

http://www.mdc.edu/main/alerts/
http://myfloridalegal.com/pages.nsf/4492d797dc0bd92f85256cb80055fb97/81bf89afaf04dbeb85256cc6006ff6bf!OpenDocument



http://www.redcross.org/
http://www.miamiredcross.org/index.asp?IDCapitulo=YHXM8NP9T8
http://www.browardredcross.org/index.php
https://www.redcross-pbc.org/NETCOMMUNITY/SSLPage.aspx?&pid=194&srcid=-2
http://www1.salvationarmy.org/ihq/www_sa.nsf
http://www.floir.com/
http://www.fema.gov/
http://www.fema.gov/assistance/index.shtm



http://www.fema.gov/about/programs/nfip/index.shtm
http://www.mdc.edu/procedures/Chapter2/2520.pdf
http://www.mdc.edu/procedures/Chapter2/2520.pdf
http://www.miamidade.gov/eoc/
http://www.broward.org/hurricane/welcome.htm
http://www.pbcgov.com/PubSafety/EOC/
http://www.monroecounty-fl.gov/Pages/MonroeCoFL_Emergency/index
http://www.miamiredcross.org/
http://www.floridadisaster.org/bpr/EMTOOLS/Severe/hurricanes.htm
http://www.nhc.noaa.gov/
http://www.broward.org/hurricane/publix.htm
http://www.pbcgov.com/hurricane/pdf/PBC_Publix_Generators_2007.pdf
http://www.broward.org/hurricane/gasstationgenerators.htm
http://www.pbcgov.com/hurricane/pdf/Map_Gas_Stations_2007.pdf






















EMERGENCY SUPPLIES CHECKLIST

1. Water and Food: Two-Week Supply Per Person

One gallon of water per person per day - 2 quarts per day consumption, 2 quarts per day for food
preparation, cleaning and sanitation.

Electrolytic fluids such as Gatorade or Pedialyte

Ready-to-eat canned meats, soups, fruits, and vegetables

Staples (salt, pepper, sugar, etc.)

Instant tea, coffee and powdered creamer

Pre-packaged condiments such as ketchup, mustard and mayonnaise

Non-perishable foods of choice such as cereals, packaged snacks ready to eat, peanut butter and jelly,
other comfort food and snacks, cookies, candies or trail mix

Powdered milk and canned or pouch packaged single serve juices of choice
Granola bar and/or high energy protein bars such as Power Bars
Specialty foods for infants as required - jarred baby foods, powdered formulas

Vitamins and any other special dietary items

2. Food Preparation, Service and Sanitation Supplies

Mess kits (one per person) or plastic/paper cups, plates and utensils - two-week supply

Plastic bags or freezer bags such as Zip Lock Bags and storage containers for food
Ample supply of plastic garbage bags with ties for sanitation

Aluminum foll

Ample supply of paper towels and napkins

Household chlorine bleach

Non-electric manual can opener, kitchen preparation knives and utensils

Portable grill with appropriate spare fuel and utensils for outdoor cooking including a few pots or pans
for cooking and water heating

Matches (in waterproof container)
Alternate heating source such as Sterno
Cooking or oven mitts

Household cleaning and dishwashing supplies



3. First Aid, Safety, Health and Medical Supplies
Complete pre-packaged first aid kit to include at a minimum the following items:
= Sterile adhesive bandages (band-aids) in assorted sizes
2-inch sterile gauze pads (4-6)
4-inch sterile gauze pads (4-6)
Hypoallergenic adhesive tape
Triangular bandages (3-5)
2-inch sterile roller bandages (3 rolls )
3-inch sterile roller bandages (3 rolls)
Scissors
Tweezers
Needle
Eye dropper
Eye washing solution
Pre-moistened towelletes
Antiseptic
Anti-biotic ointment or first aid ointment
Thermometer
Tongue blades
Petroleum jelly or other lubricant
Assorted sizes of safety pins
Cleansing agent or soap
Latex gloves (2-4 pair)
Sunscreen
Aspirin or non-aspirin pain reliever
Bee-sting reliever or ointment
Antacid
Self made card or list and contact information for all medical providers, doctors and
contact information and directions to the nearest emergency medical facility or hospital.

Prescription Drugs - a one-month supply of prescribed drugs as required by your doctor such as

heart or high blood pressure medication or insulin or any other specialty items as required for yourself and
each member of the family. Consult your physician to discuss your emergency plan and prescription
requirements as appropriate. A new emergency prescription law may now allow you to obtain a 30-day
supply of medications if an emergency is announced.

A good first aid manual — 2 copies- one for this kit, one for your CRITICAL DOCUMENTS container
Contact lens supplies and wetting solutions, spare eyeglasses and sunglasses as needed

Dental and denture supplies including spare toothbrushes, toothpaste and dental rinses

Mosquito repellant

Isopropy! alcohol and/or hydrogen peroxide

Water purification tablets

Syrup of Ipecac (use to induce vomiting if advised by medical personnel or the poison control
center)

Laxative
Activated charcoal (use if advised by medical personnel or the poison control center)
Safety goggles

An ABC rated fire extinguisher



4. Personal and Hygiene Supplies

Soap and disinfectants

Any and all specialty medical equipment needed to include such things as breathing or oxygen

supplies, diabetes test kits, mobility devices, sanitary and all applicable medical histories and requirements.-
best course for special needs patients and individuals is to be pre-registered well in advance at a special

needs shelter and arrangements made for transport and other needs. A complete information card with

medical conditions, requirements, care needs, contact information of caregivers, family members etc should

be made. Keep a copy of this special needs information in your Critical documents container.
Feminine hygiene supplies

Toiletries, including disposal razors, toothbrushes, toothpaste, combs and hairbrushes, deodorant etc.
Toilet paper (two week supply for all persons)

Hand sanitizer such as Purell

Sunscreen (SPF 30-45) and lip balms such as Blistex, skin moisturizers

Eyeglass cleaner and wetting solution for contact lenses, spare set of contact lenses if applicable and
lens holder.

