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INTRODUCTION

These guidelines have been prepared for employees of the [Department].  The instructions were developed to comply with the provisions of GISO §3220 and §3221 pertaining to Emergency Evacuation and Fire Prevention.

Every employee will receive training about the Emergency Evacuation and Fire Prevention Plan upon entry to the department and at regularly scheduled intervals throughout the year.  

A copy of the Plan is maintained in the Department Safety Manual, located ______________________________________________________________________

If you have any questions or concerns about the department’s Emergency Evacuation and Fire Prevention Plan, your responsibilities, or if you lose your copy of this guide, please do not hesitate to contact:


Your Supervisor


or


[Name}


Department Safety Representative


or


[Name]


Department Head
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EMERGENCY GUIDELINES FOR BUILDING OCCUPANTS

1.
REPORTING AN EMERGENCY


To report an emergency, such as fire, explosion, medical emergency, an intruder, or any dangerous or illegal activity, the following general guidelines should be followed:


A.
Call 911. 
REMEMBER, FROM MANY COUNTY PHONES, 




YOU NEED TO DIAL “9” FIRST TO GET AN 





OUTSIDE LINE.  THEN DIAL 911.

B.
Give the exact location of the emergency (street, intersection, building, floor, room number, area, etc.)


C.
State the nature of the emergency.


D.
Give your name and the telephone number from which you are calling.


E.
DO NOT HANG UP until the dispatcher indicates that the call is completed.

2.
DURING AN EMERGENCY


A.
Remain calm.


B.
Repeat only that information received from emergency services personnel.  DO NOT CIRCULATE RUMORS.


C.
Follow instructions of supervisors, emergency personnel, Building Evacuation Coordinators, or emergency response team members.
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IN CASE OF BUILDING EVACUATION

A.
Do not use elevators.  Do not use escalators during an earthquake.

B.
Remain as calm as possible.

C.
Do not run, push, shove, or talk unnecessarily.

D.
Follow instructions of the police, sheriff’s deputies, fire fighters, emergency response team members and/or Building Evacuation Coordinators.

E.
Remove high-heeled shoes if they impede your ability to exit safely.

F.
Use stairwell handrails and stay to the right side of the stairwell, if possible.

G.
If there is merging of other evacuees, take turns allowing alternate groups to enter the evacuation stairwell.

H.
Go to designated assembly area as instructed.

[LIST HERE THE DESIGNATED ASSEMBLY AREA(S).]
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IN CASE OF FIRE/SMOKE

If you discover smoke or fire in your building or offices, notify co-workers as soon as possible, then call or direct one person to call 911 (or 9 + 911).  Evacuate the building and go to your designated safe area to report to your Building Evacuation Coordinator or supervisor.  Unless an emergency in the area arises, do not leave the designated safe area until you have been instructed to do so.

Know where fire extinguishers are located in your building or office.  However, ONLY use fire extinguishers for small fires if they can be quickly and safely extinguished.  

YOUR FIRST EFFORTS SHOULD BE TO NOTIFY CO-WORKERS,

SAFELY EVACUATE THE BUILDING,

AND THEN CALL 911 or 9 + 911.

The safety of employees and the public always comes first

over the efforts to save buildings or property.

A.
For fire/smoke inside your room, office area or building:


1.
If possible, extinguish the fire.


2.
If you cannot safely extinguish the fire:



a)
Evacuate the area.  (Do not use elevators.)



b)
Close all doors behind you as you leave.

B.
For fire outside your room.


1.
Feel the door.  If it is hot DO NOT OPEN IT.



a)
Seal the bottom of your door with cloth material to keep the




smoke out.



b)
Retreat.  Close as many doors between you and the fire




as possible.



c)
Stay calm and wait to be rescued.


2.
If the door is not hot, open it cautiously.  Stand behind the door,



prepare to close it fast if there is smoke or fire.


