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About KWORCC
Kansas Worker’s Risk Cooperative for Counties (KWORCC) is a non-profit, selfinsurance cooperative of Kansas county governments that was formed in 1992 with the purpose
of providing affordable worker’s compensation coverage for Kansas counties and their
employees. KWORCC currently provides worker’s compensation coverage for 77 Kansas
counties as well as four rural water districts, two hospitals, two regional recycling organizations,
one airport, and one regional juvenile justice authority.
The KWORCC administrative office is located in the 12-story Jayhawk Tower building
at 700 SW Jackson St. Suite 200 in Topeka, Kansas. KWORCC staff includes one administrator,
one assistant administrator, three loss prevention specialists (who work both in the KWORCC
office and frequently travel to member counties), and one administrative assistant. KWORCC
contracts out their claims handling to a third-party claims administrator (TRISTAR Risk
Management Services), and their accounting services (WNNJ).
A Board of Trustees for KWORCC oversees KWORCC administrative decisions and
votes on the larger strategic decisions for the organization. The Board of Trustees is comprised
of seven elected officials from KWORCC member counties. Currently the Board of Trustees is
comprised of five County Commissioners and two County Clerks. The Board of Trustees meets
once per month with the KWORCC administrative staff, contracted claims staff, and contracted
accounting staff. The monthly meeting is either in-person or via Zoom conference. In-person
meetings are held in the conference room of Clubhouse Inn & Suites in Topeka, Kansas.
Pursuant to KWORCC Bylaws, annual meeting is required to be held once per year with
any elected officials from KWORCC member counties that wish to attend, wherein the financial
condition of the self-insurance pool is relayed to members. The annual meeting is normally
held in conjunction with the Kansas Association of County’s Annual Conference, which is held
either in Wichita, Kansas or Overland Park, Kansas.
The primary function of KWORCC is to provide worker’s compensation coverage and
loss prevention services to the KWORCC members. The critical elements of this function for
business continuity include: evaluation of premiums, billing for premiums, receipt and deposit of
premiums, receipt of worker’s compensation claims from members, payment of worker’s
compensation claims, safety inspections of county government facilities, and providing requested
safety training to members.
Loss prevention services for members in a group self-funded insurance pool, such as
KWORCC, are required by law to provide for loss prevention services requested by their
members and to report to the Kansas Department of Labor on an annual basis their loss
prevention activities for the prior year. This requirement is found in Kansas Statutes Annotated
44-5,104. Due to the legal requirement of this statute, the continuation of loss prevention
services should be considered a critical function of KWORCC. Three Loss Prevention
Specialists provide safety services to the members, including on-site safety training and on-site
safety inspections of county facilities. There is also an online training module of various safetyrelated classes that members can access and take through a portal on the KWORCC website,
which is run solely by LocalGovU, a third-party contractor for these training classes.
KWORCC has NO critical infrastructures that must be shut down, activated, or
remain activated, in the event of an emergency.
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Community Surroundings & Considerations
The KWORCC administrative offices are located in Topeka, Kansas. Topeka is the
capitol of the state of Kansas and has a population of 126,808 (in 2016), which is the fifth largest
city in Kansas. Topeka sits adjacent to the Kansas River in the northeast part of the state.
Average annual rainfall is 36.5 inches, and average daily temperatures vary widely from 29.7
degrees Fahrenheit in January to 79 degrees Fahrenheit in July.
In Topeka, based on the 2010 census, 76.2% of the population is white, the median age of
residents is 36 years of age, and 41.1% of households are made up of non-family members.
Education and healthcare industries account for the largest (22.4%) proportion of workers, with
Stormont Vail Hospital and Washburn University as the two largest employers. Approximately
20% of workers are employed by the State of Kansas, 11.4% are employed in retail with
Walmart being the largest retail employer, and 9% of workers are employed in manufacturing
jobs.
The local government structure in the city of Topeka includes a City Manager, Mayor,
and nine City Council members. The Shawnee county (where the city of Topeka resides)
government structure includes three County Commissioners, as well as other elected officials.
There are five public school districts in Topeka as well as five private schools.
Additionally, there are six post-secondary schools in the city.
Emergency services in Topeka includes two major hospitals, as well as a VA medical
center. Ambulance service is provided through American Medical Response (AMR).
Firefighting service is through the city-run Topeka Fire Department, which includes 12 stations
and 240 firefighters. Law enforcement is provided through the city-run Topeka Police
Department (292 officers) and county-run Shawnee County Sheriff’s Department (150 officers).
Additionally, the Kansas Highway Patrol’s Troop B headquarters is located in Topeka, in which
33 officers patrol the area.
The transportation system in and around Topeka includes three interstate highways, as
well as many state highways. There is one regional airport, a Greyhound bus line service,
Amtrak service, as well as railroad freight service through Union Pacific and Burlington
Northern Santa Fe railroads.
The Jayhawk Tower itself, where KWORCC offices are housed, is located in the heart of
downtown Topeka, one block from the State Capitol Building. KWORCC occupies
approximately 25% of the second floor of the 12-story building. Many other businesses and
government offices occupy the remainder of the building, with the Kansas Highway Patrol
occupying the largest percentage of the building’s offices. The building is equipped with three
elevators, three interior stairways, a sprinkler system, many fire extinguishers throughout the
building, and a fire alarm system with pull-handles located throughout the building. There is no
all-building paging system for emergencies.
An emergency at the Jayhawk Tower could affect the community in many ways. First, a
failure to provide the service for which KWORCC was designed could result in the Kansas
Insurance Department dissolving the insurance pool for failure to meet its obligations. This
would have a ripple effect in financial consequences to counties as there would be no alternative
for the counties but to go to the traditional insurance market for their insurance needs, where
premiums are generally higher than with KWORCC. Secondly, an emergency at the Jayhawk
Tower would potentially affect the operations of all tenants inside the building, including the
operations of the Kansas Highway Patrol. Third, since Jayhawk Tower is located in the heart of
downtown Topeka, a large-scale emergency could potentially affect neighboring buildings and
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businesses if the adjacent buildings and streets are shut down and/or evacuated due to an
emergency at the Tower. Fourth, since the State Capitol is one block away from the Tower, a
large-scale emergency could require the evacuation of the Capitol building and affect state
government operations.

