An All-Hazards Approach:

High-Rise Emergency Evacuation Plan
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Introduction

Purpose:

To provide a universal template that will assist Building Safety Directors of high-rise buildings with developing fire safety and emergency evacuation plans for their buildings. It is important to recognize that the building owner or designee is responsible for creating and implementing such a plan. The information provided herein is intended to provide a guide to assist Building Safety Directors in developing an effective plan that encompasses the specific needs of their occupants as they relate to architectural features and life safety systems that are unique to their building.

Some of the major issues that make high-rise buildings different from other buildings include fire department access, egress, smoke development, and fire control.

Fire department accessibility takes on several forms:

1. The limitation of fire apparatus in reaching upper floors from the exterior of the building.

2. The height of the fire and the number of personnel required to deliver adequate types and amounts of equipment to the fire area can exact an exhaustive toll on firefighting forces before they even mount a fire attack. Delays in deploying equipment and firefighters can indirectly affect fire growth, thereby resulting in a fire of greater magnitude by the time manual forces are in place to attack.

3. The height and location of a building can further restrict the fire department’s ability to approach the area of origin from more advantageous directions resulting in a defensive approach that depends on fuel consumption for control and extinguishment. This approach typically results in a larger or unacceptable loss.

4. Radio transmitters often struggle to work or do not work at all in the confines of a high-rise building.

Egress:
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Egress and people movement systems within high-rise buildings make the building unique. Full evacuation can often take more than an hour because all occupants are using the same stairs. In addition, competition for stair use with first-responders can further slow evacuation travel times. Because of these differences, a high-rise requires a well-conceived and delivered evacuation system that revolves around education and information. Therefore, written emergency plans, fire drills, and training are important factors regarding safety in a high-rise. In tall buildings, relocation to other areas is often the first mode of evacuation.  Most events do not necessitate full evacuation of a building, and initial relocation to nearby areas may present slips and falls or exhaustion-related injuries. From the area of relocation, the authorities can decide whether evacuees should remain in place, use elevators, or continue downstairs in an organized manner.
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Smoke Movement:

A high-rise building often has natural forces that affect fire and smoke movement that are not normally significant in lower buildings. Stack effect and exterior winds can be very significant, and very different in high-rise buildings. Stack effect results from the temperature differences between two areas, usually inside and outside temperatures, which create a pressure difference that results in natural air movement within a building. In a high-rise building, this effect is increased due to the height of the building. Many high-rise buildings have a significant tack effect, capable of moving large volumes of heat and smoke through the building. No manual firefighting techniques are known to counter stack effect or to mitigate its effect during a fire. Stack effect cannot be eliminated because of temperature differences and building height. The only way to mitigate the potential of stack effect is to design and construct the building to minimize its effect. A competent review of design documents and ensuing inspections by the fire department are essential in that effort. Basic concepts include the following:

1. Compartmentalization from floor to floor and wall to wall, which involves sealing penetrations and exterior building tightness.

2. Limiting continuous shaft heights or constructing vestibules on stairs, elevators, and other vertical shafts.

3. Use of vestibules and “gasketing” on exterior doors at both the bottom and top of the building.

4. Eliminating naturally vented shafts and floors that could contribute to stack effect during a fire.

5. Zoning, compartmentalization and control of mechanical systems, which could contribute to, or be affected by, stack effect.

Again, the fire department’s review of building design and ensuing periodic site inspections are vital to maintaining the integrity of the aforementioned design and construction features for the life of the building.

Winds can profoundly affect fire and smoke movement within a building. The primary design approach to mitigate the effect of wind on smoke movement is to make the exterior walls of a building as air tight as possible. This approach is highly dependent on the design criteria, materials chosen, and the integrity of the workmanship. The result should be that wind direction and velocity will have a reduced impact on air movement within the structure, thereby allowing conventional smoke management systems to overcome the effects of wind to some degree.
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Fire Control:

Of special importance in high-rise building is the ability to control a fire once it starts. With large numbers of people in a building, many of whom may be above the fire location, fire control is both a life safety and property protection issue. New high-rises in the City of Fort Lauderdale are required to have automatic fire sprinklers. This is a significant first step in a fire control but may not be enough by itself. The fire code also requires manual suppression capabilities in the form of standpipes and portable extinguishers. All of this may be inadequate, however, if the contents in the building become significantly more hazardous than were originally assumed for the building. Again, periodic fire inspections conducted by competent fire inspectors, are an essential component of any emergency plan.

