CELRHR 420-2-1

1/23/2004

                                           
CELRHR 420-2-1

1/23/2004
                                                                                                                                                                                                                                                         


OCCUPANT EMERGENCY PROGRAM

TABLE OF CONTENTS

Paragraph









Page
CHAPTER 1

INTRODUCTION
1-1



Applicability





     1

1-2



General






     

1-3



Scope






     1

CHAPTER 2

ORGANIZATION

2-1



Organization





     2

2-2



Duties and Responsibilities



     2

    a.



Designated Official                                                          2

    b.



Deputy Designated Official                                             2

    c.



Assembly Officer                                                             2

    d.



Communications Officer



     2
   

    e.



Building Coordinator                                                       2

    f.



Building Manager
                                                     3

    g.



First Aid Officer                                                              3

    h.



Supply Officer                                                                 3

    i.



Utilities Control Officers                                                 3

    j.



Security Officer
                                                     3

    k.



Area Monitors                                                                  3

    l.



Stairway Monitors
                                                     4

    m.



Ground Floor Exit Monitors                                            5

    n.



Handicapped Persons Monitors                                       5

    o.



Weekend and After Hours                                               6

CHAPTER 3

TRAINING
3-1



General                                                                            7

3-2



Drills                                                                               7

TABLE OF CONTENTS (cont’d)

Paragraph                                               CHAPTER 4                                                   Page 
EMERGENCY AND EVACUATION PROCEDURES

4-1



Control Center                                                                  8

4-2



Emergency Procedures                                                     8                                                                                                                                     
4-3



Evacuation Procedures                                                     8

4-4



Fire Doors                                                                         9

4-5



Mustering





      9
CHAPTER 5

EXPLOSION

5-1



Actions to Perform                                                          10

CHAPTER 6

SEVERE WINDSTORM – TORNADO

6-1



Actions to Take

CHAPTER 7

PANIC

7-1



Panic Defined

7-2



Panic Deterrents

7-3



Antidotes for Panic

APPENDICES

Appendix                                                                                                                        Page
A



Federal Building Evacuation Plan






Exhibits
    TABLE OF CONTENTS (cont’d)     
          1
Organization Chart



        
          2
Monitors




          3
Exit Routes

B



Bomb Threat Plan

C



Bomb Search Procedures

D



Checklist When You Receive a Bomb Threat Call

E



Suggested Practices for Fire Prevention

F



Listing of Local Radio and Television Stations
           OCCUPANT EMERGENCY PROGRAM

CHAPTER 1

INTRODUCTION

1-1  Applicability.  This Program is provided for use by the occupants of the Federal Building, 502 Eighth Street, Huntington, West Virginia.

1-2  General.  The Federal Government has an inherent responsibility for minimizing danger to life and property arising from the effects of fire, bomb threats, bombs, explosions, serious weather disturbances, civil disturbances, enemy attack, and other disasters affecting buildings housing Federal employees.  Every supervisor will become familiar with this Program and, at least annually, incorporate it as part of one safety meeting.

1-3  Scope.  These instructions are intended for the above-listed facility only and will be implemented upon order of the Designated Official.  (Plans for the field offices are included in the Physical Security Plan, Appendix F.)  Provisions of this plan will be made known to all building occupants by:


a.  Providing each employee with a copy of this plan.


b.  Posting evacuation routes.


c.  Posting listings of the Occupant Emergency Program Organization.


d.  Distributing emergency instructions.


e.  New employees will receive a copy during Human Resources orientation.

CHAPTER 2

ORGANIZATION

2-1.  Organization.  The Corps of Engineers is responsible for the development of an Occupant Emergency Program.  The Organization Chart for the Federal Building is included as Exhibit 1 to Appendix A.  GSA is responsible for the installation and maintenance of protective equipment such as warning devices, alarm systems, and fire fighting equipment.  Project supervisors are responsible for the field offices.
2-2.  Duties and Responsibilities.  Prior to emergencies, Corps personnel will be selected and trained for specific functions.  Occupants of the building will be instructed concerning emergency procedures.  Periodic drills will be conducted to test emergency plans.  The duties and responsibilities of personnel assigned to the Occupant Emergency Program Organization are as follows:


a.  Designated Official.  The District Commander, Huntington District, U.S. Army Corps of Engineers, Serves as the Designated Official and exercises overall command responsibility and coordinates all phases of the Program, ensuring that appropriate procedures are followed during emergencies.


b.  Deputy Designated Official.  The Deputy District Engineer serves as the Deputy Designated Official, the principal assistant to the Designated Official.  He reports directly to the assembly point during emergencies.


c.  Assembly Officer.  The Chief, Readiness Branch, Operations Division, serves as the Assembly Officer, responsible for supervising and expediting the planned and controlled movement of all building occupants during an emergency.  He/she is under the command of the Designated Official and performs the following duties:



(1)  Supervises and assists in the movement of personnel within, into, or out of the building as required during drills and actual emergencies.



