COMMAND LETTERHEAD

Designated Command Instruction or SOP #
HIGH-RISK TRAINING 

EMERGENCY ACTION PLAN

COURSE NAME and CIN 

Emergency Action Plan (EAP) ~
An emergency action plan is a plan to be implemented in case of a mishap.  This plan will be developed for all training evolutions and shall include as a minimum: Numbers (telephone and radio channel/call signs) and locations of emergency response personnel, locations of emergency equipment, equipment shutdown procedures, backup communication circuit identification, muster site and methods to maintain control of the non-affected students, and procedures to be followed in the event of a mishap. 
~ OPNAVINST 1500.75A (18NOV04)

The PURPOSE of these pages is to encourage 

THINKING about your specific EAP requirements.   

These pages are NOT all inclusive!

If you would like to see something added to the “sample” feel free to provide it through the feedback link at: www.safetycenter.navy.mil
EMERGENCY TELEPHONE NUMBERS

All emergency telephone numbers should be displayed near the designated telephones at the training sites and also should be in the front matter of all mishap procedures in a clear format.  The numbers should be validated before every class and/or reviewed regularly. The numbers should be tested at least Quarterly during walk-through(s), and exercised at least Annually during drill(s).  

	EMERGENCY TELEPHONE NUMBERS

	EMERGENCY
	911

	POLICE/SECURITY
	XXX – XXXX

	FIRE
	XXX – XXXX

	AMBULANCE
	XXX – XXXX

	MEDICAL
	XXX – XXXX

	PWC EMERGENCY
	XXX – XXXX

	LIFE-FLIGHT
	XXX – XXXX

	CDO or QD
	XXX – XXXX


	NOTIFICATION TELEPHONE NUMBERS

	Quarterdeck
	XXX – XXXX

	CDO 
	XXX – XXXX

	Chain-of-Command
	CO
	XXX – XXXX

	
	XO
	XXX – XXXX

	
	OIC
	XXX – XXXX

	Safety Officer
	XXX – XXXX

	Safety Manager
	XXX – XXXX

	Training Safety Officer (TSO)
	XXX – XXXX


SAMPLE ANNOTATIONS in EAP

	PRIMARY telephone is the “Red” phone: 

Bldg. # _ _ Room # _ _ on North wall

	ALTERNATE telephone is the “White” phone: 

Bldg. # _ _  Room # _ _ on East wall    

	EMERGENCY Cell Phone is located:  

Bldg. # _ _ Room # _ _ on North wall

	EMERGENCY RADIO is located:  

Bldg. # _ _ Room # _ _ on QUARTERDECK.


EMERGENCY RADIO CHANNELS & Call SIGNS (Primary, Alternate & Back-up) Cellular Phone service if command authorized.

Portable Radios and Cellular Telephones need to be fully charged and tested prior to every class or evolution, to include a fully charged back-up battery.  A TRANSMITTER or TOWER is required for Cell phones and radios, therefore, the Electrical Power grid should be known and identified if relied on to provide Back-up communications.  RADIO CHANNELS, Call Signs and Cellular telephone numbers should be in the front matter of all mishap procedures.  The frequencies should be validated before every high-risk evolution class and/or tested, at least at the frequency of use, during walk-through(s) or drill(s).  

Radios

	Radio Channel
	Call Signs
	Purpose
	Responsibility 
	Location

	1
	Safety One
	EMERGENCY
	Safety Observer
	BLDG # or 

On-Person

	2
	Lead One
	Student Control
	Lead Instructor
	BLDG # or 

On-Person

	3
	Safety Two
	EMERGENCY Back-up
	Safety Observer
	QD in BLDG #

	4
	OPS One
	Operations
	CDO or QUARTERDECK
	QD in BLDG #

	5
	STARLIFE 1
	Life Flight Helicopter
	Landing Supervisor
	BLDG# or 

On-Person

	6
	DOC
	Medical
	Corpsman
	BLDG# or 

On-Person BLDG# or 

On-Person

	7
	Receive Only
	Fire
	Safety Observer
	On-Person

	8
	Receive Only
	Police/Security
	Safety Observer
	On-Person

	9
	OPS Two
	Operations
	Chain-of-Command
	OIC

	10
	
	
	