Please contact the Fort Lauderdale Fire-Rescue Department or Emergency Management Division if you should have questions and/or desire additional information regarding your high-rise fire safety and emergency plan. 
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Emergency Evacuation Personnel’s Job Descriptions and Responsibilities

The Building Safety Director’s duties and responsibilities shall include the following:

1. Be familiar with (building name) written Fire Safety and Emergency Evacuation Plan and responsible for its implementation. Create policies for maintaining a fire-safe facility and ensure the education and competency of all those individuals affected by or involved in the Plan. Review the plan annually or as needed to ensure the plan remains updated and relevant.

2. Select qualified building employees to become members of the building’s Emergency Response Team. Create and implement procedures to organize, train, and supervise team members.

3. Regularly conduct fire and evacuation drills.

4. Take responsibility for the designating and training a Warden for each floor, and a sufficient number of Deputy Wardens to assure effective implementation your Fire Safety and Emergency Evacuation Plan. 

5. Be responsible for reviewing the emergency evacuation plan and revising the plan as needed to include adding and/or replacing members of the Emergency Organization as required and ensures all rosters are updated.
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Identify the owner or other person having charge of the building when any designated individuals who are neglecting his/her responsibilities contained in the Fire Safety and Emergency Evacuation Plan.  Effectively take action to correct the behavior or to replace those individuals.

IN THE EVENT OF A FIRE – the Building’s Safety Director shall:

1. Ensure that the fire department is immediately notified. This may occur automatically if a central station monitors your fire alarm system. 

2. Staff the Fire Control Room; coordinate the evacuation of occupants; and direct the Emergency Response Team until the arrival of the fire department.

3. Upon arrival of the fire department, advise the first arriving fire department officer or crew of the location and condition of the fire and the status of emergency response actions being taken, and provide assistance as requested.

The duties and responsibilities of the Assistant Safety Director shall include:

1. Assist the Safety Director in ensuring effective implementation of the Emergency Evacuation Plan.

2. Assume the full responsibilities and duties of the Safety Director in his/her absence.

A Building Evacuation Supervisor must be on-duty whenever the building is occupied. 

Duties shall include:

1. Be familiar with the evacuation plan and assist in its effective implementation as directed by the Safety Director.

2. In the absence of the Safety Director and the Assistant Safety Director, assume all duties and responsibilities of the Fire Safety Director.

The duties and responsibilities of the designated Wardens shall include:

1. Oversee the safe evacuation of the occupants of his/her designated floor.

2. Be familiar with the Fire Safety and Emergency Evacuation Plan, the location of all emergency exits and the location and operation of all available fire alarm system components.

3. Be responsible for assigning duties and responsibilities for the floor’s Deputy Warden(s) as necessary. Such duties may include: stairwell monitors, elevator monitors, and searchers.

4. Assign assistants to any mobility impaired tenants who might require special assistance in the event of an evacuation. A minimum of one (1) and preferably two (2) assistants should be assigned to each mobility-impaired/physically impaired tenant. The Warden shall direct the Safety Director to revise the roster of mobility-impaired tenants as applicable, [especially for the copy of the Emergency Evacuation Plan to be kept in the Fire Control Room/Knox Cabinet].
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IN THE EVENT OF A FIRE OR FIRE ALARM

The Warden(s) shall:

Ascertain the location of the fire and direct the evacuation of the floor in accordance with directions received and the following guidelines:

1. The most critical areas for immediate evacuation are the fire floor and those floors directly above and below. The Warden and Deputy Wardens on these floors should immediately implement evacuation procedures for their floor and area.  

2. Evacuation from other floors shall be instituted upon instructions from the Fire Command Location, or emergency response personnel, or when conditions indicate such action is necessary. Evacuation shall be via uncontaminated stairwell. REMEMBER – ELEVATORS SHOULD NEVER BE USED IN A FIRE EMERGENCY EXCEPT - WHEN THE ELEVATOR IS UNDER THE DIRECT CONTROL OF A MEMBER OF THE FIRE DEPARTMENT.
3. Assure that all persons on the floor are notified of fire and evacuated to safe areas. A search must be done of all restrooms and other areas intermittently occupied. Specially assigned Assistant Wardens may do this task.
4. Assure that all persons proceed down to at least three (3) floors below the fire. The Fire Command Location shall be kept informed of the location of the floor’s occupants.

