ANNEX A: EVACUATION
This annex provides the concepts, organizations, and
responsibilities to ensure a coordinated, orderly, and expeditious
evacuation of all or any part of the population of the County if it is
determined that such action is the most effective means available
for protecting the population from the effects of a natural hazard,
disaster, or extreme emergency.
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I.

Introduction
A.

Purpose

This annex provides the concepts, organizations, and responsibilities to ensure a
coordinated, orderly, and expeditious evacuation of all or any part of the population of
the County if it is determined that such action is the most effective means available for
protecting the population from the effects of a natural hazard, disaster, or extreme
emergency.
II.

Situation & Assumptions
A.
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Situation
There are a wide variety of emergency situations that might require an evacuation of
all or part of the County. Some of the hazards most likely to cause a need for
evacuation operations in Columbia County include, but aren’t limited to fire, flood,
severe weather and hazardous materials emergencies. Such emergencies in
neighboring jurisdictions could prompt evacuations into our community as well.
Columbia County recognizes that we have the ultimate responsibility for providing
shelter and other mass care services to protect local residents displaced from their
homes and others who evacuate into our jurisdiction due to emergency situations.
Disaster conditions are likely to require that domestic animals and livestock be
evacuated and cared for. Animals (with the exception of Service Animals) are not
allowed in public shelters.
The County’s response during incidents, emergencies, or disasters is based on the
availability of resources. If the response requirements go beyond local capabilities,
mutual aid, state, and/or federal assistance will be requested.
The Incident Commander (IC) has full authority and responsibility to implement and
coordinate all small-scale evacuations, sheltering and access control, and exercise onscene control.
Law Enforcement has the authority to order evacuations and close roads in emergent
circumstances.
The County has the authority to close roads, and to restrict access to and from all
areas of the County.
Law Enforcement has the authority to remove stalled and parked vehicles, which
impede the flow of traffic.
The Commissioners have the authority to declare a State of Emergency within their
jurisdictions and the responsibility to request a state or federal declaration if
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B.















III.

appropriate. Requests for State or Federal assistance must go through Emergency
Management.
Commissioners have the authority to enter into mutual aid agreements between their
jurisdictions and other jurisdictions.
Assumptions
First Responders (fire, police, EMS, rescue) will usually be able to recognize a
situation requiring an evacuation and would initiate initial evacuation
recommendations and procedures.
Most of the public will act in its own interest and evacuate dangerous areas either
spontaneously or when advised to do so by local authorities.
Some people will refuse to evacuate. (Some owners of companion animals will refuse
to evacuate unless arrangements have been made to care for their animals.)
While some disaster events are slow moving providing ample reaction time, the worst
case assumption is that there will be little or no warning of the need to evacuate.
The decision to evacuate could occur day or night, and there would be little control
over the start time.
Evacuees may have little preparation time and will require maximum support in
reception areas, particularly in the areas of food, bedding, clothes, and medicine.
Reception areas may not be fully set up to handle the evacuees.
Most evacuees will use private transportation means. However, transportation may
need to be provided for some evacuees.
Due to constraints imposed by blocked evacuation routes, sheltering of a portion of
the populace may be necessary until a safe evacuation can be accomplished.
Highway and roadway evacuation capacities may be reduced significantly because of
overload, accidents, stalled vehicles, and weather conditions.
Depending on the type of emergency and available response time, railroad lines may
offer an alternative means of evacuation, particularly for persons without
transportation means.
Demand for resources may be critical.
Enhanced public awareness via techniques such as citizen handouts, ad campaigns,
evacuation routes and mapping information may be helpful.

Concept of Operations
A.
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General
The Incident Commander or the ECC staff is expected to determine the need for
evacuation based on the emergency situation that prevails.
There are two main types of protective action that can be taken to protect the public:
Shelter-in-Place and Evacuation. A "precautionary evacuation", before the public is
at risk, is the primary and preferred protective action. Next in preference is the
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B.

"response evacuation," even if some exposure to risk of the evacuating public is
possible. (This is a consideration particularly when extended sheltering would expose
the affected public to more risk than a relatively rapid evacuation from the source or
area of risk.)
Enhanced or expedient sheltering-in-place remains the secondary protective action
option in emergencies, and will be accomplished when evacuation is undesirable or
impracticable.
The establishment of access control by emergency first responders and law
enforcement personnel is standard procedure to protect the public from a hazardous
situation. Safety of emergency personnel is always a prime consideration as well.
Food, water, milk, livestock and feed control/health advisories or directives will be
broadcast or published depending on the nature of an emergency.
Due to lack of facilities, pets are usually excluded from public shelters and mass care
centers.
Specific
1.

Direction & Control







2.

Protective action decision making and implementation will be
accomplished using the Incident Command System. Decisions will be
made based on the scope and “pace” of the incident.
The Incident Commander (IC) is the overall authority for the
evacuation effort. All activities will be coordinated through the ECC.
Upon activation of the ECC for larger-scale emergencies, emergency
transportation and sheltering resources may be coordinated from that
facility.
The ECC should be informed of the number of evacuees to assist the
Red Cross in providing shelter.

