On-Site Sanitation/Food Safety Review Form Elderly Nutrition Program

SITE NAME:_________________________________________       DATE: _______________

SURVEYED BY: ____________________________________________________

Food Service Area

1.____ Potentially hazardous foods are held and served at the correct temperature. Hot foods are 	   	 at or above 140°F, cold foods are at or below 41°F, and frozen food are at or below 0°F at 	  	 all times.

2.____ Food temperatures are checked and monitored daily with a clean, sanitized and	  	  
           properly calibrated thermometer and recorded appropriately on a daily log sheet.
	
a. [bookmark: _Hlk73634072]Thermometers are at the site? ____ Yes   ____ No  
b. Alcohol Swabs available?  ____ Yes   ____ No  
c. Ice available to calibrate thermometers? ____ Yes   ____ No  

Sample Thermometer Calibration log https://www.nj.gov/agriculture/applic/forms/Form%2050%20Thermometer%20Calibration%20Log%20_12.2016.pdf 
Videos on How to Calibrate Your Thermometer: 
~ 2-minute Video (for dial) https://www.youtube.com/watch?v=gfx2zJP0QTw 
~ 3 minute video (for digital)  https://www.youtube.com/watch?v=x13ZKMXgzvA
This is a 5-minute video https://www.youtube.com/watch?v=PWX4Bgwzl-U
How to calibrate thermometer handouts
https://datcp.wi.gov/Documents/ThermCalibrationFactSheet.pdf
https://datcp.wi.gov/Documents2/ThermCalibrationInfographic.pdf
https://datcp.wi.gov/Documents/CheckTempsFactSheet.pdf

3.____ All employees and volunteers in the kitchen are effective wearing hair restraints and clean 
clothes/aprons, closed toe shoes and gloves as appropriate. Good personal hygiene is observed. https://datcp.wi.gov/Documents/UsingGlovesFactSheet.pdf and https://datcp.wi.gov/Documents/EmployeeHygieneFactSheet.pdf 

4.____ Servers do not touch ready-to-eat foods with their bare hands. 
 https://datcp.wi.gov/Documents/NoBareHandsFactSheet.pdf 

5.____ There is an accessible hand washing sink in the kitchen. The sink area is unobstructed, 	  	 clean and has soap, disposable towels and a touch-free waste paper basket. Handwashing 
 sign posted. https://datcp.wi.gov/Documents/HandwashingFactSheet.pdf. If hand sanitizer is 
present, it is being properly used. https://datcp.wi.gov/Documents/HandAntisepticsFactSheet.pdf 

6.____ Food service staff wash their hands thoroughly after coughing, sneezing, or any other form 	   	 of potential contamination. 

7.____ Employees do not smoke or eat in the food serving area. Drinking cups or glasses must 	   	 be covered and contain a type of drinking straw device.

8.____ Employees infected with an illness or symptoms which can be transmitted by food are 	      	 either sent home or restricted from the foodservice operation. There is a policy in place on 
 employee illness. Download a comprehensive Employee Health and Hygiene handbook at https://www.fda.gov/media/77065/download Two supporting documents https://datcp.wi.gov/Documents/foodemployeereportingagreementsupplement.pdf 
https://datcp.wi.gov/Documents/FoodborneIllness.pdf 


9.____ All foodservice equipment, utensils and dishware are cleaned, sanitized and covered between 	 each use.  No cracked or chipped dishes or glasses are used. 
https://datcp.wi.gov/Documents/SurfacesFactSheet.pdf additional Cleaning and Sanitizing factsheets and guides can be found at this link https://www.publichealthmdc.com/environmental-health/food-safety/food-safety-newsletter-fact-sheets (Scroll down to Cleanup and Sanitation header)

10.____ Steamtables or food warmers are not used to reheat or cook food (Hot Hold Only)  
   only). Are they clean and working properly?

11.____ Garbage and refuse containers are in good condition with no leaks and kept clean. They are 
   covered, unless in use.

12.____ Fresh vegetables and fruits are properly washed before service. 
   Find a sample policy at this link
   How to Safely Wash and Handle Melons.      https://datcp.wi.gov/Documents/safemelonhandling.pdf 

13.____ If a fan is used, it is free of dust build-up and is it pointed away from food service areas.

14.____ If windows or doors are open, screens are in place, clean and in good repair.

15.____ All lighting is protected by shatterproof covers or bulbs.
 
16. ____ Sanitizing solutions are properly mixed, labeled, and tested with test strips for appropriate 
    ppm. https://datcp.wi.gov/Documents/SurfacesFactSheet.pdf  
    You can download a Monthly Sanitizer Solution Test Strip Log to document results and 
    correction action taken if needed at  https://www.nrhtx.com/DocumentCenter/View/5032/Sanitizer-Test-Strip-Log?bidId= 

17. ____ Staff are trained on Food Allergens and signage is posted. 
    https://datcp.wi.gov/Documents/FoodAllergiesInfographic.pdf 
    https://datcp.wi.gov/Documents/FoodAllergenRequirementsForRetailers.pdf 


Equipment

1.____ Ceiling light fixtures are clean, intact, free of insects.

2.____ Surfaces and backs of counters, walls, floors, and ceilings clean and in good repair. 	      	There are no chipped tiles on floor or walls.

3.____ There are 18 inches between the ceiling/sprinkler heads and items on top shelves

4.____ No scoops are stored inside the ice machine(s)

5. ___ Adequate number of scoops and spoodles in appropriate serving sizes are available. 
Staff/volunteers are educated on how to use.