Spare hearing aid batteries if applicable

Personal identification card or sheet including any medical conditions, age, weight, distinguishing
characteristics. Keep a copy in your critical documents container.

5. General Supplies and Tools

Flashlights (minimum 1 per person) and LOTS of spare batteries

Battery powered radio or TV

Portable battery powered lanterns or lamps

Local and regional maps with landmarks —place in “Emergency Plan” file
“Old Style” Manual corded telephone

Compass, signal flares, small reflecting signal mirror and whistle
Candles ( Use as form of light source as a last resort only — fire hazard.)

One can of red spray paint- post storm you can erect a temporary sign on your property or use an

outside wall and spray paint your status (examples- 4 persons all ok, date and time; need help- 4 persons-1

injury- date and time)
Shut-off tools for gas or water supply to house as applicable

Tool kit to include at a minimum a hammer, assorted pliers set, screwdriver set, duct tape, utility knife,

pry bar or crowbar, outdoor extension cords, assortment of nails and screws, spare padlock and keys, small

utility saw and ice pick.

Plastic sheeting and roofing tarps, skein of %" or 3/8” rope

Work gloves, safety work boots or shoes and goggles



6. Infant/Baby Supplies as Applicable
Disposable diapers (minimum two week supply)

____ Formula, food (see food checklist), and medication supplies

_____ Bottles, feeding utensils and supplies

_____Sanitation and comfort supplies such as anti-rash ointments, etc.

_____ Warming blankets and clothing for two weeks

____ldentification placard or sheet to include name, birth date, address, distinguishing characteristics,

nearest non-parent relative contact information, medical conditions, special needs, doctor or care provider
information, parent information and contact information.

7. Pet Needs and Supplies as Applicable
Dry or canned food supply for two weeks including treats or snacks

ID Tags and spare collars as appropriate

Spare leash or harness as applicable

Pet medications and spare prescription medications as applicable

Immunization or vaccination records or “micro-chip” or tattoo records

Water ¥ gallon per day per house pet- include in your overall emergency water supply

Litter box or comfort supplies as necessary including bedding materials or carrying containers as
appropriate

Information card including name, feeding schedule or habits, behavioral demeanor or

issues/tendencies, veterinarian contact information, nearest “pet friendly” emergency shelter and nearest
boarding shelter- include a copy of this card and immunization records in your Critical Documents container-
include a current picture. This will be helpful in case you have to board your pet for any duration of time.

Note: Large animal owners should prepare an animal safety plan according to specific needs. Contact your
veterinarian or animal handler to assist you in such a plan.

8. Vehicle Preparation and Supplies
Full tank of fuel

Vehicle first aid kit
Vehicle fire extinguisher

Roadside emergency kit including battery jumper cables, spare fuses, road flares or reflective warning
devices

Well maintained spare tire, all tools and jack in good working order

Spare lubricants and oil

Cell phone vehicle charger as applicable

Current registration and insurance cards and information, roadside assistance cards as applicable.
One spare empty gasoline container

Games and diversionary toys for children during travel as applicable



Evacuation Checklist
Monitor all communications and news media for evacuation orders and follow all instructions.

Pre-Determined Evacuation Options:

Out of area arrangement -

(attach driving directions to this sheet)

Nearest emergency shelter -

(attach driving directions to this sheet)

Nearest Pet friendly Shelter -

(attach driving directions to this sheet)

Special Needs shelter registration information, arrangements, location and directions -

(attach driving directions to this sheet)

Maps with locations and other evacuation routes pre-marked.

FOR EVACUATION LOAD VEHICLE WITH FOLLOWING:

Evacuation Supply Container - Your three-day version of the Emergency Supplies checklist to include the

following:
- Personal Hygiene items

Bedding - including pillows, blankets, air mattresses

Entertainment including books and games

3-day food supply

Changes of clothing-three days with laundry bag

Baby supplies

Medications

Flashlight and battery operated radio

Other personal items of choice as space permits

Critical Documents container including your full emergency plan and a local phone directory



PREPARING TO LEAVE YOUR HOME

Make evacuation advisory calls and review travel or evacuation plan with out of state contacts

Make evacuation advisory call and plan to “in area” neighbors or relatives

Cell phone, spare cell phone battery, spare vehicle and wall charger for cell phone as applicable in your
travel kit.

Wallets, purses, briefcase or other normal day to day carrying cases in your travel kit
Camera and film for post storm documentation

Pet evacuation kit and plan as applicable

Shutdown electrical appliances and systems except refrigerator/freezer (turn freezer down to
lowest/coldest possible setting), turn off gas supplies and pilot lights

Leave a note in a sealed envelope securely taped to a surface or wall in an obvious location labeled *
ALL EVACUATED- Emergency Contact Information Inside” - Include in the note who and when you left, where
you are going and contact information including cell phone number.

EVACUATE

Lock your home- check with neighbors who may need assistance then proceed to evacuation destination.
Always stay together as a family.

Use your Evacuation Checklist and Maps to proceed to your chosen evacuation location. If a long
journey make sure to pull your emergency cash supply from your “Critical Documents” container for use as

needed for fuel etc.
Monitor the radio for special announcements, road conditions or evacuation instructions.

Once evacuated to a shelter or to “out of area” destination- keep family together, keeping small children in
view or under constant professional supervision.
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and authorize the actual work hours for that particular check date by the
Time and Attendance deadline.

4) Instructional and non-instructional paraprofessional employees (H1) may
make up scheduled hours that were missed as a result of the closing of the
College for the emergency, but only with the approval of the department
supervisor. Make-up hours must be completed no later than (3 weeks) after
the disaster and should be reported in the appropriate reporting period

C. CATOSTROPHIC EVENTS

In the event that Miami-Dade County is subjected to a severe natural, man-made or
fiscal emergency, the College President may modify these procedures as necessary.