Levels of Evacuation
There are three levels of evacuation that require different resource
commitments. They include:
a)
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Site Evacuation: Site evacuation involves a small number of
citizens. This typically includes workers at a site and nearby
homes. Evacuation holding times are typically short, generally
less than an hour or two, and citizens are permitted to return to
their businesses or homes.
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b)

Intermediate Level Evacuation: The Intermediate Level involves
larger numbers of citizens and/or affects a larger area such as
off–site homes and businesses and normally affects fewer than 50
persons. Persons may remain out of the area for two to four hours
or more. Evacuation completion times will be somewhat longer
but generally rapid. Collecting, documenting, and controlling the
evacuees becomes more difficult. Off-site collection sites or
shelter areas will need to be determined and managed. Some
evacuees will leave the area on their own or be sent home by
employers. Site perimeters become larger and perimeter security
requires more resources. Close coordination with law
enforcement and other agencies will be required. The Emergency
Coordination Center (ECC) may be opened to help coordinate
activities and provide support.

c)

Large–Scale Evacuation: A large-scale disaster or release of a
hazardous substance may cause a large-scale evacuation. Whole
communities could be evacuated. Rapid initiation of the
evacuation process may be required. Evacuees may be out of their
homes and businesses for many hours, if not days. Evacuation
completion time frames will be extended. Evacuation shelters will
need to be located, opened, and managed. Documentation and
tracking of evacuees becomes more important as well as more
difficult. Very close coordination with law enforcement and other
agencies will be required. Site and evacuation perimeters become
extended and require much more resources to maintain. Security
of the evacuated area is always a concern. In most cases, the ECC
will be opened to support the evacuation and site operations.

Note: There are no precise parameters differentiating one level of
evacuation from another. The Incident Commander must implement a
Command Organization that meets the needs of each particular incident.
3.

Area of Evacuation
The Incident Commander should identify the area of evacuation. The
evacuation boundaries should follow streets and established roadways. A
map should be utilized and distributed to all personnel and agencies
involved. (See Attachment 4: Maps for more information.)
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In some situations, sheltering in-place can be used to protect the public
rather than to initiate an evacuation. Sheltering-in-place can be considered
during the following circumstances:


The hazardous material has been identified as having a low or
moderate level of health risk.



The material has been released from its container and is now
dissipating.



Leaks can be controlled rapidly and before evacuation can be
completed.



Exposure to the product is expected to be short-term and of low health
risk.



Staying indoors can adequately protect the public.

For sheltering in place, instructions should be provided to the affected
public regarding the need to stay indoors and the protective measures such
as shutting doors and windows and turning off air conditioning systems.
4.

Duration of Evacuation
The evacuation should be sustained as long as the risk continues in the
evacuated area. Caution should be taken when deciding to allow residents
to return to the homes to ensure that the situation is truly under control.
Re-evacuating is difficult to complete, as many residents will not want to
go a second time. It can also be extremely hazardous. Evacuees must be
updated with information as soon as possible and periodically throughout
the incident.

5.

Shelter Sites:
When developing the evacuation plan, shelter sites must be identified
early. Site selection must occur at the time the evacuation is ordered or
very soon afterward. Command may need to send personnel to initially
open shelters until other agencies are in-place.
It is anticipated that the primary evacuation mode will be private vehicles.
Actual evacuation movement efforts will usually be conducted by the
leading law enforcement and fire agencies involved.
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Evacuation routes may be selected by the Incident Commander at the
time of the evacuation decision. Movement instructions should be part
of the warning and subsequent public information releases.
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6.

If at all possible, two-way traffic should be maintained on all
evacuation routes to allow continued access for emergency vehicles.
Law enforcement should coordinate the use of tow services needed to
clear disabled vehicles.
Traffic control devices such as signs and barricades should be utilized.

Special Needs Populations
Provisions, to the extent possible, should be made for providing the
elderly, persons with mobility impairments, the handicapped and
hospital/nursing/group home patient proper transportation methods,
medical assistance, and other related support during emergency situations.
These special needs groups present unique concerns because they are
difficult to identify and evacuate. EAS messages should address this by
asking neighbors, families, or friends to evacuate those who they know
need help or to call local law enforcement or the ECC for assistance.

7.

Refusal to Leave
Some citizens may refuse to leave.
 Ask for next of kin and a phone number.
 Write the next of kin information down.
 Refusals should be noted and reported.
Evacuations follow somewhat of a triage philosophy. We will evacuate
the greatest number for the greatest benefit. Individual refusals will be left
to fend for themselves. The State of Washington, under most
circumstances, has no authority to mandate or enforce evacuations.
However, documentation of the refusal should be done. The Evacuation
Contact Form may be used to write the address down.

8.

Evacuation of Animals
Some people may refuse to evacuate simply because they cannot keep
their animals/pets with them at the shelter. While time and resources
should not be wasted in attempts to convince persons who refuse to
evacuate, if available, representatives from the County Extension Office
and the Humane Society may report to the ECC to provide guidance and
coordination for protective actions concerning animals.
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Some possible actions may include:
 Making an initial estimate of the numbers and types of animals that
may need to be evacuated.
 Arranging travel routes and scheduling the timing for evacuation of
pets, farm animals, animals in kennels, veterinary hospitals, pet stores,
animal shelters, etc. from the risk area.
 Mobilizing transportation vehicles (stock trailers, trucks equipped with
animal cages, etc.) that may be used to evacuate the animals.
 Dispatching search and rescue teams to look for animals left behind by
their owners, stray animals, and other needing transportation to a safe
location.
 Locating and establishing shelter/storage facilities for evacuated &
stray animals (e.g. Humane Society, Fairgrounds, outlying
farms/ranches, etc.).
IV.