3.
If safe, walk to the closest safe exit.  Do not use elevators to 



evacuate.



a)
If smoke is present, stay as low to the ground as possible.



b)
Walk down stairways.  Go up only when downward travel is




unsafe.
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IN CASE OF EARTHQUAKE

1.
During the quake:


A.
Take cover under a heavy desk, table or bench, or in a



doorway.  Stay away from windows, bookcases, shelves, etc.


B.
Do not dash to exits or use elevators or escalators.  Elevators will 


stop and escalators may collapse.


C.
Do not use candles, matches, or other open flames.

2.
After the quake:


A.
Remain in building unless an immediate danger is present or 



evacuation is ordered by emergency personnel.


B.
Follow directions of supervisors, Building Evacuation Coordinators,



or emergency personnel.


C.
Do not use the telephone except in extreme emergency.


D.
Be prepared for aftershocks.


E.
Check for injuries.  Do not move seriously injured persons unless



they are in immediate danger.  Notify emergency personnel.


F.
Extinguish any fires, if possible.


G.
Turn on battery operated radio, if available.


H.
Remain as calm as possible.


I.
Do not flush toilets, use plastic trash bags as appropriate.
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IN CASE OF CIVIL DISORDER

A.
Immediately contact 911 (or 9 + 911) if there is any threat of or actual disruption of services or ingress or egress from the office or building.

B.
Continue to work in as normal a manner as possible.  Do not congregate, gesture, or show signs of approval or disapproval.

C.
Do not talk with or place any demands on the demonstrators.

D.
Remain inside the building if safe to do so.  If an evacuation is ordered by supervisory or emergency personnel, exit according to evacuation procedures and assemble in your designated area, or leave according to instructions.

E.
Do not speak with members of the news media, unless you are authorized to do so.

IN CASE OF ARMED INTRUDER

OR ANY DANGEROUS OR ILLEGAL ACTIVITY

A.
Immediately contact 911 (or 9 + 911) or get a co-worker’s attention and ask him/her to call 911.  

B.
Reasonable judgment must be exercised by non-law enforcement personnel with regard to taking action to intervene.  If possible, aid victims.
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IN CASE OF MEDICAL EMERGENCY

A.
Do not move the victim unless there is an immediate danger.

B.
Call 911 to seek emergency medical response.

C.
Ask a co-worker, supervisor, or call out to passerby for help.  Render first aid to extent of training until medical aid arrives.
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IN CASE OF BOMB THREAT

Statistics and experience reveal that the majority of telephone and written threats are hoaxes.  However, there exists the possibility that the threat is authentic, and therefore, appropriate actions should be taken for the safety of employees, the public, and property.

All bomb threats received will be investigated.  Personnel answering the telephone should familiarize themselves with the procedure and established chain of command in responding to such threats.  The speed of reporting a bomb threat is an important element, hence employees should have a “Bomb Threat Report Form” readily available for immediate use.  This form outlines the pertinent information necessary to begin an investigation of a bomb threat.

When a telephone bomb threat is received, immediately attempt to get the attention of a co-worker or supervisor.  Have someone else contact 911 to report the threat.

Using the Bomb Threat Report Form, if possible, attempt to get the following information from the caller:

1.
When is the bomb likely to explode?

2.
Where is the bomb located?

3.
What does the bomb look like?

4.
Why was the bomb placed?

5.
What did the call actually say?  (Try to write down the exact wording of the threat).

6.
What is the sex and ethnicity of the caller, if noticeable.

Attempt to:

1.
Keep the caller on the line as long as possible.  Ask the caller to repeat the message.  Record every word spoken.

2.
Tell the caller that the building is occupied, and the detonation could result in death or injury to innocent people.  

3.
Ask the caller how long you have until the bomb is set to go off.  Try to make the caller give you the location of the bomb.  Ask what the bomb looks like.

4.
Pay particular attention to any strange or noticeable background noises.

5.
Listen closely to the voice, voice quality, accents, and speech impediments.

ONCE THE POLICE OR SHERIFF’S DEPARTMENT HAVE ARRIVED, THEY WILL TAKE CHARGE OF ANY INVESTIGATION.  PROVIDE LAW ENFORCEMENT PERSONNEL WITH ANY AND ALL INFORMATION YOU HAVE ABOUT THE CALLER.  