10/11/05
PRESIDENT DATE














































FREQUENTLY ASKED QUESTIONS ABOUT
ESSENTIAL PERSONNEL AND EMERGENCY MANAGEMENT

1. What does it mean to be designated as Essential Personnel at the College?

If your position/function has been designated Essential, this means that, in the event of an
institutional emergency, your position has been determined to be critical to the support and
recovery of the College. If you are directed to report to work just before, during or after a
hurricane or any other form of emergency, you are obligated to comply. This is a
condition of employment.

2. As afull-time employee, if | use public transportation to come to work every day and
the Metro rail and buses are not operating, am | expected to report to work if called?
Would I have to fill out a leave form?

Yes, Essential Personnel are expected to be present at work. This is a condition of employment
and Essential Personnel may only be excused from their work by meeting all of the following
conditions:

(1) Obtaining the permission of their supervisor

(2) Providing a suitable replacement

(3) Submitting a Departmental Request and Authorization for Leave of Absence utilizing
their own accrued leave

3. When I report to work during an emergency, will | be financially compensated above

and beyond what other non-essential personnel receive for reporting to work during an

emergency?

Once the College is closed because of a hurricane’s imminent arrival, full-time employees are
placed on disaster leave. This replaces the normally scheduled hours which count toward an
employee’s regular workweek of 37.5 hours.

Non-exempt - the first 2.5 hours worked after the normal 37.5 hour work week will be at straight
time. After that non-exempt employees working just before, during and after the hurricane
would also be paid at 1.5 times the regular rate for any hours in excess of 40 hours in a week.

Exempt employees PEC’s (Level 15 — 17) and PENC'’s will be paid an appropriate portion of
their daily rate commensurate with the hours worked up to 7.5 hours.

Grade Level 18 and above do not receive additional compensation during an emergency.

4. As an essential personnel, would the College be providing me with gas? Is this
benefit provided only during the days that | have been assigned to work?

The College is taking steps to look into providing limited amounts of gasoline when normal
disaster preparation and recovery measures are overcome by catastrophic conditions. The
benefit would be provided only for those Essential Personnel directed to come to work to get the
College back to normal operations before the regular employee population is called back to
work. In concept, the College would like to establish, over time, an emergency multiple fuel



distribution point system. This would require additional storage capability, appropriate locations,
a reliable supplier, environmental and other logistical considerations. We are evaluating the
feasibility of such a system but it will take additional time to work through the issues. You will be
notified ahead of time if and when this would be in operation.

5. If Ido not report to work when expected, what would be the consequences?

Again, this is very similar to Question 2. Full-Time Essential Personnel are expected to be
present at work. This is a condition of employment and Essential Personnel may only be
excused from their work by meeting all of the following conditions:

(1) Obtaining the permission of their supervisor

(2) Providing a suitable replacement

(3) Submitting a Departmental Request and Authorization for Leave of Absence utilizing
their own earned leave

Part-time Essential Personnel, who do not report to work won'’t receive compensation and the
same conditions previously stated above would apply except for item (3).

For both, failure to comply with the College’s directives may be regarded as insubordination and
may result in the termination of your employment.

6. Will | receive a special MDCard (I.D.) that will designate me as Essential Personnel?

Yes. If you are designated as Essential Personnel and do not have a MDCard showing your
designation, please inform your supervisor immediately.

7. Would | be given time to prepare my home and make family arrangements before the
hurricane hits South Florida?

Essential Personnel that are involved in hurricane preparation just before and/or staying on
campus during will be given reasonable time prior to the general employee population to go
home and prepare their home and families. As much advance notice as the situation permits
will be provided by your supervisory chain.

8. As an Essential Personnel, would | be supplied with water and ice?

Steps are being taken for those essential personnel that are directed to be on campus to help
during recovery efforts to be provided with limited amounts of ice and water during and after the
completion of their shift. This is dependent on availability, storage and cooling capacity.

9. What is the number to call to be informed about the latest College updates?

Call 305 237- 7505 for current information for employees.

10. Will | be able to come to the campus even if | have not been called in?

Do not come to the campus unless you have been designated essential and are tasked to help
in the recovery effort.



11. Towhom do I report to after the storm?

To your immediate Supervisor.

12. What if my Supervisor is not in?

To your respective Lead Person.

13. What if no one is available?

Report to the Director, if not available, report to the Campus Dean of Administration.
14. What are the priorities once we come to work?

Priorities are assigned by the on-site supervisor, according to the needs of the Campus.
If the Supervisor is not present, the priorities will be:

1) Safety issues

2) Access to the Campus (roadways, etc.)

3) Conduct building inspections to be aware of problem areas

4) Secure problem areas to minimize damage to College property

5) Clear parking lots, common areas of debris, flooding

6) When power is restored, inspect all equipment and start-up equipment

15. Are we expected to work extra hours before, during and/or after the storm?

Yes, if needed. Your supervisory chain will determine the need for extra hours based on the
local situation and the determined urgency to be back into full operations.

16. For those employees designated essential, who remain on campus during the storm,
what amenities, health and safety measures have been established.

Every campus has designated a building as their command post. These buildings are concrete
buildings. They are stocked with back up generator power, communications equipment, cots,
blankets, food and water.

17. If lam required to be on the job during the hurricane, can | bring my family?

Unfortunately the answer is no, liability insurance restrictions are very clear that only employees
are allowed on campus during any hurricane. If you feel your family is not prepared to ride out
the storm at home, we recommend you make other arrangements with family, friends or other
agencies such as Red Cross Shelters.

18. Can | at least leave my car in the parking garage?
If you are on campus because you were required to be on campus and designated Essential

Personnel, then the answer is yes. If you are not, then again, our liability insurance prohibits us
from allowing non-essential vehicles on campus.



