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Approving Signature 

Note: Go to appropriate chart (Austin Building and Operations Center - page 1; other than Austin Building and Operations Center - 
page 2) and read down appropriate column based on type of emergency as defined below: 

 
• “Life-threatening Medical Emergency” - A situation where the victim is in severe pain, having difficulty breathing or not 

breathing at all, confused or irrational, unconscious, etc. 
 
• “Non-life-threatening Medical Emergency” - A situation where the victim is conscious, rational, and able to talk. 
 

AUSTIN BUILDING AND OPERATIONS CENTER 
  
 

Life-Threatening Emergency 
 

Non-Life-Threatening Emergency 
 

Supervisor/Co-Worker Supervisor/Co-Worker 
 

1. Becomes aware that victim needs immediate medical 
assistance. 

 
2. Calls Central Control at 30190 for emergency assistance or 

to request ambulance, giving building, floor, pillar number if 
available, division and location (east/west wing, north/south 
corridor, etc.). 

 
3. Calls two nearest First Responder(s)1 to assist victim, giving 

division, floor, pillar number and location. 
 
4. If victim is an employee, obtains employee’s form 1876 

MEDICAL EMERGENCY NOTIFICATION RECORD 
from file located in employee’s immediate work unit, 
detaches copy and gives to First Responder(s) or paramedics 
on arrival.2 

 

1. Becomes aware that victim needs medical assistance. 
 
2. Calls nearest First Responder1 to assist victim, giving division, floor, 

pillar number and location (east/west wing, north/south corridor, 
etc.). 

 
3. If victim is an employee, obtains employee’s form 1876 MEDICAL 

EMERGENCY NOTIFCATION RECORD from file located in 
employee’s immediate work unit, detaches copy and gives to First 
Responder(s) on arrival.2 

 
4. If ambulance is needed, calls Central Control at 30190 to request 

ambulance and gives building, floor, pillar number and location. 
 

 
Supervisor 

 
Note: If victim is a Treasury employee, follows steps 5 through 7. 
 
5. Calls the person(s) listed on 1876 to be notified in medical emergency and requests that he/she take charge of 

victim.  (If victim is not an employee, omits this step.) 
 
6. Notifies Human Resources Division of emergency and action taken. 
 
7. If an employee’s injury was caused by a work-related accident3, completes form 1899 TREASURY ACCIDENT 

REPORT as soon as victim has been treated and distributes copies as follows: 
 
A. Original copy - to Human Resources Division 
B. One copy - to supervisor 
C. One copy - to injured employee. 

  
 

1 Medical Emergency Instructions and First Responders List should be posted in every division.  They are also posted on Treasury’s Intranet 
site. 

2 Refer to Policy ET-03071 for proper storage of and access to 1876s. 
3 Refer to Policy ET-03073 for reporting on-duty accidents. 
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FIELD OFFICES OTHER THAN AUSTIN BUILDING AND OPERATIONS CENTER 

  
 

Life-Threatening Emergency 
 

Non-Life-Threatening Emergency 
 

Supervisor/Co-Worker Supervisor/Co-Worker 
 

1. Becomes aware that victim needs immediate medical 
assistance. 

 
2. Calls Building Management or other emergency number for 

emergency assistance and gives division, floor and location, etc. 
 
3. Calls nearest First Responder(s)1 to assist victim, giving address, 

floor, location, etc.  
 
4. If victim is an employee, obtains employee’s form 1876 

MEDICAL EMERGENCY NOTIFICATION RECORD from 
file located in employee’s immediate work unit, detaches copy 
and gives to First Responder(s) or paramedics on arrival.2 

 

1. Becomes aware that victim needs medical assistance. 
 
2. Calls nearest First Responder(s)1 to assist victim, giving division, 

floor, location, etc. 
 
3. If victim is an employee, obtains employee’s form 1876 

MEDICAL EMERGENCY NOTIFCATION RECORD from file 
located in employee’s immediate work unit, detaches copy and 
gives to First Responder(s) on arrival.2 

 
4. If ambulance is needed, calls Building Management or 

emergency number to request ambulance and gives address, floor, 
location, etc. 

 
 

Supervisor 
 

Note: If victim is Treasury employee, follows steps 5 though 7. 
 
5. Calls person(s) listed on 1876 to be notified in medical emergency and requests 

that he/she take charge of victim.  
 
6. Notifies Human Resources Division of emergency and action taken. 
 
7. If an employee’s injury was caused by a work-related accident3, completes form 

1899 TREASURY ACCIDENT REPORT as soon as victim has been treated and 
distributes copies as follows: 

 
A. Original copy - to Human Resources Division 
B. One copy - to field Health and Safety Agent 
C. One copy - to supervisor 
D. One copy - to injured employee. 

  
 

1 Medical Emergency Instructions and First Responders List should be posted in every division and also at strategic places within  
 the building (e.g., near elevators, restrooms, etc.).   
2 Refer to Policy ET-03071 for proper storage and access to 1876s. 
3 Refer to Policy ET-03073 for reporting on-duty accidents. 
 

 End 
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