	


Cellular Telephones

	Cell Phone 
	Telephone Number
	Purpose
	Responsibility 
	Location

	1
	XXX-XXXX
	EMERGENCY
	Safety Observer
	BLDG# or 

On-Person

	2
	XXX-XXXX
	Student Control
	Lead Instructor
	BLDG# or 

On-Person

	3
	XXX-XXXX
	EMERGENCY Back-up
	Safety Observer
	QD in BLDG#


LOCATION of EMERGENCY RESPONSE PERSONNEL, ENTRY & EXIT ROUTES

Identify all personnel, the response time from their location to the training facility.  Mishap exercises will determine the best route for emergency equipment and personnel. 

	PERSONNEL
	LOCATION & Response Time
	ENTRY & EXIT ROUTE

	EMERGENCY
	Off-Base

15 Min.
	ENTRY at Gate __ along ____ Street

	
	
	EXIT at Gate __ along _____ Street

	POLICE/SECURITY
	On-Base

5 Min.
	ENTRY at Gate __ along ____ Street

	
	
	EXIT at Gate __ along _____ Street

	FIRE
	On-Base

10 Min.
	ENTRY at Gate __ along ____ Street

	
	
	EXIT at Gate __ along _____ Street

	AMBULANCE
	Off-Base

10 Min.
	ENTRY at Gate __ along ____ Street

	
	
	EXIT at Gate __ along _____ Street

	MEDICAL
	On-Base

5 Min.
	ENTRY at Gate __ along ____ Street

	
	
	EXIT at Gate __ along _____ Street

	PWC
	On-Base

30 Min.
	ENTRY at Quarterdeck

	
	
	Exit at Quarterdeck

	CDO
	On-Beeper

20 Min.
	Entry at Quarterdeck

	
	
	Exit at Quarterdeck

	Life Flight Helicopter
	Off-base

30 Min.
	Entry at pre-determined landing zone #

	
	
	Exit at from zone #


EQUIPMENT SHUTDOWN PROCEDURES

Identify all shutdown and start-up procedures.

	EQUIPMENT
	LOCATION
	SHUTDOWN PROCEDURES
	RESET PROCEDURES

	Electrical Panel(s)
	BLDG 111

2nd Floor

Panel #1
	Move all designated circuit breakers to “Off” Position.
	Contact PWC, Obtain permission from Chain-of-Command and TSO/Safety Observer.

	Electrical Disconnect Switch(s)
	BLDG 111

2nd Floor

Panel #1
	Move disconnect handle to “off” position
	Contact PWC, Obtain permission from Chain-of-Command and TSO/Safety Observer.

	Gas Shut Off Valve(s)
	North side of BLDG 111

VALVE #2
	Rotate to “off” Position
	Contact PWC, Obtain permission from Chain-of-Command and TSO/Safety Observer.


LOCATION of EMERGENCY EQUIPMENT

List all equipment that may be used in a mishap response.  Keeping track of the equipment as it is deployed will help with further responses to collateral mishaps and will assist in refreshing equipment to continue training.  

	EQUIPMENT
	LOCATION
	DEPLOYED

	Fire Extinguisher(s)
                                              
	
	

	Fire Pull-box(s)
	
	

	Eyewash Station(s)
	
	

	Electrical Panel(s)
	
	

	Electrical Disconnect Switch(s)
	
	

	Gas Shut Off Valve(s)
	
	

	EMT Kit & Equipment
	
	

	First Aid Kits or Station
	
	

	Emergency Oxygen
	
	

	Stretchers, Cot & Blankets
	
	

	Backboards & Splints
	
	

	Shepherd Crook or Pole
	
	

	Ring Buoys
	
	

	Whistles
	
	

	Bullhorn
	
	

	Telephones; Including Cellular
	
	

	Radios
	
	

	Drinking Water Stations
	
	

	Range Flags
	
	

	Snake bit kits
	
	

	Etc…. List all Equipment
	
	


A DIAGRAM IDENTIFYING ALL EMERGENCY EQUIPMENT MAY BE HELPFUL











MUSTER SITES, ROUTES & Methods to Maintain Control of all students
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CLASS LEADER and/or ALTERNATE:  Take control of unaffected students and escort them to the designated muster site and make a complete status report, to include any injuries, of all personnel to the PRE-DETERMINED INDIVIDUAL (i.e. QD, Lead Instructor).  