19. Where can | find out about hurricane preparation in general to make sure | did
everything possible to be prepared?

Go to the Employee Web page and the featured article is all about being prepared including all
the local, state and federal agencies that can help.

20. What about non-essential personnel, can you make them come in?

Yes, in the event of a catastrophic event, the College reserves the right to call in anyone of its
employees.

21. If l am a part-time employee, am | eligible for disaster leave?

No. Part-time employees receive pay for the first 40 hours worked only at straight time. If they
exceed forty hours of straight time in one single week, they will receive overtime at 1.5 their
regular rate for all hours in excess of forty.

22. How will the College verify that you reported to your essential duties?

When you report to your supervisor, he/she accounts for your presence.

23. Will an employee be classified as essential as long as he is with the College?

As long as the employee holds a position designated as essential and the position is not
changed, then he/she would remain designated as essential. The position is what determines

the essential classification.

24. What steps have been taken by Public Safety to be better prepared to take care of
their personnel while on duty during hurricane season.

Equipment such as flashlights, batteries, first aid kits and rain gear have been pre-stocked at
each campus Public Safety Office.

25. What happens if | am unable to report to work because | am surrounded by water
around my house?

Contact your supervisor. You are still required to go through the steps that follow:

(1) Obtaining the permission of their supervisor

(2) Providing a suitable replacement

(3) Submitting a Departmental Request and Authorization for Leave of Absence utilizing
their own accrued leave

Your supervisor will take into account issues of mitigation, acts of nature and with appropriate
support to substantiate your claims may relieve you of any of the three steps.

If you are a part-time employee, Step three does not apply. By not reporting to work you do not
receive any compensation since you are not eligible for disaster leave.



26. What if you have a family and you don’t have any body to take care of them. Do you
still need to come in to work?

Yes. If you are designated as Essential Personnel, it is a condition of employment. The
responsibility to prepare you and your family before the emergency is yours. If you choose
not to report to work, you must fulfill all the steps that follow:

(1) Obtaining the permission of their supervisor
(2) Providing a suitable replacement
(3) Submitting a Departmental Request and Authorization for Leave of Absence utilizing
their own earned leave
Part-time employees must complete Step 1 and 2. Again, Step 3 does not apply. By not
reporting to work you do not receive any compensation since you are not eligible for disaster
leave.

For both, failure to comply with the College’s directives may be regarded as insubordination and
may result in termination of your employment.

27. If an employee gets hurt or harmed during the hurricane relief period on their way to
work, who is responsible?

Just as with any other workday, the College is NOT responsible. Its is the responsibility of the
individual.

28. Are “contracted” Public Safety employees eligible for Disaster Leave Pay?

No. Only full-time MDC employees are eligible. “Contracted” individuals work under the rules
their employer establishes, not those of the College.

29. If Miami-Dade County Public Schools and Broward County Public Schools are
closed, can we bring our children to work?

Not at this time. The College is working on establishing an emergency child care plan.

30. If other non-essential personnel are asked to come to work, how would Public
Safety know and let us come on to the premises?

The Deans of Administration will provide Public Safety team members with lists of all employees
allowed on College premises during the recovery effort.

31. If lam on leave during a hurricane and Disaster Leave is given, can | take the
Disaster Leave in place of my regular Leave?

No. Once you are on regular leave you may not cancel it to take advantage of Disaster Leave.






PREGUNTAS FRECUENTES ACERCA DEL PERSONAL ESENCIAL DURANTE
SITUACIONES DE EMERGENCIA

Que significa haber sido seleccionado por el Colegio como Personal Esencial?

Si su posicion ha sido designada como Esencial, eso significa que en el evento de que haya una
Emergencia, su posicion es critica para el apoyo y recuperacion del Colegio. Usted esta requerido
a reportarse a trabajar antes, durante, o después de un huracan u otra forma de emergencia.
Esta es una de las condiciones de su empleo.

Como empleado de tiempo completo, si yo uso el transporte publico para transportarme a mi
trabajo diariamente y los autobuses y el Metro rail no estan trabajando, yo estoy supuesto a
reportarme atrabajar si me llaman?

En este caso usted debe comunicarse con su supervisor y completar una forma de permiso de
ausencia? El Personal Esencial estd requerido a presentarse a trabajar. Esta es una de sus
condiciones empleo. El Personal Esenci al podria ser excusa do solamente sicum ple con las
siguientes condiciones:

(1) Obtener un permiso de su Supervisor
(2) Proporcionar un substituto
(3) Someter una Solicitud al Departamento para que autorice permiso de ausencia

utilizando su tiempo acumulado.

Si me reporto a trabajar durante una emergencia, tendré compensacion monetaria extra o
mayor que el personal no esencial?

Una vez que el Colegio ha sido cerrado a causa de uninminente huracan, todo el personal que
trabaja tiempo completo son puestos en permiso de desastre. Esto permiso reemplaza las horas y el
horario normal que se trabaja en una semana que son 37.5 horas. Los siguientes procedimientos
han sido establecido para compensar al personal esencial:

Empleados que estan clasificados como salario por hora ( Personal de soporte) — Las primeras 2.5
horas trabajadas después de las horas normales que son 37.5 horas a la semana seran pagadas
normal. Después de las cuarenta horas los empleados esta categoria de salario por hora que han
estado trabajando antes, durante, y después de un huracan se les pag ara 1.5 tiempo y medio
después de 40 horas trabajadas durante la semana cualquier hora trabajada extra sera pagada a
tiempo y medio 1.5.

Empleados que estan clasificados como profesionales asalariados y bajo contrato anual, conocido en
el colegio como (PEC’s) (Niveles 15-17) y e mpleados clasificados como profesionales asalariados
sin contrato, conocidos en el colegio como (PEN C’s) seran remunerados proporcionalmente a su
tarifa diaria dependiendo las horas que trabajen hasta 7.5 horas diarias.

