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!. Basic Roles and Functions

Itame, Job n e

Tean Lrad:
RD Francis Cesar B.

Brirgas
Asst Team Lead:
ARD Fidela M. Rosas

t/lembers:
Raul Orozco
Manuel O. Caberte
lsidro M. Biol
Fe.4fegada

Adrilene Mae Castanos
Megnon P. Beldad

Tearn lrad:
Raul L Ororco
asst lgrm laelt:
,oel Rosales

hrncdon in a
Team

Team Leader/
TWG

Logistics

qrf.tr, /<c.r r ritv

Rescue

Evacuation
and

loglsdts
o Manage supplies and staffing needs of the situation by

nrarriiina hrtir amaEa^.r, he..cii;ac lit a fai rrnrar

and medical supplies as well as transportation facilities
for the movement of equipment, casualties and/or
evacuees

. Recommend for the repair of damaged office facilities
in coordination with the Safety Lead

. Attend disaster management trainings time to time
Attend resource.management meetings, ERT

meetings, Occupational Safety Meetin8, as
planned/scheduled

Members:

l-otistics

Purchase
Evelyn Salacata

Nikkilyn Capon
Jocelyn Monton
icry Abasriiias

Transoort
Nestor Be.dera
Romeo Fulgar

I

. Overall lead and coordinats of the disaster or
emergency response and recovery.

. Appoints personnelto compose the Regional Response
Team

. paepgre arid spprove t$e Emergcncy Qccponso Dlon

. Direct the implementation of the Emergency Response

Plan

. Ensures that all members of the team are following
functions

. Coordinates all actions of the team

. Provide necessary information and organize capacity
building activities for the regional personnel

o Ensure resources for resolving consequences of the
iocidant/c.tll,ergcnry

. Evaluate the magnitude of the accident and take action

to mitigate the impact
o Decide as to resumption or suspension of work as

recommended by the Safety/Security Team
o Provide basic training related to Evacuation Plan,

emergency exits, PPES to you, co-workers, contract
workers, supplier and self and other capacity buildirg
necessary for improving skills of personnel

. Attend resource-manaeement meetinqs. ERT

meetings, Occupational Safe\ Meetin& as

planned/scheduled

R6poflsibiliti6

Regional Emertency preparedness and Response Team Composition



,lanE, rob Tide

Sfttylseority

EoEadEHratior
niai@ fi. ajt€ra
Jcie Magsalay
and trained resqrers/
First-Aid Providers

il€mb€rs:

lcT
llerbon Pitogo

hrnadon h a
Tsn

Technology

Respart1$cs

Sefrty/SGorftV
e Secures the office facilities and propsties
o Emure fire exrilgubherc are propealy harged, under

ejpiry, safety pins are fsed, and seals are not brol(en
o Assess the facilities for any possible hazards
. Determines ifthe facility/ofhce 'rs safe to use or dedare

unsafe if damages have been visible
o Lead in the craftilg of reconery plans for damaged

physial faciliiies
o Reornmends for rraintenance prccedure of

riar tq3,r:ri and repan eri iaciiiiics
o Ensures safuty of leaming materials and supplies and

other important reooads
r Attend disaster management tainings time to Ume
r Attgrd .€sourcemanagement meetIgs, tRT

r::--=tr:Es, k:p=t:::=! S3f-t. i!=efE 3'
phnned/scheduled

. Remor,e or properly store all hazardous material

nesore/gmrator
. locate iniured or traDoed o€rsonnel/orstomers and

move lrrem to a predetermined place of safety and be
cared fot

o Supervise/epedite the plianned and cootrolled
morement d pesonnel innofued/calght in an
ern€rg€ncy sitratidr

r Coqdimte with the medical team for proviskrn of
medir:al servkes and/or first-aid

o ResponsiHe for respooding fire ahrm bell
r Arare of all locations of Fire extinguishers, fire

trolley, Fire Hose rcels, Fire Call point (MCPS) and
emergency exits

o Provides time to time debriefing for ERT staff
. Attend disaster mar4emerlt trainings time to time
. Attend resoorce ran4eme{rt meetings, ERT