(2)  Reports to the assembly point after emergencies.



(3)  Ascertains that Area and Stairway Monitors know their assigned stations and the location of equipment in their area.


d.  Communications Officer.  The Electronics Technician in the Information Management Office will serve as the Communications Officer, reporting to the Assembly Officer, and is responsible for establishing procedures and guidelines to assure adequate communications when the Program is implemented.


e.  Building Coordinator.  A member of the Safety Office team will serve as the Building Coordinator supervising the movement of personnel within, into, or out of the building as required during drills and actual emergencies.  The Building Coordinator reports to the Assembly Officer and performs the following duties:



(1)  Selects evacuation routes and ascertains that these routes are posted and made known to the building occupants.



(2)  Establishes new evacuation routes should a fire, bomb or suspicious device be discovered along the normal route of evacuation.



(3)  Receives reports from the Ground Floor Exit Monitors on status of building evacuation.


(4)  Reports to the assembly point after evacuation has been completed.



(5)  Trains personnel selected for the Occupant Emergency Program Organization.


f.  Building Manager.  The Building Manager (General Services Administration) is contacted by the Assembly Officer and will assist the tenant agency in developing the Occupant Emergency Program.  The Building Manager will assist the Assembly Officer in selecting qualified personnel for technical services.


g.  First Aid Officer.  The Nurse in the Federal Building’s Health Unit is the First Aid Officer, reports to the Assembly Officer and is responsible for establishing policies and rules governing the emergency treatment of ill and injured persons and other matters relating to emergency health, hygienic standards, and medical activities within the building during an emergency.  The First Aid Officer will assist the Assembly Officer in providing first aid and medical self-help training for Organization personnel.


h.  Utilities Control Officer.  The Utilities Control Officer (General Services Administration) is contacted by the Building Manager and reports to the Assembly Officer.  He is responsible for controlling the utilities in the building during an emergency.  Duties include:



(1)  Establishing a plan to attend mechanical devices such as ventilation, water, gas, steam valves, and electric power switches during an emergency.



(2)  Dispatching individuals, at the sound of emergency alarms, to prearranged control points for possible emergency actions.


i.  Security Officer.  The Security Officer reports to the Assembly Officer and is responsible for maintaining law and order during the period of shelter confinement.  The Security Guards evacuate the building and remain outside to insure that the building is secure.

j.  Area Monitors.  The Area Monitors report to the Building Coordinator and their duties include:



(1)  Assure that evacuation routes are clearly identified and are made known to the occupants of the building.



(2)  Direct the orderly flow of personnel along the prescribed evacuation routes.



(3)  Immediately establish an alternate route of evacuation within the building if the normal route of evacuation is blocked.



(4)  Assure that all personnel evacuate the building when alarm goes off.



(5)  During fire evacuations, assure that rooms are vacated, windows and doors are closed, and electrical appliances are turned off.  Before leaving the floor, close all fire doors.



(6)  During a bomb threat evacuation, assure that windows, if opened, and doors are left opened.  All lights and other electrical appliances are to be left as is.



(7)  The Area Monitors are the last to leave their assigned areas and will notify their respective Stairway Monitors that their areas are clear of personnel.


k.  Stairway Monitors.  The Stairway Monitors are responsible for controlling the movement of personnel into and within the stairway.  They report to the Building Coordinator.  Their duties include:



(1)  Inspect the stairway to insure there are no suspicious items.  Look up and down to the next landing.



(2)  Immediately establish an alternate evacuation route if necessary.



(3)  Instruct personnel to move in double file down the stairway, using the handrail.  



(4)  Keep the door to the stairway opened until the Area Monitor arrives.



