
 
 

 

 

 
EMERGENCY RESPONSE PROCEDURES 

 
1000 Wilson Boulevard 

A supplement to the Fire Safety Plan Covering 
 

Command 
Notifi cation 

Duties 
Evacuation 
Procedures 

 

 

 

 

 

 

 

 



 2 

 

Table of Contents 

I. Emergency Response Team and Initial Actions 

II. Emergency Notification 

III. Emergency Command Post 

IV. Chain of Command 

V. Emergency Equipment 

VI. Building Floor Plans 

VII. Tenant Lists 

VIII. Off Hour Occupancy 

IX. Evacuation Procedures 

X. Drills 

XI. Communications 

XII. Training 

XIII. Emergency Procedures Check List 

XIV Announcement Scripts 

XV  Emergency Fire Procedures 

XVI Elevator Emergencies 

XVII Gas Leaks / Gas Fires 

XVIII Flood Ð Hurricane Ð Severe Weather 

XIX Civil Disturbance 



 3 

 

 

 

Table of Contents Ð Continued 

 

XX  Bomb Threat 

XXI  Theft / Criminal Activity 

XXII  Work Place Violence 

XXIII  Suicide Incident 

XXIV  Aircraft Impact 

XXV  Earthquake 

XXVI  Medical Emergency 

XXVII  Biological / Chemical Incident 

XXVIII Shelter in Place 

XXIX  Suggested Emergency Supplies 

XXX  Incident Report 



 4 

 

I . EMERGENCY RESPONSE TEAM 
And INITI AL ACTI ONS SUMMARY 

 

The Emergency Response Team will consist of the following individuals; the most senior shall be the Team 

Leader Ð Incident Commander:              

    Vice President       George Cantrell 

    Sr. Property Manager      Cory Leckey 

    Chief Engineer       Kenny Trainor 

    Director of Security      William Johnson 

    Fire Safety Director      Sonny Edwards  

During non-business hours, weekends and holidays it will be the responsibility of the Lead Lobby Security 
Officer on duty to coordinate all emergency procedures until members of the Emergency Response Team are 
contacted and report to the affected building  (Team Leader - Incident Commander).  Time of day will 
determine the areas of immediate concern.  The above personnel are available Monday through Friday, day 
time hours.  After hours, Team Leaders are the Fire Safety Director on duty 24 x 7. 
 
Emergency responses will be conducted in accordance with the ÒEmergency Action Ð Employee 
AssignmentsÓ color coded chart.  This chart will direct the action of each building employee depending on 
the type of emergency.  A copy follows in this section.  The CodeÕs are as follows: 
  
For a Code Red Ð Fire Emergency, the BuildingsÕ Fire Safety Plan will be structured in accordance with the 
Arlington County Fire Department 
 
Code Blue Ð Medical Emergency 
 
Code White Ð Power Failure 
 
Code Yellow Ð National Disaster 
 
Code Black -  Bomb Threat 
 
Code Green Ð Flood 
  
Code Grey Ð Environmental 
 
Code Pink Ð Work Place Violence 
 
Fire Safety Director will check the Fire Control Room for proper operation following an alarm or any 
electrical disruption.   The Fire Safety Director will attend to Fire Warden calls from the Fire Command 
Stations. 
 
Building Engineers, under the ChiefÕs direction, or, during non-business hours, under the direction of the lead 
house engineer, will check the Building Energy Management System (EMS) and determine if  fans have 
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shutdown and not restarted.  Areas of critical concern will be checked f irst chillers/absorbers, cooling towers, 
etc. 
 
In the event of a chemical or biological incident, all air intake fans shall be shut down at once.  Depending on 
the incident, an evacuation may be necessary, or a Òshelter in placeÓ.  In the event of an ÒanthraxÓ spill, the 
fans serving the affected areas are to be shut down and the immediate area sealed off from all civilians, 
pending arrival of the Arlington County Police Department/Fire Department. 
 
