EMERGENCY EVACUATION PLAN FOR STATE BUILDINGS

The purpose of this Emergency Evacuation Plan is to prescribe procedures for response to immediate life-threatening situations that would likely involve a large number of state employees and their visitors.  The immediate life-threatening situations discussed in this plan focus around fire, tornado, and placement of explosive devices or bomb threat calls.  Adherence to this Emergency Evacuation Plan will reduce the element of risk that employees and visitors are exposed to while they are here.  Adherence to this Emergency Evacuation Plan does not necessarily guarantee total physical safety while here, however.  This plan will work only with your cooperation and good judgment.

Introduction
You have been chosen, or have volunteered, to represent your work area in this Emergency Evacuation Plan.  You have the responsibility to assure that employees and visitors in your area or zone are directed and/or accounted for, should those employees or visitors have to quickly relocate to an area of safety, shelter, or refuge.  Fire alarm pull stations are strategically located on each floor.  When activated, the fire alarm emits a continuous sound.  If the building is equipped with elevators do not attempt to use them during an emergency evacuation.  General instructions, which should become a part of your daily routine, are as follows.

General Instructions
The following steps must be satisfactorily accomplished before an emergency occurs:

1)
Inform all employees in your work area (referred to hereafter as zone) of their primary 
and secondary escape routes.  Put simply, a primary escape route is the nearest approved 
exit from the floor or the structure.  A secondary escape route is any of the next closest 
approved escape routes off of a floor or out of the building.

2)
If any physically handicapped employees work in your zone, send a listing of the 
name, work telephone number, location of work station, and, if possible, type of handicap: temporary or permanent, wheelchair, crutches, blind, deaf, heart 
condition, or pregnancy (yes, some physicians have indicated that they do not want 
their patient traversing a large number of stairs during latter stages of pregnancy), to 
the Facility Manager.  The list should be updated if or when changes or additions occur.

3)
Assure that all aisle ways, passageways, and corridors leading to exits be kept clear at all 
times.  If assistance is needed to assure clear exit passage, contact the Facility Manager.

4)
Make certain your alternate is aware of your absence; vacations, three-day 
weekends, training seminars, sick leave, out-of-town or out-of-building work 
assignments, etc. so that your alternate can act in your capacity.

Specific Instructions - FIRE

Should a fire be discovered in your building, the absolute first action that members of the emergency evacuation network, or any other employee should take is to assure that all occupants of the building are advised of the emergency.  This means activating the fire alarm system.  The building has an approved fire alarm system installed.  Because a fire alarm system is a mechanical device, it is subject to failure.  Therefore, once the fire alarm system is activated, a back-up telephone call advising of the fire to the number printed at the bottom of this page IS REQUIRED.  Your telephone call or message must include your name, location, and the nature and extent of the fire.

Once notification steps are started, you are to search all areas in your zone to assure that persons present have received notification, or have heard the alarm signal.  Searching must be thorough, and include restrooms for both sexes, storage rooms, computer rooms, soundproof rooms, and all other occupied areas.  Employees are to be directed outdoors and away from the building, maintaining at least 100’ distance away from the structure.  Situations of persons refusing to evacuate are to be reported to the command post.  NOTE:  During an evacuation, elevators will not be in use, except for carrying fire fighters and other emergency personnel.

If handicapped persons are present in the building, they should be immediately removed from the building or placed in a temporary refuge area.  In multistory buildings, handicapped persons should be placed in stairways, on landings, with an ambulatory person remaining to assist when, and if, necessary.  It is recognized that this is a difficult situation for everyone, but that it can also be made less stressful when the reasons for the monitor program procedures are known.

NOTE:  Stairwells, by code, are a building within the building and represent a safe area during a fire emergency.  This safe area gives the fire department the time needed to arrive and assess the situation.  Once the fire department or the chief fire official is on site, they are in charge of the facility.  In most cases the handicapped persons will not have to be evacuated any further.  If it is determined by the fire official that it is necessary to evacuate the stairwells, it would be done at this time.  Possibly the fire department may evaluate the scene and determine that it is safe to evacuate any handicappers from the upper floors by use of the elevators.  If in fact the Fire Officials determine that the elevators are not a safe method of evacuation, personnel in the stairwells would be assisted down the protected stairwells.  If this type of evacuation does become necessary, they will be assisted out of the building by fire fighters or other emergency personnel who are trained in proper procedures.

Once all of the preceding details have been accomplished, you are to report to the head floor monitor the status of your zone.  The head floor monitor will report to the building command post.  After all duties are carried out, proceed outside along with the other employees.
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A Word About Fighting Fire

Portable fire extinguishers are distributed throughout each floor in the building.  They are intended for use on small fires only, and are not considered to be a significant fire fighting aid.  People will often be lulled into thinking that adequate distribution of portable fire extinguishers is all that is necessary for good fire safety.  Portable fire extinguishers: 1) have a limited supply of extinguishing agent, 2) are subject to theft or misplacement, 3) are not automatic (require a human element to operate), 4) use can be affected by smoke or heat generated, hindering close approach to fire, 5) may have an extinguishing agent that will not support life or is an irritant to respiration, and 6) may be too heavy for use by some persons.