(5)  Receive the report from their respective Area Monitors that their floor is clear, then close the door and leave with the Area Monitor.



(6)  Notify the Ground Floor Stairway Monitors that their floors are all clear and then proceed to the Assembly Area.



(7)  Employees are responsible for doing a visual inspection of their work spaces.  The intent of the visual inspection is for employees to identify any unfamiliar or disturbed objects within their area.  Individuals should report any suspicious objects found in the room to the Stairway Monitor during bomb search procedures.  Do not disturb unfamiliar items/objects.



l.  Ground Floor Exit Monitors.  The Ground Floor Exit Monitors report to the Building Coordinator.  The Ground Floor Exit Monitors control the egress from the building.  Their duties include:



(1)  Insure that exits are free from obstruction and that there are no suspicious items in the evacuation route.  Immediately establish an alternate egress route if a bomb or suspicious item is discovered near the exit of the building.



(2)  Open the doors to their assigned exits.  


(3)  Preserve order at exit areas.



(4)  Keep people at a safe distance from the exits and do not allow personnel to reenter the building until permission to reenter has been given by the Designated Official.



(5)  Receive reports from Stairway Monitors that their floors are all clear.



(6)  Report to the Building Coordinator at the assembly area.
.m.  Handicapped Persons Monitors.  The Handicapped Persons Monitors assist physically handicapped persons during evacuation of the building.  Their duties include:


(1)  Knowing the location of the handicapped persons who are to be assisted, their type of handicap, and the location of a wheel chair, crutches, or other equipment which may be required by the handicapped person.


(2)  Reporting to the nearest stairwell with the assigned handicapped person and remaining there until firemen have arrived on the scene.  The stairwells have a two-hour fire rating, once the doors are closed.  The firemen will be responsible for removing handicapped persons from the building.


(3)  If possible, carry the handicapped equipment, such as crutches and wheel chairs out of the building.

n.  Weekend and After Hours.  If the building has to be evacuated after regular duty hours or on the weekend, personnel will use the same exit procedures as during regular duty hours.  Once outside the building, the Security Guards will account for personnel using the sign-in roster.
CHAPTER 3

TRAINING

3-1.  General.  A continuing program of training and education for all Organization personnel is imperative to insure maximum effectiveness.  Personnel who are assigned duties and responsibilities shall be given specific training in the skills required to perform their assigned functions (e.g., first aid, handicap evacuation, etc).  The Designated Official is responsible for scheduling necessary training.

3-2.  Drills.  All Personnel will participate in evacuation drills.  Evacuation drills will be conducted at least annually under the direction of the Designated Official.

3.3  This plan will be discussed at a safety meeting at least annually.
CHAPTER 4

EMERGENCY AND EVACUATION PROCEDURES

4-1.  Control Center.  The Control Center for the evacuation of the Federal Building will be at the Assembly Area at the Big Sandy Superstore Arena where the Assembly Officer will be located.

4-2.  Emergency procedures.


a.  The fire alarm system will be used to inform the building occupants of fires.  The public address system will be used for bomb threats and weather emergencies. 


b.  It is important that emergency procedures be known in advance.  Delays caused by checking instructions after the alarm has sounded could cause avoidable injury or death.

4-3.  Evacuation procedures.


a.  Under no circumstances will an evacuation take place for a bomb threat, without the evacuation route being searched.  The Stairway Monitors will inspect the stairways by looking up and down to the next landing.

b.  The Designated Official will decide when evacuation orders will be given.


c.  Evacuation routes are described in the Building Evacuation Plan located in Appendix A.


d.  Upon evacuation of the floor or building, each Stairway Monitor and Area Monitor will report to the Ground Floor Exit Monitor they pass leaving the building.


e.  Building occupants will take the following action unless such action would endanger their lives:



(1)  Close windows during fires.  Leave the windows as is during bomb evacuations and severe weather emergencies.


(2)  Place exposed records in cabinets or desk drawers to protect them against damage.



(3)  Place classified documents in safe or keep them in personal possession.



(4)  In the event of fire, close, but do not lock the door when the last person leaves the room.  (Leave doors opened for bomb evacuations.)

4-4.  Fire Doors.

The stairway fire doors are to remain closed.  Do not prop them open; close any that are found to be opened.

4.5 Mustering

All employees must report to their immediate supervisor once they reach the muster point so that accountability of all building occupants can be completed.  Each office should keep a list of all employees readily available and this list should be carried to the Assembly Area. 