7

KWORCC EMERGENCY ACTION PLAN

Scope
This EOP is intended to apply to all KWORCC employees working at the Jayhawk Tower at 700
SW Jackson Street Suite 200 in Topeka, Kansas.

Purpose & Application
The KWORCC Emergency Action Plan is intended to:
1. Provide a framework to help minimize the loss of lives, prevent injury, and protect
property, in the event of a disaster.
2. Meet the minimum requirements of OSHA regulations for an Emergency Action Plan
found in 29 CFR 1910.38.
3. Provide general guidance to KWORCC employees in preventing or lessening the effects
of natural, human-caused, and technological emergencies and disasters. Although the
EOP provides specific information on the emergencies and disasters that are most likely
to occur, the plan is designed with an “all hazards” consideration whose principles can
be applied to a variety of incidents and events.
4. Provide guidance for three specific emergencies: fire, tornado, and blizzard.
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Authorities & Responsibilities
Maintenance
It shall be the responsibility of the Assistant Administrator to maintain this document in case of
emergency, one copy located in a binder and attached to the wall at each of the two
emergency exit routes, so that is easily accessible for all employees to retrieve. These wall
boxes will be called “Emergency Boxes” and will contain one copy of this document in a binder,
one flashlight for each employee, and one two-way radio for each employee. The Assistant
Administrator will replace all flashlight and radio batteries twice per year: after each testing
session of this plan as described below.

Order Evacuations
All KWORCC employees have the authority to order an evacuation of the KWORCC offices when
they are made aware of an emergency that requires evacuation.

Notifications
It shall be the responsibility of the Administrator to notify all applicable emergency services in
the event of an emergency. The Public Information Officer shall notify the Board of Trustees,
TRISTAR, and each KWORCC member county. If the Administrator is unavailable or
incapacitated, this responsibility will fall to the Assistant Administrator. See the appendix for
contact information.

Expenditure authorization
All KWORCC employees have been issued a credit card with a spending limit of $5,000. No
authorization is required for KWORCC employees to purchase items needed in an emergency
that is within the limit of their credit card, however, all receipts for purchases must be kept and
submitted on the next bi-monthly expense report and all expenditures must be justified.
All expenditures in excess of an individual employee’s credit card limit shall be made by the
Administrator via Country Club Bank. No KWORCC employees are authorized to enter into
contracts during emergencies other than the Administrator or Assistant Administrator.

Order Re-entry
Only the Administrator has the authority to authorize KWORCC employees to re-enter the
building once an evacuation order has been given. The Administrator shall seek the advice of
the Incident Commander for the local authorities if the local authorities have responded. If the
Administrator is not able to give this order due to incapacitation, the responsibility falls to the
Assistant Administrator.
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Incident Command System
EOC Location & Setup
Due to the small size of KWORCC, the Emergency Operations Center (EOC) and Incident
Command Post (ICP) will be the same location.
The primary EOC location will be located in the basement conference room of the Kansas
County Association Multiline Pool building located at 5425 SW 7th St. Topeka, Kansas (see map
in Appendix).
The secondary EOC location, in the event that the primary location is unavailable or unsafe, will
be located at the residence of KWORCC’s Marketing Director, Jes Pfannenstiel 3553 SW Oak
Parkway Topeka, Kansas (see map in appendix).
The KWORCC Information Technology employee will be responsible for purchasing and
installing all computers and servers necessary at the EOC location and re-building the KWORCC
data from the weekly backup or from surviving servers located inside the Jayhawk Tower. This
will include individual employee’s access to the KWORCC email server.
The KWORCC Loss Prevention staff shall be responsible for all other EOC set-up, as provided for
in the checklist in the Appendix of this document.