meetirEs, Occupaional Safety Me€tiq, 6
PnnnedA:cneoulec

Operate and maintain a rdiable conrmunicatirns ard
adcquate mmirt system tlxo.Atout the perid d
impendirg and/or existiqg cahmity/incideat

updates
Reproduce IEG for disaster proention and
prepardness

Altend drsast€r ,rEnagenrent Eainirlgs time to tirn€
AltFr!.l ra<,1rrrae-|ttaltao.rh.n[ -aoti-j. EET

meetirys, Occupatimal Safety Meetieg its
ptanned/scheduled

a

2

Failities/Euildirp
Slrcrwin P. Vr,ajar

Palrid< irtanuel
r(ov fialza Gnranres
Alvin Femandez
ilhrid Sosmena

librarvifReoords
!4=;!p= !49:e
llta- Theresa Gobsino
Menchie Salarg
Emrm Lumimrias

Tsn leed:
Ariem V- Gnco
AssL Tefln Lad:
it:rar-,:t:a,r-\3::

Comm./M€dia
Pedro Tecsoo

C-ornmunkations

and hlamirrys





l{anqhbfide Rrnctron h e
Tean

nespormes

. Performg medkal services and first-aid treatment to
inpred ffi ce personneUastomers

. Convqs/r€ftfs dte anirred personnC fur
anmodatixr b the appropIbte medi:al
ar asarura.ar 6/r laaJarr a tra 5

o Attend disaster rmnagement t'ainitEs Ume to time
r Observe and assess sbff wlp may be dernonst-atirg

signs d stress and intenenes, as appropriate and
inform immediately b arca Supewisor/tlan*c,

meetirys, Oocupatixlal Saftty Meetiq, as
phnned/sdreduled

Proeftre
q 1: e*s.fte dasm ard cdl ille fire scrrb

C8sar sabcata
Alennder Xavier Pag4rq

Radb Ooerator
tttargie Dcfima

Te n leed:
Mabu N. Litera
AesL Ten lead:
Ana I ira Lerb

MedicayFirst-Aid

knbss:
.b6i€M*sahry
il€fia L Bahorit
and traincd resorers/
First-Ai{, Providers

Psrdrological Flsrt-Aid
Mary Christine Odtopn
furd all trained providers

ll. Emergency R€spqrse protoooa

FIRI

I

. Amrne dlsqerilg a fire should raisc t,re alarm immediately, regardless as
b trw smll ttre outbreak b or lrow iruroorcus it appears to be- Fires can
dedop vwy qukIy and ec€ry sccood otnls.. lf the fre ca td be quiffy qltoted by using tlrc fire extilguirlErs, ca[
the Fre Service imm€diate*y.

Stp?:Etranc
. Eya.uation slEuld be pronpt and calm, Iit ! s€ryon€,natirx their sry to

the desigmted assernbly poam
. Any hazardous nradrinery or preesses shouH be shut do*n (if pcsibh) ii

line with the fire saonti:o procedure for the office.. Do nd s@ b @llect any personal belorgings, and nerrcr use lifts in thc
event of a fire - this is because the lift could sbp wortitE, trappirg you
insfuie, or the doors couH open on the afftcted lercl and expce the
mrpanrs to irames, irear anri oxk gases,. Head direcdy to the nearet ernergency fire exit Art ),our hand against any
doors you go throrgh to dteck that the fire is not oo tfie other side, and the
ldt person out stlonH Ey to do6e doors behind thefil b prwent the fi]E
sPfeodkg th]olf,h the buiHiq,s .ftre cnpartmcntf and abo to redrre
lLe lerrel cf oryen +eil3lrla in 1av ervurr ta faed rhe Gla. ff the escap€ route is affected by smote, drop down onto the ground and
crawl, as the avaihble air wi be chaner dcer to the ground-

J





llundqrEmertency hmnrc
SGp 3: Get io $e Assembly Fofril
. The locatio of the assembly pdrtt must be easily accesed by all exitirg

persons and should have safe access for the emelgency sewir:es.
. Once yql have exited the buildirB. esyone shordd meet at the designaH

assembly point (from of office/nepole or as far away as pocsible).
. A headcounr (or nomrnai roii caiii sircuid be periormeti, makr6 sure rhat

any personnel or vbibrs are accounbd br.
. Yor! should not re.enter the buildirE until tou to do so by an atterdirE Fire