Organization & Assignment of Responsibilities
This section identifies specific duties and responsibilities for designated local government
agencies and supporting organizations. Each department or organization should prepare
their own internal checklists or Standard Operating Procedures (SOPs) to accomplish the
duties listed in this annex.
A.

Incident Command
(May be law enforcement, fire or unified command depending on situation)
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Establish ICP and activate ECC as appropriate.
Assess the situation.
Advise citizens to evacuate, when appropriate.
Supervise and conduct mobile public address system and door-to-door alert
and warning.
Establish and maintain crowd and traffic control.
Maintain clear evacuation routes.
Notify the ECC of the need to shelter (how many) persons, and the evacuation
routes the evacuees may use.
Supervise personnel necessary to support evacuation, including mutual aid
and Reserves or Search and Rescue.
Coordinate evacuation efforts with affected local governments as well as with
the selected reception area governments;
Establish and maintain control of outer perimeter, restrict access to those
persons properly authorized and protected.
Establish reception centers to screen register and coordinate the needs of the
evacuees.
Direct the relocation of essential resources (personnel, equipment, supplies) to
reception area(s).
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B.

Designate neighborhood congregation points for evacuees who need
transportation to reception areas or shelters. Notify Command of persons who
need assistance in leaving their homes.
Coordinate all emergency transportation assets to include transportation for
groups or individuals requiring assistance or special considerations to
evacuate, such as the elderly, disabled, hospital patients, residents of nursing
homes, and prisoners.
Procure additional personnel needed to support shelter operations as
necessary.
Make available emergency public information and press releases to the media
on what areas are being evacuated and what areas are being used as reception
areas.
Keep CEOs, ECC and Public Information Officer apprised of activities.

Chief Elected Officials
Mitigation Phase:


Review and approve plans and procedures which will manage and monitor
potential hazards which could necessitate an evacuation.

Preparedness Phase:




Provide general policy guidance to all departments on evacuation priorities
and procedures.
Participate in local exercises.
Participate in the revision of this annex.

Response Phase:




Declare an emergency and/or a disaster, if appropriate.
Request assistance from the State, as necessary.
Authorize the use of public facilities for sheltering and mass care operations
as needed.

Recovery Phase:



C.

Request State and/or Federal aid to assist in recovery operations and
Individual and Public Assistance programs.
Participate in post-incident evaluations.

Emergency Management
Mitigation Phase:
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Based on the Hazard & Vulnerability Analysis, identify potential evacuation
areas within the jurisdiction.
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Preparedness Phase:











Develop an ongoing public information program to increase the awareness of
the general public to hazards which would possibly require an evacuation and
the ways citizens can prepare themselves and their families for evacuation.
Develop plans, policies, & procedures for evacuations.
Identify special population groups which require unique evacuation assistance
such as schools, senior citizens, disabled, hospital, nursing home, and
incarcerated populations.
Help special needs population facilities develop evacuation plans.
Pre-arrange for the use of emergency transportation resources and facilities.
Develop emergency public information materials for media disseminations,
outlining specific hazards and special evacuation instructions.
Participate in local exercises.
Coordinate the revision of this annex.

Response Phase:
 Manage the ECC, advise the CEO’s of response actions, and support field
operations.
 Submit a request for an emergency/disaster declaration, as applicable.
 Coordinate and assist the Incident Commander and other responding agencies
and organizations as requested.
 Recommend the opening of appropriate shelters.
 Provide public information if the PIO is not available.
 Coordinate shelter and mass care operations as needed. Notify Red Cross and
other volunteer organizations for assistance if necessary.
 Coordinate resource and information support and response to calls for
assistance.
 Provide situation reports to Washington State Emergency Management.
 Request assistance from the State, as necessary.
Recovery Phase:
 With the IC, CEOs, and responding organizations, plan for the safe return of
evacuees.
 Monitor the return of evacuees and coordinator for support resources as
needed.
 Request State and/or Federal aid to assist in recovery operations and
Individual and Public Assistance programs.
 Prepare a summary of problems and successes to review at the post-incident
evaluation.
 Participate in post-incident evaluations and revise SOPs as necessary.
D.

Law Enforcement
Mitigation Phase:
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Work with DEM to identify potential areas for evacuation.
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Preparedness Phase:




Develop plans, policies, & procedures for evacuations.
Participate in local exercises.
Participate in the revision of this annex.

Response Phase:







If IC, follow Incident Command procedures.
Request support resources as needed.
Initiate and coordinate evacuations, if necessary
Coordinate traffic flow and security to affected areas.
Oversee Search & Rescue operations.
Keep dispatch and the ECC informed of response activities

Recovery Phase:




E.

Implement re-occupation plans and coordinate for safe ingress and egress of
the evacuated areas.
Prepare a summary of problems and successes to review at the post-incident
evaluation.
Participate in post-incident evaluations and revise SOPs as necessary.