ICS Organizational Structure
Due to the small size of the KWORCC staff, the incident command structure will be small and
can be adapted as necessary. The Administrator shall be the Incident Commander. The
Assistant Administrator shall be the Liaison Officer. The senior Loss Prevention Specialist shall
be the Public Information Officer.

Incident
Commander

Liaison Officer

Public
Information
Officer
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ICS Roles & Responsibilities
Incident Commander
• Assess the emergency.
• Determine Incident Objectives and strategy.
• Establish the immediate priorities.
• Establish an Incident Command Post/EOC.
• Establish an appropriate Incident Command System.
• Ensure planning meetings are scheduled as required.
• Approve and authorize the implementation of an Emergency Action Plan.
• Ensure that adequate safety measures are in place.
• Coordinate activity for all KWORCC staff.
• Coordinate with KWORCC Board of Trustees.
• Approve requests for additional resources or for the release of resources.
• Approve the use of volunteers and auxiliary personnel.
• Authorize release of information to the news media and member counties.
• Order the demobilization of the incident when appropriate.
Public Information Officer
• Determine from the Incident Commander if there are any limits on information release.
• Develop material for use in media briefings.
• Obtain Incident Commander’s approval of media releases.
• Inform media and conduct media briefings.
• Arrange for tours and other interviews or briefings that may be required.
• Obtain media information that may be useful to incident planning.
• Maintain current information summaries and/or displays on the incident and provide
information of status of incident to Incident Commander.
Liaison Officer
• Be a contact point for KWORCC county members and the Board of Trustees.
• Maintain a list of assisting and cooperating agencies.
• Assist in establishing and coordinating interagency contacts.
• Keep agencies supporting the incident aware of incident status.
• Monitor incident operations to identify current or potential inter-organizational
problems.
• Participate in planning meetings, providing current resource status, including limitations
and capability of assisting agency resources.
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Coordination with outside authorities
The Liaison Officer is responsible for coordinating with outside agencies. Depending on the
nature of the emergency, those agencies may include (but not limited to):
• Topeka Fire Department
• Topeka Police Department
• AMR Ambulance Service
• Shawnee County Sheriff’s Department
• Kansas Highway Patrol
• Shawnee County Emergency Management
• Kansas Emergency Management
• Federal Emergency Management
• Parrish Hotel Management (owner of Jayhawk Tower)
See the appendix for contact information.
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Evacuation Procedures
Various hazards may require KWORCC personnel to evacuate, such as fire or earthquake. Each
employee will take with them a flashlight and a two-way radio from the “emergency boxes”
when they evacuate. The Administrator will also take a copy of this document during
evacuation, from the “emergency box”.

Notification
Due to the small size and close proximity of KWORCC staff, notification of an evacuation will be
verbal and can be initiated by any KWORCC staff member that has a belief that there is a need
for an evacuation.

Routes
The primary evacuation route shall be the stairway at the KWORCC offices. The secondary
evacuation route shall be the second stairway at the end of the hall on the second floor in
which the KWORCC offices are located (see map in appendix).

Rally Point
All employees will rally in the lobby of the Uptowner parking garage, one block north west of
the Jayhawk Tower (see map in appendix).

Verification of Employees
This shall be conducted by the Administrator through visual confirmation of all employees (see
checklist in appendix). In the event that the Administrator is unable to perform this task, this
shall be conducted by the Assistant Administrator.

Re-Entry/Dismissal Procedures
Only the Administrator may authorize re-entry into the building or dismiss employees to leave
the rally point. The Administrator shall seek the advice of the Incident Commander for the local
authorities if the local authorities have responded. In the event that the Administrator is
unable to perform this task, this shall be conducted by the Assistant Administrator.
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Shelter-In-Place
Various hazards may require KWORCC personnel to shelter in place, such as severe weather or
a hazardous materials release. Various resources should be used to monitor for the need to
shelter in place, including the weather alert radio in the office, notifications from cellular phone
weather applications and text alerts, local broadcast news stations, the outdoor warning siren
½ mile east of the building, etc.
Each employee will take with them a flashlight and a two-way radio from the “emergency
boxes” when they evacuate. The Administrator will also take a copy of this document during
evacuation and the portable weather alert radio from the “emergency box”.

Notification
Due to the small size and close proximity of KWORCC staff, notification of an evacuation will be
verbal and can be initiated by any KWORCC staff member that has a belief that there is a need
for an evacuation.

Routes
The primary route shall be the stairway at the KWORCC offices. The secondary route shall be
the second stairway at the end of the hall on the second floor in which the KWORCC offices are
located (see map in appendix).

Shelter Location
The shelter location shall be the basement storage room of the Jayhawk Tower.

Verification of Employees
This shall be conducted by the Administrator through visual confirmation of all employees (see
checklist in appendix). In the event that the Administrator is unable to perform this task, this
shall be conducted by the Assistant Administrator.