5. The Warden shall verify that the fire department has been notified, as soon it is safe to do so. The Safety Director should then be notified.

6. After the evacuation to a safe area of refuge, perform a headcount to verify that all occupants known to have been on the floor have been evacuated and are accounted for.
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SAFE AREA OF REFUGE – an area that offers a reasonable degree of protection from fire and smoke and may consist of such areas as a smoke proof stairwell; an area on a floor at least three (3) floors below the fire floor; a designated area on the ground level of the building; or designated assembly area outside the building.

The designated safe areas of refuge(s) for the building are as follows:

[List the areas inside and outside of the building designated as safe areas of refuge and assembly].

Wardens on those floors not in the immediate vicinity of the fire should begin evacuation procedures as far as staging the floor occupants at the stairwells and await further instructions from the Fire Department Incident Commander. All occupants of the floor should be notified of the fire condition and a search made of all areas that might be occupied. The doors to each area should be shut after the search of that area is completed.

The duties and responsibilities of the Assistant Wardens shall include the following:

1. Be subordinate to and assist the floor’s Warden to ensure effective implementation of the Emergency Evacuation Plan.

2. Be familiar with the Emergency Evacuation Plan, the location of all emergency exits, and the location and operation of all components of the fire alarm system.

3. In the absence of the Warden, assumes the full duties and responsibilities of that position.

4. Attend all fire and safety training functions as required by the Warden, Safety Director, or the Fort Lauderdale Fire-Rescue Department.

5. Be responsible for the fire prevention efforts in your assigned areas.
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Verify that all mobility impaired occupants in your assigned area have been assigned Evacuation Assistants and notify the Warden of any changes in the location or status of these occupants and their Assistants located in your area.

IN THE EVENT OF FIRE OR FIRE ALARM 

The Assistant Warden shall:

Ascertain the location of the fire and direct the notification and evacuation of occupants in the immediate fire area and their assigned area.

Report the fire condition to the Warden and assist in implementing the evacuation plan by performing the pre-assigned functions as directed by the Warden. These functions may include the following positions and duties:

1. STAIRWELL MONITOR with the following duties:

a. Be the first at the entrance to their stairwell, as previously assigned by the Warden, during an emergency condition.

b. Verify that the stairwell s clear of smoke or other conditions that might prohibit the safe evacuation of occupants. Notify the Warden of the condition of the stairwell.

c. If the fire is located on your floor, the floor immediately below your floor, or the floor immediately above, or as conditions warrant, begin the orderly flow of occupants. Assist the safe and orderly flow of occupants by altering m them with anyone who might be evacuating from the floors above. Occupants who are evacuating should be instructed to keep to the right as they descend the stairs so as not to impede the response of Fire Department personnel.

d. Ensure stairwell doors are closed after all occupants have exited.

e. Notify responding firefighters of the condition on your floor.

f. If your floor is not in the immediate vicinity of the fire floor, line the occupants in an orderly fashion and keep them at the stairwell until instructions are given to begin the evacuation to an area of safe refuge. These instructions may come from the Warden, public address or fire alarm system, fire department personnel, or members of the Emergency Response Team.

g. Verify that occupants who have mobility impairments have assistants to help them evacuate or notify fire department or other personnel to assist as required.

2. The function of the ELEVATOR MONITOR is to go immediately go to the elevator lobby during an emergency and prevent occupants or visitors from using the elevators and to direct them to the nearest safe stairwell.

3. SEARCH TEAMS are responsible for assisting the Wardens in conducting a systematic and thorough search of all areas of a floor, including all restrooms, offices, conference rooms, photocopier rooms, mail rooms, storage areas, and other closed areas.

	Evacuation Team Member
	Description
	Key Responsibilities

	
	· Manages stairwell evacuation inside suites and common areas

· Appointed by the tenant for each suite

· Appointed by the Floor Warden for common areas
	· Ensures that the stairwell door is not hot to the touch and there is no smoke in the stairwell.