In the event of bomb threat, engineers shall assist the Arlington County Police/Fire Department in the search 
of the building along with available security personnel.  Two-way Radios and cellular telephones are not to 
be used when searching for a device.  All public areas will be searched first unless the caller gave a specific 
location for the device.  If a tenant space is involved, a tenant representative is the best person to determine if  
ÒsomethingÓ does not belong in the space, i.e. a brief case, box, etc. 
 
Should an incident continue for any duration longer than several minutes, the Fire Safety Director will notify 
tenants and advise them of an Òincident or conditionÓ being investigated and provide updates thereafter.  If 
more appropriate, telephone calls shall be made to tenant contacts, starting with the major full f loor tenants. 
 
Lobby Security off icers and/or management personnel will pay close attention to elevator panels insuring 
cars continue to run after a brown out or electrical spike.  They are not to depend on alarms to determine if a 
car is operational.  They will confirm that all elevators are operable and unoccupied by calling each car down 
to the lobby.   Each car is to be accounted for and a notation made in the lobby log.  { Dur ing electr ical 
spikes and or  brown outs, elevators can stop in the shaft.  I t is imperative after  any such condit ion, that 
the Lobby Secur ity officer  or  management representative check each cab in the lobby by recalling each 
cab to insure no one is inside a car  not running.} 
 
If a prolonged blackout is apparent, engineering personnel will shut down equipment and main switches to 
bring power back up in an orderly fashion.  If Virginia Power cannot respond in a timely manner, steam 
valves will be closed as well as gas service if no automatic shut off valve is installed. 
 
Any elevator entrapment should be reported immediately to the elevator mechanic on duty during normal 
business hours or to the 24 hours emergency number after-hours.  Communicate with the person entrapped 
and continue to communicate until the car is running again.  Keep the party informed and calm while you 
await the mechanic.  If any lengthy delay in the mechanic is occurring, or the mechanic is unsuccessful, then 
the Fire Department should be notified to respond. 
 
Upon notification of a medical emergency, personnel trained as first responders will respond to the location 
to provide assistance pending arrival of medical personnel.  Other officers will secure the entrance and an 
elevator to expedite the travel of arriving medical personnel.  The Freight car shall be dispatched to the 
location or lobby by the Fire Safety Director to standby as directed.  If the tenant has not called an 
ambulance, 911 will be called to dispatch one. 
 
It shall be the responsibility of the Fire Safety Director to check each month if  any impaired tenant personnel 
require any special assistance exiting the building in an emergency.  This information shall be shared with 
the Fire Warden for the f loor in question and the Fire Brigade.  It shall be noted in the Fire Safety Plan for 
the Building as well.  All security personnel shall be instructed to point out any such person to the Fire Safety 
Director to determine is this person is a guest or tenant employee. 
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Responsibilities of the Property Management Office: 

1. A thorough familiarity of floor areas and emergency exit locations.   
 
2. Team Leader assistance in preparing supplemental plans of evacuation for individual 

floors and spaces.  
 
3. Coordination with the emergency Team Leader for evacuation of disabled and/or 

handicapped employees.  The Fire Safety Director shall be responsible for updating the 
information on any impaired party working within the building on a monthly basis. 

 
4. Scheduling of semi-annual drills (conducted concurrently with semi-annual Fire Drill, 

see Section XII Ð Training).  Post-drill conferencing to review and insure procedural 
adherence. 

 
5. Emergency chart maintenance.  A listing of emergency team members and their 

respective responsibilities is to be kept accessible and current.  Listings for each tenant 
shall also be maintained and updated at least annually or as needed. 

 
6. Quick and orderly response to pre-assigned locations. 
 
7. Maintenance of emergency response equipment, and the equipment storage area. 
 
8. Awareness of potential hazards.  Buildings, with special attention to corridors, elevator 

vestibules and stairways, are to be examined periodically for latent and readily 
observable hazards, which could become obstacles in the event of an evacuation.  Such 
hazards are to be reported immediately to the Property Management Office for 
corrective action. 