Re-Entry/Dismissal Procedures
Only the Administrator may authorize re-entry into the KWORCC offices or dismiss employees
to leave the shelter location. In the event that the Administrator is unable to perform this task,
this shall be conducted by the Assistant Administrator.
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Emergency Communications
Means
The primary means of emergency communications shall be cellular telephones. The backup
means of emergency communications shall be via two-way radio (battery powered, nonrepeater usage). The tertiary means of emergency communications shall be through the
KWORCC Facebook page.

Initial Notification to Counties
The Public Information Officer shall email all KWORCC members and the Board of Trustees as
soon as possible following an emergency. The content of the email will be decided upon by the
Incident Commander and Public Information Officer. A suggested outline for the content of this
initial message is located in the appendix of this document.
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Fire
Detection
Smoke detectors are located throughout the KWORCC offices. These detectors are hard-wired
into the building’s electrical system, so no battery change is necessary. When activated, the
detectors will initiate the fire alarm for all floors of the Jayhawk Tower and automatically call
911 with a pre-recorded message that a fire alarm has been activated. The fire alarm tone is
three loud beeps in rapid succession, a pause, and the sequence repeats.

Prevention
The prevention of fires is of upmost importance. Because of this, KWORCC will enforce the
following fire prevention rules for the employees working in the office:
• No space heaters are allowed in offices.
• No candle warmers are allowed in offices.
• No candles or other open flame is allowed in offices.
• Smoking is only allowed outside of the building, in the designated smoking area on the
NE corner of the building in the alley.
• Appliances must be plugged directly into wall electrical outlets, not to power strips.
Appliances include (but not limited to): refrigerators, coffee makers, microwave ovens,
toasters, etc.
• Extension cords are only to be used to supply power temporarily, not as a means of
replacing permanently installed wiring.
• Extension cords are not allowed to be “pig-tailed”.
• All chemicals must be stored in the designated storage closet when not actively being
used by an employee.
• All trash must be kept inside designated trash receptacles. If trash will not fit in the
receptacle, call maintenance for a request to empty trash.

Emergency Lighting
Emergency lights are located at various locations inside the KWORCC offices and the emergency
stairwells. These lights are hard-wired into the building’s electrical system and have a battery
backup in the event of a power failure, and automatically turn on during a power failure. It
shall be the responsibility of the Senior Loss Prevention staff member to check these lights on
the first business day of each month and notify building maintenance if the light fails to initiate
when the test button is depressed, and to follow-up with building maintenance that the
problem has been corrected.

Extinguishers
Location
Fire extinguishers are located in the KWORCC offices at the exit door to the rear stairwell and
the secondary exit stairwell (see appendix).
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Monthly Check
On the first business day of each month, the senior Loss Prevention Specialist shall be
responsible for conducting an inspection of both fire extinguishers referenced above. This
check shall include a verification that the charge indicator is in the green zone, and to turn the
extinguisher upside down and strike the bottom of the extinguisher one time with a rubber
mallet (to loosen any dry chemical from the bottom of the inside of the extinguisher). Once
finished, the employee shall date and initial the inspection tag.
Annual Check
The senior Loss Prevention Specialist shall be responsible for verifying that an annual check of
both fire extinguishers referenced above is conducted, and a new inspection tag has been
attached to the extinguishers, and that no more than 12 months has passed since the previous
inspection. The current contract for providing this annual inspection is with: Keller Fire &
Safety, 2502 SE 6th Ave., Topeka, Kansas, 785-233-2888.

Fire Alarm
Location
Two fire alarm pull handles are located on the second floor of the Jayhawk Tower and can be
pulled to manually initiate a fire alarm for the entire building. These pull handles are located at
both stairways for the second floor (see map in appendix).
Annual Check
The senior Loss Prevention Specialist shall be responsible for verifying that an annual check of
the fire alarm system is conducted, and a new inspection tag has been attached to the main fire
alarm box, and that no more than 12 months has passed since the previous inspection. This
annual check shall include a manual initiation of the fire alarm from both fire alarm pull handles
and shall be conducted during normal business hours so that staff can become familiar with the
alarm tone. The Topeka Fire Department and all businesses inside the Jayhawk Tower shall be
notified before conducting the testing. After testing, the employee shall verify with 911
dispatch that the automatic notification system to 911 functioned correctly. The current
contract for providing this annual inspection is with: Keller Fire & Safety, 2502 SE 6 th Ave.,
Topeka, Kansas, 785-233-2888.