6. ___ Preventative Maintennce Equipment Checklist.
A sample that covers most equipment can be found at https://www.webstaurantstore.com/article/538/equipment-maintenance-checklist.html  
· User should follow all safety and use protocols with facility equipment. Failure to do so could result in injury, loss of product, breakage, delays, and loss of ability to use equipment • Equipment should be cleaned after every use as thoroughly as all surfaces and workstations • User should regularly check thermometers of coolers and freezers to ensure proper function and safe temperatures. Ensure after every use that doors are closed.
· Be sure there is a local process in place for maintenancing or replacing equipment that is not working properly. 
Storage

1.____ All food, condiments and supply packages are closed, labeled with date, clean and free of 
[bookmark: _Hlk82768332]dust and debris. Condiments should be stored in a clear bag/container with date, rotate. Do 
not combine leftover condiments with fresh ones. and should not be kept longer that 1 year.

2.____ All food and supply storage areas are free from evidence of rodent or insect infestation.

3.____ Food and supplies are not stored under water or sewer lines.

4.____ Food and supplies are stored a minimum of 6 inches off the floor.

5.____ Food storage shelves, containers, and areas are clean and free from trash and empty 	  	 boxes. Ideally no corrugated cardboard boxes are present. 

6.____ Home canned or prepared foods are not used.

7.____ No dented cans are used, and none are being held for use. All cans are dated and 
properly rotated, FIFO. 

8.____ Chemicals and pesticides are not stored with food items or supplies. 

9. ____ Safety Data Sheet(s) (SDS) are available for all chemicals and is in a location easily 
  accessible. 

10. ____ Mops, brooms, etc… are not stored on floor. They are placed on a rack or hook. 

11.  ____ Scoops should not be kept in ice bins, coffee cans, flour/sugar bins, etc. 

Refrigerators and freezers

1.____ Refrigerators are clean and the temperature is 40°F or lower. 38 is the ideal temp for 
commercial refrigerators. A temp log is maintained showing daily Fridge and Freezer temps. 

2.____ Food items not in their original containers are well wrapped or packaged, labeled and 	 	 dated, and not outdated. (Leftovers may be held no more than 7 days before serving) 
https://datcp.wi.gov/Documents/DateMarkingFactSheet.pdf 
Note: 

3.____ Frozen foods do not show evidence of freezer burn or spoilage. 

4.____ No mold or dust build-up on fans inside or outside of freezers and refrigerators 

5. ___ There is a process in place for defrosting freezers. Follow manufacturer instructions.
 You can find some general tips at this link.  
https://www.johnbossyrefrigeration.com.au/3-top-tips-to-defrosting-a-commercial-freezer/ 

6. ____ Walk-in coolers are properly organized. 
  https://datcp.wi.gov/Documents/organizingyourwalkincoolers.pdf 
Proper cooking temps guide to assist with placement of foods in coolers. https://datcp.wi.gov/Documents/PHFHoldingFactSheet.pdf 

Dish washing area

1. ____ There is a 3-Compartment Sink, or acceptable equivalent, such as a bus tub that acts as a 
   3rd sink. 

2. _____There is no evidence of food residue on "clean" dishes, pots and pans. 

3. ____ Dishes, glasses, etc. are not stacked while wet, and are air dried. 

4._____ A manual wash, three-compartment sink must contain a proper sanitizing solution and 	  maintain proper concentration verified using chemical strips. Signage posted on proper use.
  ______ Test Strips available?
  ______ Sanitizing solution properly mixed?

5._____ If a low temperature dishwashing machine is used with a chemical agent, the 
temperature and the chemical concentration must be up to the manufacturer's   specifications. There is a plan in place to check proper function with appropriate test strips/materials on a planned schedule.

6._____ A high temperature dishwashing machine reaches a wash cycle temperature of 160°F 
  and a rinse cycle temperature of 180°F (Or temperatures listed in manufacturer's 
  specifications).   There is a process in place to check temps and appropriate test 
  strips/materials.

[bookmark: _Hlk82768215]Food Delivery Bags/Coolers

1. ____ Procedures to clean and sanitize the inside and outside of the bags/coolers is in place.

2. ____ Bags/coolers are in good repair, free of tears and if applicable, plug-ins properly 
   functioning.

3. ____ Hot and cold source inserts are available and properly used. They are cleaned and 
    sanitized according to manufacturer’s instructions. 

    Microcore inserts cleaning instructions. 

4. ____  Delivery bags are properly stored.

Emergency Preparedness

1._____ An emergency Foodservice Operation plan is available and reviewed with employees at 
  least annually

2._____ Fire safety:
	a. ____ Fire Drill is done at least annually
	b. ____ Escape routes-at least 2 unobstructed routes are posted & clearly marked "EXIT"
	c. ____ Fire Extinguisher is easily accessible and fully charged. Directions on use are 

   posted along with PASS Sign. Date of annual inspection noted.
	d. ____ Fire alarm/smoke detector is present and in good working order. (i.e. Batteries in 
              them and extra batteries on site. 

3._____ First Aid procedures available and accessible for staff/volunteers.(i.e. Burns, cuts, etc)

4._____ Choking- Sign/poster posted showing steps to follow.

5._____ Procedures to be followed in the event of an emergency are posted, i.e. Where to
shelter in case of tornado/High Winds, emergency evacuation plan, Fire Exit routes, etc. https://datcp.wi.gov/Documents/foodsafetyweatheremergency.pdf 

6._____ Procedure to account for all participants, volunteers, and staff after emergency 
   evacuation are in place. Here are a few samples.




  

7._____ A laminated emergency procedure sheet is posted at all dining sites and each HDM
   driver has one with them in their vehicle.

[bookmark: _MON_1690232650]	

8._____ A first aid kit is available, easily accessible, and full stocked with materials that are not 
   outdated. There should be at least one in the kitchen and one in each HDM driver vehicle. 

[bookmark: _MON_1690232831]	

9._____ Eye-wash bottles or eye-wash stations are in the kitchen work area and solution are 
  not outdated. 

10.____ SDS (Safety Data Sheets) are posted in an easily accessible location and the 
	emergency first aid information is highlighted and easy to read. The pages are placed in 
plastic sleeves to protect them. Be sure there is an SDS Sheet for all chemicals used in the kitchen area. NOTE: These should be reviewed annually and updated as needed. Any and all  any new chemicals being used in the kitche, needs to be added to manual and staff educated. 