Fire Departments
Mitigation Phase:


Work with DEM to identify potential areas for evacuation.

Preparedness Phase:






Develop plans, policies, & procedures for evacuations.
Prepare and distribute public information relative to actions evacuees should
take to prevent or reduce the likelihood of fires occurring at home during an
evacuation.
Participate in local exercises.
Participate in the revision of this annex.

Response Phase:
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If IC, follow Incident Command procedures.
Request support resources as needed.
Initiate and coordinate evacuations, if necessary
Assist in traffic control of evacuated areas.
Assist with Search & Rescue operations.
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Keep dispatch and the ECC informed of response activities

Recovery Phase:




F.

Assist in the evaluation of evacuated areas and the development of evacuee reoccupation plans.
Prepare a summary of problems and successes to review at the post-incident
evaluation.
Participate in post-incident evaluations and revise SOPs as necessary.

Public Works
Mitigation Phase:


Work with EMD to identify potential areas for evacuation.

Preparedness Phase:




Develop plans, policies, & procedures for evacuations.
Participate in local exercises.
Participate in the revision of this annex.

Response Phase:










Provide advice on road conditions and recommends routes to be used for
evacuation.
Coordinate the shutdown of utilities in affected areas as appropriate.
Mark evacuation routes, position barricades and other traffic control devices
along evacuation routes, and provide personnel to assist in manning traffic
control points.
Provide equipment and personnel to relocate essential resources (i.e.,
personnel, critical supplies and equipment) to shelter/reception areas and
evacuation routes.
Coordinate damage assessment, debris removal and disposal for locally
maintained roads and bridges and repair damage, as necessary.
Request support resources as needed.
Keep dispatch and the ECC informed of response activities

Recovery Phase:
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Assist in the evaluation of evacuated areas and the development of evacuee reoccupation plans.
Prepare a summary of problems and successes to review at the post-incident
evaluation.
Participate in post-incident evaluations and revise SOPs as necessary.
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G.

Public Information Officer (PIO)
Mitigation Phase:


Work with EMD to identify potential areas for evacuation.

Preparedness Phase:




Develop plans, policies, & procedures for evacuations.
Participate in local exercises.
Participate in the revision of this annex.

Response Phase:





Prepare public information releases for local EAS messages to advise
residents of affected areas and actions to be taken. Such information and
instructions should include evacuation routes, pick-up points for those without
transportation, reception center locations, sheltering information, and other
details related to the emergency.
Coordinate with area news media for news releases.
Establish a single phone number that should be released to the public for
information.

**Note: Some residents may try to re-enter a risk area before it is safe to do so.
An aggressive Public Information campaign during the event will help to reduce
the number of residents trying to re-enter the risk area by keeping them informed
of the dangers and progress of emergency operations.


Keep the ECC informed of response activities

Recovery Phase:




V.

Assist in the evaluation of evacuated areas and the development of evacuee reoccupation plans.
Prepare a summary of problems and successes to review at the post-incident
evaluation.
Participate in post-incident evaluations and revise SOPs as necessary.

Administration & Logistics


Each department or organization included in this Plan is responsible for providing the
necessary administrative support for their personnel during disaster operations.



When the Emergency Coordination Center is activated, the EMD Coordinator, acting
on authority of the County Commissioners, is responsible for obtaining equipment or
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materials the departments cannot supply. Logistical considerations should include the
provision of equipment, supplies, transportation, meals, and lodging.


VI.

Each department is responsible for maintaining adequate records of personnel costs.
Extra costs, such as overtime for both personnel and equipment, must be documented.
If reimbursement is requested either from the State Emergency and Disaster fund or
the Federal Government because of a Presidential Major Disaster Declaration, these
records are required.

Annex Developments & Maintenance


Emergency Management is responsible for developing and maintaining this annex.
Recommended changes to this annex should be forwarded as needs become apparent.



This annex should be reviewed annually and updated in accordance with the schedule
outlined in the Basic Plan.



Departments and agencies assigned responsibilities in this annex are responsible for
developing and maintaining SOPs covering those responsibilities.
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VII. Attachment 1: Sample EAS Messages
EAS Message #l: Home Shelter
The following message has been released by the Emergency Coordination Center:
1. The ________________________________ has announced that an emergency presently
exists at _________________________________. Persons living or working within an
approximate _______________ mile radius of this location are requested to take sheltering
actions.
2. There is no need for residents to leave the area in order to take sheltering action.
3. Persons who have taken shelter should observe the following procedures:
a. Close all doors and windows.
b. Disconnect air conditioners or fans.
c. Lower the thermostat setting of any heater or turn off air conditioner/evaporative cooler
to minimize the intake of external air.
d. Keep pets inside, and to extent possible, bring farm animals under covered facilities.
4. People living, working or traveling in the following areas are affected by this request:
(Repeat the list of areas one time, then continue the message.)
5. Persons living, working or traveling in this area should take sheltering action. Persons
traveling to home or work should proceed to their destination in an orderly fashion obeying
all traffic regulations. Non-residents traveling in motor vehicles should clear the area in an
orderly fashion.
6. All persons traveling in the area in motor vehicles should roll up windows, close air vents,
and turn off air conditioners. If in an automobile, or when sheltering is not immediately
available, improvised respiratory protection may be taken. Place a handkerchief, towel, or
other similar item snugly over the nose and mouth until indoors.
7. You are asked not to do the following:
(Read statement A., below, if school is in session.)
A. You are requested not to telephone or go to the school your children are attending. They
are in a covered protected environment and should be bused home when it is safe to do
so.
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B. Do not telephone city, county, state or federal officials directly involved. They will keep
you informed of the situation through this station. Do not use the telephone except for
medical emergencies.
8. The preceding has been an announcement by the Columbia County Emergency Coordination
Center. It calls for all persons living or working within a _______ mile radius of
____________ to take shelter. For further information, stay tuned to this station.
(Thereafter, this message should be repeated as often as needed until the station is informed by
the ECC to end transmission.)
EAS Message #2: Evacuation