Sprinkler System
Annual Check
The senior Loss Prevention Specialist shall be responsible for verifying that an annual check of
the sprinkler system is conducted, and a new inspection tag has been attached to the main
sprinkler control, and that no more than 12 months has passed since the previous inspection.
The current contract for providing this annual inspection is with: Keller Fire & Safety, 2502 SE
6th Ave., Topeka, Kansas, 785-233-2888.
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Evacuation
Notification
Due to the small size and close proximity of KWORCC staff, notification of an evacuation will be
verbal and can be initiated by any KWORCC staff member that has a belief that there is a need
for an evacuation.
Routes
The primary evacuation route shall be the stairway at the KWORCC offices. The secondary
evacuation route shall be the second stairway at the end of the hall on the second floor in
which the KWORCC offices are located (see map in appendix).
Rally Point
All employees will rally in the lobby of the Uptowner parking garage, one block north east of
the Jayhawk Tower (see map in appendix).
Employee Verification
This shall be conducted by the Administrator through visual confirmation of all employees (see
checklist in appendix). In the event that the Administrator is unable to perform this task, this
shall be conducted by the Assistant Administrator.
Re-Entry/Dismissal Procedures
Only the Administrator may authorize re-entry into the building or dismiss employees to leave
the rally point. The Administrator shall seek the advice of the Incident Commander for the local
authorities if the local authorities have responded. In the event that the Administrator is
unable to perform this task, this shall be conducted by the Assistant Administrator.

Firefighting
Firefighting activities of KWORCC employees shall be limited in scope to the use of the two fire
extinguishers referenced above. In the event of a fire that cannot be suppressed with the
referenced fire extinguishers, the staff shall initiate the fire alarm and evacuate.
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Medical Emergencies
The senior Loss Prevention Specialist shall be trained in basic first-aid and CPR through the
American Red Cross and shall be responsible for maintaining those certifications. Additionally,
this employee shall be responsible for maintaining emergency medical supplies that he/she
deems necessary to assist employees with medical emergencies.
When a KWORCC employee has a medical emergency, the following procedure shall be used:
1. Call 911.
a. State the nature of the emergency.
b. Location of the emergency, including room number.
c. Name and phone number of the employee calling 911.
2. Notify the senior Loss Prevention Specialist.
3. Send an employee to meet emergency services and lead them to the victim.
4. Do not move the victim unless absolutely necessary to protect life.
5. If the senior Loss Prevention Specialist is not available, attempt to render life-saving
assistance:
a. Stop bleeding by applying direct pressure to the wound and raising the injury
above the victim’s heart.
b. Clear airway obstructions.
6. If the cause of the medical emergency is due to a hazardous chemical, locate the Safety
Data Sheet for the chemical and give to emergency medical services.
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Power Outages
Procedure
1. Notify Westar Energy of the power outage at 800-544-4857.
a. Inquire about the cause of the outage and the expected time for return of
power.
2. In the event of a short-term power outage (less than one day):
a. Staff shall be dismissed for the day and the Administrator will stay in the office to
answer any phone calls.
i. Verify working condition of flashlights.
ii. Open window blinds.
b. The senior Loss Prevention Specialist shall notify all member counties, the Board
of Trustees, and Tristar of the temporary power outage via email, using the
template provided in the appendix and a laptop computer from home.
c. The Administrator shall notify all staff members when power is restored and
make the decision whether to recall staff or dismiss for the day.
d. The senior Loss Prevention Specialist shall notify all member counties, the Board
of Trustees, and Tristar of the return of power and resumption of normal
operations via email, using the template provided in the appendix and a laptop
computer from home.
3. In the event of a long-term power outage (more than one day):
a. Unplug all electrical equipment and appliances.
b. If the temperature is expected to be below freezing, all sinks should be set to
drip slightly to prevent freezing.
c. Follow evacuation procedures.
d. Initiate the Incident Command System and establish an EOC in the basement
conference room of the Kansas Association of Counties or KCAMP as appropriate
(see maps in appendix).
e. The Public Information Officer shall notify member counties, the Board of
Trustees, and Tristar of the emergency via email, using the template in the
appendix.
f. Once power has been restored, the Administrator shall evaluate the KWORCC
offices for re-entry.
g. The KWORCC offices shall be returned to a normal operating temperature before
electrical equipment and appliances are plugged in and turned on.

Backup Power
The Jayhawk Tower has no backup power generation capabilities, and due to the location of the
offices, there is no practical way to provide temporary power generation to the offices.

Communications
Communications during power outages shall be conducted normally through existing telephone
lines during short periods of power outage (less than one day). Extended power outages shall
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be conducted through cellular phone, two-way radio, email, and the KWORCC Facebook page
(see Emergency Communications).
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Severe Weather
Monitoring
Monitoring for severe weather shall be accomplished two ways. First, the weather alert radio
in the KWORCC office will sound in the event of an emergency. Second, all KWORCC employees
are encouraged to install the FEMA application on their cellular phones and to add Shawnee
County, Kansas as one of the notification locations for the application.