CHAPTER 5

EXPLOSION
5-1.  Actions to Perform.

In the event of an explosion in the building:


a.  Employees should take cover under tables, desks, or other such objects which will give protection against flying glass or debris.


b.  If possible, call the Corps of Engineers Emergency Number, extension 5284, to report the location of the explosion.


c.  After the effects of the explosion have subsided, the Designated Official will decide if there is a need to evacuate the building.

CHAPTER 6

SEVERE WINDSTORM—TORNADO

6.1.  Actions to Take

a.  If severe windstorms or tornadoes develop during working hours:



(1)  The Designated Official will decide whether or not to proceed to the sub-basement for shelter.



(2)  Employees will follow the directions of the Designated Official; they should remain near the inside wall (on the lower floors if possible), avoid rooms with large roof spans, and close windows and blinds.



(3)  The Utilities Control Officer will notify the Assembly Officer of any damage.


b.  If sufficient warning time is received, the Designated Official will decide whether to send employees home or to evacuate to the sub-basement within the building. 


c.  The Designated Official will keep a radio tuned to a local radio station for the latest weather information and pass this information to all personnel through use of the public address system.  Appendix F contains a listing of local radio and television stations.


d.  Campground evacuation is the responsibility of the Resource Manager.

                                                             CHAPTER 7

PANIC

7.1.  Panic Defined.  Panic may occur during an emergency.  The ability to control panic may save lives and reduce injuries.  Panic is defined as “A sudden, unreasoning, hysterical fear, often spreading quickly.”  Panic is caused by fear, although those involved may not know what they fear.  People may be tempted to join a fleeing crowd; the fright of those in motion is enough to suggest the presence of something to fear.  When this happens it may be difficult to control the crowd.  Attempting to reason with them may be futile, but it may be possible to control them by assuming leadership.

7.2.  Panic Deterrents.  The likelihood of panic, and the physical cause of panic, can be eliminated by an effective program of informing personnel of what is expected of them in an emergency.  In an emergency, the First Aid Officer will be in charge of removing the injured.  The Utilities Control Officer will have a crew prepared to clear away debris, control fire, and approach any emergency with calmness.  The Building Evacuation Plan includes arrangements to delineate clear routes to be taken in evacuating the building or going to the shelter; the Plan also assigns Organization personnel where they can take command of an emergency and give calm, decisive instructions.

7.3.  Antidotes for Panic.  In certain circumstances, it is conceivable that, in spite of emergency preparations, an unorganized group may be on the verge of panic.  Occupant Emergency Program Organization personnel will be trained to deal with this situation according to the following principles:


a.  Provide assurance.  Reassure the group by giving information calmly.


b.  Eliminate unrest.  Dispel rumors.  Identify troublemakers and prevent them from spreading discontent and fear.


c.  Exert positive leadership.  Decisively propose positive actions.  Assert what to do, rather than what not to do.

APPENDIX A

BUILDING EVACUATION PLAN

Federal Building – 502 Eighth Street

1.  Purpose.  The purpose of this plan is to provide guidance for the efficient and orderly evacuation of personnel from the Federal Building during a potential or actual fire situation or other emergency.

2.  Applicability.  This plan applies to all Government employees located in the Federal Building, 502 Eighth Street.

3.  Evacuation Signal.  The evacuation signal for a fire will be a continuous sounding of the alarm bells which are located in the corridors and offices of each floor.  Bomb threats and severe weather emergences will be announced over the public address system.   In the event the building is without electricity, the evacuation signal will be given by the public address system or word of mouth.

4.  Evacuation.  


a.  General:



(1)  Upon hearing the evacuation signal, all personnel will immediately begin exiting the building.  In order to effect a speedy and orderly evacuation, personnel will follow all instructions received from the building monitors.  Monitors will be identified by the wearing of flame-orange or red vests.



(2)  Personnel located in offices south of the elevator corridor will use the south stairwell as means of exit.  Personnel located in offices north of the elevator corridor will use the north stairwell as a means of exit.



(3)  Personnel situated on elevators when the evacuation signal is sounded will stop the elevator at the next floor, get off, and join an exit line on that floor.  As information, the elevators are equipped with smoke detection devices which, if actuated, will cause the elevators to immediately go to the first floor, where doors will open and they will remain.