· Monitor #1: Holds the stairwell door, keeps talking to a minimum, does not allow food and beverages into stairwell, ensures that those evacuating stay to the right.

· Monitor #2: Stands on stairwell landing to direct traffic flow and encourages evacuees to remain calm and quiet.

	Elevator Monitors
	· Prevents us of elevators

· Appointed by the tenant for each suite

· Appointed by the Floor Warden for common areas
	· Ensures that no one uses the elevators in an emergency.
· Redirects occupants to stairwell.


The Fire/Emergency Response Team shall be appointed by the Safety Director and be composed of the building engineer and maintenance staff and other building employees as required whose duties and responsibilities shall include:

A. Verify that the fire pump, emergency generator, and other emergency equipment are properly maintained and operating as required.

B. Verify that all valves controlling water flow to the fire sprinkler system are in the “OPEN” position. Sprinkler control valves should be in the “OPEN” position at all times, except as required to perform maintenance on the system. The Fort Lauderdale Fire Prevention Bureau shall be notified any time the sprinkler system is taken out of service.

C. Meet the first responding fire department unit with any available information as to the location and extent of the fire and to facilitate their access to the building as required.
D. Be responsible for performing routine inspection, testing and maintenance of the building’s fire protection systems as required.
E. Perform other functions as necessary ands attend all training sessions as required by the Safety Director.
Alternates:

Sufficient alternates for each Fire/Emergency Response Team position must be assigned so that a principal or alternate is in the building at all times during working hours to supply leadership under the Plan. Coverage during vacation, sick leave, etc. must be taken into account.

Initial Assembly Area:

In the event of a full building evacuation, the Wardens or other designated personnel will direct evacuees out of the building toward an initial assembly area. This procedure accomplishes two (2) goals:

1. Provides a safe direction of travel that does not interfere with the emergency, emergency equipment, and responding emergency vehicles.

2. Prevents a back up of evacuees in the building’s lobby and stairwells.

The initial assembly area shall be located far enough away from the building to allow all occupants to evacuate out of the building and relocate to an assembly area away from the emergency. Once the initial assembly area is reached, tenants may move to the tenant designated meeting location and wait for instructions from the Warden or Suite Monitor.

Tenant Designated Meeting Location:

Each tenant is responsible for designating its own company meeting location for employees to congregate, in the event of a full building evacuation. The meeting place should be located well away from the building (300 ft. minimum), and provide safe refuge. After the evacuation, the Suite Monitor/Warden is responsible for taking attendance to ensure that all of their company’s suite occupants and visitors are accounted for. Any missing individuals should be reported to the local authorities (fire/police).

Sample Organizational Chart

SAFETY DIRECTOR



AREA



PHONE

(Name, title)




(Suite #)


(_____ - _____ - ______)

ASSISTANT SAFETY DIRECTOR


(Name, title)




(Suite #)


(_____ - _____ - ______) 

EVACUATION SUPERVISORS


(As many as required for someone capable

of supervising the evacuation of the building  (Suite #) 


(_____ - _____ - ______)

to be on-duty at all times the building is 

occupied)

EMERGENCY RESPONSE TEAM

(Name, title)

(Name, title)

(Name, title)

WARDENS AND ASSISTANT WARDENS

WARDEN (one per floor)

(Name, Suite #)



(Floor #) 

Phone: ________________

ASSISTANT WARDENS

(Name, suite #) 



(Floor #) 

Phone: ________________

[One (1) per tenant and a minimum of one (1) per every 5000 ft² of floor area or as required to effectively implement the emergency evacuation plan]

Special Instructions for Mobility or Physically Impaired Occupants
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Persons having any physical or mobility impairment need to be considered prior to any need for evacuation. It is necessary for Wardens to notify the Safety Director of any mobility or physically impaired tenants whom may require special assistance in the event of an evacuation. A list must be updated as necessary and maintained in the Emergency Evacuation Plan [located in the Fire Control Room].