Tornado Procedures
1. Follow shelter-in-place procedures.
2. Remain in the shelter until the National Weather Service terminates the tornado
warning or the warning expires for Shawnee County. Verify through the portable
weather alert radio or the FEMA app on cellular phones.
3. The Administrator shall determine what, if any, damage has occurred to the structure.
a. In the event that there is any doubt of the possibility of damage, the
Administrator shall contact the Topeka Fire Department for assistance in
determining the extent of damage and whether or not it is safe for staff to reenter the offices and resume normal operations.
b. During this period of time, the Administrator shall determine if KWORCC staff
should remain in the shelter or follow evacuation procedures.
4. In the event of damage to the building to the extent that the building is unsafe to
occupy or loss of power, follow procedures to initiate the Incident Command System
and the Incident Command Post as outlined in the Power Outages procedure of this
plan.

Blizzard Procedures
1. The Administrator shall monitor the weather alert radio and the FEMA app via cellular
phone for blizzard warnings.
2. In the event that the USD 501 school district closes school, or local government offices
in Topeka are closed due to an impending blizzard, KWORCC employees will be released
to return home during the storm and the office will be closed.
a. Forward calls to the KWORCC office to the Administrator.
3. In the event that a blizzard occurs without warning, or the warning is given with
insufficient time for employees to return home safely, KWORCC employees will be
advised to shelter-in-place in the KWORCC offices.
a. Close-off unneeded rooms or offices.
b. Turn up the heat in the office.
c. Place towels or other such materials under the doors to prevent heat loss.
d. Stay inside.
e. Monitor local media until the emergency has ended and it is safe to leave the
building or resume normal operations.
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4. In the event of a power outage, follow procedures for a power outage contained in this
plan with one exception: employees shall not be allowed to leave the building until the
Administrator has deemed it safe to do so.
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Earthquake
Notification
Due to the small size and close proximity of KWORCC staff, notification of an earthquake
evacuation will be verbal and can be initiated by any KWORCC staff member. Any tremors that
can be felt by staff shall result in an evacuation of the building.
Routes
The primary evacuation route shall be the stairway at the KWORCC offices. The secondary
evacuation route shall be the second stairway at the end of the hall on the second floor in
which the KWORCC offices are located (see map in appendix).
Rally Point
All employees will rally in the parking lot to the north of the Jayhawk Tower parking garage, one
block north west of the Jayhawk Tower (see map in appendix).
Employee Verification
This shall be conducted by the Administrator through visual confirmation of all employees (see
checklist in appendix). In the event that the Administrator is unable to perform this task, this
shall be conducted by the Assistant Administrator.
Re-Entry/Dismissal Procedures
Only the Administrator may authorize re-entry into the building or dismiss employees to leave
the rally point. The Administrator shall seek the advice of the Incident Commander for the local
authorities if the local authorities have responded. In the event that the Administrator is
unable to perform this task, this shall be conducted by the Assistant Administrator.
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Plan Training
After adoption of this Emergency Action Plan by the KWORCC Administrator, the Administrator
shall conduct training with all KWORCC staff on the plan. Training shall include:
• A review of the plan elements.
• Individual responsibilities in the event of an emergency.
• Live-fire training on the use of fire extinguishers.
• Use of two-way radios
• A walk-through of the evacuation routes for a building evacuation and a shelter-in-place
emergency.
• An in-person visit to both the primary and backup Incident Command Post locations.
Annual refresher training on the above elements will be conducted once per year, on a date to
be determined by the Administrator. All new KWORCC staff will receive the above training by
the Administrator within one week of their start date.

Plan Testing
The Administrator shall initiate an all-staff test of this plan twice per year. The first test shall be
on the first business day after the Spring time change and shall be a shelter-in-place drill. The
second test shall be on the first business day after the Fall time change and shall be an
evacuation drill. All staff are required to be present for the testing. In the event that these
dates are not available for testing, the Administrator shall reschedule the test for the soonest
available date.
The Administrator shall require the IT contractor to verify that the two backup servers are
successfully backing up the primary KWORCC server, and the hard copy of the server backup is
accurate and successful. This test shall be conducted on the same two days as the shelter-inplace and evacuation drills. The IT contractor shall submit to the Administrator objective data
of the results of the test.
Tests shall be documented using the form in the appendix of this document.

Plan Review
It shall be the responsibility of the Loss Prevention staff to collaborate and review this
document annually and update as needed, including a post-drill review in the Spring and Fall.
The annual review shall commence on the first business day of January and shall be completed
on or before the first business day of February.
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Appendices
Checklists
EOC Set-up Checklist
• Backup power generation
• Extension cords
• Beverages
• Food
• Coolers & ice
• Television & cabling
• Portable AM/FM radio & batteries
• Two-way radios & batteries
• Staplers & staples
• Paper clips
• Staple remover
• Pens (various colors)
• Writing pads
• Legal pads
• Rubber bands
• Tape
• File folders
• Post-it notes
• Copy paper
• Bankers boxes
Verification of Employees
• Jim Parrish
• Dortha Bird
• Nicole Jarboe-Paxson
• Ben Woner
• Brandon Mann (works from home)
• Jes Pfannenstiel (works from home)
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Maps
Second Floor Evacuation Map
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Evacuation Route to Primary EOC Location