Notes/Areas of Concern: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Name & Title of person initially completing form: ________________________________  
Date: ___________

Follow Up Notes when concerns & areas out of compliance noted above were resolved:
_________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
[bookmark: _Hlk518041800]__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name & Title:__________________________________________  Date: ___________
	GWAAR Nutrition Team Last updated 9-17-21                                                                    1
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Item Microwave
1000 Watts – 1600 Watts


Microwave
More than 1600 Watts


5" x 7" - 20 oz 2 min 30 sec 1 min 30 sec


8" x 12" - 24 oz 2 min 1 min 30 sec


8" x 12" - 40 oz 4 min 2 Min 30 sec


10" x 14" - 40 oz 4 min 15 sec 2 min 30 sec


WARNING:


FAILURE TO READ THE WARNINGS AND TO FAMILIARIZE YOURSELF WITH THE INSTRUCTIONS PRIOR TO EACH USE 


COULD RESULT IN DAMAGE TO THE PRODUCT AND PERSONAL INJURY.


KEEP THESE INSTRUCTIONS FOR FUTURE USE AND REFER TO THEM BEFORE EACH USE.


DO NOT expose the pack to prolonged periods of sunlight, which can cause the packaging to deteriorate.


The contents are non-toxic, but not for human consumption.


DO NOT clean the pack with any chemicals or household cleaners. Use only mild soap and water.


DO NOT overheat the pack.


Safety Instructions and Warnings


Microwave instructions:


Use this chart for heating times. The pack is designed to be heated in a CLEAN microwave.


Consult microwave manual for microwave wattage. If you are unsure of wattage, start with a short heat time and gradually


go up to the recommended heat time. All microwaves heat differently.


Freezing instructions:


Place pack flat into a freezer overnight.


BEFORE EACH USE: inspect the pack for any signs of wear and tear, permanent creases, rips and tears, puncture marks,


leakage or discoloration. If any damage is present, the pack SHOULD NOT BE USED and should be immediately discarded.


• DO NOT attempt to heat or reheat the pack by any other means than as directed in this manual.


• DO NOT expose the pack to open flames as the packaging will melt and may catch fire.


• DO NOT heat the pack in a dirty microwave as any leftover food particles or grease may cause Hot Spots which will damage your pack.


• DO NOT attempt to microwave a frozen pack. Allow the pack to completely thaw to room temperatureprior to heating.


• DO NOT attempt to defrost or thaw the pack using a microwave.


• DO NOT microwave the pack inside a fabric cover as it is important to observe the pack during the entire heating process.


• DO NOT allow the pack to touch the sides of the microwave while heating as damage to the pack may occur.


• DO NOT leave the pack unattended while heating.


• DO NOT attempt to immediately remove the pack from the microwave if the pack expands (SWELLS-UP) during the heating process. Wait until the pack has cooled down 


and the swelling has subsided before attempting to remove the pack.


• If the pack expands or leaks fluid during the heating process DISCONTINUE USE and DISCARD IMMEDIATELY.


• DO NOT heat or reheat the pack beyond the recommended times.


• CAUTION! Be careful when taking the pack out of the microwave because it will be hot.


STORAGE & CARE WARNINGS: The pack should be stored flat in a cool, dry place where it will not be damaged.


DO NOT store the pack in a folded or twisted manner.


DISPOSAL WARNINGS: Your pack has a limited lifespan and cannot be used indefinitely. Your pack should be disposed, if demonstrating wear and tear or damage. The 


packaging and internal contents of your pack is non-toxic and can bedisposed of along with your regular refuse.


OWNER'S 


MANUAL


Microcore


HOT AND COLD PACK


Operating iNstructions


120 E Pritchard St.
Asheboro, NC


27203


phasechange.com
(336) 629-3000
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PASS poster FINALrevised1110.doc
HOW TO USE A FIRE EXTINGUISHER




[image: image1.jpg]





First, call 9-1-1 before you use the fire extinguisher so help will be on the way! It's easy to remember how to use a fire extinguisher if you can remember the acronym


PASS, which stands for Pull, Aim, Squeeze, and Sweep.

[image: image2.emf]Pull the pin.


This will allow you to discharge the extinguisher. If you can't get the pin out, try twisting it; this should break the plastic tab holding the pin in. 


[image: image3.emf]Aim at the base of the fire.


If you aim at the flames (which is frequently the temptation), the extinguishing agent will fly right through and do no good. You want to hit the fuel at the base of the fire! 

[image: image4.emf]Squeeze the top handle or lever.


This depresses a button that releases the pressurized extinguishing agent in the extinguisher. Note: There is only 15-30 seconds worth of material in the extinguisher.

[image: image5.emf]Sweep from side to side


Until the fire is completely out. Start using the extinguisher from a safe distance away, then move forward. Once the fire is out, keep an eye on the area in case it   re-ignites.
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DisasterandEmergencyPlanFoodServiceTemplateupdated10-28-20.doc
Disaster Plan Checklist for Nutrition Program Template

Every disaster can have different repercussions and planning can help limit problems that might occur. The following list will help you develop and maintain a disaster plan. To assure your plan is up to date review it at least annually and immediately before/or after a potential expected threat or actual disaster. 

1. Administrative information    Keep this information updated and have a hard copy accessible off-site

· Maintain a list of current staff/volunteers and their contact information (home and cell telephone numbers)

· At least annually, update contact information, especially phone numbers for the participant and the emergency contact to be sure it is accurate. 

· Have County/Tribal Emergency Manager/Administrator’s contact information on file (home and cell telephone number)


· Have Aging Director’s contact information on file (home and cell telephone number)


· Include the on-call calendar for the facility, listing telephone or beeper numbers for on-call staff  (If applicable)


· Maintain name and telephone numbers (cell and work) for all food and supply vendors. 

