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The purpose of the Emergency Action Plan (EAP) is to communicate to Service
Oklahoma employees general emergency action guidance and detailed specific
procedures to be followed in the event of an emergency. The global objective of the
EAP is to minimize the effect of any emergency that may endanger life and/or
property. It is the responsibility of each employee to be thoroughly familiar with the
EAP and, in accordance with the plan, coordinate his or her efforts in response to any
emergency. Given the nature of emergencies, it is neither feasible nor possible to have
a specific plan to cover all situations. Therefore, the elements of this EAP must be
tempered with good judgment in coping with emergencies. Under no circumstances
shall employees put themselves in imminent danger when acting during an
emergency.

Safety Coordinator - A designated person who has the overall responsibility to
implement safety programs, including this EAP, pursuant to state and federal rules
and laws.

Safety Monitor — A designated person to administer floor sweeps and receive a total
employee head count for the specific floor in case of an emergency evacuation.

Safety Coordinator - A designated person that accounts for all SOK employees and
visitors. The safety coordinator notifies the SOK executives of any employees or visitors
missing from the muster gathering or assembly points. The safety monitors will notify
the safety coordinator of all accounted and non-accounted for employees/visitors.

Emergency - An occurrence that affects SOK employees, the public, operations,
and/or the environment that cannot be controlled within the normal scope of
operations. For the purposes of the EAP, an emergency may include, but not be
limited to, unauthorized visitors/intruders, severe weather, tornados, hostile person,
lockdown, fire, explosion, bomb/death threats, or natural disasters.

Employee - Any person that is a SOK employee and/or contractor.

Evacuation Route - An identified designated pathway that leads to a safe area.
Management - An EAP director, manager, supervisor, or higher-ranking official who
has the power, authority, and responsibility to make decisions in the coordination of

activities in accordance with agency policy.

Representative - An EAP employee or contract employee/agent acting on behalf of
the EAP.

Muster Gathering Points — Muster gathering points will be the primary assembly
point following an emergency evacuation. If fallen power lines, debris, or other hazards
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prevent personnel from safely reaching the assembly points, individuals should be re-
directed to another location deemed necessary by emergency response personnel.

Medical and Rescue Duties - All rescue duties will be performed by the Fire
Department or other professionally trained personnel. Only First Aid/CPR trained
workers or Emergency Medical Personnel should give direct assistance to the injured.

Employees

- Determine if a situation warrants emergency action and act accordingly
- Participate in training

- Understand and act in accordance with the EAP

Safety Monitor

- Determine if a situation warrants emergency action and act accordingly

- Participate in training

- Understand and act in accordance with the EAP

- Administer floor sweeps in emergency situations

- Notify the safety coordinator of all accounted and non-accounted SOK employees
and visitors

- Update the safety coordinator with all current information available

- Offer help to anyone who may need assistance if safe to do so

Safety Coordinator
- Determine if a situation warrants emergency action and act accordingly
- Participate in training
- Implement training
- Develop and implement procedures for safety plans
- Conduct training
- Ensure that all employees participate in EAP training
- Ensure the EAP is maintained and notify the safety coordinator of any building
changes Understand and act in accordance with the EAP
- Account for all SOK employees and visitors
Report missing SOK employees and visitors to SOK Safety Coordinator and
executives
- Updates to landlord/property manager on the current condition

All questions from the public, family members, or the media concerning an
emergency at a Service Oklahoma location will be referred to the commmunications
director.

Elizabeth Logan 817.266.0261

9-1-1
Oklahoma Poison Control Center 405.271.5454
Safety Coordinator (when safe) 405.246.5485
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Training will be conducted at least annually on this EAP. Table-top and mock drills will
also be conducted as necessary to evaluate the effectiveness and ensure adequate
comprehension of the EAP. The EAP will be reviewed when a new employee begins
work at Service Oklahoma, when the roles and/or responsibilities change of an
employee, or when modifications are made to the plan.

These EAP elements should be considered during an emergency. The general
thought process of “preserving life”, then “notification”, then “control scene”, and/or
“isolate”, should be considered and applied as necessary using the following guidance.

Under no circumstances shall employees put themselves in imminent danger when
acting during an emergency. Preservation of life must be the priority when acting
during an emergency. The preservation of life includes:
- Your life — employees are not to put themselves at risk in dangerous situations that
may occur during an emergency
- Lives of others —when employees encounter
dangerous situations that may occur during an emergency, they must ensure
that the actions taken do not put others at risk

Key factors for employees to safely deal with an emergency are:
- Assess the emergency situation
o Determine the risk and establish a safe primary perimeter around the
emergency location
- Ensure that no one performs any emergency action which places the protection of
property above personal or public safety

If the emergency requires emergency responders (e.g., medical, police, fire, etc.) the
initial notification should be to 9-1-1, then the safety coordinator. The next step is
employees shall contact their supervisors. If the supervisor cannot be reached,
continue notification up the chain of command until verbal communication is
established.