(4)  Personnel situated in other than their normal office or in restrooms should join the exit line on that floor.



(5)  Personnel who are handicapped to the extent that they would require assistance or impede the evacuation shall remain at the appropriate stairwell and await the arrival of firemen.



(6)  Visitors will be assisted by the personnel they are visiting or by Area and Stairway Monitors.


b.  Monitors.



(1)  General.  Area, Stairway, Ground-floor Exit, and Handicapped Persons Monitors are under the direction of the Building Coordinator.  Monitors will be responsible for the supervision and expeditious evacuation of all personnel from the building.  As a means of identification, monitors will wear the flame-orange or red vests which are located in the fire hose cabinets on each floor.



(2)  Area Monitors are designated in Exhibit 2.  There is one monitor assigned for the north area and one monitor assigned for the south area of each floor.  The Area Monitor’s duties are listed in paragraph 2.j of Chapter 2.  The Area Monitors will notify their respective Stairway Monitors that their areas are clear of personnel.



(3)  Stairway Monitors are designated in Exhibit 2.  There are two Stairway Monitors assigned to each stairwell on the ground floor; all other floors have only one monitor per stairwell.  The Stairway Monitor’s duties are listed in paragraph 2.k

of Chapter 2.  The Stairway Monitors will notify the Ground Floor Exit Monitors that their respective floors are clear.



(4)  Ground Floor Exit Monitors are designated in Exhibit 2.  There is one Exit Monitor assigned to each of the rear building exits.  Their responsibility consists of controlling the movement of personnel from the building’s exits to the assembly area.  The Exit Monitor’s duties are listed in paragraph 2.l of Chapter 2.  The Ground Floor Exit Monitors will notify the Building Coordinator which floors are clear.



(5)  Handicapped Persons Monitors are designated in Exhibit 2.  The Handicapped Persons Monitor’s duties are listed in paragraph 2.m of Chapter 2.

    Occupant Emergency Plan

Organizational Chart
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Date:

Begin
Time:

End
Time:

How Reported:

Exact Words:

Questions to Ask:

When is bomb going to explode?

Where is the bomb right now?

What kind of bomb is it?

What does it look like?

Why did you place the bomb?

Why has this bomb been placed here?

What group is responsible for placing the bomb?

Where are you calling from?

Voice Details

Voice Description:

Probable Age:

Male Female Young

Middle Age Oid Accent Tone of Voice Background Noise

Voice Familiar: [_]Yes [ |No

Who Did It Sound Like:

Other Voice Characteristics:

Remarks:

Recipient Information

Name:

Telephone Number:

Location:
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	Federal Building Monitors

	
	
	
	
	
	

	Area Monitors
	
	Name
	
	Alternate
	Stairway

	Basement
	GSA
	Robert Jenkins
	
	
	North

	First Floor
	EC-C
	Wren Wilson
	EC-CM
	Jere West
	North

	
	IM-C
	Cheryl Depta
	HR
	Darrell Bledsoe
	South

	Second Floor
	RE-P
	Ralph Ackerman
	RE-P
	Hugh Coleman
	North

	
	EC-MR
	Rick Pemberton
	EC-CE
	Frank Albert
	South

	Third Floor
	PD-S
	John Rehme
	SO
	Shreda Gorum
	North

	
	NC
	Rusty Nida
	PD-R
	Pete Dodgion
	South

	Fourth Floor
	PM-M
	Ron Keeling
	PM-P
	Dwight Smith
	North

	
	CT
	Breeze Hale
	CT
	Connie Aliff
	South

	Fifth Floor
	EC-W
	Vic Pratt
	EC-W
	Linda Hazelett
	North

	
	EC-GD
	John Straub
	EC-GS
	Sean Carter
	South

	Sixth Floor
	EA
	Frank Matthews
	CS
	Kim Johnson
	North

	
	OR-TD
	Tom Plumley
	OR-TM
	Scott Kinzel
	South

	Seventh Floor
	EC-DA
	Jim Vassar
	EC-DA
	Raymond Rogers
	North

	
	EC-DE
	Richard Canterbury
	EC-DC
	Terry Noble
	

	
	EC-DC
	Dave Conley
	EC-DE
	Mike Barbour
	

	
	EC-D
	Steve Oleary
	EC-DS
	Todd Mitchell
	

	Eighth Floor
	IM-IC
	Jerry Taylor
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Stairway Monitors
	