 
Duties of Team Leader Ð Incident Commander 

 
!  Type of emergency condition 
!  Area(s) affected by the emergency 
!  Persons(s) injured / disabled person(s) and special needs 
!  Person(s) trapped in elevator cars 
!  Liaison with emergency services at scene (the Arlington County Fire Department, 

the Arlington County Police Department, EMS) 
!  Assessment of property damaged/threatened 
!  Tenants/space affected 
!  Gather and disseminate all information 
!  Mobilize and direct Monday employees, e.g. controlling entrances and exits 
!  Assemble emergency equipment 
!  Make arrangements for food and water for staff 
!  Provide Ownership with periodic situation status reports 
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I I . EMERGENCY NOTI FICATI ONS 

 
Monday Properties 24 hour Security Telephone Number 

703-525-1101 
 

Other  Agency Emergency Numbers 
 

Police Department 
 Emergency      911 
 2nd District       703-558-2222 
 

Fire Department 
 Emergency      911  
 Non-emergency      703-558-2222 
 

Medical 
 Emergency      911 
 Virginia Hospital Center     703-558-5000 
 Northern Virginia Community Hospital   703-578-2273    
 Poison Control      202-625-3333 
 
 Utilities 
 Water and Sewer - Arlington County   703-750-1000   
 Gas, Steam Ð Washington Gas    800-752-7520 

Electric Ð Dominion Virginia Power   888-667-3000 
Telephone Ð Verizon     800-275-2355 
 
Water/Smoke Abatement      

 
 Glass/Board-up Ð Akers Glass    703-729-9095    
 

Cleaning Services 
 USSI       202-824-7464 
 
 Environmental Ð Arlington County    703-228-4488 
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I I I . EMERGENCY COMMAND POST 
 
All members of the Emergency Response Team will meet at the established Emergency 

Command Post (Fire Control Room).  Upon arriving at the Command Post, the Team 

Leader Ð Incident Commander or the most senior member to respond will conduct an 

evaluation of current conditions.  The Team Leader will ensure that all other members of 

the team are contacted (see Emergency Notifi cation).  The Team Leader will also act as the 

liaison between Building Management and Senior Management.  The most practical means 

of communicating between building personnel will be evaluated and employed (telephone, 

cell phone, 2-way radios).  The Chief Engineer will contact the Command Post and advise 

the Team Leader of the affected systems.  The Chief Engineer will also inform the Team 

Leader of the personnel available to address such systems.  The Chief Engineer, or 

Assistant Chief, will report to the Command Post as soon as it is prudent to do so.  

Announcements to advise occupants of the incident will be made via the buildingÕs public 

address system by the Fire Safety Director, if appropriate. In the event the public address 

system is inoperable, announcements will be made at various levels of the Building using a 

portable bull-horn.  The buildingÕs Fire Safety Director will man the Fire Command 

Station and maintain communications with the tenant population via Telephone.  The 

building will NOT be evacuated without explicit direction.  If evacuation is ordered, refer 

to section (IX) Evacuation Procedures.  All personnel working at the time of the 

emergency will remain on duty until the emergency has ended or they have been relieved, 

or instructed to leave, by the Team Leader. 

Note:  In the event Tenants voluntarily evacuate their premises, re-entry will be 
discouraged until the incident has been stabilized and Property Management 
makes the proper announcement verifying that re-entry is safe. 
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IV. CHAIN OF COMMAND 
 

Vice President George Cantrell 

 Sr. Property Manager Cory Leckey 

Chief Engineer             Kenny Trainor 

Director of Security (Admiral Security) William Johnson  

         Fire Safety Director                   Sonny Edwards 

As previously noted, during non-business hours, weekends and holidays it will be the 

responsibility of the on-duty Security Officer/Fire Safety Director to coordinate all 

emergency procedures until members of the Emergency Response Team are contacted and 

present.   

 

Staffing Coverage 

 

The staff noted above are Monday through Friday day time employees of Monday 

Properties, the managing agent for the ownership, Twin Towers Property Associates, 

LLC., or contracted vendors. 