· Maintain a recent hard copy of your route sheets and maintain a recent list of participants, especially homebound.


· Maintain backups for your other computer files (flash drive, CD, DVD, external hard drive, or system network)


· Assure that all staff know how to locate and implement the disaster plan


· Other: _______________________________________________________


2. Plans to assure operation of foodservice 

Be sure you have a Plan B, C, and maybe D in case of an emergency! It’s a good idea to send out a 3-day supply of meals (frozen or shelf-stable) in case there is a delay in getting the emergency backup started.

Various scenarios Include:

· If your kitchen staff or facility is unavailable to prepare meals. 

· If you have more than 1 cooking site, have plans for the other site(s) to be the backup. Be sure you have enough capacity to cook and store additional food and supplies. 

· Have a list of back-up Certified Kitchens that you could prepare meals out of if your facility is damaged and unusable. Be sure they have enough capacity to cook and store additional food and supplies.


· Maintain a list of back-up cooks. If your staff is unavailable, have a list of cooks from other locations within your program or within the community that are Certified Food Manager Certified, that could fill in. This could mean cross-training staff or reach out to local restaurants, schools, caterers, etc. Have their name and contact information. 

· Work with your food distribution vendors. Know what shelf-stable and frozen meal options they have available. Develop a 7-14 day Emergency Menu that utilizes these foods and if you have the storage, order foods to have on hand. You can either send out a 2-3 day supply of Emergency meals annually or in the event of a pandemic or for winter preparedness. We sure to replace emergency meal stock at least annually or as used.

· Reach out and have a conversation with cooking facilities in the county/tribe to see if they can prepare meals in an emergency. Be sure to ask their capacity.  You may need to have more than 1 backup site. For example, 50 meals from the county NH, 50 meals from the local school, 50 meals from a local restaurant. Don’t put all your eggs in 1 basket. If a disaster hits, it may affect the entire community so spread the options out through the county/tribe. 

· Have a signed Memorandum of Understanding or Contract in place. Follow your county/tribal procedures. 

· Consider having a Mutual Aid Agreement in place with a contiguous county or tribe that has a central kitchen or on-site kitchens, to cover areas near county/tribal borders. Know their capacity.

· Assure that a 3-day supply of nonperishable foods is available in-house for cooking facilities. 


· Your caterer is unable to prepare meals. 

· Develop relationships with other possible local vendors such as hospitals, nursing homes, local restaurants, caterers, jails, schools, colleges/universities/technical schools, private Meals on Wheels agencies, food trucks, grocery stores/delis, casinos, etc. to provide meals if the primary caterer is unable to. 


· Select 1-3 as back-ups and have a signed Memorandum of Understanding or Contract in place. Follow your county/tribal procedures. 


· Your paid and/or volunteer drivers are unable to deliver meals.

· Be sure HDM Routes are clearly mapped out and a detailed list for delivery that someone could follow if they had to step into that role. 

· Good idea to have the staff or back-up volunteers ride along with the driver of the designated route at least once. If this is not an option, consider riding along and taping the procedures that drivers do daily that a fill-in driver could watch.

·  Have a list of other county/tribal employees/departments that could assist with meal delivery.

· Reach out to local businesses, volunteer organizations, Police/Fire/EMTs, Mobility Managers who have access to volunteer drivers, Civic Clubs, Veteran’s Officer, etc. to see if they would be willing to help deliver meals in an emergency. 

· Have a back-up pool of volunteer drivers that are trained, back-ground checked, and know the routes.

·  Consider doing 2 weeks on/2 weeks off rotations for paid and volunteer drivers. This has been successful in recruiting and retaining drivers.

· Your HDM Distribution site is unable to assemble meals. 

· What is your back up? Is there space for hot and cold holding equipment, packaging meals, storage space for meal packaging, and cleaning/sanitizing supplies? Are thermometers and food temp logs available? 

· Assure that a 3-day supply of paper/plastic/Styrofoam™ dishes and utensils is available in-house for both cooking and non-cooking sites. You will need a way to serve the food that doesn’t require washing dishes or utensils.


· HDM supplies:  Have aluminum trays and lids on hand to use in case the electricity is out and you can't heat seal the Oliver Trays or purchase plastic snap-on lids to have on hand in case the power is out. Styrofoam trays could work but they are not a good option for many reasons.

· Your Senior Dining site is unable to host meals

· What is your back up? Attend a different site, offer HDMs, offer Carry out or Grab n Go if allowed during an emergency declaration?

· Your Grab n Go Distribution site staff are unavailable

· What is your back up?  Can staff from another site package the meals and bring them to the Grab n Go site? Can participants drive to another site, is the distance reasonable?

Other Logistics to Consider:

· Water Supply is interrupted. Obtain and maintain a written contract for a source of water in case of loss of water supply. For vendors: include language in the contract that encourages them to have either a 3-day supply of bottled water on hand or have a back-up source for water in case they lose their supply or it becomes contaminated.  Rule of thumb, a minimum of ½ gallon/per person/day for drinking.

· Storage of Perishable Foods: For cooking facilities, if possible, maintain a written contract with another facility to store perishable foods in the event of a sudden and extended loss of power for freezers, refrigerators, and coolers. 

· Plan ahead and know who has refrigerated trucks you could borrow, i.e. your food distributor is a good place to start. It is a good idea to have at least two trucks, one for water/juice and one for food/ice. You can also check with local grocery stores, Beer Distribution Companies, they have refrigerated trucks. They can also be utilized to potentially transport frozen meals, their trucks are empty at the end of the route. 

· Have a list of facilities in each community that have back-up generators in case of an extended power outage. 

· Know where to Obtain Dry Ice. Obtain dry or safe block ice to keep your refrigerator and freezer as cold as possible if the power is going to be out for a prolonged period of time. Check this website for a directory of where to buy dry ice http://www.dryicedirectory.com/

· In the event of a gas leak, be sure that the gas shut off valve is clearly marked and that all staff knows where it is located.