	Name
	
	Alternate
	Stairway

	Basement
	Prestera
	Linda Miller
	
	
	

	First Floor
	EC-C
	Ivan Farley
	EC-CM
	Todd Newman
	South

	
	IR
	Jim Sampson
	LM
	Annie Williams
	North

	
	
	
	
	
	

	
	IM-C
	Bob Hall
	IM-R
	Lee Oxley
	South

	
	HR
	Jamie Lemley
	IM-C
	Wendy Farley
	

	Second Floor
	RE-P
	Betty Harmon
	RE-P
	Esta Chandler
	North

	
	EC-MR
	Matthew Martin
	EC-CE
	Janet Wolfe
	South

	Third Floor
	PD-S
	Steve Harris
	PD-S
	Dan Bailey
	North

	
	PD-R
	Bob Maslowski
	PD-R
	Pam Bailey
	South

	Fourth Floor
	PM-P
	Jerry Otwell
	PM-M 
	Carolyn Plants
	North

	
	EO
	Tracy Baker
	EO
	Geneva Lares
	South

	Fifth Floor
	EC-WH
	Christopher Lopez
	EC-TC
	Russel Craddock
	North

	
	EC-GG
	Mike McCray
	EC-GD
	Andrew McDavid
	South

	Sixth Floor
	EA
	Frances Crew
	PA
	Kathy Rea
	North

	
	OR-FN
	Lee Pittman
	OR-T
	Kathy Persinger
	South

	Seventh Floor
	EC-DS
	Jerry Casto
	EC-DE
	Andy Cremeans
	North

	
	EC-DS
	Jerry Midkiff
	
	
	South


	Ground Floor 

	Exit Monitors
	
	Name
	
	Alternate
	Area

	
	EC-CM
	Scott Pittman
	EC-CM
	Shane Hall
	North

	
	IM
	Harry Gieg
	IM
	Ken Shafer
	South

	
	
	
	
	
	

	Physically Impaired
	
	
	
	
	

	Monitors
	
	Name
	
	Alternate
	

	
	
	
	
	
	

	Emmett Land
	IM
	Ron Ray
	IM 
	Kerry Campbell
	1st Floor

	Greg Lovins
	
	Brent Smith
	
	Laura Becraft
	

	Sandy McCalister
	
	
	
	
	

	
	
	
	
	
	

	Jackie Smith
	RE-PI
	LaVada Richards
	RE-AP
	Dee Davis
	2nd Floor

	
	
	
	
	
	

	Patty Erwin
	Pace
	Judy Riley
	Pace
	Vickie Rowsey
	3rd Floor

	Lisa Mullen
	PD-R
	John Preston
	PD-R
	Chris Carson
	

	Wally Dean
	
	
	
	
	

	
	
	
	
	
	

	Robert Suiter
	CT
	Jim Grass
	CT
	Jim Nutter
	4th Floor

	Susan Dearnell
	RM
	Ron Saunders
	RM
	Crystal Adkins
	

	Jo Farrow
	
	
	
	
	

	
	
	
	
	
	

	Marsha Woods
	EC-M
	Deborah Czewski
	EC-M
	Larry Rowe
	5th Floor

	
	
	
	
	
	

	Teresa Maynard
	OR-M
	Barbara Burch
	
	
	6th Floor

	
	
	
	
	
	

	Alicia Scruggs
	EC-TS
	Tom Baker
	EC-DC
	Kevin Nelson
	7th Floor

	Cindy Kazee
	EC-DC
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Appendix B

Bomb Threat Plan

1.  Responsibilities.  If a person receives a bomb threat or finds what appears to be a bomb, it is his/her responsibility to notify the proper authorities.  He/she should remain calm to prevent panic and follow the instructions listed below.  Specific responsibilities are as follows:


a.  Verbal threats (telephonic or face to face).  These are the most common types of bomb threats received.  The person receiving the call and/or information should remain calm, obtain as much information as possible and record this on the Telephone Bomb Threat Checklist (Appendix D).  Notify the first-line supervisor immediately of the threat, giving the information obtained. 


b.  Written threats.  Written messages are usually associated with a generalized threat and extortion attempts.  A Written warning of a specific device may occasionally be received.  Once the message is recognized as a bomb threat, immediately report the matter to the first-line supervisor.  If a person finds what appears to be a bomb, it should not be touched.  Immediately notify the first-line supervisor.

c. If you have been directed to evacuate an area (to facilitate a detailed search)

leave all desk drawers and filing cabinets unlocked and partially opened (exception would be secure areas of the building).  Take all of your personal possessions with you.  Do a visual check of your area for any suspicious objects that might be a bomb.  If you detect something suspicious, report your findings to the area or stairwell monitor.  Leave hallway doors opened.  This allows blast pressure to escape and reduce the damage if a bomb does explode.