Otrrcer.
. lfYou B€@meTrap@ lnside,lry and gcfib a mflrwith a windour- lf yodre

oo the first f,@r, ryesr a windorr and b*er yourse f to arm's ler6th, then
drop to the floor- Ileer iump frorn a window and make sure to first throw
ddsn s(xne soft materbls onto the ground outside- Materbb $ci as
doftiry, beddirg, bur* etc to pr€n ent smoke frorn entering. ff yrour

dc{fies wer catdr fire, don't run around a this will fan the flames; imtcad,
rem€mber: Stog Drop arrd Roll.

. lf you s€e people outside, make some nais€ b attract dreir attentim and
let them know you are trappd.

SEp 5: Weit fior n€lc itrsfiucllrc
. The fire Service Officer will recommend if work can be resumed or

suspended dependirE on ttre situatix of the fire incident Normally, work
suspensbn happers to ensure safety of the personnel.

in tfte building for re@rnmendatirn of repair or replacernent aod/or
possible qtensbn of wrt suspension due b unsafe or possible seondary
hazards.
The buildiq shal be dedared dear fa wk or otherwise.

EAfiTHQUAXE St€p 1: trq, Cov€rand lloH
. DROP to $e ground; take COVER by gettirE under a sturdy table or other

piece of fumihrre; and HO1D Ol{ until the shakirg stops- lf there isrft a table

or desk near yo.r, cover yorr iace and head with your arms and crqrdr in an
iaside errner rrf l.hc turilrfins

. Stay away frorn ghss, windorrs, ontside doors and rmlls, and anythitg that
ould fall, sudr as lightir€ fDftures or fumiture.

. Do not use a doormy except if you k Ew it is a sEor4ly supported, loa&
bearieg dooil,ay and it is dce b you- Many inskle dootways are lighW

trea vrtc. l,.s.4.rq..

Steg 2: Craqration
. St y inside until tfte shaki€ stops and it is safu to go outside. Do not exit a

building duriry the shahng. Res€atch has short tlnt most iniudes mrr
urtr€n p€ople insade bualdar€s attempt to move to a dtftetent lo@ton tnslde

the buildiry or uy to leave-

4

SEp & R.sare the tr+ped personndftttiurs

' t€t tlE Fire s€rviGe personnel resore anF le t-app€d inside the buildirg
. Medical team must be on alert for any medical servic'es needed after the

relcue



Er-dsrEntcr3mcv

BOME THREAT

kocL:
tX) llOT use the els:ators. Be auare that the elecBkity rltay go out d Ole

sprinfhr sysems or fire ahrms mry hrm on.

tf yrou re Eapp€d undcr debrk, do nd ftht a rEtdr- Do not nrre around c
hd(-up dusL Cqcr Vour rnnh with a hardhrrdfcf q dodrilE- Tap dl a IriF
rr rmll <a ra<rrpr< aaa LlafF wrr tka e rhi<th if mr k availahlc Sfftlt rrnly

as a last rcsort ShoutirE can caus€ you to inhale darqerous arn(r.lrts of dust.

SEp 3: Stry h thc s* centaf ra
. trEer *-- 3!::= :,eE-: S: =,ea:Eta:: 

+^ Xre "'g::b!)'::e=.
. Th€ lctbn of tfie assembly p<rnt must be easily accessed by all qfiry

persons and shouH haye safe access for the emcrgorcy servhs-
. orrce yoq haE edted the buiklilq, etr€ryoo€ $ouH meet at the designatEd

assembty p<*t (m of omce h*I4/hgrde or as far amy as pocsiHe|-
. A h€adcoont (d natfind roil calll shouH be oerfurmcd. malins sure that

any personnel or visitors are accorrnted for. You slrculd not re-enter the
bnildig until told to do so by an authorized peronnel such as the satry
OfEcer.

!!29r e: !!rq !a? qeq ii!!t.4!s
. Ih€ Safcty omcer will reonrmend if wk can be resumed or susperded

dep€ndarg on the sbt*lity of th€ buildarg or if aftershocls are Eurfug
fronr time b time ilormally, wst suspensbn happ€ns to ensure safety of
the personncl-

. Ihe safutv team will assess the dam*es in the build'B fur
reoornmen&tim for repair or .ephcement and/or pcsiue extension d
wt suspensirn due b unsafe or poesible secodary hazards.