· If the telephones are not working at your facility or cell phone service is down, are there alternative ways to make contact with others? 

· Consider hand-crank emergency and weather radios for each dining center. Also, a good idea to suggest that home-bound folks have access to as well.  

· If you have a SmartPhone you can still connect with people using Gotenna. This is not a promotion of this product, just an FYI. For more information go to http://www.gotenna.com/ 


· What is the nearest place to go for emergency help if the phones are not working?

· Keep flashlights with working batteries in your kitchen and/or dietary offices and be sure staff and volunteers know where they are located.


Discuss the plan with your local Emergency Manager 


Reviewed and approved by Nutrition Director (Signature) _______________________________________________________________

Reviewed and approved by Governing Board: _________________ (Date)

· Date implemented: _________________________________



· Date updated:_______________

Created 3/11 GWAAR Nutrition Team Updated 10/14, 12/14, 7/16,10/20
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505 N. Main St. Deforest, WI 53532  |  (608) 846.9469  |  www.deforestcenter.org 


VOLUNTEER GUIDE TO SAFETY PROCEDURES 
 


Volunteers are a vital resource for this organization which could not provide the wide range of 
services without the assistance and dedication of community members. DeForest Area 
Community and Senior Center aims to provide a safe and healthy environment for all 
volunteers.  


 


1. PROCEDURES 
 


a. Alarms –  
Always remember – if alarms are sounded, evacuate the building immediately. Don’t 
waste time looking for purses or other personal possessions. 


 


b. Incident Reports 
• If a volunteer is injured in the course of the volunteer’s service, it is important that the 


volunteer notify his or her supervisor immediately.   
• The supervisor will complete an incident report for the volunteer to sign.  
• The report will be submitted to the Executive Director. 


 


c. Fire Evacuation Procedure – page 2 


• The Center is equipped with an automatic fire alarm and sprinkler system. 
• If alarms are activated, evacuate immediately via marked evacuation routes on signs 


(page 3) in each room. 
• Follow directions of the Center Director and Support Staff.  
• Proceed in an orderly fashion and WALK out of the building.  
• Don’t waste time looking for purses or other personal possessions.   
• Remain in the designated assembly area until the Center Support Staff gives you other 


instructions.  
 


d. Tornado Procedure 


• If there is a Tornado Warning, follow the tornado Evacuation routes on signs (page 3). 
• Leave room and proceed to an interior area away from windows – restrooms, hallway or 


client meeting rooms.  
• Line up along wall and sit against wall with your head down between your knees. 


 


2. BUILDING MAPS 


a. Fire extinguisher locations – page 4 
b. Tornado shelter locations– page 5 







DeForest Area Community & Senior Center      3/1/2018 
505 N. Main St.  
DeForest, WI  53532 
608-846-9469 / 608-846-2560 
 


FIRE EVACUATION PROCEDURE 
 


Fire Warning:   The Center is equipped with an automatic fire alarm 
and sprinkler system.   
 


Staff Roles:  
 
Center Executive Director - or designated representative 
 Implement evacuation procedures. 
 Coordinate with local authorities.       


 FIRE:  911  / 846-4364        
 POLICE:  911 / 846-6756 


 Inform Area Agency on Aging: 261-9930 
 Follow up on Center Support Staff responsibilities.  


 
Center Staff 
 Close doors and windows if possible. 
 Shut off lights if possible. 
 Take laptop & iPads if possible for access to My Senior lists for current attendees. 
 Take red Emergency Folder on Ops & Programs Supervisor counter if possible.  
 Lead Center participants outside based on Evacuation Procedure posted in each 


room. 
 Gather at Assigned Meeting Place: 


Assigned Meeting Place is the Far East Edge of the Parking Lot.  
 Account for all Center participants. 
 Inform Fire/Police personnel of any participants knowingly not accounted for. 
 Maintain order of Center participants. 
 Remain with Center participants until all are either transported to their homes or 


allowed to return to building.  
 


Center Participants & Volunteers: 
 Follow directions of the Center Director and Support Staff.  
 Proceed in an orderly fashion and WALK out of the building.  
 Don’t waste time looking for purses or other personal possessions.   
 Remain in the designated assembly area until the Center Support Staff gives you 


other instructions.   
 
 


-2- 











Emergency Locations of: 
Fire Extinguishers, Alarm panels, First Aid 


 There are 6 extinguishers
 Exits are clearly marked
 Fire escape routes are posted in each room
 In case of fire evacuate the building and meet in the far east corner


of parking lot.


Fire Extinguishers 


Fire Department Connection 


Alarm Panel 


Knox Box 


Defibrillator 


First Aid Kits 


Exits 


Page 4 
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DeForest Area Community & Senior Center 


Situation:  Tornado / Thunderstorm 
 


Role and Response 
I. PREPARE 


A. Educate seniors in the community on individual preparedness and safety through newsletter articles 
B. Complete “Emergency Data” sheets on individual seniors, with consent 


1. Rank Priority and special needs 
2. Update quarterly 


C. Case Managers complete personal “Disaster Plan” with individual clients as able 
D. Coordinate with local Police/Fire/EMS to ensure role in the community’s overall emergency 


management plans 
1. Provide Police/Fire/EMS a copy of the Emergency Data sheets 
2. Provide Police/Fire/EMS a copy of the Center personnel call list 


 
II. RECOVERY 


A. Center staff is notified and physically present in the Center, if safe 
B. Expand Center hours as needed 
C. Communicate and cooperate with local emergency management as needed 


1. Staff person physically present at the Emergency Operations Center, if needed. 
D. Evaluate status of local seniors via phone check, home visit, or referral to Emergency personnel – as 


needed 
1. High-risk seniors are checked on 
2. Moderate risk seniors are checked on 
3. Lower risk seniors are checked on depending on severity 