NOTE:  FIRST-LINE SUPERVISORS OF ALL DIVISIONS SHOULD ENSURE THAT THEIR EMPLOYEES ARE FAMILIAR WITH THE ABOVE PROCEDURES.


d.  The supervisor will immediately notify the Occupant Emergency Coordinator (Federal Protective Service) and the Contract Guard Service.


e.  The Occupant Emergency Coordinator and/or the Contract Guard Service will:



(1)  Notify the Designated Official that a bomb threat has been received.



(2)  Notify the supervisor whose area has been threatened.



(3)  Activate all or selected area monitors for aid in evacuation and other assistance, depending on the Designated Official’s decision.



(4)  Notify the appropriate enforcement agencies (e.g., local fire and police departments).



(5)  Alert medical personnel to stand by during a bomb threat.



(6)  Work with and supply information to the Designated Official for further decisions to be made.

2.  Designated Official.


a.  The decision to activate this portion of the plan will be made by the Designated Official or the Occupant Emergency Coordinator.


b.  Decisions to activate will be based upon the best available information, including the understanding for local tensions and the sensitivity of the target.  Advice shall be solicited, when possible, from the GSA Building Manager, from thee Federal Protective Service official and from Federal, state and local law enforcement.

3.  Occupant Emergency Coordinator.  After initial receipt of bomb threat information, the Occupant Emergency Coordinator will:


a.  Operate from the Command Center.


b.  Coordinate the movement of personnel from the immediate area or floor if an evacuation becomes necessary.  He will keep the Designated Official informed as to the building status.


c.  Decide, in conjunction with the Designated Official and Building Manager, what floors of the building are to be evacuated.

4.  Evacuation Procedures.


a.  All communications will be by telephone or messenger since the use of radios could be dangerous.  Radio transmissions can cause premature detonation of electric blasting caps.  If it becomes necessary to evacuate a floor, or part of a floor, occupants will be notified by the floor monitor or the public address system.


b.  Area monitors will be in direct contact with the Occupant Emergency Coordinator.  The area monitors will report their floors “all clear” or give locations of suspicious objects, if any.  They will evacuate the area or the entire floor of personnel if directed, and control the danger as per instructions.  All supervisors on the floor should be notified of the situation by the area monitor.


c.  Stairwell monitors will inspect stairwells as needed, report their findings to the area monitors, and assist in the movement of personnel if the area or floor must be evacuated.  The plaza at the Big Sandy Superstore Arena will be the assembly area for a bomb evacuation.


d.  Reentry into the evacuated area will not be permitted until the device or object has been identified, disarmed, removed, or it has been determined that the threat was a hoax and the building is safe.

5.  Procedure After Normal Working Hours.


a.  Supervisor Responsibility:  The supervisor will immediately notify the Building Contract Security Officer at extension 5582.


b.  Contract Security Officer Responsibility:  The Contract Security Officer will:



(1)  Decide to activate this appendix of the plan based upon the best information available.  Advice will be solicited, when possible, from the FBI and local law enforcement agencies.



(2)  If an evacuation becomes necessary, use the building fire alarm system to evacuate the occupants.



(3)  Ensure responding emergency personnel have unrestricted access to the building.



(4)  Be available to assist emergency personnel in gaining access to interior rooms.



(5)  Announce an “all clear” to the evacuated occupants only when advised by emergency response personnel.  See Paragraph 4d above.



(6)  Prepare an Incident Report and forward to the Building Occupant Emergency Coordinator and Building Manager.