IF EVACUATION IS ORDERED, FOLLOW ALL INSTRUCTIONS CAREFULLY.  IF POSSIBLE, TAKE YOUR PERSONAL ITEMS WITH YOU, SUCH AS PURSES, PACKAGES, BRIEFCASES, ETC.  THIS WILL SAVE TIME FOR SEARCH PERSONNEL.
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Bomb Threat

Continued

SEARCHING OFFICE AREAS

If instructed by law enforcement or supervisors to search an area, the search should be conducted in a systematic manner.  Each area should be searched by someone familiar with it.  Look for anything out of the ordinary or whose presence cannot be explained.  A bomb can be concealed in almost anything and will likely appear to be a common object such as a book, shopping bag, briefcase, shoe box, etc.

A proper search should be conducted in teams of two.  Divide the area in half and assign one member to each half.  Make three sweeps of the area starting at the outside walls and moving toward the center of the room.  On the first sweep, search from the floor to waist level.  On the second sweep, search from the waist level to the top of the head and on the final sweep search from the top of your head to the ceiling.  Then switch halves to ensure that your partner did not miss anything.

Open doors, drawers, etc. WITH EXTREME CAUTION!.  Watch for trip wires, wires anchored to door knobs, and pressure devices which will denote when stepped upon.

A mirror can be used to search the underside of desks, chairs, benches, water fountains, etc. for secreted devices.

For a letter or parcel bomb, watch for excessive postage, no return address, excessive weight, incorrect titles, restrictive markings such as confidential or personal, oily stains or discoloration, and any unusual odors.

IF A SUSPICIOUS PACKAGE IS FOUND  -  DO NOT TOUCH, MOVE, OR COVER IT

Devices that appear not to be armed may have more than one detonator.  Station a volunteer or erect a temporary obstruction a safe distance from any suspicious object to ensure that no one approaches the device while you summon help.  IMMEDIATELY REPORT THE FINDING OF A SUSPICIOUS PACKAGE TO LAW ENFORCEMENT

If no suspicious object is found during your search, remember to notify your supervisor or Response Team Member that your area is clear.  The building search cannot be called off until all areas are reported to be clear.  
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BOMB THREAT REPORT FORM

Fill Out This Form If You Receive a Bomb Threat

Listen Carefully to the Caller.  Do not interrupt the caller.  Stay calm.  Be Courteous.  NOTIFY SUPERVISOR OR A CO-WORKER WHILE CALL IS ON THE LINE.

Write exact words of caller: 

Questions To Ask:

1.
When if the bomb going to explode? ___________________________________

2.
Where is the bomb right now? ________________________________________

3.
What kind of bomb is it? ____________________________________________

4.
What will make it explode? __________________________________________

5.
Why do you want to bomb this office? __________________________________

6.
What is you name? ________________________________________________

7.
Where are you calling from? _________________________________________

Listen to Determine the Caller’s:  (circle appropriate descriptions)

1.
Sex?

Male
Female

2.
Age?

Adult
Juvenile
Estimated age _____________

3.
Voice?

Loud, soft, high pitched, deep, raspy, calm, angry, excited, slow, laughter, crying, normal, distinct, slurred, familiar, disguised, stutter, lisp, deep breathing.

4.
Accent?
Local, not local, foreign, regional.

5.
Speech?
Fast, slow, distinct, distorted, stutter, nasal, slurred, lisp.

6.
Language?
Educated, foul, irrational, incoherent, taped, read.

7.
Manner?
Calm, angry, rational, irrational, coherent, incoherent, deliberate,




emotional, righteous, laughing, intoxicated.

8.
Background Noise?
Office machines, factory machines, bedlam, trains, animals, music, quiet, voices, airplanes, street traffic, party atmosphere, mixed, other _____________________________.

