

OCCUPANT EMERGENCY PLAN (Abbreviated)

DATE

(This form is provided as a suggested guide for storefront and/or ground level small office space)
     

AGENCY
AGENCY

     
     

FIRE
POLICE
MEDICAL ASSISTANCE

     
     
     

FEDERAL PROTECTIVE SERVICE
BUILDING MANAGER
OTHER PHONE

     
     
(   )-   -    

OFFICIAL IN CHARGE
DUTY PHONE

     
(   )-   -    

EMERGENCY ORGANIZATION INFORMATION
(Coordinators, Monitors, and Bomb Search Officer)








NAME
DUTY
OFFICE PHONE
OTHER PHONE

1.
     
     
(   )-   -    
(   )-   -    

2.
     
     
(   )-   -    
(   )-   -    

3.
     
     
(   )-   -    
(   )-   -    

4..
     
     
(   )-   -    
(   )-   -    

EMERGENCY PLAN GUIDANCE

Know Evacuation Routes
Know the Plan of Action

FIRE OR SMOKE
BOMB THREAT




1.  Sound building alarm.
1.  Record information on back of this form.

2.  Call Fire Department
(   )-   -    
2.  Notify Official in Charge
(   )-   -    

3.  Notify Official in Charge
(   )-   -    
3.  Notify Police
(   )-   -    

4.  Notify Buildings Manager
(   )-   -    
4.  Notify Federal Protective Service
(   )-   -    

5.  Notify Federal Protective Service
(   )-   -    
5.  Notify Buildings Manager
(   )-   -    

6.  Assist Fire Department.

7.  Close windows and doors (Do not lock)
6.  Search immediate area and public areas for suspicious object.


7.  If suspicious package or bomb found:


a.  Do not touch!

EARTHQUAKE
b.  Notify Bomb Squad
(   )-   -    


c.  Evacuate area.

1.  Take cover under table, desk, or in doorway.


2.  Do not run outdoors.





SEVERE WEATHER
CIVIL DISTURBANCE




1.  Secure objects outside building.
1.  Notify official in charge.

2.  Prepare to move to place of safety.
2.  Secure doors.

3.  Stay away from large windows.
3.  Notify Police
(   )-   -    

4.  For tornado, open windows.
4.  Notify Federal Protective Service
(   )-   -    

5.  Know location of utility shutoff valves and switches.
5.  Notify Buildings Manager
(   )-   -    

6.  Stay tuned to weather reports.


7.  Standby for further instructions.




NOTE:  In all emergencies, be prepared to assist the handicapped.
Bomb Threat Checklist on Reverse Side



GSA form  3415
4/16/93


cdavidm@usa.net