Tenants not requiring assistance who are not going to assist will evacuate first. This avoids the possibility of persons in need of assistance being bumped and falling down, thus slowing evacuation and/or causing injury. If there is evidence of fire, persons having physical/mobility impairment should be positioned near the fire exit stairs that are located farthest away from the fire. If fire conditions pose a personal threat, the physical/mobility-impaired tenant shall be placed in the exit stairwell and fire department personnel shall be notified for assistance. If conditions warrant immediate action, the mobility/physically impaired should be evacuated to a safe area of refuge.

The Warden with the following duties and responsibilities shall appoint a minimum of one (1), and preferably two (2), EVACUATION ASSISTANTS TO OCCUPANTS WITH IMPAIRED-MOBILITY or PHYSICALLY IMPAIRED:

A. Notify their assigned occupants of an emergency condition.
B. Be trained in the proper methods of safely evacuating impaired persons.

C. Assist their assigned occupants in evacuating to an area of safe refuge. 

List of the Mobility/Physically Impaired

	Name
	Room
	Floor
	Type of Disability
	Assistance Monitors

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Company Profile

Please complete and return to the Safety Director

Date: ___________________________

Company Name: ____________________________________


Suite: _______________

Number of employees on-site: __________________

Type of business: ___________________________________________________________________________

Emergency Contacts:

Primary Contact: _______________________________

Title: ______________________________

Home/Cell phone: _______________________________

Work phone: ________________________

Secondary Contact: ____________________________

Title: ________________________________

Home/Cell phone: ______________________________

Work phone: ________________________

Number of disabled employees on-site: _______________________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Name: _____________________________
Wheelchair: ____________
Ambulatory: ______________

Tenant Floor Captain: ___________________________

Phone: ___________________________

Tenant Floor Warden: ___________________________

Phone: ___________________________

IN CASE OF FIRE
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If you see SMOKE, FLAMES, or SMELL something Burning – IMMEDIATELY:

A. ISOLATE the fire by closing the door, if possible.

B. ACTIVATE the FIRE ALARM PULL STATION
C. EVACUATE to a safe area of refuge using the Exit Stairs (NEVER USE THE ELEVATOR, unless it is under the direct control of the Fire Department).
The following areas have been designated as SAFE AREAS OF REFUGE & ASSEMBLY for this building:

_________________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

D. DIAL 9-1-1, and provide the following information:

· Address: (street address & building name)

· What floor the fire is on

· What area of the floor is the fire on (north, south, east, or west)

· What is on fire (if known)

If you detect something that might be a smoke odor, but you are not sure – 

IMMEDIATELY:
A. DIAL 9-1-1, and provide the following information:
· …that you think you smell a smoke odor

· Building name and address

· What floor you are on, and the area where you smell smoke

B. Notify a Warden on the floor with odor, giving the location and characteristics of the odor.

Call the Building Safety Director: (xxx) (xxx-xxxx)

If you Hear/See the Fire Alarm sounding on your floor 

IMMEDIATELY:

A. Begin evacuation procedures to a designated area of safe refuge.

B. Verify that the fire department has been notified (dial 9-1-1)

C. Report to your supervisor of warden at the designated assembly area to be accounted for.

If you hear the Fire Alarm that is not on your floor 

IMMEDIATELY:

A. Dial 9-1-1, and provide the following information

· … that you hear and alarm

· Building name and address

· What floor you are on

B. Call the Building Safety Director 

(xxx) (xxx – xxxx)

C. Call or notify the area Warden

D. Direct all occupants on the alarm floor to the staging area near the exit stairwell to await further instructions.

Building Safety Director Shall:

A. Notify the Fire Department (9-1-1)

B. Notify the building emergency response team

C. Begin emergency evacuation procedures

D. Upon arrival of the fire department, advise the first fire crew the emergency status and actions being taken.

In Case of Fire after Business/Building Hours

If you see smoke, flames, or smell something burning

IMMEDIATELY:

A. Isolate the fire by closing the door, if possible

B. Activate the manual fire alarm.

C. Evacuate to a safe area of refuge using Exit Stairs [never use the elevator, unless it is under fire department control].