E. Utilize Center as a shelter if needed 
F. Utilize Center as a source of vital supplies distribution, if appropriate 
G. Staff fields Emergency Intake (EI) referrals 


1. Assess and Prioritize needs 
2. Information and referral 
3. Distribute phone numbers to appropriate sources of aid 


H. Staff makes home visits to those that require them through EI process 
I. Case managers offer counseling and emotional support 
J. Center continues as a source of meals, if possible 
K. Van used to transport seniors and/or to meet most critical needs, if possible [Dane County contracted 


service – van may not be available in all situations] 
L. Staff assists in ensuring senior population is informed of critical safety information as needed 


 
III. RESOURCES 


A. Staff (Executive Director, Case Managers-2, Nutrition Coordinator, Program Coordinator, Activity 
Coordinator, Volunteer Coordinator) 


B. Building – 350 person capacity  
C. Support Documents 


1. Emergency Data Sheets 
2. Emergency Phone Number Resource List 
3. Emergency Intake (EI) assessment forms 


D. Meals/food – limited scale 
E. 10-passenger van w/ lift [Dane County contracted service – van may not be available in all situations] 
F. Small supply of misc. clothing, blankets, depends pads 
G. Adaptive equipment:  wheelchairs, walkers, canes, commodes 







Tornado Shelter Locations 


TAKE SHELTER IN AN INTERIOR SPACE: 


Bathrooms, Client Rooms OR Hallways 


Community Room 


Fireplace Room 


Lobby 


Exercise 
Room 


Sun Room 
Pool 


 Room 
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                Middleton Senior Center Active Shooter Policy / Procedure

I. OBJECTIVE: To assist staff at The Middleton Senior Center to respond to an active shooter event. In addition to this policy, staff are also referred to the city of Middleton’s Violence in the workplace policy.

II. DEFINITIONS: 

· Active Shooter – An active shooter is defined as “an individual actively engaged in killing or attempting to kill people in a confined and populated area.” In most cases, active shooters use firearms and there is no pattern or method to their selection of victims.

· Hide Out or Hide – These instructions mean to seek a hiding place outside of public view, preferably providing protection if shots are fired in your direction, and in a locked area.

III. POLICY: 

To preserve life and address the reality of an active shooter event, these guidelines have been established to guide the response to this event and to maximize survivability. It is very important to quickly determine the most reasonable way to protect your own life and to assist others as appropriate. 

 IV. PROCEDURES:  

LOCK DOWN

The purpose of the lock down plan is to provide protection to employees and/or patrons at the Center if a situation arises involving an active shooter, dangerous intruder, or any other incident that may result in harm to persons inside or outside the building. Emergency situations are inherently chaotic; the best protection in such a situation is preparation. 

When it is time to lock down:

1. If the facility is notified by Police or the City Administrator to go on lock down.

2. If you yourself witness an outside threat call 911 and if you can lock as many doors as possible.

3. If an active shooter or other threat is in the vicinity of The Middleton Senior Center, the facility Director and or Assistant Director will lock all outside doors. This includes doors facing the parking lot and the front door facing the Hubbard Avenue side (3 main doors) The door facing the Elmwood side is always locked from the outside for security reasons, so it does not need to be locked.   

4. Quickly notify all participants of the emergency (over a public address system if possible): “THIS IS AN EMERGENCY. THIS BUILDING IS NOW IN LOCKDOWN. QUICKLY PROCEED TO A SAFE AREA. LOCK AND SECURE ALL EXTERIOR DOORS. SOME SAFE AREAS ARE: Staff offices that do not have large windows, Upstairs staff bathroom, Janitor closet on the main level, Cherry room in the lower level.” Janitor closet in the lower level, furnace room, Hannibal room, Health room or in any room   you can lock the door. If a public address system is not available, staff should go room to room to notify participants that, due to lock down, they must remain inside the facility.  

5. Once secured, do not open the door for anyone until all clear is given. 





A. RESPONSE GUIDELINES – Active Shooter on the premise

If there is an accessible escape path, attempt to evacuate the premises. Be sure to:

· Have an escape route and plan in mind.

· Evacuate regardless of whether others agree to follow.

· Get as far away as possible from the building or area where the threat is located.

· Leave your belongings behind.

· Help others escape, if possible.

· Prevent individuals from entering an area where the active shooter might be. 

· Keep your hands visible and up in the air so it is clear you have no weapon.

· Follow the instructions of police officers.

· Do not attempt to move wounded people. Provide first aid in safe areas.

· Call 911 to report the incident when you are in a safe area.

· Meet at the Middleton EMS building located at 2020 Parmenter street so we know you are safe.

HIDE OUT

If evacuation is not possible, find a place to hide where the active shooter is less likely to find you. If you are unable to leave your office area, close the door and lock it. Always keep your facility keys with you when working so you can enter rooms that are locked during the day.

Your hiding place should: 

· Be out of the active shooter’s view.

· Provide protection if shots are fired in your direction. 

· Avoid areas which do not provide barriers or restrict your options for movement.

To prevent an active shooter from entering your hiding place: 

· Lock the door.

· Barricade the door or area you are in with any items you can locate that will prevent or slow down the active shooter from entering your area.

Other instructions:

· Close the blinds or curtains and cover the windows so that the shooter cannot see you.

· Silence your cell phone. 

· Turn off any noise source (radios, computer speakers) 

· Hide behind large items (i.e., cabinets, desks) 

· Remain quiet.

FIGHT/TAKE ACTION

As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the active shooter by:

· Acting as aggressively as possible against him/her.

· Throwing items and improvising weapons.

· Yelling.

· Work as a team with other staff and to communicate your actions.

B. ALL CLEAR DESIGNATION

  Officers will search the building before all clear is given. If you are hiding in a locked room and need to verify that it is law enforcement outside your door, you may ask them for identification, or you may call 911 to ask if the building is clear. 