Information to commmunicate during the initial notification may include:
- Immediate state and location of the emergency
- Present condition of people, property, and/or the environment
- Atmospheric conditions (i.e., wind direction, wind speed, precipitation, etc.)
- Other relatable information:
o Time of discovery
o Substance(s) and/or equipment involved
o Action(s) taken
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The safety coordinator and/or supervisor who receives notification of an emergency
must determine if additional internal notification is necessary.

Evacuation may be warranted depending on the type of emergency. Initiating an
evacuation will be accomplished by means identified in the site-specific information.
Evacuation routes and assembly points are also determined on a site-specific/need
basis and are incorporated, as necessary, in the site-specific information, at each SOK
location. When an evacuation occurs, safety monitors are to account for all personnel
and visitors in their assigned areas. This is accomplished through head counts, sign-
in sheets, communication with supervisors, and/or other means.

All evacuated employees will report to their respective safety monitors in the event of
an emergency. It is important that employees are familiar with their building map,
evacuation routes, and recommended shelter locations. Safety monitors will conduct
a head count to account for their employees and report directly to the safety
coordinator.

Access to the building or location involved in the emergency must be controlled to
prevent unwarranted entry that may put any person at risk. The need to deny public
access, media access, land-owner access, etc. must be considered. Appropriate means
to prevent entry may include parking a vehicle in front of the access point until
responders arrive.

In addition to the general plan elements, the following information provides guidance
for severe weather, tornadoes, fires, and serious medical emergencies. This
information should be followed when appropriate.

If emergency responders are needed (medical, police, fire, etc.), the initial notification
shall be to 9-1-1, then the safety coordinator.

The Muster maps for each SOK location are posted onsite.

Weather information, including National Weather Service alerts, is available to all
employees located online at publicgovdelivery.com. A weather radio is
recommended at facilities where employees are present for extended amounts of
time daily (e.g., campus buildings, offices, etc.).

If local tornado sirens are activated, monitor the weather with the above resources
and seek shelter when necessary.
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Recommended shelter locations for SOK buildings include the basement, sub-
basements, or an interior room with no windows or outside doorways on the lowest
possible floor in the building. This can include bathrooms, closets, or offices. See your
location Muster Map for site-specific shelter locations.

Employees in the office past office closure (inclement weather closure, holidays, after
working hours) should notify the safety coordinator. If shelter is necessary, follow
normal protocol in getting to your muster point and report your status and location
to the safety coordinator.

Employees traveling should monitor weather conditions using available resources
such as radios or cell phones.

Following a tornado, be aware of the dangers that could be created by the storm:
- Gas leaks

- Water contamination

- Falling debris

- Broken glass

- Active power lines

Employees should immediately notify their safety monitor of their status. The safety
monitor should account for all their assigned employees and must report missing
employees to the safety coordinator.

If employees see or smell smoke, they should attempt to locate the source of the
smoke, if safe to do so. In the case of a small, incipient fire, employees should (based
on training and confidence) locate the nearest fire extinguisher and promptly
discharge near the base of the fire to extinguish the fire using the Pull, Aim, Squeeze,
Sweep (P.AS.S) method. Then contact 9-1-1and the safety coordinator. Once the alarm
sounds, it will be allowed to continue until the fire officials prove the alarm area is clear.
DO NOT enter a building with an active fire alarm.

In some buildings, a sprinkler system may activate to help suppress fire. Leave the

area immediately if the sprinklers are active.

Refer to your building’'s Muster map to locate evacuation routes. In the event of an

unidentified (smoke without a visible source) or large fire:

- If you determine that evacuation is necessary, immediately notify affected
personnel by triggering the fire alarm pull station

- Call 9-1-1 and the safety coordinator

- Employees and guests are to evacuate the building in an orderly manner - See
Muster Gathering Points for building maps

- DO NOT RUN OR USE ELEVATORS. Elevators in the building where the fire alarm
originated will be recalled to the first floor

- Help employees needing evacuation assistance

- If there is a large amount of smoke, stay near the floor

- Close office doors when leaving your area

- Evacuate to the designated safe point(s) located in Muster Gathering Points
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- Locate the designated safety monitor to check-in

- The safety coordinator shall account for all employees immediately following an
evacuation through each safety monitor