. Th€ buildirB shal be dedared dear fo. wort or dlerwbe.

$ep t hfornadoo taOE ing -out fhc lltrt.t
. tt you r6cen G a ixxno mrcat Dy pnone, rcmam caim, wfltt down me @lrcr s

eEGt words, and note the time of the call. Orcdr Sor a caller lD number-
Writ€ dourn all the infornatirn you reciw-

. lf yrou r€ceiue a bdnb threat in written fonn/enrail, immcdiatety call the
attentiro of th€ €m€rg€ncy tram lead€r and disoris the si&gtixr.

. -rfrEr tie inilE--l i.!*r:=t*-' * :=+-ed, il2rre{#."!l tie :ttert!.:! C{!e
ern€rgerEy team leder ad disorss the situation- Call the authoriti€s (Pofrce

Statirn and/or Fre S€Ivir ifthr€at -rs arson an nature. Relay tlre inforrnatirn
and take no further actk o umil you are adviid b do so.

StlDZEEr.ddl
. tlo Dot toudr or rnove susttd.xE obierts. Do not use radbs, pag€as, (x cefl

phoo6 6 thcy can t iS8er an €relosiE d€'yi.-.
. Foilory your d(?a.tsrErfs eacuation procedurct. TrtsEer the alarm system

for cvxuatixr b rhe assentty area-
. Once you havc efted the buiHir:, €:rr€tyqn Crcoad meet at thc desienated

s€rnbly poht (front d ofFce buiHitglmagpole or as far amy as pcsiHe|.
. A headcount (or rEminal rcll call! shotH be perfamed, malirE sure that

any pcrsonnd or vbibrs are acrounted fior. You should not ae€ntcr thc
buiHig until told b do so

)

an authaized persoonel.



HerGrErsgencI

sLol , o sET HAZARDS

Wcatt€r disErbances,

koedure

Step 3: Wait tror n at anstruclioG
. The authorized personnd will reommend if work can be .esumed or

susp€nded dependitg or the sitratirxrs at hand. orrmlly, work suspensin
happ€rB to ensure saftty ofthe personnel.

. As recommenrieri by rirc authorty, tie buiiriiry sinii be deciareti ciear rbr
work or otherwise-

M lilI,ot cail-C,f,r,dist:
- Timc of the call
- to.dr{r^f dn-all
- l{ame of person lahrg tfte call
- EEct wording of tlle threat
- Age and gender d caller
- Ask the caller
- When will fhe bomb exdode?

o Wlr:reklrrip rb?
o Whotfusitbklike?
o Wftrfsillcznt* ittoelplodc?
o Winr[htiHingbitin?
o WMflarisitut?
o witm s yout twme am otidres?
o Didyoudac€the bmbT Wrty?

SQ r: Uks€rnanatioo dhbrmaio
. Weatfter advis{xies, bulle{ins and drer situatiqnl report on weath€r

Jierrrztrrnaa Ila rtrrr-J6..+m. '-,a ha-h, Ei-{r[ ]zaial

q/done, etc-) must be pocted in tfte conspictors places inside the office or
in designated pGtirg area.

$ZPreple&skres. Eadr offce must cooduct ases$rent of, ttdr office prernises and dred oo
poesibh hazards (wak window glass, leak ceiliry, open elec{riel circuit
pcsible for decfocution due b ret floor, etc-| and safekeepilg of records,
equipment

stsp 3: Updee the ffie persqld fur ar, Irnomed sat rrsp€nCo.t
. AS rSSUed ry me Kuitl(ML or me provrnce, me ottrce wrll Esue mern(ran{um

amrcuncirg the suspenshn of worl due to severe weather distrrbanceg
. lf rp work susperlsk r b required/announced, all ofhce personnel must

onduct preparedness rneasures in their premises-

6

taltr aa .'-aaar a.* .ra rt- afta 1.6 +^ a ,la,a.,l .*- *aa-*. ***-

tsmslpll b odivotd.