 

Day time staffing consists of the above, plus the engineering staff, which cover the period 

Monday through Friday, 6 AM to 6:00 p.m. Throughout the day the remaining staff have 

staggered shifts to cover the day tour.  Weekends are covered 7:00 a.m. Ð 7:00 p.m. by a 

roving engineer.  On-call engineers cover the period from 7:00 p.m. Ð 7:00 a.m. Security 

staffing and Fire Safety is covered 24 hours per day/365 days per year. 
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V. EMERGENCY EQUIPMENT 

1000 Wi lson Boulevard 

 

1000 Wilson Boulevard is equipped with one (1) 750 KW Diesel generator.  This 

generator will provide emergency power to the elevators, stairwell lighting, and 

lobby lighting in the building.   The fuel tank has a capacity of 500 gallons. If a 

prolonged power outage is anticipated, the fuel oil supplier will be notified to 

provide a re-fill. 

Flashlights, extra batteries, spare radios and radio batteries are stored in the 

buildingÕs Fire Control Room. 

Engineering also has an ÒEmergency Crash CartÓ stocked with tools, tarps, hose 

and other equipment to deal with floods or leaks within the building.  Several wet 

vacuums are also placed about the building. 
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VI . BUILDING FLOOR PLA NS 
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VI I . TENANT LI STS 
 
 

The Property Management Office maintains a  separate complete tenant contact sheet for 
each tenant covering CEO, President, Facilities Manager, Office Manager which includes 
e-mail and emergency numbers, ie. home or cell number, or both.  Due to the personal 
information contained, this book is kept within the Property Management OfficeÕs control. 
 
This listing is updated each year and upon the start of any new lease during the year. 
 
The Fire Safety Plan which is approved by the Fire Department lists each Fire Warden on 
each floor.  During mandated semi- annual fire drills, this information is updated.  As 
tenants change during the year, the information is provided for a new tenant.  Fire Warden 
training is conducted with each semi-annual drill and upon request. 
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VI I I .   OFF-HOUR OCCUPANCY  
 
 

The following list identifies tenants that frequently work after-hours and on 

weekends. 

 

Floor   Tenant Name 

 

6   WJLA 
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IX. EVACUATI ON PROCEDURES 
 

Should a full or partial evacuation be ordered, the following procedure will be adhered to: 
 
1) The Fire Safety Director will continue to apprise the building occupants of the 

situation via the buildingÕs public address system or if inoperable, by use of the 
portable bull horn. 

2) Tenants will be advised that building personnel will be dispatched to each floor (2 
floors at a time) to assist the evacuation effort. 

3) Tenants are to be advised not to attempt to leave their respective floor until instructed 
to do so. 

4) Fire Wardens are to stand-by the Fire Warden Station on each floor and await 
instructions. 

5) To keep the lines of communication open, Wardens will be instructed not to contact 
the lobby via the warden phone unless there is a specific problem on their floor. 

6) Building personnel, either building engineers or security guards, will be dispatched 
from the command post to direct building occupants to the appropriate stairway. 

7) Building occupants will be evacuated two floors at a time as follows: 
At 1000 Wilson Boulevard the two stairwells are available, stairwells A and B.  The 
North side tenants shall use stairwell A and the South side tenants shall use stairwell 
B. 

8) One security guard/building engineer/porter will be dispatched to each building 
stairway being utilized for evacuation purposes.  One guard/engineer/porter will also 
be positioned near the lobby level in each stairway with a flashlight. 

9) Tenants will be instructed to check their respective offices to insure that all occupants 
are accounted for, and to ensure office doors are properly secured as the last person 
exits. 

10) Tenants will then be directed to the appropriate stairway and exit in an orderly fashion 
to the main floor of the building. 

11) When all occupants of the floor have been evacuated the guard/engineer/porter will 
knock on each tenant door and check premises to ensure all doors have been properly 
locked. 

12) The guard/engineer/porter will maintain contact with the lobby command station and 
keep the Team Leader advised of their progress. 

13) As each floor is evacuated, the Fire Safety Director will make an announcement to 
prepare the tenants of the next floor for evacuation. 

14) This procedure will be repeated until each floor is evacuated.  When the last floor is 
evacuated the guard/engineer/porter will proceed down the stairway to the building 
lobby stopping on each assigned floor and rechecking the floor to ensure all 
procedures have been properly followed.   
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General Instructions: 
 
Due to the resistive qualities of modern high-rise office buildings, it is generally not 
necessary to evacuate the entire building during a fire emergency Ð Code Red. 
  