- Do not re-enter the building until an all-clear is issued by the safety coordinator

Vehicle Fire:

- If possible, pull to the side of the road and turn off the vehicle

- If the fire is small and a fire extinguisher is readily accessible, use the P.AS.S.
method to extinguish

- Evacuate the vehicle and move away to a safe distance

- Call 9-1-1 or appropriate emergency responders

In the event of an earthquake, the following course of action should be taken:

- Stay calm and do not panic

- Stay in your general work area, if safe

- Take cover under your desk or similar heavy furniture, or in doorways (note: watch for
closing doors)

- Move away from exterior walls with windows

- If in an elevator, the elevator may be disabled. The elevator will then have to be
reset manually. Remain calm. Use the emergency phone in the elevator to alert
someone of your situation. Facility operations personnel will respond as quickly as
possible

- If outside, stay away from falling debris, trees, and power lines

A medical emergency is a condition that requires care beyond first aid (e.g., chest pain,
unconsciousness, trouble breathing, severe bleeding, burns, seizures, etc.).

Employees who encounter a serious medical emergency should seek help
immediately by calling 9-1-1.

Bloodborne pathogens (BBP's) are microorganisms in human blood that can cause
disease. Treat all blood and body fluids as if they are infectious, regardless of source.
- Wear personal protective equipment (PPE) such as gloves when handling blood,
body fluids, or contaminated items.
- Use goggles, face shields, or masks if splashing may occur.
- Remove PPE carefully and dispose of it properly
after use.
Cleaning and Decontamination
- Use an EPA registered disinfectant or 1:10 bleach solution for contaminated surfaces.
- Clean spills promptly and safely using proper PPE.
- Dispose of all contaminated waste in designated biohazard containers.
Exposure Incident
- Wash the affected area immediately with soap and water.
- Flush eyes, nose, or mouth with clean water if exposed.
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- Report the incident to your supervisor immediately.
- Seek medical evaluation as soon as possible.

General Safety:

- Always read labels, Safety Data Sheets, and instructions before using any chemical.

- Keep all containers properly labeled-never use unmarked containers.

- Store chemicals, including cleaning supplies, in designated areas by compatibility
(acids, bases, flammables) and do not leave them out in non-designated areas after
use.

- Keep flammables in a fire-rated cabinet and corrosives in a corrosion-resistant
cabinet.

- Use chemicals only in well-ventilated areas and use fume hoods when required.

Spill & Emergency Response:

- Know the location of a spill kit and eye was station.

- Small spills: contain and clean up using proper PPE and spill materials.

- Large or dangerous spills: evacuate area, alert others, contact emergency response.
- Report all spills, exposures, or unsafe conditions immediately.

Recognize Common Causes

- Wet or slippery floors (spills, cleaning, rain/snow tracked in).

- Uneven surfaces, loose mats, or clutter in walkways.

- Poor lighting in hallways, stairwells, or work areas.

- Improper footwear (slippery soles, high heels, worn-out shoes).
- Cords, hoses, or tools left across the walkways.

Prevention Practices

- Clean spills immediately or mark the area with a “wet floor” sign.
- Keep walkways clear of boxes, cords, tools, and debris.

- Ensure good lighting in workspaces, hallways, and stairs.

- Secure mats and rugs so they don't slide.

- Wear proper footwear with slip-resistant soles.

- Use handrails on stairs and ramps.

Employees who encounter a person who appears to have no legitimate reason for
being present should, to the extent they feel comfortable, stop the person and
courteously inquire if the person needs assistance. If the employee does not feel
comfortable making such an inquiry, that employee should notify a supervisor or the
safety coordinator as soon as possible to give a description of the unauthorized visitor.

If possible, escort the person to the nearest supervisor and remain there to help
resolve the situation. Employees should always err on the side of caution regarding
unauthorized visitors. If the visitor will not cooperate, an employee should leave the
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area and immediately seek help from a supervisor, management, security or contact
the police.

A hostile person is one who exhibits disruptive, threatening, or abusive behavior.

If you are forced to interact with a hostile person:

- Maintain a calm, confident approach, which includes listening, not over-reacting,
and trying to gain the person’s cooperation in settling the disturbance

- Be aware of the possibility of violence. Do not put yourself or others at risk. Do not
touch the person or invade their personal space

- If you are afraid for yourself or others, implement an escape, when feasible

- Immediately contact or send someone to contact a supervisor and explain the
problem to them. The supervisor will assess the situation, attempt to
help, and, if warranted, call 9-1-1 and then the safety coordinator

In the case of a hostile or abusive phone call:

- If a hostile or abusive person calls, employees do not need to listen and should
hang up and inform their supervisor immediately. Report the phone call
immediately to the safety coordinator.

