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When a bed bug is found, staff should capture the insect if possible, and put it in a sealed bag or specimen jar. The area where the bug was found should be examined for other evidence (brownish spots on bedding, etc.) or any other bed bugs. 
Staff will notify their supervisor. 
The supervisor will notify the housekeeping supervisor either verbally or via email informing them of the exact location, date and time the bug or bugs were found; (HMF; Kim Matheny /Timmie Heatley: HDC Bernice Gillispie/ Sandi Brooks). The facility’s program director, and administrator will be copied on the email.
As soon as possible after the bug is found, the supervisor will complete a work request detailing location, date and time it was found and put work request and bug (in secured container) in the mailbox of the Director of Facility Services and Safety, Bill McGowan. 

If any clothing, bedding, or personal items are or may be contaminated with bed bugs, those items should be placed in a trash bag, double bagged and sealed. Staff should place the bag or bags outside.  If a wheelchair is involved, it should be placed outside as well. 
The supervisor will inform staff working in the area of the bed bug sighting and what has been done up to that point. 

The Housekeeping supervisor will talk with the supervisor who reported the bed bug activity in a timely manner and determine any further course of action.
 For reference and safety purposes, the Director of Facility Services and Safety will maintain documentation whenever an area has been chemically treated.
