Emergency Protocols
Emergency drills Sept 2006

1. The District Manager calls emergency services as needed.

2. At such time that more than one employee is working for the District, the District Manager invokes or has supervisor invoke earthquake and fire drills every three months.

a. The drill consists of leaving the building as quickly as possible in case of fire.

b. The drill for earth quakes consists of gathering in a small closet or bathroom, or getting under desks and covering head and/or leaving the building. 

c. All personnel evacuate the building immediately when alert given as to bomb threat

d. All drills are documented.

3. Fire drills

a. district works in cooperation with the County when they Institute a fire drill.

4. Gas leak/smell of gas

a. immediately evacuate the building

i. told each receptionists to notify the employees in their area evacuate the building immediately

b. take phone off the hook,

c. do not answer any telephone or cell phone 

d. open and should doors and leave propped open when you leave the building

e. call PG&E or 911

Notes:
Director’s Personal Liability: (Liberty Cassidy Whitmore 2009)
1. Generally each Board Member is protected from law suits while fulfilling job responsibilities.  

2. Tort Law – If Board Member is operating or giving instructions outside Board responsibilities, the member can be personally liable (2009 Governance Seminar)
· Invasion of privacy

· Unfair labor practices

· Retaliation

· Violating staff’s free speech rights

Practical Advice for Dealing with Staff (Liberty Cassidy Whitmore 2009)
1. Refrain from doing so unless it is a part of one’s obligation to the District

2. Proceed as part of a properly convened Board meeting, not individually

3. Communication with staff should be achieved through the General Manager or another appropriate District employee designated to interact with the staff

4. Comply with the Brown Act

5. Consult with legal counsel

Board and Staff Roles (2008 Special District Administration)
1. Staff’s job at meetings: provide

a. Adequate description of agenda items

b. Information on studies, considerations, other work done

c. Explanation of issues for Board decision

d. Recommendations with supporting rationale

e. Report on daily goings-on at the agency

2. Board’s job at meetings

a. Set standards foe the information it wants

b. If an agenda item or issue is not understood, call the Manager agead of the meeting

c. Listen to each other

d. Determine if there is sufficient information for a Board decision

e. Vote – then stand by the majority decision