If being attacked:

- Defend yourself to the best of your ability and try to distance yourself from your
attacker

- Call out for help

- When the attack has ceased, call 9-1-1 and then the safety coordinator

If witnessing an attack:

- Do whatever is prudent to help the victim without putting yourself at risk

- Make sure to maintain a safe distance if you are unable to render assistance

- To the extent you are comfortable and are trained, render first aid to the victim until
emergency responders arrive

- Call out for help

- Call 9-1-1 and then the safety coordinator

Exercise caution to preserve the crime scene and keep it clear from observers

If an employee is faced with a situation involving an active shooter in a workplace
environment, that employee should quickly determine the most reasonable way to
protect their individual safety. The options available to an employee in response to this
situation are:

- Escape

- Hide

- Defend

If employees decide their best option is to escape, they should:
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- Have escape routes and a plan in mind
- Leave your belongings behind
- Help others escape, if possible
- Evacuate regardless of others
- Warn/prevent individuals from entering
- Do not attempt to move wounded people
- Keep your hands visible
- Call 9-1-1 when safe
- Provide 9-1-1 with the following:
o Location
o Number of shooters
o Physical description of shooters
o Number and types of weapons
o Number of potential victims
- Follow police instructions

If an employee decides to hide, they should:
- Be out of the active shooter's view
- Seek shelter
- Not restrict options for movement
- Pursue a room with a door lock (lock the door)
- Hide behind large items (e.g., cabinet, desk)
- Silence any cell phones
- Remain quiet
- Provide 9-1-1 with the following:

o Location

o Number of shooters

o Physical description of shooters

o Number and types of weapons

o Number of potential victims

As an absolute last resort, an employee may decide they have no alternative but to
defend. In this situation, they should:

- Act as aggressively as possible

- Improvise weapons and throw items

- Yell and scream

- Commit to their actions

Supervisor’s response:

Employees and visitors are likely to follow the lead of management during an

emergency. During an emergency, supervisors should be prepared to:

- Take immediate action

- Remain calm

- Lock and barricade doors

- Evacuate staff and visitors to a safe area, see building maps located in Facility
Evacuation Maps for the site-specific emergency route(s)
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If confronted with an active shooter situation, an employee’s options are to escape,
hide, or, as an absolute last resort, defend. Employees should call 9-1-1 when it is safe
to do so. They should be aware of their environment and possible dangers. Employees
can make our workplace safer by being aware of indicators and triggers of workplace
violence and informing a supervisor or Human Resources when they are observed.

Letters containing chemical/biological agents have been received in several areas in
the United States. In some instances, exposures have occurred, with several people
becoming infected. To prevent such exposures and subsequent infection, all people
should learn how to recognize a suspicious package or envelope and take appropriate
steps to protect themselves and others.

Characteristics of suspicious packages and envelopes include:
- Inappropriate or unusual labeling

- Excessive postage

- Handwritten or poorly typed addresses

- Misspellings of common words

- Strange return address or no return address

- Incorrect titles or titles without a name

- Not addressed to a specific person

- Marked with restrictions, such as “Persona
- Marked with any threatening language

- Postmarked from a city or state that does not match the return address

In u 1
1

Confidential,” or “Do not x-ray’

Appearance:

- Powdery substance felt through or appearing on the package or envelope
- Oily stains, discolorations, or odor

- Lopsided or uneven envelope

- Excessive packaging material such as masking tape, string, etc.

Other suspicious signs:
- Excessive weight
- Ticking sound

Handling of suspicious packages or envelopes:

- Notify 9-1-1

- If a package or envelope appears suspicious, DO NOT OPEN I[T!

- Do not shake or empty the contents of any suspicious package or envelope

- Do not carry the package or envelope, or show it to others, or allow others to examine

it

- Do not use electronic devices around the package (e.g., cell phones)

- Put the package or envelope down on a stable surface; do not sniff, touch, taste, or
look closely at it or at any contents which may have spilled

- Alert others in the area about suspicious packages or envelopes. Leave the area,
close any doors, and take action to prevent others from entering the area. If
possible, shut off the ventilation system

- WASH hands with soap and water to prevent the spreading of potentially infectious
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material to the face or skin. Seek additional instructions for exposed or potentially
exposed people

- If possible, create a list of people who were in the room or area when this
suspicious letter or package was recognized and a list of people who also may
have handled this package or letter. Give this list to local public health authorities
and law enforcement officials.

Lockdown means that employees are to remain in the building or are to move to a
secured location. During a lockdown, no one is to enter or exit the locked area.