For the above reasons, actual fire fighting efforts and techniques are not addressed or included as part of this evacuation plan.  Your good judgment must determine if the use of these extinguishing devices is warranted or safe.

Specific Instructions - Tornado
The Facility Manager monitors the National Weather Service radio frequencies continuously.  Should weather conditions warrant, the Facility Manager will notify the building personnel of a watch or warning.  When a tornado watch is issued, there is, as a matter of practicality, little you can or should do as a member of the emergency network.  Continue your official duties, but remain aware that weather conditions could deteriorate further.  You will be advised of tornado watches by telephone.  Should the National Weather Service issue a tornado warning, or a tornado be sighted by observers, the area Civil Defense sirens will be activated.  (Also, be prepared for the possibility that no warning will be given.  Not all tornados are sighted in time to give warning.)  The Civil defense siren will be your signal to evacuate employees in your zone to the shelter area.

As a member of the Emergency Network, your duties will remain essentially the same as in a fire evacuation.  The major difference is that employees and visitors are to be directed to the sheltered area of the building (shaded sections of the map).

When your zone has been thoroughly searched, individuals with disabilities accounted for and the zone is empty, proceed to the designated shelter area mentioned above.  Situations of persons refusing to evacuate are to be reported to the Command Post.

Specific Instructions - Bombs
Should an object be discovered that is perceived to be an explosive device, or information be received that an explosive device is somewhere in the building, all employees should be advised to notify the proper authorities at the number listed at the bottom of this page.  Because the content of bomb threats and the make-up of each suspected explosive device can vary so widely, members of the emergency network should remain flexible.  There may, or may not be, enough time for a thorough search.  The decision to remain and search, evacuate, or do nothing (a bomb threat may be a hoax) will be made by the Facility Manager, with input from the proper authorities.  If a search is made, you are to make contact with all employees in your zone, requesting that they perform an eyes only search of their work station(s).  Eyes only and hands off should be stressed.  If a suspicious object is discovered, it should be immediately isolated.  Employees above, below, and beside, will be quietly ordered to leave.  The proper authorities will then begin disposal efforts.

In the event that a possible bomb threat is received by an employee in your area, they should be informed to do the following, if possible:

1)
Contact a supervisor, or co-worker to listen to the conversation with them, and keep the 
individual talking as long as possible, while someone else calls the number listed below.

2)
Note any identifiable characteristics of the caller, and any other noticeable features, such 
as background noises, etc.

3)
Inform the individual of the possibility of harm to people in the building area.

4)
Try to get information.  What kind of device is used, where located, why planted, and 
time of detonation.

5)
All threats are to be kept strictly confidential so as not to alarm falsely those persons 
surrounding the immediate area.

Should a building be evacuated with no search, the evacuation will be conducted similar to a fire evacuation.
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GRAND RAPIDS OFFICE BUILDING

2942 FULLER NE

EMERGENCY EVACUATION & SEVERE WEATHER PLAN

During an emergency that requires building evacuation, the listed steps are to be followed:

1. Exit building at the nearest EXIT.  (See posted Emergency Evacuation/Severe Weather Route)

2. All employees are to meet at the North end of the West parking lot.  (See posted Emergency Evacuation/Severe Weather Route)

3. Designated employee(s) will ensure that all others have left their area/department. (i.e.; MIOSHA, Liquor Control, Workers Compensation)

If severe weather is reported (i.e.; tornado), all employees are to go to either, the Conference Room across from the bathrooms or one of the Hearings rooms.  (See posted emergency Evacuation/Severe Weather Route)

The designated employee(s) will ensure that their area is clear.

Completed 2/26/2008
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TORNADO WARNING


1. Do not leave the building.


2. Proceed to the shelter area within the   building.


3. DO NOT use the elevators.


4. Return to work stations only after the “all clear” has been given.	





FIRE ALARM


1. Leave immediately via the                                                                   nearest exit.


2. DO NOT use the elevators.


3. Follow escape route arrows.


4. Move a minimum distance of                       100’ from the building.


5. DO NOT return to the building until the “all clear” has been officially announced.
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TORNADO WARNING


1. Do not leave the building


2. Proceed to the shelter area within the building.


3. DO NOT use the elevators.


4.Return to work stations only after then “all clear” has been given.





FIRE ALARM


1. Leave immediately via the nearest exit.


DO NOT use the elevators.


2. Follow escape route arrows.


3. Move a minimum distance of 100’ from the building.


4. DO NOT return to the building until the “all clear” has been officially announced.
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TORNADO WARNING


1. Do not leave the building


2. Proceed to the shelter area within the building.


3. DO NOT use the elevators.


4.Return to work stations only after then “all clear” has been given.





FIRE ALARM


1. Leave immediately via the nearest exit.


2. DO NOT use the elevators.


3. Follow escape route arrows.


4. Move a minimum distance of 100’ from the building.


5. DO NOT return to the building until the “all clear” has been officially announced.
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