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CHAPTER 1. GENERAL

INTRODUCTION

No person can predict when an emergency may occur. An emergency situation could be created by a fire, severe weather, civic disturbance, bomb threat, or an enemy attack.  Depending on the situation, human lives could be in jeopardy, and damage to Federal buildings and property could occur. The first consideration and major concern in evacuation procedures is SAVING LIVES. The Designated Official is authorized to order an evacuation based on the type of threat, the circumstances, and where the danger is or is suspected to be. By taking precautionary measures, the loss of lives and damage to Government property can be minimized.

PURPOSE

This publication contains instructions and procedures to be followed by occupants in the building located at 401 Hardin Road, Little Rock, Arkansas, in the event of an emergency situation.

SCOPE

This publication provides an organization for emergencies, assigns functions and responsibilities, prescribes actions to be taken under emergency conditions, and outlines an evacuation plan.

SUCCESSION OF COMMAND

The following officials have been designated to make command decisions relative to this plan.

NAME



TITLE 



 OFFICE EXT.

Dave Freiwald

Director 




3618
Jaysson Funkhouser
Assistant Director
 


3663
Sandra Dolls


Administrative Officer 


3604
CHAPTER 2. PLAN FOR EMERGENCIES

GENERAL

The Emergency Plan Team is established to protect occupants and property in the event of an emergency. The Team consists of supervisors and employees to perform services required during emergencies.

EMERGENCY PLAN TEAM

Personnel to staff the team are selected on the basis of qualifications and strategic location of all occupants. The Designated Official of the team, his alternate, and staff are responsible for the overall organization and direction of personnel to provide the following services, as required, in time of emergency:

Personnel Movement

Fire Control

Utilities and Damage Control

The Director, to the extent possible, will provide from his staff, personnel who are technically qualified in protection, evacuation, fire control, and the operation of utility systems, and will coordinate training for building occupants. The Designated Official will monitor all training for the Team to insure that all personnel are familiar with actions to be taken during emergencies.

a. Personnel Movement. The Route Monitors

(persons on each route farthest from exit) are

responsible for the planned and directed

movement of all building occupants in the event

of an emergency. The Monitors cover all floor

areas (halls, lobbies, corridors, storage areas,

and offices).

b. Fire Control. The Route Monitors are

responsible for knowing the location and

limitations of the fire-fighting equipment for their

respective routes. They must have a basic

knowledge of the proper techniques of

extinguishing small fires.

c. Utilities and Damage Control. In the event of

damage to the building, the Utilities and

Damage Control Monitor will be responsible for

control of the utilities (electricity, gas, water,

refrigeration units) with help from the Route Monitors.

CHAPTER 3. ACTIONS UNDER EMERGENCY CONDITIONS

AND COMMUNICATION SYSTEM

GENERAL

This chapter identifies the actions that must be taken when a disaster occurs or is

threatened creating an emergency condition. The center for all emergency

communications is located in the reception area near the front doors. During emergency

situations, the Control Center may be reached at ex. 3600.

FIRE

a. Alarm System - Automatic. The building is

equipped with smoke and heat detectors that

will activate the fire-alarm sound.  External doors

will unlock and vehicle lot gate will open automatically.
b. Alarm System - Manual. The manual “pull lever”

at fire alarm stations will activate the fire alarm

system. (PRANK ALARMS WILL NOT BE

TOLERATED)

c. Sprinkler System. The building is equipped with

a sprinkler system, with sprinkler heads located

in each room and hallways.

d. Fire Department. The alarm system has the

capability of automatically alerting the City Fire

Department.

e. Fire extinguisher. Use if fire is small.

f. Evacuation. Evacuation of the building will be

an AUTOMATIC response when the alarm

sounds with a continuous tone.

g. Monitors. Monitors should close all doors after

checking rooms to 1) indicate area has been

checked for personnel and 2) retard the spread

of fire.

DO NOT RETURN FOR VALUABLES

 BOMB THREATS (see Appendix D)
Any person receiving a bomb threat by telephone should:

Handle the telephone call calmly and courteously.

DO NOT place the caller on “hold”.

DO NOT attempt to transfer the call.

Take notes on the content of the telephone call asking:

When will the bomb explode?

Where is the bomb located?

What kind of bomb is it?

What does the bomb look like?

Why was the bomb placed?

Record any background noise or other information which may help in the

investigation.