Evacuation Route to Secondary EOC Location
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Notification Email Template
To all KWORCC Members & Board of Trustees:
KWORCC has experienced an emergency that has required the evacuation of our offices in the
Jayhawk Tower. The nature of the emergency is _________. All KWORCC staff have been
accounted for and are safe. We have temporarily re-located to __________ until the
emergency is resolved. Please be aware that this emergency will not affect the payment of
worker’s compensation claims for your employees, as this is handled by our third-party claims
administrator (Tristar), which is located in Wichita and is not involved in this emergency. At this
point in time, we anticipate resuming normal business operations in our offices on _________.
We can be contacted through our usual email addresses, cellular phone numbers, or through
this land-line phone number:__________. Our temporary mailing address is:_____________.
Our temporary fax number is:____________. We will notify you when this emergency has
ended and we have returned to normal business operations in our offices.
Sincerely,
Jim Parrish, KWORCC Administrator
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Emergency Contacts
KWORCC
700 SW Jackson St. STE 200
Topeka, Kansas 66603
Toll Free: (877) 357-1069
FAX: (785) 233-5440
www.kworcc.com
Emergency Services
All Emergencies: 911
Topeka Police: 785-368-9551
Topeka Fire: 785-368-4000
AMR Ambulance: 785-233-2400
Stormont-Vail Hospital: 785-354-6000
Shawnee County Sheriff: 785-251-2200
Kansas Highway Patrol: 785-296-6800
Shawnee County Emergency Management: 785-251-4150
Regional FEMA Office: 816-283-7061
City of Topeka Water Services: 785-368-3111
Kansas Gas Service: 888-482-4950
Westar Energy (electricity): 800-544-4857
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KWORCC Board of Trustees
Sandy Barton
201 N. Main Street
P.O. Box 190
Johnson, KS 67855
e-mail: stcoclerk@stantoncountyks.com
H (620) 492-3153
W (620) 492-2140
Linda Buttron
19724 Osage Road
Nortonville, KS 66060
e-mail: lbuttron@jfcountyks.com
H (913) 886-8485
W (785) 403-0483
C (913)426-4124
Gary Caspers
537 W. 18th Street
Concordia, KS 66901-5201
e-mail gary.caspers@yahoo.com
C (785) 243-6423
W (785) 243-8135
Stan McEvoy,
508 N. Marks Ave.
Oberlin, KS 67749
e-mail Stanley.mcevoy@yahoo.com
C (785) 475-7096
W (785) 475-8101

Greg Riat
207 N 1st
PO Box 187
Westmoreland, KS 66549
email: griat@pottcounty.org
C (785) 456-4911
W (785) 457-3762
Bonnie E. “Rob” Roberts
7 Sunset Lane
Paola, KS 66071
e-mail: robroberts@classicnet.net
rroberts@miamicountyks.org
W (913)294-5844
C (913)256-8006
Wayne Wilt
1321 Mound
Winfield, KS 67156
Email: wayne@albright-insurance.com
wwilt@cowleycounty.org
H (620) 221-3706
W (620-221-0410
C (620) 222-1386
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KWORCC Member Contacts
Allen
Anderson
Barber
Bourbon
Brown
Chase
Chautauqua
Cherokee
Cheyenne
Clark
Clay
Cloud
Comanche
Comanche Hosp
Cowley
Decatur
Dickinson
Doniphan
Edwards
Elk
Ellis
Ellsworth
Ford
Franklin
Geary
Gove
Grant
Gray
Greenwood
Hamilton
Hamilton Hospital
Harper
Harvey
Haskell
Hodgeman
Jackson
Jefferson
Jefferson RWD 12
Jewell
Kearny
Kingman
Lane
Lincoln

coclerk@allencounty.org
jwettstein@andersoncountyks.org
dwesley@barber.ks.gov
countyclerk@bourboncountyks.org
mgormley@brcoks.org
clerk@chasecountyks.com
cqcountyhr@gmail.com
deana.clerk@cherokeecounty-ks.gov
cnclerk@cncoks.us
cacoclrk@ucom.net
cyclerk@claycountykansas.org
clerk@cloudcountyks.org
blbayne@hotmail.com
Administrator
lgoff@cowleycounty.org
nurban@dccoks.org
dgreenough@dkcoks.org
clerk@dpcountyks.com
edwardsclerk@edwards.kscoxmail.com
clerk@elkcountyks.org
dclerk@ellisco.net
julie@ellsworthcounty.org
jgilbert@fordcounty.net
smaple@franklincoks.org
therese.hoff@gearycounty.org
sholadayclerk@ruraltel.net
clerk@pld.com
arogers@grayco.org
greenwoodcountyclerk@yahoo.com
hmcoclerk@gmail.com
Alyssa@carterprocare.com
clerk@harpercountyks.gov
LKientz@HarveyCounty.com
pcarrion@haskellcountyks.com
hgcountyclerk@ks.gov
jacountyclerk@yahoo.com
lbuttron@jfcountyks.com
water12@embarqmail.com
jwcoclk@nckcn.com
j.jenkinson@kearnycountykansas.com
noblitc@kingmancoks.org
lanecomm@st-tel.net
lcclerk@lincolncoks.org
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Linn
Lyon
Marion
Marshall
McPherson
Meade
Miami
Mitchell
Morris
Morton
MTAA
NCKRJDF
NEKES
Ness
Norton
NWRRC
Osage
Osborne
Ottawa
Pawnee
Phillips
Pottawatomie
Rawlins
Reno
Republic
Rice
Rush
Russell
Saline
Scott
Sheridan
Sherman
Smith
Stafford
Stanton
Stevens
Thomas
Trego
Wabaunsee
Wallace