D. Dial 9-1-1 – never assume someone else has called

E. Call Building Security     (xxx) (xxx – xxxx)

Hazardous Materials Incidents
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A hazardous materials incident would involves the accidental spill or release of a chemical in or near the building that could pose a potential threat to the building occupants, due to the potential of fire or adverse effects from exposure to toxic vapors that might be released. Such a condition may warrant the evacuation of all or some of the building occupants. Such an evacuation would utilize many of the same provisions as an evacuation due to a fire emergency with the additional considerations:

1. The immediate shutdown of all air-handling systems (HVAC) by maintenance or engineering personnel may be necessary.

2. The room or area of the incident should be sealed off by engineering or security personnel, (if safe to do so), to prevent the spread of the material and reduce exposure to occupants.

3. If an evacuation of the building is warranted, occupants should attempt to evacuate to the upwind side of the building, if possible.

Personnel who are trained and equipped to do so should do cleanup of a spill/leak.
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Severe Weather:  General Information

The National Weather Service reports the movement of severe weather that may present a threat to metropolitan areas. Severe weather includes, but is not limited to: thunderstorms, tornados, waterspouts, windstorms, etc. 

If a severe weather alert is issued by the National Weather Service:

1. The Emergency Response Team should move all occupants away from the perimeter of the building instructing tenants to close perimeter doors when exiting.

2. Close all drapes and blinds on windows.

3. Take cover in core areas of the building such as interior offices, hallways, corridors or restrooms away from glass doors and windows.

4. When the “All Clear” is announced, the Emergency response Team will direct employees/tenants to return to their regularly scheduled duties, etc.

5. Call 9-1-1 and notify the Management Office if there are any injuries.

6. Report any damage such as: broken windows, leaks, etc. to the Management Office.

7. Tenants should maintain an inventory of first aid and emergency supplies to be used during sever weather.
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Hurricanes and Floods: General Information

When a hurricane warning has been issued, it is of the utmost importance that all precautionary measures and actions are taken immediately for the protection of life and property.

1. Keep abreast of weather conditions via radio, television, smart phone, etc.

2. Remove all papers, pictures, plaques, hanging objects, desktop items, and other loose objects from perimeter offices and store in interior rooms.

3. Close all doors to perimeter offices. If time permits, close all drapes and blinds.

4. Leave all interior doors open in order to prevent atmospheric pressure problems.

5. Move all expensive equipment and important documents to interior rooms.

6. Notify the alarm company (if your company/building has one) of the probability of a power outage during the storm.

7. Report all flooding, leaks, structural damage to the Management Office as soon as possible.

8. Follow information from Hurricane Preparedness Brochures.

Chemical, Biological, or Radiological (CBR) Event: General Information 
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There is a heightened awareness of the emerging threat of terrorism by unconventional weapons. The most dangerous forms of these weapons are often the most difficult to manufacture, transport, and weaponize because they are volatile, difficult to produce and deploy. The response to an incident involving CBR agents is similar to any other incident involving hazardous materials.

If You Discover a CBR Incident:

1. Call 9-1-1

2. Provide the dispatcher with the following information:

· Name

· Type of emergency

· Company name

· Physical building address [not building name]

· Floor and suite number

· Telephone number

3. Listen to the dispatcher for any additional instructions before hanging up.

4. Call the management office.

5. Remain calm

· Isolate the CBR object, area, and those exposed.

· Evacuate the area, move occupants upwind at least 300 ft. away from the contaminated site, closing doors as you move away.

· Notify 9-1-1 and the Management Office.

6. A partial or full evacuation may be ordered if the incident is deemed credible, or if mandated by the local authorities. The Management Office will call each tenant’s primary contact to inform him/her of the incident.

If danger is unsubstantiated, the building may remain open for business. The Management Office will call each tenant’s primary contact to inform him/her of the incident. It is up to each tenant, to decide whether to evacuate the building or remain open for business. 

If the building remains open and your company chooses to close and evacuate the building, please notify the Management Office so there is a record that your suite/apartment is empty. This information will be important if the incident escalates.

Power Failure


In the event the building sustains a power failure, emergency lighting should be available in the stairwells. Either a battery back-up system or emergency generator powers stairwell emergency lighting. Generally, heating, ventilation and air conditioning (HVAC) equipment, lights, outlets, most elevators and telephone equipment will not be operational; however, check with the property team to become familiar with the systems that are in place at your building.

1. The property team will contact the Florida Power & Light (FPL) to attempt to find out the cause of the outage and the anticipated duration of the outage.

