
Emergency Preparedness for 
OSU Extension Offices

Kent McGuire – CFAES Safety & Health Coordinator



2

Objectives
• Discuss the importance of having an Emergency Preparedness 

Plans for county offices.
• Examine the elements needed to make an effective Emergency 

Action Plan specific for a county office. 
• Emphasize annually reviewing the plans with current employees 

and ensure new employees are aware of the procedures.
• Apply emergency planning to unique locations used during 

programing. 
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Why Plan?
• So building occupants can react appropriately to a 

given emergency situation. 
• Reduce the risk of injuries/fatalities. 
• Potentially minimize property damage.
• Maintain integrity of the office and ability to function 

as an office.
• Compliance requirement for state and federal law.
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Emergency Action Plan vs. Business Continuity Plan
• Emergency Action Plan: Organize and facilitate employer 

and employee actions during workplace emergencies to 
result in an organized evacuation or emergency response 
to minimize severe employee injuries during emergencies. 
(CFAES Safety Unit)

• Business Continuity Plan: Consist of the critical pre-
planned information an organization needs to continue 
operating after an unplanned emergency event. The plan 
ensures that personnel, assets, and the organization are 
prepared and able to function quickly after the disaster 
event. (OSU Business Continuity Office)
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What does the Emergency Action Plan Cover?
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Preparing your Emergency Action Plan
• Designate an emergency coordinator for the county office.
• Create emergency contact lists.
• Consider potential emergencies.
• Provide plan and training to employees.
• Annual review to keep plan current.

OSU Faculty and Staff Responsibilities
• Become familiar with emergency procedures and protocols.
• Participate in training and drills.
• Assist visitors when an emergency occurs.
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During an Evacuation Emergency
• Close windows, if able
• While moving to the nearest exit close all doors 

behind you. 
• Quickly sweep assigned area for anyone that may 

need assistance.
• Encourage anyone you come into to contact with to 

evacuate.
• Make mental note of anyone who failed to leave and 

their location.
• Do not use elevators
• Meet at the pre-determined assembly point.
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Returning from an Evacuation
• Evacuees may return to the facility once Public Safety 

personnel have issued an "all clear.”
• The silencing of the fire alarm is not considered an All 

Clear Signal. 

During a “Shelter in Place” Emergency
• Stay in your building until an “all clear” is issued from 

Public Safety personnel.  
• Close all windows and doors. 
• Turn heating / cooling / ventilation units off, if needed. 
• Notify others of the situation. 
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Key Contact List
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Additional Contacts / Information
• Building type

• County Courthouse
• County Building 
• Leased space
• Other_____________

• Additional occupants
• Individuals that may need assistance
• Emergency phone numbers (9-1-1)
• Utility company contacts

• Electric
• Water
• Gas
• Phone
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What emergencies does the EAP cover?
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Medical Emergencies
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Fire
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Fire
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Severe Weather & Natural Disaster
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Severe Weather & Natural Disaster
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Severe Weather & Natural Disaster
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Electrical Failure / Extended Power Loss
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Active Aggressor / Active Shooter/ Workplace Violence
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Violent Acts (Armed Intruder/Active Shooter/Workplace Violence)

• https://dps.osu.edu/active-shooter

Run
Have an escape route 

and plan in mind.
Leave your belongings 

behind
Keep your hands visible.

Hide
Your second option should 

be to hide.
Lock and barricade doors 

and shut off lights. 
Do not huddle together as it 

makes one easy target.

Fight
Fighting is a last resort to be used 

only when your life is in imminent 
danger.

Attempt to incapacitate the active 
shooter.

Find an object to use as a weapon 
such as chair.
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Bomb Threats

Suspicious package
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Other Considerations:
Chemical Spill (Outdoors / Neighboring Facility)
• If an incident occurs that could impact building occupants, emergency 

responders will select one of the two strategies to protect building 
occupants.

Evacuation Shelter in Place
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What is in your 
EAP?
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What is in your 
EAP?
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Review
• Important to have an Emergency Action Plan for your county 

office in the event of an emergency. 
• Review and update plans to ensure they are current.
• Annually review the plans with current employees and ensure 

new employees are aware of the procedures.
• Consider emergency planning to unique locations used during 

programing.
Action Items:
• Locate the Emergency Action Plan for your office / builidng. 
• Review and update plans with county office staff to ensure they 

are current. 
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CFAES Employee Safety 
• http://cfaessafety.osu.edu
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CFAES Safety Unit:
CFAES Wooster Campus, Research Stations and OSU Extension

Seth Walker
CFAES Director of Safety and Compliance
Wooster, OH 44691
Phone: 330-263-3665
e-mail: walker.439@osu.edu

CFAES-Columbus Campus, OSU Research Farms, and OSU Extension
Kent McGuire
CFAES Safety & Health Coordinator
262B Agricultural Engineering Building
590 Woody Hayes Drive
Columbus, OH 43210-1064
Phone: 614-292-0588
e-mail: mcguire.225@osu.edu
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