incident, other

*  Operations Summary - include all significant events on a time-phase basis

*  Damage and Injury - list injuries (including severity); property damage

*  Supplies and Equipment - supplies and equipment used; availability of supplies
and equipment

* Problems - personnel, information (accuracy), operations, organization, training,
supplies and equipment, communications, etc.

* Lessons Learned - planning for the future

* Recommendations - to include Agency personnel interaction

The After-Action Report is the responsibility of the site manager (or designee) and shall
be submitted to the HACE administration.

IX. Plan Summary

In many cases, Emergency Operations Plans speak for themselves and provide a basic
guideline in addressing critical incident management. It is the intent of this plan to do
just that. Every category listed, whether procedural or denoted in the hazard-specific
annex, provides Agency staff and first responders a format in addressing the matter at
hand. At the same time, the plan allows trained staff, supervisors and leadership the
ability to supplement their response efforts with additional action steps. These steps
would be based on their training and experience, and extraordinary circumstances which
may occur during the course of a critical incident.

Emergency Operations Plans must be updated/revised, and exercised. The EOP should
be reviewed annually, and scrutinized subsequent to every emergency (see After-Action
Plan). It should be exercised semi-annually to ensure proper execution by all interested
parties.

As noted in the Executive Summary, Emergency Operation Plans are living documents;
they need to be used and updated. The evolutionary process does not cease: times
change, along with personnel, experience and training. The safety of residents and staff
is the top priority of the Housing Authority of the City of Erie in fulfilling its obligations
to its constituency.
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Exhibit 1

EMERGENCY CONTACTS

ADMINISTRATIVE STAFF

John E. Horan, Executive Director
Executive Director (ED)

Vincent Palermo, Maintenance Superintendent

Michael R. Fraley, Resident Initiatives Coordinator

Daniel J. Roessner, Deputy Director for Development

SCHMID TOWERS

Elizabeth Twohig, Mgr. Work 455-7508

Site Manager (SM) Cell 923-1618
Home 461-0734
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728
Home Plus 392-6794
OSTROW APARTMENTS
Cynthia Grayson, Mgr. Work 899-0678
Site Manager (SM) Cell 881-1343
Home 459-0768
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728

(work) 452-2425
(cell)  460-2190
(home) 866-0901

(work) 898-0265
(cell) 434-3628

(work) 452-2425
(cell)  460-0954
(home) 453-6425

(work) 452-2425

(cell) 671-6395
FRIENDSHIP APARTMENTS
Anna Kirk, Mgr. Work 453-7559
Site Manager (SM) Cell  434-3626
Home 790-5144
Spaeder Plumbing & Heating  456-7014
Keystone Electric 453-4761
Otis Elevator 1-800-233-6847
Bryson Securities (door entry) 898-3424
RNS Service (emergency generator) 833-1728
Home Plus 392-6794

CURRY/SCHELL APARTMENTS

Kristen Bennett, Mgr. Work 864-4511
Site Manager (SM) Cell 881-1397

Home 864-5919
Spaeder Plumbing & Heating 456-7014
Keystone Electric 453-4761
Otis Elevator 453-6591
Levco Comm. (door entry) 452-3487
RNS Service (emergency generator) 833-1728
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NOTE: All emergency calls to police, fire, emergency medical and emergency management
phone

911
GENERAL
Housing Authority Central Maintenance Building — 898-0265
Housing Authority Emergency Maintenance — 898-0937
Red Cross — 833-0942 (Mark Petroff)
Emergycare — 870-1020
Erie Civic Center — 453-7117 (Casey Wells 392-7484 (cell) 899-7181 (h) / Ron Desser
392-6628 (cell) 868-0910 (h) / Kevin Fox 323-2708 (cell) 868-5369 (h) / Barry Copple 392-2028
(cell) 866-7183 (h) 878-6286 (pager)
St. Vincent Health Center — 452-5000 (emergency 452-5353)
UPMC Hamot Medical Center — 877-6000 (emergency 877-6139)
Millcreek Community Hospital — 864-4031 (emergency 868-8340 or 8342)
Veterans Administration Hospital — 868-8661
Stairways, Inc. — 453-5806 (emergency 881-7922)
Base Service Unit for Mental Health — 878-3400
Erie Fire Department — 870-1400 (emergency-911)
Erie (City) Emergency Management Coordinator, Bruce Eicher - 873-8486
Erie (County) Emergency Management Coordinator — Dale Robinson - 434-9255
Erie Police Department — 870-1125 (emergency-911)
Water Bureau Repair — 870-8087
Streets Bureau — 870-1340
Sewer Bureau Repair — 870-1350 (after hours 870-1340)
Erie County Coroner — 451-6331 (after hours 452-2911)
Erie County Health — 451-6700
Erie Metro Transit Authority (EMTA) — 452-2801 Michael Tann 452-2801 (day) /
474-1458 (evening) or cell (490-2443)
Pennsylvania State Police — 898-1641
GPU Energy — 864-4011 (emergency 1-800-545-7738)
National Fuel Gas — 871-8000 (emergency 1-800-444-3130)
Verizon — 871-2341

Revised 4/12/13
Exhibit 2
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FIRE SAFETY

The SCHMID TOWERS APARTMENTS building is a fire-
resistant building. There are four (4) fire alarm boxes located on
each floor of this building. It is important to know their exact
locations and how to use them.