2. Turn off all appliances, computers and other equipment. If equipment is turned on and a power surge occurs, the surge may damage the equipment.

3. Floor Wardens and the Emergency response Team meet in the elevator lobby to determine if any people are trapped in the elevators. If so, ask the occupants to remain calm and determine if anyone is injured. Advise them that you are requesting assistance. Call 9-1-1 if people are injured or in danger. Floor Wardens must contact the Property Management Office and inform them of entrapment, status and location of the elevator car.

4. Elevator Monitors shall stay in contact with the trapped individuals until assistance arrives.

5. If the power outage becomes lengthy (an hour or more) and the electric company does not know how long the power will be out, the property team will provide information and direction to the tenants. The building may close for business.

6. The Emergency Response Team reports to their posts and prepares to evacuate the floor according to the Evacuation Plan when notified by the floor warden.

Bomb Threats: General Information


The success of the building’s preventative strategy requires the full cooperation of all tenants. All suspicious individuals, activities, articles, packages or situations should be reported to the Property Management Office immediately. We depend on your eyes and ears to help keep the building safe.

Generally, most bomb threats are false.  They are intended to disrupt operations and cause confusion. If a bomb is intended to kill, injure, and destroy, there is typically no advance warning, as that would defeat the purpose. Regardless, every threat should be taken seriously until proven otherwise.

IF YOU RECEIVE A BOMB THREAT OVER THE PHONE:

1. Keep the person on the phone as long as possible.

2. Record the information received on the Bomb Threat Report Form. Note the characteristics of the caller such as gender, tone of voice, age, accents, and background noises. Keep a copy of the report form in the main reception telephone area for easy access. Review the form with your staff and ask them to use it, if necessary.

3. At the end of the call, dial *69 and record any number provided by the service.

4. Call 9-1-1

5. Provide the dispatcher with the following information:

· Name

· Type of emergency

· Company name

· Physical building address [not building name]

· Floor and/and or suite number

· Telephone Number

· Any information from the Bomb Threat Report Form

· Listen to the dispatcher for any additional instructions before hanging up

6. Call the Management Office

Conducting a Search

1. If the caller states or implies that a bomb is in a particular suite, be aware that the individuals working in that suite will be called upon to conduct a search of their area. These individuals are the best people to determine whether something doesn’t belong or if something has been removed, or is out of place.

2. Each tenant should develop and maintain a search plan for their office space. There should be two (2) searchers per team. If the suite is large, divide it into quadrants and permanently assign searchers to a specific quadrant.

3. Conduct your search by assessing the room utilizing the following method:

· Search from floor to waist level

· Then search from waist to chin level

· Then search from chin to ceiling level

4. Keep written record of the rooms searched and the results.

5. If a device is found, do not touch it:

· Isolation – isolate the object

· Evacuation – evacuate the area

· Notification – notify the authorities

6. If the caller states or implies that a bomb is in a common area of the building, the property team will conduct the search.

The local authorities must respond to the building to take a report if an unidentified or suspicious article is not found. In turn, if an article is found, the bomb squad is called to dispose of the package/item.

BOMB THREAT REPORT FORM

Property Name: ______________________________________________________

Address: _______________________________________________________________

City, State, and Zip Code: __________________________________________________________________________

Exact Wording of the Threat: _____________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Information to Record:

Dial *69 record number: _____________________ Exact date and time of call: _________________

Gender of call: ________________ Accent/Type: _______________
Length of call: ___________

Caller’s Voice:





Threat Language:

Normal

Stutter




Educated
Incoherent

Angry


Lisp




Foul

Taped

Excited

Whisper



Irrational
Message Read

Laughter

Crying






Familiar

Slurred




Background Sound(s):

Voices


Children

Street Noises

Static

PA System

Local/long distance

Music


Cellular

Motor Noises

Other: ________________

Questions to ask:

1. When is the bomb going to explode? __________________________________________

2. Where is the bomb located? ____________________________________________________

3. What does it look like? ___________________________________________________________

4. What kind of bomb is it? ________________________________________________________

5. What will cause the bomb to explode? ________________________________________

6. Did you place the bomb? ________________________________________________________

7. Why? ______________________________________________________________________________

Notes:
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