Los niveles 18 y superior no recibiran compensacion adicional durante las emergencias.

Como Personal Esencial el Colegio me proveeria con gasolina? Ser& este beneficio dado
Gnicamente durante los dias de emergencia que he sido asignado a trabajar?

El Colegio esta tomando medidas para poder proporcionar gasolina a los empleados durante la
preparacion para un desastre y durante la recuperacién después del desastre. Este beneficio sera
proveido solamente al P ersonal Esencial que viene atrabaj ar para ayudar a normalizar las
operaciones del Colegio, antes de que el personal regular sea llamado a trabajar. En concreto, al
Colegio le gustaria establecer en el futuro un sistema de distribucién de gasolina para emergencias.
Esto requiere bodegas adicionales, lugares apropiados, un suplidor responsable, y otras
consideraciones de ambiente y logistica. Estamos evaluando la posibilidad de tal sistema, pero esto



10.

11.

12.

va a tomar tiempo y trabajo adicional para poder resolver estos asuntos. Ustedes seran notificados
por adelantado cuando este proceso se ponga en operacion.

Si usted no se reporta a trabajar cuando es notificado, cuales serian las consecuencias?
De Nuevo, esto es similar ala preg unta 2. Todos los em pleados de tiempo completo que son
descritos por el Colegio como Personal Esencial estan supuestos a presentarse a su trabajo cuando
son requeridos. Esta es una co ndicion de empleo y el Personal Esencial puede ser excusado de
venir a trabajar solamente llenando las siguientes condiciones:

(1) Obteniendo permiso de su supervisor

(2) Proporcionando al Colegio a una persona que lo reemplace

(3) Sometiendo una soli citud al Departa mento para que auto rice permiso de ausencia

utilizando su tiempo acumulado

Personal de Medio Tiempo Esencial — el personal que no se reporta atrabaj ar no recibira
compensacion y se aplican las mismas condiciones anteriormente descritas excepto por la nimero 3.

Para ambos, empleados de tiempo completo y medio tiempo que fallen con cumplir las 6rdenes del
Colegio seran considerados insubordinados y pueden resultar en la terminaciéon de su empleo.

Voy a recibir otra Tarjeta de Identificacion? MDC ID. Que me identifique como Personal
Esencial?

Actualmente se estan proporcionando y distribuyendo nuevas tarjetas de identificacion. Si usted aun
no ha recibido su tarjeta por favor notifique a su supervisor.

Me darén tiempo suficiente para preparar mi casa y atender a las necesidades de mi familia
antes de que pase un huracan en el Sur de la Florida?

El Personal Esencial que estara envuelto en la pre paracion de huracanes y que de ber permanecer
en el colegio durante el huracan, se le dara un tiempo razonable antes que el que se da a los
empleados en general para que puedan ir a preparar su casa y atender a su familia. Sera n otificado
por su supervisor con tiempo suficiente dependiendo si la situacién lo permite.

Como Persona Esencial me proveeran con agua y hielo?

Se estan tomando las medidas necesarias para todo el personal que esté directamente en el colegio
ayudando en la recupe racién sele provea con cantidades limitadas de agua y hielo durante y
después de que haya completado su dia de trabajo. Esto se hara dependiendo de la capacidad de
almacenamiento y refrigeracion.

Cual es el nimero ha llamar para estar informado de las Gltimas noticias del Colegio?

Llame al (305) 237-7505 para informacion actual para los empleados.

Podria venir al colegio si no he sido llamado?

No venga a menos que haya sido llamado o designado como esencial para tareas de ayuda y
recuperacion.

A quien tengo que reportarme después de la tormenta?
A su supervisor inmediato.
Que pasa si mi supervisor no esta presente?

Repoértese entonces al que esté a cargo.



13.

14.

15.

16.

17.

18.

19.

20.

Que pasa si nadie esta disponible?

Repoértese al Director, si este no esta disponible reportese al De cano de la Administracion del
Campo.

Cuales son las prioridades una vez que me reporte a trabajar?

Las prioridades estan designadas por el supervisor en el sitio, de acuerdo a las necesidades del
Campo. Si el Supervisor no esta presente, las prioridades seran:

1) Problemas de Seguridad

2) Acceso al Campo (carreteras, etc.)

3) Inspeccionar los edificios para verificar que areas tienen problemas

4) Asegurar las areas con problemas para minimizar el dafio a la propiedad del Colegio

5) Limpiar las areas de estacionamiento y las areas comunes de escombros e inundaciones
6) Cuando sea restaurada la electricidad, inspeccionar todo el equipo y encenderlo.

Estamos supuestos a trabajar horas extras antes y después de la tormenta?

Si, si es necesario. Su supervisor va a determinar la necesidad de trabajar horas extras basado en
la situacién local y el va a determinar la urgencia para que el campo pueda volver a operar en su
capacidad total.

Para aquellos empleados designados esenciales que permanezcan en el campo durante la
tormenta, que entretenimiento, medidas de seguridad y salud han sido establecidas?

Cada campo ha designado un edificio como puesto de comando. Estos edificios son construidos con
concreto. Ellos estan surtidos con generadores, equipo de comu nicaciéon, camitas, colchas,
alimentos y agua.

Si soy requerido a estar en mi trabajo durante el huracan, podria traer a mi familia conmigo?

Desafortunadamente la respuesta es no. Las regulaciones y restricciones de los seguros son muy
claras, solamente los empleados estan permitidos en el campo durante cualquier huracan. Si usted
siente que su familia no esta preparada para soportar la tormenta en casa, nosotros le
recomendamos que usted haga otros arre glos con amigos de su familia o agen cias como los
Refugios de la Cruz Roja.

Puedo al menos dejar mi carro en el garaje del estacionamiento?

