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emergency procedures that should be followed if an inci-
dent occurs at this facility.
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In the event an accident or iliness of an employee or visitor takes place in your office
area:

1. Call 9-1-1 and Security Operations at 874-HELP (4357).
2. Give the following information to both:
A. Building Name
B. Floor of building and location of accident or iliness.
C. Type of injury, illness or symptoms.
3. Do not move injured or ill person. Try to make them comfortable.

4. If possible, have someone meet the emergency units at elevator on your floor.

THIS IS WHAT HAPPENS:

Bbu'ldm‘
1. Emergency units will respond and responsible M‘Ztaﬂ will be notified by radio.

2. The Fire Rescue Squad and/or ambulance will be with you shortly and administer
medical assistance or take the ill or injured person to the hospital.

EMPLOYEE OR PUBLIC ACCIDENT
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~ 8-1-1 AND SECURITY OPERATIONS - 874-HELP (4357)

- IF'YOU RECEIVE A BOMB THREAT CALL, STAY CALM. IF POSSIBLE, RECORD THE
- CALL.ADVISE THE CALLER IF YOU CAN THAT THE DETONATION OF THE BOMB
MAY KILL OR INJURE INNOCENT PEOPLE. OBTAIN AS MUCH OF THE FOLLOWING
INFORMATION AS POSSIBLE:
Where is the bomb?
What time is it set to go off?
Is the call a hoax or ligitimate? (circle one)

JUDGE THE VOICE: Man Woman Child Age

Drinking Other

Listen for any background noise:

Check If | Heard Description

Music

People Talking

Cars or Trucks

Airplaﬁe

Children or Babies

Machine Noise

Typing

Other

TELEPHONE OPERATORS CHECK LIST - BOMB THREAT
9-1-1 AND SECURITY OPERATIONS - 874-HELP (4357)

'BOMB THREAT CHECK LIST
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What should make me suspicious of a piece of
mail??

* |t's unexpected or from someone you don't know.
» It's addressed to someone no longer at your address.

* |t's handwritten and has no return address or bears one that you cannot confirm as
legitimate.

»  It's lopsided or lumpy in appearance.
» It's sealed with excessive amounts of tape.
» It's marked with restrictive endorsements such as “Personal” or “Confidential”.

+ |t has excessive postage.

If you receive a suspicious piece of mail...
¢ Don't handle a letter or package you suspect is contaminated.

¢ Don't shake it, bump it, or smell it.

*  Wash your hands thoroughly with scap and water.

*  Notify local law enforcement authorities.

¢ Notify Security Operations.

s Cover the mail.

¢ Place the mail/package in a far comer of the office suite. Do not allow others near
the mail.

* Until released by authorities, do not permit persons to enter or leave the suite.

SUSPICIOUS MAIL
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Should a power failure occur, call Security Operations. It is recommended that tenants
turn off all computer and electrical equipment. Back up computers and save all work prior
to shutting down.This will lesson the electrical load of the circuits in the building when
power is restored. An emergency generator system will provide the necessary power for
emergency lighting in the stairwells and corridors.

Prolonged power failures may require building evacuation. Refer to that portion of this
manual.

Remember;

¢ The power of the Life/Safety system will remain operational. Life/Safety systems
are required to have battery back up.

* Emergency lighting and exit signs will automatically come on.

For your safety:
* Keep at least one flashlight in use.
* Turn off electrical office machines and appliances.
¢ Take care when moving in dimly lit areas.

¢ Remain calm.

This is what happens:
1. Security Operations will contact you with appropriate instructions.

2. Power will be restored to the building as soon as possible and normal activities
may resume.

3. If power cannot be restored within a reasonable time period, appropriate
evacuation instructions will be relayed by Security Operations.

POWER FAILURES
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