PRIMARY EXIT ROUTE:  STUDENTS WILL EXIT THE HIGH-RISK TRAINING AREA TO MUSTER SITE “A” PAST THE NORTH FENCE THROUGH GATE 3.

ALTERNATE EXIT ROUTE:  STUDENTS WILL EXIT THE HIGH-RISK TRAINING AREA TO MUSTER SITE “B” PAST THE WEST and SOUTH FENCE THROUGH GATE 1.

EMERGENCY PERSONNEL:  ENTER and EXIT as designated in the Emergency Plan. 

Specific Mishap Procedures 

There are many High-risk courses conducted in both, the Navy and Marine Corp… We cannot cover all the SPECIFIC scenarios here.  Using the 5-step Operational Risk Management (ORM) process you can identify hazards, make assessments and risk decisions to implement controls to keep the students and instructors safe, while delivering quality training.  All Hands shall supervise and watch for changes.  A good TRAINING TIME-OUT procedure and a proper EMERGENCY ACTION PLAN will SAVE LIVES.

IMPORTANT ~ Ensure your plan complies with locally established emergency procedures as directed by the HAZMAT Response Team or Emergency Manager.  These scenarios are usually covered in Base Emergency Management Plans


In the case of mishap/injury, the following action will be taken:

    a.  Stop all training (TTO)

    b.  Notify the instructor immediately
    c.  Start first aid procedures, as required

d. If necessary, call 911 or, if from an emergency cell phone, dial the base Emergency Services Dispatcher. 

Give the operator the following information:

        (1) Name and rate

        (2) Type of injury or accident

        (3) Extent of injury

        (4) Type of first aid being administered at the site

        (5) Location

        (6) Telephone number

    e.  For other than minor injuries, notify the chain of command:

        (1) Company Chief:                    (telephone number)

        (2) Command Safety Manager:  

        (3) Operations Chief:  

        (4) Commanding Officer/Executive Officer:  

    f.  Identify and segregate all witnesses to the mishap, instructing them not to speak with one another.  This is necessary for the proper conduct of the mishap investigation.

    g.  Initiate a Mishap/Near Mishap Report.

h. Follow-up on injured person at clinic or hospital; report any changes on the medical 

condition to the chain of command.

IMPORTANT ~ Ensure your plan complies with locally established emergency procedures as directed by the HAZMAT Response Team or Emergency Manager.  These scenarios are usually covered in Base Emergency Management Plans

3.  In case of FIRE, the following action will be taken:

    a.  Activate the building fire alarm at the closest pull box; if there is no alarm system announce loudly fire, evacuate the building ensuring all personnel can hear the announcement.

    b.  Call 911 (not all alarms are tied into the fire departments main panel, give as much information as to location, cause and if there were any injuries).

    c.  Attempt to put out the fire using available fire fighting equipment (if fire is controllable).  Do not put your life in jeopardy!

    d.  Follow evacuation routes to depart the building.

    e.  Fall in ranks in designated locations.

    f.  Call in muster to the Quarterdeck.

    g.  Notify the Fire Department even if staff has extinguished the fire.  The Fire Department will need to inspect the area.

IMPORTANT ~ Ensure your plan complies with locally established emergency procedures as directed by the HAZMAT Response Team or Emergency Manager.  These scenarios are usually covered in Base Emergency Management Plans

4.  In the event of chemical spill/mishap, the following action will be taken:

    a.  Evacuate the area; move all personnel upwind of the spill.

    b.  If spill is 5 gallons or greater, Call 911; give as much information as possible as to location, the kind of chemical spilled, quantity, and if there were any injuries.

    c.  Consult the Material Safety Data Sheet (MSDS) for proper action to take.

    d.  Try to isolate the spill (for example, place a berm of dirt around spill or use rags, pig matting, etc.) and try to keep the chemical from entering any water drainage system.

    e.  Personnel with the chemical spilled on them should be escorted to a emergency shower or water hose and washed thoroughly.

    f.  Notify the chain of command. 