Si usted esta en el campo, porque esta requerido a trabajar y es designado como persona esencial,
la respuesta es si. Siusted noespe rsona esencial entonces |la respuesta es no, debi do alas
regulaciones y restricciones de las aseguradoras que nos prohiben tener vehiculos en el campo que
no son de personal esencial.

Adonde puedo encontrar informacién general que me ayude a sentirme seguro de hacer todo
lo posible para estar preparado para enfrentar un huracan?

Valla a la pagina Web de empleados donde sera anunciado todo lo relacionado con la preparacién
para huracanes, incluyendo todas las agencies locales, estatales y federales que puedan serde
ayuda.

Que pasa con el personal que no es esencial, puede usted hacerlos venir?

Si, enun ev ento catastréfico el Colegio se reserva el de recho de llamar a cualquiera de sus
empleados.



PREGUNTAS ADICIONALES QUE FUERON SOMETIDAS EN LA AUDIENCIA

21.

22.

23.

24,

25.

26.

Si soy empleado de tiempo parcial, soy elegible a permiso de desastre?

No, un empleado de tiempo parcial recibe pago por las primeras 40 horas trabaja das y se le paga
tiempo regular. Sise e xceden delas 40 horas detiemp o regular en una semana de trabajo,
entonces se les paga el tiempo extra a tiempo y medio (1.5) de su pago regular después de exceder
40 horas trabajadas.

Como va a verificar el Colegio que usted se reporté a sus deberes esenciales?
Cuando usted se reporta con su supervisor, el o ella responde por su presencia.
Sera un empleado clasificado de esencial mientras dure su empleo con el Colegio?

Mientras el empleado ocupe una posicion designada como esencial yla posicién no cambia,
entonces ellella permanecera designada como esencial. L a posicion es la que determina la
clasificacion de esencial.

Que medidas han sido tomadas por las Oficinas de Seguridad para preparar mejor a su
personal mientras estan en servicio durante la época de huracanes?

Equipos tales como lamparas de mano, baterias, equipos de primeros auxilios, herramientas,
proteccidon para lluvia ha n sido alm acenados en todas las oficinas de Se guridad de t odos los
Campos.

Que pasa si no me es posible reportarme a trabajar porque todo el area que circunda mi casa
estd inundada?

Comuniquese con su supervisor de inmediato. Usted necesita tomar las siguientes medidas:

(4) Obtener permiso de su supervisor
(5) Proveer una persona que lo reemplace
(6) Someter un permiso de ausencia utilizando sus dias acumulados

Su supervisor tomara en cuenta su situacion y vera que es un acto de la naturaleza y con prueba que
sustenten su reclamo lo relevara de los 3 requerimientos anteriores.

Si usted es un empleado de medio tiempo, estas 3 reglas no se aplican. Pero no viniendo a trabajar
usted no recibe ninguna compensacion porque no es el egible para be neficios de ausencia de
desastre.

Que pasa si usted tiene 2 nifios, una esposa que no maneja y usted no tiene a nadie que se
haga cargo de su familia? Tiene usted que venir a trabajar?

Si, siusted es designado como personal esencial, es una condicion de su empleo. Es su
responsabilidad de prepararse usted y su familia antes de u na emergencia. Si usted escoge no
reportarse a trabajar usted tiene que llenar todos los requerimientos que siguen:

(1) Obtener permiso de su supervisor
(2) Proveer a una persona que lo reemplace
(3) Someter al Departamento un permiso de ausencia utilizando sus dias acumulados

Personal de medio tiempo debera completar 1y 2. De Nuevo numero 3 no aplica. No reportandose
a trabajar usted no recibe ninguna compensacion ya que no es elegible para ausencia de desastre.

Para ambos, empleados de tiempo completoy e mpleados de medio tie mpo. Elfalta r conlo
estipulado por el Colegio puede ser visto como insubordinacién y puede resultar en la terminacién de
su empleo.



27.

28.

29.

30.

31.

Quien es responsable si el empleado es herido viniendo a trabajar durante el huracan?

Igual que cualquier otro dia de trabajo. EIl Colegio NO es responsable, el individuo es responsable
por su propia seguridad.

Personal “contratado” de Seguridad Publica son elegibles para pago de desastre?

No solamente empleados de tiempo completo de MDC son elegibles. Individuos “Contratados”
trabajan bajo las reglas establecidas de sus empleadores, no las del Colegio.

Si las Escuelas Publicas del Condado de Miami Dade (MDCPS) y las Escuelas Publicas del
Condado de Broward (BCPS) estan cerradas, podemos traer a nuestros hijos al trabajo?

En estos momento NO. EIl Colegio esta trabajando en establecer un plan de cuidado de nifios en
emergencias.

Si otro personal que no es esencial es requerido para trabajar, como los empleados de la
Oficina de Seguridad van a saber a quienes tienen que dejar pasar a las oficinas?

El Decano de Administracion proveera a las ofic inas de Se guridad Publica con listas de todos los
empleados que estan permitidos estar en el Colegio durante los esfuerzos de recuperacion.

Si yo estoy con permiso de ausencia durante un huracan y dan ausencia de Desastre, puedo
yo tomar ausencia de Desastre? En vez de mi ausencia regular?

No. Una vez que su ausencia regular fue autorizada no se puede cancelar y tomar la ventajad e
ausencia de Desastre.






KESYON YO POZE SOUVAN SOU ZAFE
PESONEL ESANSYEL AK SITYASYON IJANS

1. Ki sasavle dilée w se yon Pesonéel Esansyel pou Koléj la ?

Si yo deklare pozisyon w/wol ou Esansyel, sa vle di, nan ka enstitisyon an ap fé fas a yon sityason
kote gen ijans (eméjennsi), pozisyon w nan jwe you wol kritik nan preparasyon pou ijans la ak nan
remete Koléj la sou de pye | apre sa. Si yo mande w pou vi n travay anvan, pandan ou apre
yon siklon, ou oblije fé I. Sa a se yon kondisyon pou yo anplwaye w.