Federal Protective Service 


Designated Official

Rickey A. Estep                           

Col. William E. Bulen
Telephone  (304) 528-7560


Telephone  (304) 399-5395

Pager  (800) 999-6710

Emergencies  (215) 507-0000

Appendix C
Bomb Search Procedures

1.  The best method for a rapid bomb search is to have area occupants search their own areas.  The occupants’ concern for their own safety will contribute toward a more thorough search.  Also the people conducting the search are familiar with what does or does not belong in a particular area.  Two-person search teams are recommended.

2.  The search technique includes the following items:
     a.  Initially, stand quietly with eyes closed and listen for a clockwork device.

     b.  Look for items not normally in the area; if something suspicious is found, DO NOT TOUCH!
     c.  Always search from floor to ceiling, looking for out-of-place ceiling tiles.

     d.  Never change the physical state of anything, i.e., electric appliance and equipment switches, desks, furniture.
     e.  If a suspicious item is found, DO NOT TOUCH.  Immediately report to the Stairway Monitor, who in turn will report to the Building Coordinator.
Appendix D
Checklist for Bomb Threat Reporting


Appendix E

Suggested Practices for Fire Prevention

1.  Maintain good housekeeping in all areas of the building; this is one of the most effective means of preventing a fire.

2.  Bring to the attention of your supervisor any apparent fire safety hazard existing in the building.

3.  The Federal Building is a non-smoking facility.  Smoking is permitted outside of the building and all smoking materials should be extinguished in the receptacles provided for that purpose.

4.  Oily rags or similar flammable materials in the building must be placed in approved metal containers provided for that purpose.

5.  Deposit all trash in receptacles.

6.  Exits and passageways should be kept clear to permit free movement of personnel and fire fighting equipment.

7.  Do not prop open fire doors.

Appendix F

Listing of Local Radio and Television Stations

Station


Frequency/Channel

Phone #

Location
WKLC (FM)


105.1                           743-1051

Huntington

WRVC (AM                           930


523-8401

Huntington

WRVC (FM)


 93.7


523-8401

Ashland, KY

WKEE (AM)


800


525-7788

Huntington

WKEE (FM)


100.5


525-7788

Huntington

WEMM (FM)


107.9


525-9366

Huntington

WTRC (AM)

           1420


453-6323

Kenova

WTRC (FM)


103.3


529-2558

Catlettsburg

WNST (AM)

           1600


743-9056

Milton

WNXT (AM)

           1260


(614)532-1161

Portsmouth

WNXT (FM)


 99.3


(614)532-1161

Portsmouth

WIRO (AM)

           1230


(614)532-1922

Ironton, OH

WAEZ (FM)


106.3


743-9056

Milton

WCAW (FM)


 99.9


925-4947

Charleston

WXVK (FM)


 97.1


523-9700

Huntington

WSAZ (TV)


CH  3


697-4780

Huntington

WCHS (TV)


CH  8


525-3991

Huntington

WOWK (TV)


CH 13


525-7661

Huntington

WVAH (TV)


CH 11


757-8823

Hurricane

WTSF (TV)


CH 61


(606)329-2700

Ashland, KY

WPBY (TV)


CH 33


696-6630

Huntington
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Evacuation Routes





Evacuation Procedures


Fire - alarm sounds, close windows, place classified documents in safe or keep in personal possession.  Close but do not lock office doors.  Personnel immediately begin to exit building.  Personnel in offices south of elevator use south stairwell.  Those in offices north of elevator use north stairwell.  If  on elevators stop at next floor, get off, exit on that floor.  Those not in their normal office or in the restroom exit that floor.  Physically impaired personnel remain at appropriate stairwell. Visitors will be assisted by the personnel they are visiting.  Exit building through rear doors.  Follow evacuation map for FIRE ROUTE.  Muster by reporting to your immediate supervisor at the Big Sandy Superstore Arena.  


 


Bomb – Designated Official decides to evacuate; announcement made throughout the building by word of mouth or Intercom, when installed. Leave windows as they are, check area work for suspicious objects.


Leave doors opened.  Follow other procedures as listed above.  Follow evacuation map for BOMB ROUTE.








Evacuation Routes  Everyone is to leave through the rear doors in order to get quickly away from the building and potential falling glass.  As shown, everyone will proceed down the alley to 10th Street, turn left and cross 5th, 4th, and 3rd Avenues.  Turn left again and proceed to the Civic Center.  The Civic Center is the Rallying Point because it is the only building in the area that can provide space for everyone in case of inclement weather.





7th  St