If a lockdown is ever deemed necessary, it will be reported to the affected area(s) in a
manner that is as practical as possible. This could include telephone, email, and/or the
use of management personnel. The first goal is to secure the exterior doors and
proceed to an office that can be locked. Once inside such a room, move away from all
windows and doors. If you are in an area that cannot be locked, you should proceed
immediately to an area that can be locked or secured.

Supervisors and other employees need to check, as safety permits, in conference
rooms and bathrooms and instruct anyone they see to go to the nearest locking area.
No one should enter or leave a locked area until appropriately advised to do so by
security or the safety coordinator.

A bomb threat/death threat occurs when the agency receives information

threatening to Kill or destroy people or buildings. For a bomb threat received over the

phone:

- Try to keep the person on the line. Do this by asking them to repeat information or
speak up

- Try to also obtain as many details as possible, especially when and where the
danger will occur

- Provide the information to your supervisor or the safety coordinator,
who will immediately call 9-1-1.

Location kafety Monitor Name Phone # ‘ SUPERVISOR ‘
CHK CAMPUS
Bldg. 4- Basement Kristopher Dixon 321.479.1275 |[TBD
Bldg. 4-1° floor BRANDON ALBERS 405.639.7081 JACK DAY
Bldg. 4-2"¢ floor RON SPILLMAN 405.403.8448 | DIEDRA O'NEIL
Bldg. 4 3@ floor TOMMY FOSKIN 405.826.2518 | DIEDRA O'NEIL
Bldg. 4-4" floor EMILY HILL 405.703.505 |[DIEDRA O'NEIL
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REGGIE DODOO CASSANDRA
Bldg. 16 2" floor 405.522.6858 [PATTERSON
Bldg. 5- 3™ floor TIFFANY DOANE
405.522.5515 [DIEDRA O'NEIL

Bldg. 5 4™ Floor

CAITLIN OWEN

405.684.6652

DIEDRA O'NEIL

Bldg. 5 5" Floor APRIL KELSO 405.521.2745 IDIEDRA O'NEIL
ADA NICHOLS DAVIS 580.399.3287 |ROBIN TALBERT
ALTUS UJAMIE LOPEZ 580.318.6065 PUSTIN KELT
ANTLERS UJASON SPENCER 304.231.7698 [ROBIN TALBERT
ARDMORE TANYA ANTHONY 580.219.2059 |ROBIN TALBERT
BARTLESVILLE Buffy Smith 405.213.9495 |IBUFFY SMITH
BROKEN ARROW BUFFY SMITH 405.213.9495 |IBUFFY SMITH
BROKEN ARROW BUFFY SMITH

DTC 405.213.9454 [BUFFY SMITH
CHICKASHA CRAIC RAGSDALE 405.694.7614 PUSTIN KELT
CLAREMORE ELIZABETH MCKENZIE 918.500.2787 |BUFFY SMITH
CLINTON BERENICE ZAVALA-RAMOS 041.504.4177 PUSTIN KELT
DURANT ROBY HAMPTON 580.898.9456 |ROBIN TALBERT
EDMOND LEATRICE COOKSEY 405.920.9257 |STEVE HARTLEY
ENID HAROLD MOORE 580.554.4678 [HAROLD MOORE
CUYMON VANEZZA MARTINEZ 580.754.1405 [HAROLD MOORE
HINTON JUSTIN KELT 405.953.1340 PJUSTIN KELT
IDABEL KELLY MEAD 580.385.3998 |ROBIN TALBERT
LAWTON JUSTIN KELT 405.953.1340 PJUSTIN KELT
MCCALESTER LANCE FRERICH 405.206.2305 |LANCE FRERICH
MIAMI BUFFY SMITH 405.213.9495 [BUFFY SMITH
MUSKOGEE ERNEST BROCK 918.687.9831 [LANCE FRERICH
NORMAN STEVE HARTLEY 405.435.0352 |[STEVE HARTLEY
OKC 1-240 KEVIN REDUS 405.226.3542 |[STEVE HARTLEY
PONCA CITY REBECCA THOMPSON 580.401.3858 HAROLD MOORE
POTEAU LANCE FRERICH 405.206.2305 [LANCE FRERICH
SALLISAW JERI THOMASON 018.926.0124 [LANCE FRERICH
STILLWATER UAISHA RIMER 405.612.8275 [HAROLD MOORE
TULSA FARM Ginger Meeker 918.404.4923 BUFFY SMITH
TULSA WEST DEBORAH EVERETT 580.402.4101 |BUFFY SMITH
WOODWARD ANN HAMAKER 405.522.6840 HAROLD MOORE