The following message has been released by the Emergency Coordination Center:
1. The Columbia County Emergency Coordination Center has announced that an emergency
condition exists at _________________ and recommends the evacuation of all persons living
or working within an approximate __________ mile radius of this location.
2. This advisory affects persons living in the following area:
(Repeat the list of affected areas one time, then continue the message.)
3. Please use the following evacuation routes for your neighborhood. If you will need a place
to stay, report to the mass care center located at ______________________________.
(Repeat the list of affected areas one time, then continue message.)
4. If you have housebound persons or invalids in your home and require assistance in moving
them, contact the Columbia County Emergency Coordination Center at _______________
5. Please cooperate by checking on persons who may live alone in your neighborhood. If they
have no way of providing for their own transportation, please assist them if possible.
6. Persons affected by this evacuation advisory should prepare to spend a minimum of three
days (72 hours) away from home and should have with them sufficient quantities of clothing,
sleeping bags or blankets, personal care items and prescription drugs for at least this period.
Persons evacuating to mass care centers will be provided with food and sanitary facilities.
Pets will not be allowed inside the mass care centers.
7. Farmers/ranchers affected by this evacuation advisory should shelter their animals and
contact the County agricultural extension agent at ________________ for further instructions
regarding protection of livestock, foodstuffs, and regaining access to the evacuated area.
8. Persons planning to evacuate are reminded to take the following steps prior to leaving:
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Secure your home and property.



Turn off all lights and electrical appliances.



Turn down any heating systems (or turn off air conditioning systems).



Proceed calmly to your destination, obeying all traffic laws and driving carefully.



Please, obey law enforcement officers and others who will be directing traffic along the
evacuation routes.

9. The preceding has been an announcement from the Columbia County Emergency
Coordination Center regarding recommendation by the ______________ for the evacuation
of all persons living within a ________ mile radius of _________________. For further
information, please stay tuned to this station.
(Thereafter, this message should be repeated as often as needed until the station is informed by
the ECC to end transmission.)
EAS Message #3: School Evacuation

1. The following message has been released by the Columbia County Emergency Coordination
Center. It supplements instructions given to the public concerning the evacuation
announcement for an approximate ______ mile radius of ___________________.
2. Parents with children attending schools within a ______ mile radius of _____________ are
advised that their children are subject to a separate evacuation plan while school is in session.
These schools are _____________________. Children at these schools will be taken directly
to shelter areas. Parents are to meet their children at these shelter areas outside the
emergency zone. I repeat; children will be taken directly to areas outside the risk area where
parents are to meet their children. Parents are not to report to their children's schools.
3. Children attending the schools in the risk area will be taken to the following areas where they
may be picked up:
School: ______________________ Evacuation Area: ______________________
(Repeat list one time and continue the message.)
4. Parents are urged not to telephone or to go to the schools their children attend. To do so will
only create confusion. Parents are to meet their children at the previously announced
evacuation areas. I repeat, parents are urged not to telephone or to go to the schools that their
children attend, but to meet their children at the evacuation areas.
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5. The preceding has been an announcement from the Columbia County Emergency
Coordination Center giving parents instructions on where to meet their children who are
attending schools within an approximate _______ mile radius of ____________________.
(Repeat entire message one time.)
ALTERNATE MESSAGE:
“The _____________ School has just been evacuated because of a (problem) at the (location).
The students have been taken to _________ where they are safe and will be held until it is safe to
return to school or to go home at the end of the regular school day.”
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VIII. Attachment 2: Sheltering in Place
AMERICAN RED CROSS: FACT SHEET FOR CITIZENS
What Shelter-in-Place Means:
One of the instructions you may be given in an emergency where hazardous materials may have
been released into the atmosphere is to shelter-in-place. This is a precaution aimed to keep you
safe while remaining indoors. (This is not the same thing as going to a shelter in case of a
storm.) Shelter-in-place means selecting a small, interior room, with no or few windows, and
taking refuge there. It does not mean sealing off your entire home or office building. If you are
told to shelter-in-place, follow the instructions provided in this Fact Sheet.
Why You Might Need to Shelter-in-Place:
Chemical, biological, or radiological contaminants may be released accidentally or intentionally
into the environment. Should this occur, information will be provided by local authorities on
television and radio stations on how to protect you and your family. Because information will
most likely be provided on television and radio, it is important to keep a TV or radio on, even
during the workday. The important thing is for you to follow instructions of local authorities and
know what to do if they advise you to shelter-in-place.
How to Shelter-in-Place
At Home:













Close and lock all windows and exterior doors.
If you are told there is danger of explosion, close the window shades, blinds, or curtains.
Turn off all fans, heating and air conditioning systems.
Close the fireplace damper.
Get your family disaster supplies kit and make sure the radio is working.
Go to an interior room without windows that's above ground level. In the case of a
chemical threat, an above-ground location is preferable because some chemicals are
heavier than air, and may seep into basements even if the windows are closed.
Bring your pets with you, and be sure to bring additional food and water supplies for
them.
It is ideal to have a hard-wired telephone in the room you select. Call your emergency
contact and have the phone available if you need to report a life-threatening condition.
Cellular telephone equipment may be overwhelmed or damaged during an emergency.
Use duct tape and plastic sheeting (heavier than food wrap) to seal all cracks around the
door and any vents into the room.
Keep listening to your radio or television until you are told all is safe or you are told to
evacuate. Local officials may call for evacuation in specific areas at greatest risk in your
community.
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At Work:






















Close the business.
Bring everyone into the room(s). Shut and lock the door(s).
If there are customers, clients, or visitors in the building, provide for their safety by
asking them to stay – not leave. When authorities provide directions to shelter-in-place,
they want everyone to take those steps now, where they are, and not drive or walk
outdoors.
Unless there is an imminent threat, ask employees, customers, clients, and visitors to call
their emergency contact to let them know where they are and that they are safe.
Turn on call-forwarding or alternative telephone answering systems or services. If the
business has voice mail or an automated attendant, change the recording to indicate that
the business is closed, and that staff and visitors are remaining in the building until
authorities advise it is safe to leave.
Close and lock all windows, exterior doors, and any other openings to the outside.
If you are told there is danger of explosion, close the window shades, blinds, or curtains.
Have employees familiar with your building’s mechanical systems turn off all fans,
heating and air conditioning systems. Some systems automatically provide for exchange
of inside air with outside air – these systems, in particular, need to be turned off, sealed,
or disabled.
Gather essential disaster supplies, such as nonperishable food, bottled water, batterypowered radios, first aid supplies, flashlights, batteries, duct tape, plastic sheeting, and
plastic garbage bags.
Select interior room(s) above the ground floor, with the fewest windows or vents. The
room(s) should have adequate space for everyone to be able to sit in. Avoid
overcrowding by selecting several rooms if necessary. Large storage closets, utility
rooms, pantries, copy and conference rooms without exterior windows will work well.
Avoid selecting a room with mechanical equipment like ventilation blowers or pipes,
because this equipment may not be able to be sealed from the outdoors.
It is ideal to have a hard-wired telephone in the room(s) you select. Call emergency
contacts and have the phone available if you need to report a life-threatening condition.
Cellular telephone equipment may be overwhelmed or damaged during an emergency.
Use duct tape and plastic sheeting (heavier than food wrap) to seal all cracks around the
door(s) and any vents into the room.
Write down the names of everyone in the room, and call your business’ designated
emergency contact to report who is in the room with you, and their affiliation with your
business (employee, visitor, client, and customer.)
Keep listening to the radio or television until you are told all is safe or you are told to
evacuate. Local officials may call for evacuation in specific areas at greatest risk in your
community.

At School:


Close the school. Activate the school’s emergency plan. Follow reverse evacuation
procedures to bring students, faculty, and staff indoors.

P a g e | 21

Annex A: Evacuation

July 2017

























If there are visitors in the building, provide for their safety by asking them to stay – not
leave. When authorities provide directions to shelter-in-place, they want everyone to take
those steps now, where they are, and not drive or walk outdoors.
Provide for answering telephone inquiries from concerned parents by having at least one
telephone with the school’s listed telephone number available in the room selected to
provide shelter for the school secretary, or person designated to answer these calls. This
room should also be sealed. There should be a way to communicate among all rooms
where people are sheltering-in-place in the school.
Ideally, provide for a way to make announcements over the school-wide public address
system from the room where the top school official takes shelter.
If children have cell phones, allow them to use them to call a parent or guardian to let
them know that they have been asked to remain in school until further notice, and that
they are safe.
If the school has voice mail or an automated attendant, change the recording to indicate
that the school is closed, students and staff are remaining in the building until authorities
advise that it is safe to leave.
Provide directions to close and lock all windows, exterior doors, and any other openings
to the outside.
If you are told there is danger of explosion, direct that window shades, blinds, or curtains
be closed.
Have employees familiar with your building’s mechanical systems turn off all fans,
heating and air conditioning systems. Some systems automatically provide for exchange
of inside air with outside air – these systems, in particular, need to be turned off, sealed,
or disabled.
Gather essential disaster supplies, such as nonperishable food, bottled water, batterypowered radios, first aid supplies, flashlights, batteries, duct tape, plastic sheeting, and
plastic garbage bags.
Select interior room(s) above the ground floor, with the fewest windows or vents. The
room(s) should have adequate space for everyone to be able to sit in. Avoid
overcrowding by selecting several rooms if necessary. Classrooms may be used if there
are no windows or the windows are sealed and cannot be opened. Large storage closets,
utility rooms, meeting rooms, and even a gymnasium without exterior windows will also
work well.
It is ideal to have a hard-wired telephone in the room(s) you select. Call emergency
contacts and have the phone available if you need to report a life-threatening condition.
Cellular telephone equipment may be overwhelmed or damaged during an emergency.
Bring everyone into the room. Shut and lock the door.
Use duct tape and plastic sheeting (heavier than food wrap) to seal all cracks around the
door(s) and any vents into the room.
Write down the names of everyone in the room, and call your schools’ designated
emergency contact to report who is in the room with you.
Listen for an official announcement from school officials via the public address system,
and stay where you are until you are told all is safe or you are told to evacuate. Local
officials may call for evacuation in specific areas at greatest risk in your community.
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In Your Vehicle:
If you are driving a vehicle and hear advice to “shelter-in-place” on the radio, take these steps:









If you are very close to home, your office, or a public building, go there immediately and
go inside. Follow the shelter-in-place recommendations for the place you pick described
above.
If you are unable to get to a home or building quickly and safely, then pull over to the
side of the road. Stop your vehicle in the safest place possible. If it is sunny outside, it is
preferable to stop under a bridge or in a shady spot, to avoid being overheated.
Turn off the engine. Close windows and vents.
If possible, seal the heating/air conditioning vents with duct tape.
Listen to the radio regularly for updated advice and instructions.
Stay where you are until you are told it is safe to get back on the road. Be aware that
some roads may be closed or traffic detoured. Follow the directions of law enforcement
officials.

Local officials on the scene are the best source of information for your particular situation.
Following their instructions during and after emergencies regarding sheltering, food, water, and
clean up methods is your safest choice.
Remember that instructions to shelter-in-place are usually provided for durations of a few hours,
not days or weeks. There is little danger that the room in which you are taking shelter will run
out of oxygen and you will suffocate.
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IX.

Attachment 3: Evacuation Templates & Protocols

A.
Sample Evacuation Order
COLUMBIA COUNTY SHERIFF’S OFFICE
Evacuation Notification Summary
LEVEL 1: AWARE
Persons are warned that current or projected threats from hazards associated with the
_______________are severe.
This is the time for preparation. Precautionary movement of persons with special needs, mobile
property, and pets and/or livestock may be recommended under certain circumstances.
We will attempt to keep you advised as conditions change through area radio, television and
CodeRed.
LEVEL 2: PACK
Conditions indicate a good probability that hazards associated with the approaching
____________________ will severely limit our ability to provide emergency services protection.
Dangerous conditions exist that may threaten your residence or business.
BE PREPARED TO LEAVE AT A MOMENT’S NOTICE.
Fire and law enforcement personnel are working in this area to provide specific information
about when to leave and the route(s) to be taken.
THIS MAY BE THE ONLY NOTICE THAT YOU RECEIVE.
We will attempt to keep you advised as conditions change through area radio, television and
CodeRed.
LEVEL 3: LEAVE
Current conditions present specific and immediate threat(s) to the life and safety of persons with
this area.
YOU ARE ADVISED TO EVACUATE IMMEDIATELY.
Fire and law enforcement personnel are working in this area to provide specific information on
the route(s) to take.
A temporary shelter has been set up at:
____________________________________________________
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If you choose to ignore this advisement, you must understand that emergency services may not
be allowed to enter the area to provide assistance.
Roadblocks and 24-hour patrols will be established in the area. Residents will not be allowed to
return until conditions are safe.
We will attempt to keep you advised as conditions change through area radio, television and
CodeRed.
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B.

Sample Evaluation Contact Form

ADDRESS:
NAME OF CONTACT:
DATE:

TIME:

# PERSONS IN BLDG:
EVACUATING?

Yes

No

Yes

No

DESTINATION:
SHELTER/RECEPTION?
OTHER:
COMMENTS:
OTHER RELEVENT INFORMATION:

REPORTED BY:
PHONE:

Printable 4x6 Cards
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C.

Sample Disaster Area Permit
Vehicle control into a cordon area has always been of concern to the local law
enforcement officials during periods of emergency crisis or a disaster. In an
attempt to control this problem, a disaster area permit has been developed to be
used during these events.
The intent of this disaster area permit is to assist law enforcement in determining
who is authorized to enter the cordon area. Only persons who have been issued a
permit will be allowed access into the cordon area.
The distribution of this permit will be through the ECC or at the Field Command
Post. The decision to use this permit will be based on the type of crises and
duration of the event.
If the decision is made to utilize the permit, a verbal communiqué will be issued
through two-way communications to other agencies involved in the recovery.
Verification of a particular permit may be requested by an officer through either
the command post or through the ECC. Verification of the permit may be
obtained by giving the verification permit number. The person who is receiving
the request will transmit back to the officer requesting verification:
1.
2.
3.
4.