After the caller has hung up:

Immediately report threat to Designated Official (refer back to list on page 4) who, in

turn, will alert local police and FBI.

Complete Bomb Threat Information sheet (Appendix D).

Any person receiving a bomb threat in writing should:

Ask the messenger (if delivered by one) what his/her name is.

Ask who told him/her to deliver the message.

Ask the same questions asked of a person telephoning a bomb threat.

Do NOT handle the bomb threat any more than necessary.  This is to preserve
evidence.

Command Center Team

MEMBERS OF THE COMMAND CENTER TEAM MUST NOT USE TWO-WAY RADIOS IN CASE THE BOMB MAY BE ACTIVATED BY RADIO SIGNAL. USE HAND OR TELEPHONE SIGNALS AS NEEDED.

Designated Official/Occupant Emergency Coordinator: Dave Freiwald
Activate Command Center Team
Verify FPO notification/response
Determine appropriate course of action
Damage Control Coordinator:

Report to Command Center

Activate Damage Control Team
During normal duty hours, the Designated Official will decide on necessary action. These

actions may include evacuation, activation of the Plan and notification of the Route

Monitors. No general alarm will be given, and no evacuation started without approval of

the Designated Official. However, in the event of information or circumstances indicating

a clear and immediate danger to lives, evacuation should be started at once, without

consultation.

After normal duty hours, the Designated Official, or his alternate, will take any action

considered necessary, which may include alerting all building occupants.

EXPLOSIONS

a. In the event of an explosion in the building, employees should take cover under tables, desks, etc. which will give protection against flying glass or debris in the event of additional explosions. The alarm system should be activated and the Designated Official notified.

b. Follow instructions from floor monitors.

TORNADOS AND SEVERE THUNDERSTORMS

Duty Hours

Any person that hears of threatening weather conditions should alert the Designated

Official. The alerts issued by the nearby Weather Service Office and radio stations

should be augmented by visual observations. In the event that a storm severe enough to

cause damage to the building or occupants appears to be approaching, the Designated

Official/Alternate will direct all occupants to move immediately to the center hallways.

Alarm: The storm-warning alarm and instructions will be given using the phone page system.
Non-Duty Hours

When it is determined that emergency conditions are such to prevent employees in

significant numbers from reporting to work, the Designated Official will have a message

recorded on the emergency telephone (501) 228-3666. In the event the telephones are

not working, call your immediate supervisor.

You are responsible for maintaining contact and abiding by the message, unless

individually directed otherwise.

HOSTAGE SITUATION

In the event of a hostage situation, personnel should remain calm, notify the Designated

Official, if possible. Prior to the arrival of properly trained law enforcement agencies, the

ONLY individual responsible for communications will be the DESIGNATED OFFICIAL.

Isolate the area involved by evacuating employees and visitors and prevent entry by

unauthorized persons.
EMERGENCY MEDICAL SERVICE

For minor health problems or injuries, use your first aid training and then seek medical

attention, if necessary.

Little Rock Family Practice
Central Clinic

701 North University Avenue, Suite 100 
Little Rock, Arkansas 72205
501-664-4810
501-663-1256 (Fax)
7:45 a.m. to 4:00 p.m
The switchboards are open 8 a.m.-5 p.m.

Monday through Friday.
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For serious health emergencies: heart stopped, breathing stopped, heavy bleeding from

major injury, fainting, seizures, etc.:

a. Call 911 (giving information calmly).

b. Perform CPR with AED (in break room), rescue breathing, or

First Aid as needed until help arrives.

CHAPTER 4. EVACUATION AND PERSONNEL MOVEMENT PLAN

ALARM SYSTEM

The general alarm for evacuation or personnel movement will be given using the

telephone paging system or the building alarm system. The alarm may be sounded for a

fire drill, an actual fire, or any other emergency, upon order from the Designated Official.

EVACUATION

When the alarm is given, the building occupants shall proceed to the nearest exit and

evacuation site. The exits and routes are shown on the building floor plans given in

Appendix B and posted in each room or cubicle.

SHELTER

When the announcement is given, all building occupants shall proceed to the center

halls.