C. RESPONSIBLE PARTY 

The Middleton Senior Center responsible party shall be the facility director (Tammy Derrickson) or the facility assistant director (Ted Quincey). The responsible party should have knowledge of the following.  

Floor plans should be placed on the shared drive-in office 365 so it can be accessed from any computer. 

· Access to video surveillance (Police Department and IT department have this) 

· Utility shut off locations – Located in the basement furnace room.

· Knowledge of persons in the building and their likely locations.

· A list of shelter in place or locking rooms.

· Master Keys – Located in the Knox box outside the front door.

D. FACILITY AS A CRIME SCENE 

If the facility is the site of a violent incident, it will be secured as a crime scene. After and during the investigation, management will need to: 

· Consult with the City Administrator & Police Chief.

· Have the facility appropriately cleaned and sanitized for the safe removal of possible                bio-hazardous substances when it has been approved by the police chief. 

· Exhibit compassion and caring for the deceased or injured.

· Facility management will remain available to law enforcement as needed. 

· Facility management will coordinate with police to retrieve personal belongings. 

· A base of operations for the Senior Center should be set-up inside City Hall or as designated by city administration when it is safe to do so.

· Communication will be necessary with the IT department to access facility data base resources such as the senior center “V drive “containing the daily class sign-up lists to determine who may still be inside the facility. The IT department will also redirect facility phone calls to a city hall location when it is safe to do so.

· Facility management will work with the police department to dispose of food items that may be left inside the building when it is appropriate to do so. 

E. MEDIA LIAISON

Senior Center staff should consult with the City Administrator or designee. The City Administrator will designate the media contact person. 







F. EMPLOYEE ASSISTANCE

All employees involved in an incident will be identified, and appropriate mental health resources will be offered. The Facility Director or Designee will work with the City Administrator and Human Resources for the aftercare of employees. If city staff is unable or is experiencing trauma themselves, action will be taken by the city to attend to their needs.  

G. Employee Training

· This Plan will be reviewed once per year with all staff members.

· Training will be provided once per year by the Middleton Police Department Community Liaison officer.

· Staff training videos such as Run, Hide, Fight videos will be made available. 

· Staff will do an annual building walk through to discuss active shooter options.   

· This policy will be reviewed with all new employees during orientation.  
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Food Site Emergency Response Plan



JARS 

Bar & Grill





CONTACT INFORMATION FOR BUILDING



Name:			JARS Bar & Grill

Address:		4863 Elm Street

Laona, WI 54541

Telephone:		(715) 674-6200

Site Manager:		Peggy Alderton

Contact Number:	(715) 889-3116

Contact Name:		Rick Albrecht		Jane Albrecht		

Title:			Owner			Owner

Contact Number:	(715) 889-1913		(715) 889-1977

			(715) 674-5682























Fire

In case of a fire, the area should be evacuated immediately, and 911 should be notified.

Evaluate the situation as to where the fire is located, the location of the fire within the facility, the size of the fire, and the nature of the fire.

If only smoke is seen the first thing to do is to evacuate the area, call 911, and then decide whether or not to try to extinguish the fire.  This should only take place if there is no imminent danger of smoke inhalation to the staff.

Life safety is our first priority.  No matter how small or large the fire is, 911 should be called and an evacuation should begin.  If the fires is small and is not located in a room where visitors are present, a fire extinguisher may be used to put out the fire.  This should only be done if the staff responding to the fire has received the proper training.  Also, the staff should not fight the fire if there is any imminent threat to their safety.

The Facility’s Fire Extinguishers are located in the following areas. (See Appendix 1)

A staff person should go to a visible location to help direct the Fire Department to the facility.  Once the Fire Department arrives on scene, staff should establish contact with the Fire Department Official to discuss what information is needed by the Fire Department.

When possible, all windows and doors in the facility should be shut, and all electrical switches should be in the off position.  This should be done while keeping in mind that both visitors and staff need to be evacuated in the shortest time possible during an emergency.  No staff or visitors should attempt to re-enter the facility until cleared by the Fire Department.

MEETING LOCATION FOR FIRE EVACUATION:

· Parking Lot on the east side of the building. (Same side as exit shown in the picture on Page 7)  Move back away from building for Emergency Vehicles that will be responding to the building.









Severe Weather / Tornado Sheltering Plan

Facility staff should follow these general rules during weather emergencies.

· Men’s and Women’s Bathroom’s has been designated as the safe place for visitors and staff.

· Staff should keep voice contact at all times, and all staff members should have flashlights available.

· Once the storm has passes and there is no more danger to visitors and staff, the following steps should be taken.

· If any medical attention is required, first aid should be administered.  If the situation warrants it, contact 911 for medical assistance.

· Staff needs to walk through the facility looking for any danger created by the inclement weather, such as fire, water, or structural damage.  Report any damage according to the Emergency Preparedness Plan.

· Utilities of the facility should be tested to ensure that the operations of the facility have not been compromised.

· Any agents that provide services should be contacted if problems occur as a result of the inclement weather.

Following are directions for specific inclement weather emergencies.

· Severe Thunderstorm Watch

· Monitor radio, television, or NOAA Weather Radio for weather update.

· Activities should be modified to ensure that quick access to shelter is available.



· Severe Thunderstorm Warning/ Tornado Watch

· Advise all staff of the weather conditions that are approaching.

· Monitor radio, television, or NOAA Weather Radio for weather updates.

· Monitor sky conditions as best and safely as possible.  If a funnel-shaped cloud is seen, seek shelter immediately.  If possible, call 911 to report it



· Tornado Warning

· Advise all staff of the weather conditions that are approaching.

· Monitor radio, television, or NOAA Weather Radio for weather update.

· Monitor sky conditions as best and safely as possible.  If a funnel-shaped cloud is seen, seek shelter immediately.  If possible, call 911 to report it.

· Turn off all utilities if time permits and it can be done safely.