2. Antan ke yon amplwaye a plentan, si m sevi ak transpbtgsyon piblik pou m al travay
enpi tren ak bis patravay, eske m sipoze al travay si m rele ? Eske m oblije ranpli fom pou
rapote absans la (Leave Form) ?

Wi, Pésonél Esansyél sipoze vi n nan travay. Sa a se kondisyon travay ou, Pésonél Esansyél kab
gen pémisyon pou yo pa vi n travay si yo ranpli kondisyon sa yo :

(1) Gen ako sipévizé w

(2) Jwenn yon bon ranplasan

(3) Soumét fom ki rele “ Departmental Request and Authorization for Leave of Absence.”
W ap sévi ak jou ke w te rezéve pou lé w ap absan.

3. Lé m rapote m nan travay nan ka ijans (emejennsi) sa a yo, éske y ap peye m pi byen ke
|0t travaye ki vi n travay pandan ijans (emeéjennsi) la, men pa fe pati de pésonel esansyel
la?

Depi Koléj la femen pou yon siklon ki, san di petét sou wout isit, anplwaye ki a plentan yo sou sa
yo rele absans pou dezas. Sa ranplase oré ndomal ke anpwaye a ta dw e genyen, ki se 37. 5 é.

Non-exempt- pou premye 2.5 & apre 37.5 € tan travay regilye pou senmenn nan, anplwaye a ap
touche salé nomal li. Apre sa anplwaye ki tap travay jis anvan, pandan ak apre siklon nan ap
touché 1.5 fwa valé yo te konn touché a I&, pou chak Ié yo travay anplis sou 40 & an.

Exempt employees PEC (Nivo 15-17) e PENC ap resevwa posyon salé jounalye ke yo travay
pou li a, jiska yon maksimom de 7.5 é.

Anplwaye ki gen grad 18 e piwo pa touché an plis |é gen ijans (eméjennsi).

4. Antan ke pésonél esansyel, éske Kolgj la ap banm gaz? Eske se sélman pou jou ke
m vi n travay yo ke m ap jwenn avantaj saa ?

Koléj la ap pwam mezi pou | bay yon kantite gaz limite I1& preparasyon pou dezas ak pou aktivite
yo repwann apre yon kondisyon katastwofik. Avantaj sa a se sél man pou Pésonél Esansyél ke yo
mande vi n travay pou prepare Kolgj la anvan 10t anplwaye regilye yo tounen. An prensip, Kolgj la
ta renmen met sou pye yon sistéem distribisyon gaz nan plizyé pwen. Sa ap mande ke nou gen
plis kote pou nou kenbe gaz yo, lokal ki apwoprie, yon distribité ke nou ka depann de li, epitou fok
nou pwan an konsiderasyon lojistik ak anviwonman an. N ap evalye posibilite pou yon sistem
konsa, men sa ap pwan yon ti tan pou nou adrese tout pwoblém ki ka prezante yo. N ap fé w
konnen si sa vi n yon reyalite.



5. Sim pal travavay le m te sipoze, ki sak ap rive m ?
Yon fwa anko, sa a sanble tét koupe ak keksyon 2 a. Pésonél Esansyeél sipoze nan travay lé yo
mande yo vini. Sa a se kondisyon pou yo
anplwaye w, Pésonél Esansyel kab gen pémisyon pou yo pa vi n travay si yo ranpli kondisyon sa
yo :

(1) Gen ako sipévizé w

(2) Jwenn yon bon ranplasan

(3) Soumét fom ki rele “ Departmental Request and Authorization for Leave of Absence.”
W ap sévi ak ak jou ke w te rezéve pou I€ w ap absan.

Pésonel Esansyél ki anplwaye a tan pasye (Part-time) pap touché si yo pa vi n travay e menm
kondisyon ke nou pale de li anwo a ap aplike pou li tou, eksepte nimewo 3 a li pa bezwen swiv li.

Nan tou | de ka, si yo pa swiv 10d Kolgj la bayo yap konsidere sa kom ensibddinasyon e yo ka
pedi trvay yo.

6. Eske m ap resevwa yon |0t kat MDC (MDC ID card) kap fé konnen ke m se yon Pésonél
Esansyél?

Nou komanse distribye nouvo kat yo. Si w poko resevwa nouvo kat ou, tanpri fé
sipevize w konnen.

7. Eskey ap bam tan pou prepare kay e fé aranjman pou fanmi mwen anvan siklon an rive
nan Sid Florid la ?

Pésonél Esansyél ki ap ede prepare oubyen kap rete sou kanpis la pandan siklon an, ap resevwa
yon tan rezonab anvan |6t anplwaye yo pou yo al lakay yo e prepare kay yo ak fanmi yo. Sipévizé
w ap aveéti w osito ke posib e, dapré sityasyon an, ap ba w otan de tan ke yo kapab.

8. Kom yon pésone esansyel eske College la ap banm dlo ak glas ?

Nap fé demash pou pésonél esansyeél ki gen 16d pou rete sou kanpis la resevwa yon kantite limite
de glas ak dlo, anvan e apre yo fini oré travay yo. Sa ap depann de disponibilite ak kapasite n pou
n sere glas la e kenbe | fre.

9. Ki nimewo pou n rele pou n jwenn denye enfomasyon de Kolej la ?

Rele 305 237-7505 pou jwenn denye enfomasyon ki genyen pou anplwaye.

10. Eske map ka vi n sou kanpis la si yo pa made m vini ?

Pa vini a mwen ke yo mande w pou vini e yo ba w yon travay pou fé kap ede Kolé&j la reprann
aktivite I.

11. Apre move tan an,ba ki és pou m rapote m?

Sipévizé w.



12. E si sipévize m pala?

Bay moun ki responsab w a (Lead Person nan).