There are four (4) stairway exits on each floor. Each 1s marked
“EXIT.”

In case of FIRE in your apartment, leave your apartment, CLOSE
THE DOOR, and pull the nearest FIRE ALARM BOX IN THE
HALLWAY. (The fire alarm system is tested every other
Wednesday at 10:00 a.m.) DO NOT return to your apartment. Go
to a neighbor’s apartment and dial 911 for the ERIE FIRE
DEPARTMENT to report the fire. Use the stairway exit to the
lobby floor to meet the firefighters in order to give them more
information about the fire. DO NOT USE THE ELEVATORS!!!

If the fire is not in your apartment, the Fire Department suggests
that you stay in your own apartment. Place wet towels on the
floor at the threshold of the door. If smoke begins to come in, use
2” masking tape or duct tape to seal off the sides and top of the
door. KEEP YOUR DOOR CLOSED!!!

You will be advised if it becomes necessary to evacuate the
building. Wait for the Fire Department to come to your apartment
to assist you.

FIRE SAFETY - S.T.

Exhibit 3
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EMERGENCY ELEVATOR SERVICE CALL PROCEDURES

This procedure has been developed by the Housing Authority of the City of Erie to guide
all Housing Authority and Otis Elevator personnel who are involved with the
maintenance and management of our four High Rise Apartment elevators. The goal is to
resolve problems and minimize overtime.

Generally, any service call to Otis that occurs after working hours, on weekends or
holidays will be for emergencies only. An emergency is an incident that constitutes a
safety matter for our residents or if both elevators serving a building are affected. The
length of time for one elevator to be out of service may also be considered an emergency
(e.g. holiday weekend). The Housing Authority staff person will determine if an
emergency exists. If the problem is not an emergency, the service call by Otis is to be
made the next working day after 8:00 a.m.

1. Tenant calls the Housing Authority’s answering service to report the problem.

2. Answering service will obtain the name, phone and apartment number of the
person calling, and the nature of the elevator problem.

3. Answering service will page the HACE on—call employee and provide them with
a description of the problem, and name and number of the person who made the
report.

4. On-call person will call the tenant for a first hand description of the problem. The

on-call person will then report (also see 7 below) to the building to attempt to
resolve the problem. If this attempt is unsuccessful, then the on-call person will
call Otis Elevator call center and provide the elevator 1.D., cell phone number and
a description of the problem. Otis service person will contact HACE on-call
employee via phone to try to solve the problem without a service call.

5. If the problem cannot be resolved by phone, Otis will make the service call.

6. On-call employee will remain available by cell phone after Otis service person
arrives at the building.

7. In all cases where an individual(s) is/are trapped on an elevator, the call to Otis is
to be made by the on-call person prior to reporting to the building. Such a
situation always requires an immediate response from Otis.

HACE Policies
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Exhibit 4

PERSONAL DATA SHEET

TENANT NAME (S) DATE OF BIRTH
DATE OF BIRTH

DEVELOPMENT NAME/ADDRESS
APARTMENT # PHONE # LOCKER #

VEHICLE INFORMATION

MAKE COLOR LICENSE PLATE #
MODEL YEAR

MEDICAL INFORMATION
IN CASE OF EMERGENCY, PLEASE CONTACT: (List name, relationship and phone numbers)

IN CASE OF DEATH, Please list name and relationship those who have permission to enter your apartment
and remove personal belongings and close out the apartment:

MEDICATIONS TAKEN ON A REGULAR BASIS AND REASON:

TENANT #1 TENANT #2

PHYSICIAN(S): PHONE NUMBER(S):

List Hospital preference: Are you a member of Emergycare?

Do you have a will? Do you have a living will? If yes to either, list the attorney who will handle
your estate: Phone #

Do you have funeral arrangements made?  If yes, with what funeral home?

Address of funeral home: Phone #

In case of an evacuation of the building, do you need transportation to our designated shelter?

Do you require changes in your apartment to accommodate any physical disabilities? If yes, please list
needs:
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Exhibit 5

(Sample Evacuation Letter)

Dear Tenant:

The has ordered the evacuation of
(Mayor, Police, Fire, Executive Director)

due to the
(Name of building) (Emergency situation)

Please contact a relative or friend who can pick you up and provide temporary housing
accommodations for you. If you cannot make these arrangements, inform your manager
so that we can make provisions for you. Important information will be provided to you
through the TV message system if you are unable to reach the manager by telephone.

Those tenants who cannot be moved by relatives will be transported by EMTA bus to
Erie County Convention Center facilities for temporary shelter. If the emergency
condition at the building continues for more than 12 hours, we will make arrangements at
area motels/hotels for those who do not have a place to stay.

Thank you for your cooperation. Your safety is our first concern.

Sincerely,

John E. Horan
Executive Director and Secretary
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