Name
Address
Make of car and license plate number
Date of issuance

In the event law enforcement may wish to expel a person from the cordon area, it
is requested that they notify the command post or ECC of this decision in order
that the verification number can be removed from the log book.
The recipients of a Disaster Area Permit will fall into these categories:
1. Persons living within the cordon area.
2. Persons requesting admittance into the cordon area to assist friends and/or
relatives.
3. Emergency personnel not driving a marked vehicle.
4. Persons not listed above, but with approval of a field supervisor at the
command post.
With the development of this disaster area permit, control of vehicular traffic into
the cordon area can be maintained. This type of control method will lessen the
possibility of unauthorized persons and certainly restrict the possibility of looting.
Any questions concerning the use of this permit may be directed to the DESC.
The disaster area permit is an 8 ½” x 4” card. It should be affixed to the upper
left hand corner of the front windshield. This permit will display the following
information:
 Name of the person to whom the permit is issued
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Address within the cordon area
Date of issuance
Vehicle make
License plate number of vehicle to which the permit will be affixed
Permit number
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Disaster Area Permit

Permit #:

Issued to:
Address within cordon area:

Date/Time Issued:

Expires:

Vehicle Make:
Vehicle Color:

Issued by:

License Plate #:

Disaster Area Permit

Permit #:

Issued to:
Address within cordon area:

Date/Time Issued:

Expires:

Vehicle Make:
Vehicle Color:

Issued by:

License Plate #:

Disaster Area Permit

Permit #:

Issued to:
Address within cordon area:

Date/Time Issued:

Expires:

Vehicle Make:
Vehicle Color:

Issued by:

License Plate #:
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Page

of

Date:
DISASTER PERMIT LOG SHEET

TIME

PERMIT #
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DESTINATION

D.

Evacuation Alert Procedures
1.

Door-To-Door Evacuation Alert Procedures
Door-to-door contact is an effective, but time- and labor-intensive method
of alerting, warning, and evacuating an area. More detailed information
can be shared with the population; and positive confirmation can be made
that the individual received the warning, understood the instructions, and
knew the potential consequences of his/her actions. When making doorto-door evacuations, personnel should be in uniform.
 Receive assignment from personnel supervising the evacuation. This
should include a prepared statement of:
1. Type of incident, expected duration, and available time to
evacuate.
2. Recommended protective actions to be taken by the public.
3. Implications of not following actions.
4. Evacuation route(s).
5. Reception/shelter location(s).
6. Neighborhood congregation point(s) for those needing
transportation.
7. Telephone number to call for more information.
 Assemble Door-to-Door Evacuation Supplies
1. Copies of prepared statements
2. Copies of Evacuation Contact Form
3. Plastic flagging materials in two colors (to mark contacted homes)
4. Means of communicating transportation needs (e.g., radio or cell
phone)
 Conduct Door-to-Door Evacuation Alert
1. Knock, ring bell, etc. Allow at least one minute for response
during the day; allow more time at night.
2. If no answer, document time and address, then move to next
facility.
3. If answered, read prepared statement and:
a. Determine how many persons are in the building.
b. Determine whether they intend to leave, have a place to go, and
have adequate transportation. If yes to all, document time and
address on Evacuation Contact Form.
c. Using plastic flagging, mark the building in a conspicuous
place to indicate that contact has been made. Go to next
facility.
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d. If occupants do not intend to leave, ensure they understand the
possible dangers if they stay, then document the time, address,
and number of people remaining.
e. Using a different color of plastic flagging that indicates that a
person is present, mark the building in a conspicuous place to
indicate that contact has been made. Move to next facility.
f. If they intend to leave, but do not have transportation,
document the number of people needing assistance, the time
and address, and special transportation requirements
(ambulance, handicapped van, etc.); and report this information
immediately to your supervisor. Advise citizens who are able
to walk to proceed to the nearest designated congregation
point. Do not stop your activities to remove them from the
area.
g. If they intend to leave, but do not have a place to go, refer them
to the nearest shelter or reception point. Document time and
action taken. Using plastic flagging, mark the building in a
conspicuous place to indicate that contact has been made.
Move to the next facility.
 Report Results
After clearing a portion of your assigned area (this may be block-byblock in a residential area, by store in a shopping center, by floor in an
office building or hospital, or by apartment building in a complex),
report information collected to your supervisor.
Because of the extra time needed to arrange transportation,
information on people needing evacuation assistance should be
transmitted at the time of receipt of such information.
2.

Mobile Public Address Evacuation Alert Procedures
Mobile public address alerting is more time efficient than door-to-door
contact, but it is able to convey only a limited amount of information. It is
most effectively used in combination with the Emergency Alert System
and door-to-door contact. It may be used to alert and warn the public prior
to the request to evacuate, or to advise of protective actions short of
evacuation.
 Receive assignment from personnel supervising the evacuation. This
should include a prepared statement of:
1. Type of incident, expected duration, and available time to
evacuate.
2. Recommended protective actions to be taken by the public.
3. Implications of not following actions.
4. Evacuation route(s).
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5. Reception/shelter location(s).
6. Neighborhood congregation point(s) for those
transportation.
7. Telephone number to call for more information.
8. TV or radio station to tune to for more information.

needing

 Conduct alert
1. Repeat message at each intersection and at least once mid-block.
2. Do not stop to give information, etc.
 Report Results
Once the assigned area has been covered, note date and time and
report completion to your supervisor. Your supervisor should advise
the IC or Operations Section Chief, and the Planning Section.
X.

MAPS
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