IMPORTANT ~ Ensure your plan complies with locally established emergency procedures as directed by the HAZMAT Response Team or Emergency Manager.  These scenarios are usually covered in Base Emergency Management Plans

5.  In the event of an earthquake, the following action will be taken:

    a.  Staff and student muster as per fire plan.

    b.  Forward muster reports through the chain of command.

    c.  Follow evacuation procedures as appropriate for the building or area.

    d.  Drop, cover and take hold during the earthquake, under tables, in doorways, etc.  Do not attempt to run out of the building.  Wait until the shaking stops and carefully evacuate.

    e.  For students who are in the field:  Start TTO procedures to stop the class and react as needed to the disaster.

e. Utility shut-off points:  Designate two staff members as a team to check the utilities and 

ensure they are secured.  Both members must know in advance the locations of all shut-off valves in their company.  Utility shut-off teams must be identified as such in the Command Recall so the CDO can recall, if needed.

IMPORTANT ~ Ensure your plan complies with locally established emergency procedures as directed by the HAZMAT Response Team or Emergency Manager.  These scenarios are usually covered in Base Emergency Management Plans

    g.  Carbon Monoxide Alarms:  All engine labs are equipped with A/C powered Carbon Monoxide (CO) alarms. If the alarm sounds and the display indicates anything other than “LB” (low back-up battery indicator), immediately evacuate the building and muster all personnel.  Dial 911 and report, Carbon Monoxide Alarm sounding at Building ______.  

(1) Personnel may already have symptoms of CO poisoning when the alarm sounds. These symptoms include headache and dizziness, which will escalate to coma and death if the victim is not removed to fresh air. During evacuation, if any unconscious victim is present, attempt to carry/drag him or her out of the building as you evacuate, but if you cannot get outside immediately, you will likely also become a victim. Do not re-enter the building in an attempt to rescue anyone. Only Emergency personnel with proper respiratory protection can perform such a rescue.

Other circumstances for considerations in developing an EAP response.

a. Maps of the Training area or range area (Locations of all safety equipment including communications equipment) (muster sheets (class rosters) 

b. Heat Exhaustion/cramps

c. Heat Stroke

d. Hypothermia 

e. Gunshot, Puncture Wounds and Lacerations

f. Chemicals (Spills/Burns)

g. Insect Bites and Stings

h. Spider Bites

i. Snake Bites

IMPORTANT ~ Ensure your plan complies with locally established emergency procedures as directed by the HAZMAT Response Team or Emergency Manager.  These scenarios are usually covered in Base Emergency Management Plans
Records 

Each High-risk Instructor should initial and date for each month’s review, Quarterly walk-through, or Annual exercise of the accuracy and completeness.  Or maintain a separate roster for those high-risk instructor reviews and participations in walk-thru and exercises...  The following table illustrates an easy method.

NOTE:  Monthly reviews are not discussed in OPNAVINST 1500.75A and NETCINST 5100.1, but are required per CNET 1500.20D, which is still applicable to commands where the echelon 3 commands have not provided guidance per NETC message R171516Z MAR 04. 
	Instructor:


	Date Assigned:

	Monthly Review

	JAN


	FEB
	MAR
	APRIL
	MAY
	JUN

	JUL
	AUG
	SEP
	OCT
	NOV
	DEC

	Quarterly Walk-through 

	JAN
	FEB
	MAR
	APRIL
	MAY
	JUN

	JUL
	AUG
	SEP
	OCT
	NOV
	DEC

	Full Exercises (Drills), required at least Annually 

	JAN
	FEB
	MAR
	APRIL
	MAY
	JUN

	JUL
	AUG
	SEP
	OCT
	NOV
	DEC