13 E si yo youn padisponib?

Ale jwenn Direkte a, e si | pa la ale kote Dean of Administration kanpis la.
14. Ki saki pryorite yo le n rive nan travay ?

Se sipévizé a ki ap di w ki sa pryorite yo ye dapre bezwen kanpis la. Si sipévizeé yo pa la, men sa
pryorite yo dwe ye :

1) Sityasyon ki kab pémeét tout moun rete senesof ou ki ka mete moun an danje (Safety
issues).

2) Aksé nan kanpis la (wout yo etc.).

3) Fe enspeksyon bilding yo pou weé ki kote ki gen pwoblém

4) Sekirize zo n ki gen pwoblém yo pou minimize domaj pwopryete Kolgj la.

5) Retire tout debri ak dlo ki nan paking yo ak 16t zo n prensipal yo.

6) Le yo rebay elektrisite, enspekte tout ekipman e remete yo an mach.

15. Eske nou sipoze travay plis ke |é regilye nou anvan, pandan e apre yon move tan?

Wi, si gen bezwen. Sipévizé w ap detemine si gen bezwen pou |& extra dapre sityasyon lokal la ak
ijans ki genyen pou tout bagay tounen nan plas yo.

16. Pou anplwaye ke yo konsidere esansyel, ki rete sou kanpis la pandan move tan, Ki
aranjman pou konfo, e ki mezi ki pwan pou sekirite ak sante yo ?

Chak kampis ap seleksyone yon bilding kote kobmand la ap ye. Bilding sa a yo fét an siman. Yo
genyen jenerate, ekipman pou kominikasyon, kad pou kouche, lenn, manje ak dlo.

17. Si m oblije vi n travay pandan sikld n, eske m ka vini ak fanmi m?

Malerézman repons la se non, dapre régleman asirans se sél anplwaye ki gen dwa sou kanpis la
pandan yon sikld n. Si w santi ke fanmi w pa prepare pou pase move tan an lakay yo, nou ta
rekdmande ke w fé [0t aranjman avék fanmi, zanmi ou [0t ajans tankou La Croix Rouge.

18. Eske o mwen, m ka kite machin mwen nan garaj la ?

Si w sou kanpis la paske ou te oblije la e yo idantifye w kdm Pésonél Esansyél, 1&é sa a repons la
se wi. Si w pa sa, alo yon fwa anko, régleman asirans nou pa pémét nou kite machin kip a

esansyel sou kanpis la.

19. Ki kote mwen ka jwenn enfomasyon sou preparasyon pou siklo n, pou m si ke m fe
tout sa ki posib pou m prepare ?

Ale nan Employee Web la e la a atik prensipal la pale w sélman de preparasyon pou siklo n. Li ba
w enfdbmasyon sou ajans lokal, ajans eta Florid la ak federal ki ka ede w.



20. E pesonél ki pa esansyél yo éske w ka fe yo vi n travay?
Wi, nan ka yon katastwof, Kolgj la gen dwa mande nenpot nan anplwaye | yo pou yo vi n travay.

21 Si m seyon anplwaye tan pasyel (part time employee), éske m ap touche sim pavin
travay pandan yon dezas ?

No. Anplwaye tan pasyel (part time employee) touche sale regilye yo pou pou premye 40 & tan
travay. Si yo depase 40 € nan yon senmenn, y ap touche ovetay (overtime) a 1.5 de salé regilye
yo pou chak |é yo fé anplis 40 la.

22. Kijan Koléj la ap fe konnen si w rapote w nan travay ?

Lé w rapote w ba sipévize w, | ap konte prezans ou

23. Eske yon anplwaye ap rete klasifye kom esansyeél tout otan | ap travay nan Kolgj la?

Tout otan anplwaye a nan yon pozisyon Ki kalfye kom esansyél e pozisyon an pa chanje, | ap rete
klasifye kdm esansyél.Se pozisyon an ki detérmine si w esansyél ou pa.

24. Ki sa Public Safety fe pou li mye prepare e pwan swen pesonel kap travay pandan
sezon siklon an pi byen?

Ekipman tankou flash, batri, pake pou premye swen ak padsi deja chita ap tann nan Public Safety
Office sou chak kanpis

25. Ki sa ki ap pase si m paka vi n nan travay paske kay mwen antouwe ak dlo?
Kontakte sipévizé w. Ou toujou fét pou swiv etap sa a yo :
(1) Jwenn pémisyon sipévizé w
(2) Bay you ranplasan valab
(3) Soumét yon Departmental Request and Authorization  for Leave of Absence. Ou dwe

sévi ak youn nan jou pa w pou absans sa a.

Sipévizé w ap pwan an konsiderasyon sityasyon an, si se la nati ki koze | e ou kab pwouve
sa li ka pa oblije w swiv oken nan etap sa yo.

Si w se yon anplwaye tan pasye |, twazyém etap la pa pou wou. Si w pa vi n travay ou pap
touche.

26. E siw gen de timoun, yon madanm, ou pa kodyi e pa gen okenn moun pou okipe
fanmi w. Eske w toujou bije vi n nan travay ?

Wi. Si w se yon Pésonél Esansyeél, se youn nan kondisyon pou yo te anplwaye w. Responsabilite
pou prepare w ak fanmi w se pa w.. Si w chwazi pou pa vi n nan travay fok ou swiv etap sa yo :

(1) Jwenn pémisyon sipévizé w
(2) Bay you ranplasan valab
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Sample Reporting Form with an agreed..
) LpON, pre-established™
Campus Operanipnal Statuis
and Detail List.

Questions?

ampUs Operational Status: Green  Yellow Orange Red

Street Access: Yes No
Parking Lot Access: Yes No
Elevators Working: Yes No
Electrical Power: Yes No
Is the Air Conditioning Working: Yes No
Flooding Yes No
Is it safe to access Campus?: Yes No
Is water on? Yes

Are phones working? Yes
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