APPENDIX A

EMERGENCY STAFF ASSIGNMENTS

Designation 



Name 





Alternate

Designated Official 


Dave Freiwald 


     Jaysson Funkhouser

Route Monitors:

Dwight Lasker (section 1) 



Dennis Evans
Adam Jones (section 2) 



Elizabeth Beavers
Reed Green (section 3)



Jeanne De Lanois
Aaron Pugh (section 4) 



Rheannon Hart
Billy Justus (section 5) 



Drew Westerman
Randall Cole (section 6) 



Barry Jackson
 
Jonathan Gillip (section 7)



Student
Utilities and Damage Control Monitor:  Becky Bowling, alternate Jeanne De Lanois
TELEPHONE NUMBERS OF KEY PERSONNEL

Fire Department 



911 



Alarm System

Name 




Extension No. 


Cell Phone

Dave Freiwald 



3618 



(501) 554-6283
Jaysson Funkhouser


3663



(501) 766-3663
Jeanne De Lanois 



3670 



(734) 546-0763
APPENDIX B 
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APPENDIX C

GENERAL EVACUATION PROCEDURES

1. Direct visitors/new employees who are in area to follow you.

2. Walk quietly to your designated exit or the one nearest to you. If there is smoke, drop to hands and knees and crawl to the nearest exit. It is important to know your way around your floor and to know where exits are located.

3. REMAIN CALM. Do not talk unless necessary.

4. Keep arm’s length distance between you and the person ahead of you.

5. Upon exiting the building, follow evacuation map to your designated area.

6. Remain at evacuation site for roll call from sign-in sheet provided by Occupant Emergency Coordinator. Personnel are not allowed to leave their designated evacuation site until instructed to do so by their route monitor.

7. STAY OUT OF THE STREET AND DRIVEWAYS except when you must cross to reach the evacuation site. Do not move vehicles from the parking lot.

8. Heed instructions from route monitor.

9. Building re-entry authorization will be through your route monitor as instructed by the safety coordinator.

APPENDIX D

U.S. DEPARTMENT OF THE INTERIOR

BOMB THREAT DATA SHEET

REPORT CALL TO                                                                                                                                                                          :
QUESTIONS TO ASK                                                                                                                                                                      :

 
1. TIME (A.M. OR P.M.) BOMB IS SET TO EXPLODE?                                                                                                    .                                                                                                                                                                  
 
2. LOCATION OF BOMB(S)?

 
 A. BUILDING: 

B. FLOOR: 

C. AREA                                                                                                :

 
3. WHAT DOES IT LOOK LIKE?                                                                                                                                         .
 
4. WHAT KIND OF BOMB IS IT?                                                                                                                                        .
 
5. WHAT WILL CAUSE IT TO EXPLODE?                                                                                                                         .
 
6. DID YOU PLACE THE BOMB(S)?                                                                                                                                  .
 
7. WHY?                                                                                                                                                                              .
 
8. WHAT IS YOUR ADDRESS?                                                                                                                                          .
 
9. WHAT IS YOUR NAME?                                                                                                                                                 .
TIME:

 DATE:

.                                                                                                                                                                                                        .
DID CALLER INDICATE KNOWLEDGE OF THE FACILITY?                                                                                                        .
EXACT WORDING OF THE THREAT
                                                                                                                                                                                                         :

DESCRIPTION OF CALLER’S VOICE: (CIRCLE)
MALE 


FEMALE 


YOUNG 

OLD 

MIDDLE-AGED

CALM 


NERVOUS 


REFINED 

ROUGH 

ACCENT

DISGUISED

SPEECH IMPEDIMENT

DID YOU RECOGNIZE THE VOICE? WHOSE VOICE WAS IT?                                                                  .
BACKGROUND NOISE: (CIRCLE)
TRAFFIC 

HORNS 


WHISTLES 

MUSIC

 BELLS

AIRCRAFT 

TAPE RECORDER

MACHINERY 

BOOTH 
ANIMAL NOISES

VOICES 

RUNNING MOTOR 

OTHER:

 (TYPE):
.                                                                                                                                                                      .
TELEPHONE LINE DATA: 
1. LINE ON WHICH THE CALL WAS RECEIVED:
2. ROOM NUMBER:
3. NAME OF PERSON RECEIVING CALL:

.                                                                                                                                                                      .

COMPLETE AND KEEP THIS FORM. FOLLOW INSTRUCTIONS RECEIVED FROM

THE DESIGNATED OFFICIAL TO WHOM YOU REPORTED THE THREAT.
CAUTION: DO NOT TALK TO OTHERS ABOUT INCIDENT.

.                                                                                                                                                                      .
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