dlamb@linncountyks.com
jhuffman@lyoncounty.org
coclerk@marioncoks.net
msctyclk@bluevalley.net
Rwitte@mcphersoncountyks.us
jhale@meadeco.org
skrull@miamicountyks.org
ctreaster@mitchellcountyks.gov
morris@tctelco.net
mortoncountyclerk@elkhart.com
ctrobough@mtaa-topeka.org
shawnmb@hotmail.com
nekes@carsoncomm.com
nscoclerk@gbta.net
robert@nortoncountyks.gov
koonsters@st-tel.net
rbeets@osageco.org
obcoclerk@ruraltel.net
occlerk@ottawaclerk.org
pawneeclk@pawnee.kscoxmail.com
Lmcdowell@phillipscoks.com
ckinsley@pottcounty.org
rfinley@rawlinscounty.org
renee.harris@renogov.org
kmarsicek@republiccounty.org
aureliag@ricecocthse.com
rushclerk@gbta.net
oitsherczues3@hotmail.com
Marilyn.Leamer@saline.org
scclerk@wbsnet.org
sdcoclk@ruraltel.net
Amannis@shermancounty.org
joell@smcoks.com
coclerk@gbta.net
sbarton@stantoncountyks.com
Atharp@stevenscoks.org
sharms@thomascountyks.gov
Lori.Augustine@tregocountyks.com
jensavage@embarqmail.com
wacoclk@fairpoint.net
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TRISTAR Risk Solutions
1-844-702-2353;
FAX: 1-844-702-2354
(After Hours Urgent: 562-676-6029)
TRISTAR Claims
Box 2805
Clinton, IA 52733
Lost Time Adjuster: Amanda Chamberland Ext. 4713 Mobile: 316-871-2824
Amanda.Chamberland@tristargroup.net
Medical Only Adjuster: Jenny Mitchell Ext. 4716 jenny.mitchell@tristargroup.net
Bill Review: 877-287-4782
Email Accident Reports: Wichita.FNOL@tristargroup.net
CORnerstone Risk Solutions
1-800-288-6732
Paul Davis X6292; C(316)210-6292; pdavis@corisksol.com
Jess CornejoX6332 jess.cornejo@corisksol.com
KWORCC STAFF
Ben: C(785) 249-6270 bwoner@kworcc.com
Brandon: C(785) 250-5118 brandon@kworcc.com
Jes: C (785) 221-6732 jes@kworcc.com
Dortha: C(785) 221-8199 dortha@kworcc.com
Jim: H (785) 379-0702; C(785) 221-8013; W(785) 357-1069 jamesparrish@kworcc.com
Nicole: C(785) 640-1292 Nicole@kworcc.com
Ralph: H(785) 475-2560; C(785) 475-8320 dktrkstr@reagan.com
Others
KCAMP
Toll Free: 1-800-240-9828; 785-267-2373
5425 SW 7th St.
Topeka, Ks. 66606
David Luke, Administrator
(Direct: 785-215-8503)
C (785) 338-1504
davidluke@kcamp.org
INSURANCE DEPARTMENT
420 SW 9th St
Topeka, Ks. 66603
785-296-3071
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KANSAS DEPARTMENT OF LABOR – WC DIVISION 785.296.4000
Laura Elliott-123/135 filings (Ext. 2132) laura.elliott@ks.gov;
Roxie Ortiz -loss prevention data (Ext. 7360) roxie.ortiz@ks.gov;
Roger Basinger, Municipal Services 296-8083; FAX: 296-1477 Roger.Basinger@ks.gov
Joel Schuckman – WC Assessments (Ext 2161) joel.schuckman@dol.ks.gov
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Drill Evaluation Form
Date:
Time:
# of Staff Present:
Pass

Fail

Staff exited using designated
routes.
Staff exited the office space
within 3 minutes.
Staff rallied at designated
location.
Staff brought flashlights and
two-way radios.
Administrator brought the
emergency action plan to the
rally point.
Flashlights and two-way
radios functioned properly.
All employees were
accounted for.
The Administrator called 911
(if necessary)(simulated).
The Administrator brought
the portable weather radio
to the shelter-in-place
location (where applicable).

__________________________
Jim Parrish, Administrator
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