· Staff and visitors move to designated safe locations. DO NOT USE ELEVATORS.

· The designated location for tornado safety is Men’s and Women’s Bathroom.

Illness or Injury

The following information is a general response to injuries or illness that may present itself in the facility.  In every situation, staff members should evaluate the situation, and only address the situation when their safety is not compromised.

The facilities first aid kits are located in the following locations: (See Appendix 1)

· The Staff will employ first aid techniques as trained.  This should only be done if the staff can do so safely.  Emergency Medical Services should be activated by calling 911.

· If the staff is not trained in the proper first aid techniques, dial 911.

· If the individual has fallen from a high place, do not move the individual unless there is a life-threatening situation.

· If the individual has consumed some type of poison, the staff will contact Poison Control at 800-222-1222 (24 hours).

· The site manager or designee will notify the family members of the situation and what is being done.

· The staff responsible for the particular attendee will document treatments and any action that took place due to the injury or illness.

· The staff responsible for the particular attendee will document treatments and any action that took place before the attendee’s passing.























Public Emergency Services

		Emergency Service

		Name

		Emergency Phone

		Business Phone



		Fire Department

		Laona Fire Department

		911

		



		Ambulance

		Laona Rescue Squad

		911

		(715) 674-6506



		Police Department

		Laona Police Department

		911

		(715) 674-4009



		Emergency Management

		Jason Theune

		911

		(715) 478-3430



		Hospital

		St. Mary’s Hospital





Langlade Memorial Hospital

		

		(715) 361-2000

(800) 578-0840



(715) 623-2331





		Clinic

		Laona Clinic

		

		(715) 674-5233



		Public Health Department

		Forest County Health

Jacee Anderson

		

 (715) 902-1320

		(715) 478-3371

































Appendix 1

Map of Building
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Thank you for volunteering to deliver Meals on Wheels!  


If someone does not answer the door:  


1. CALL the Aging & Disability Resource Center (ADRC) at 715-839-4886. If you do not have phone, please call from the next delivery stop.  We will then follow up with the participant.


2. Please do not leave meals anywhere such as in a cooler, on the table, on the porch, etc. even if asked to do so by the participant.


3. Write “no answer” on the route sheet.


In case of an emergency:


1. Call 911


2. If you find someone in a situation and you are not sure if you should call 911, call us at 715-839-4886 and we will help you evaluate the situation.


Pets


We do not expect you to deliver the meals if pet(s) are not properly restrained.  Participants are instructed to restrain their pets during the delivery of meals.  If you should encounter a home where this policy is not being followed, you do not have to deliver the meal and please call us so we can correct this situation.


Meals on Wheels abbreviations… what do they mean?



CAN – Cancelled
K&E – Knock & Enter



H –
 Hot Meal
STA – Slow to Answer




X – 
Extra/Weekend Meal
HOH – Hard of Hearing



F – 
Frozen Meal


Maps


[image: image1.png]Meals on Wheels
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Maps are provided for your convenience.  We update the maps weekly as new people are added to a route.  If your map is not adequate, please call and let us know.




715-839-4886
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[bookmark: _GoBack]Home Delivered Meal Vehicle Checklist

		Preparation for the Route

		Yes

		No

		Comments



		· Be sure your delivery equipment is clean and sanitized 

· If you have electrical equipment for holding the food at a hot or cold temperature be sure it is working properly

· [bookmark: Text1]Be sure to keep the cold food in your air conditioned vehicle when it is hot out to avoid overheating in the trunk     



		Is the TEMPERATURE of the food protected?

		|_|

		|_|

		     



		· Front seat or trunk?  

· SUV or car with actual trunk?

· What’s the outside temp?

· What’s the temp inside the vehicle?

· How long is the route?

		|_|

		|_|

		     



		Is the QUALITY of the food protected?

		|_|

		|_|

		     



		· Food containers secured?

· Protected from spillage?

· Protected from disruption – bumpy roads, poor driving, loose objects in car, etc. 

· Can anything fall on or crush food?

· Are the drivers keeping the bags and containers separated (versus stacking  crushing)?

· If assistance is required (i.e. opening milk carton) WASH HANDS THOROUGHLY prior to touching any food-contact surface consider using a fork instead of your hands to open the container.

· In hot weather keep the cold food in the air conditioned interior of your car when possible

· Same goes for cold weather – keep hot food in the heated part of the vehicle



		|_|

		|_|

		     



		Is the SANITATION of the food protected?

		|_|

		|_|

		     



		· Are all containers closed and safe from contamination?

· Is there old mail or papers, fast food containers and bags, snack bags, old grocery bags? 

· Pests – i.e. flies, fleas and ticks, spiders, mice?

· Cleaners, lubricants, solvents, other chemicals around?

· Rusty objects, tools, spare tires, etc.?

· Don’t smoke while delivering meals.

· Cover all cuts, open sores or wounds with a waterproof bandage PLUS a glove or other barrier. 

· Wear gloves during any and all food preparation

· Wear clean clothes, clean hats

· No Pets in the car. Be sure car if free from pet hair. Avoid petting animals. If you do touch an animal wash your hands! 

· Hand Sanitizer- be sure each driver has some in their car

		|_|

		|_|

		     



		Handling the Bags or Delivery Equipment

		|_|

		|_|

		     



		· Bag must be kept INSIDE vehicle when delivering meals

· Unplug bag carefully after delivery of last meal and tuck cord in bag

· Disconnect the bag from the vehicle outlet when the vehicle engine is off for extended periods of time (greater than 30 min.)

· Never crush or fold bag

· Do not submerge bag in water

· If any bag cords become loose, cracked or frayed, stop using immediately

		|_|

		|_|

		     



		Emergency Procedures

		|_|

		|_|

		     



		· First Aid and Blood Spill Kit should be in the vehicle

· Emergency Procedure Sheet should be in the vehicle. 

· Do they have a phone or radio in the vehicle?

		|_|

		|_|
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