ADDITIONAL INFORMATION:

1.
Date call was received? ______________________

2.
Time call was received? ______________________

3.
Name of person receiving call? ______________________________________

4.
Phone number at which call was received? _____________________________

ACTION TO TAKE IMMEDIATELY AFTER THE CALL:  Notify a supervisor immediately.  Call or direct someone else to call 911.  Talk to NO ONE about the call other than as instructed by law enforcement or your supervisor.
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IN CASE OF POWER FAILURE

A.
Remain calm.

B.
Do not yell, scream or talk unnecessarily.

C.
Open window and door coverings to allow light into building interior.

D.
Turn off office equipment, fans, heaters, computers, etc. so that they do not operate unnecessarily if power is restored after the building is empty.

E.
Follow instructions for evacuation from the building, if necessary.
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EVACUATION/FIRE DRILL INSTRUCTIONS

Mandatory evacuation/fire drills will be conducted at least once annually.  Full cooperation of all building occupants is requested.

Procedures Performed In Drills

May Save Lives In An Actual Emergency

Elevators are never to be used to exit the building in the case of a drill or an actual evacuation or fire.

1.
You will be notified that a drill is being conducted.  Do not call the Fire Department or 911.

2.
Everyone in the drill area must evacuate as directed.  This includes assisting members of the public in evacuating from the area.

3.
You are expected to know the designated safe area(s) to report to.

4.
The Building Evacuation Coordinator (BEC) or department supervisors are responsible for ensuring that everyone is safely out of the building.

5.
If needed, assist disabled personnel or members of the public.

6.
A drill scenario may call for simulation of a blocked primary exit route, which may require that you seek an alternate route.  Know where all exit doors and escape routes are located.  Volunteers may be recruited to simulate a person requiring help getting out.  

7.
Do not return to your office or building until you are directed to do so following the drill.
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Fire Prevention

Fire can occur anytime.  It is possible wherever there is anything that can burn, and every office and home contains plenty of things that can burn.  For fire to start, only three things are needed:  something that will burn (fuel), heat (an ignition source), and air(oxygen).  

FOUR STEPS TO FIRE SAFETY

1.
Recognize fire hazards and eliminate them.

2.
Learn what to do in case of fire.

3.
Practice fire safety at all times.

4.
Learn your escape route and hold periodic fire drills.

THE TOP FIVE FIRE HAZARDS

1.
Electrical:  Protect cord insulation from damage.  Don’t use portable heaters; they can overload cords and circuits.  Remove damaged equipment from service.  Don’t attempt makeshift repairs.

2.
Smoking and Matches:  Dispose of them in ashtrays--never in trash cans.  Obey “No Smoking” signs.

3.
Trash:  Remove rubbish and waste materials.  They invite and help spread fire.

4.
Welding/Cutting:  Protect nearby exposures.  Guard your work areas.  Inspect for any smoldering after the job.

5.
Flammable Liquids:  Clean up spills immediately, following proper procedures and using proper protective equipment.  Keep oil-soaked rags in covered, metal containers.  Use flammable liquids in small quantities, and keep them in approved safety cans.  Enforce no smoking.  Ventilate the area.

IN CASE OF FIRE

1.
Safety of people is the first priority.  Evacuate the work area.  Alert others in adjacent or nearby offices or buildings

2.
Fight the fire ONLY if it is small and you have received the proper training in fire extinguisher use.

3.
Report the emergency by calling  



9  +  911 if calling from the county phone system, or


911 if calling outside the county phone system.  

FIRE SAFETY PRACTICES

1.
Plan an escape route.  Plan two ways out of each major room, if possible.

2.
Learn to recognize fire hazards.  Eliminate those that you can; report the others to your supervisor.

3.
Know where the fire extinguisher(s) is located.  Make sure it is not obstructed from reach by stored supplies or equipment.

4.
Know how to properly use a fire extinguisher.  If you don’t know how, ask.
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[Insert a copy of your Department/Division/Building evacuation map route(s) here.]
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