During certain situations a partial relocation or complete evacuation may be warranted, 
Property Management shall contact the Team Leader at the Command Station for 
assistance with anyone who is unable to use the stairs.  Qualified building personnel will 
be dispatched immediately to assist. 
 
Emergency team members will have been instructed to restrict occupants from the 
elevators during the evacuation.  Under certain circumstances, the Team Leader may direct 
some, or all, floors to use elevators for an evacuation.  Announcements will be made via 
the PA system to each floor in an elevator bank to evacuate.  Floors will be done two at a 
time in each bank in an orderly manner to spread out the traffic flow of the elevators and 
the flow through the lobby. 
 
Partial Relocations: 
 
In relocating to a safe floor, team members shall instruct occupants to proceed down the 
fire exit stairwells to a designated area. 
 
Complete Building Evacuation: 
 
In the event that a complete evacuation of the building is required, the following plan of 
action will be taken: 
¥ Evacuation will commence with the appropriate announcement made to the respective 

floors. 
¥ The evacuation will be done as provided in paragraph 7 above. 
¥ All evacuees will proceed to the main lobby/street and exit the building as directed by 

the building staff or local authorities. 
 
Communications Scr ipts: 
 
Written prepared scripts for each type of situation are provided in section XIV and in 
laminated cards at the Fire Command Station. 
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X. DRILLS 
 

Frequency of Dr ills: 
 
Fire Drills are conducted semi-annually. 
  
Participation:    
 
All building occupants shall participate in the drill.  Building occupants other than building 
service employees are required to leave the floor or use the exits during the drill. 
 
Property Management will arrange and conduct individual tenant evacuation drills using 
the stairs out of the building upon request. 
 
Tenant Notification:    
 
Tenants are normally given at least 72 hours prior notice to the scheduled drill date.  The 
Emergency Team Leader will make a public address announcement to all affected floors, 
followed by proper instructions.  
 
Dr ill Procedures: 
 
Drills are focused on a simulated emergency area with all participants gathered at one 
location.  Instructions are given on how one would proceed if it were an actual emergency.   
 
Building Employee Dr ills: 
 
During the year, Building employees participate in table top exercises conducted by 
outside professional firms to simulate different types of emergency situations.  In addition, 
all employees are brought in for a session of on the job training for different situations. 
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XI . Communications 
 
In the event of a brown-out/black-out, primary communications will be lost.  In that 
instance, portable radio communications will be reserved for the emergency response team 
and base building operations.  Spare radios and spare charged batteries are maintained at 
1000 Wilson Boulevard in the Fire Control Room. 
 
All building employees, as well as emergency team members, present at the property 
during an emergency will be required to carry a portable radio while on site.   
 
The Emergency Contact Information Sheet, provided at the Fire Command Station, 
provides all emergency numbers of key staff and vendors. 
 
Periodically, the above meet along with other neighboring managers to discuss current 
events and exchange information. 
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XI I . TRAINING 
 

Management shall arrange annual training exercises with the building staff to 

simulate emergency conditions.  From time to time, management personnel and key 

staff will participate in table-top exercises or seminars sponsored by Ownership, 

BOMA or the Real Estate Board of Virginia. 

 

Schedule: 

Training will be coordinated by management and conducted annually or as needed 

to update information to the staff.  

 

Cr iter ia:  

Â Proper use of communication equipment 

Â Shut-down procedures 

Â Primary first-aid 

Â Evacuation procedures  

Â Floor searches 
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XI I I . EMERGENCY PROCEDURES CHECK LI ST 

 
DUTIES OF TEAM LEADER: 
 
1. Type of condition Ð Code RED Ð Code BLACK, (see Page 4) etc. 
2. Area affected 
3. Persons injured / handicapped persons needing assistance 
4. Persons trapped in elevators 
5. Emergency services at the scene Ð The Arlington County Fire Department, The Arlington County Police 

Department, EMS, Virginia Power 
6. Emergency services needed 
7. Property threatened/damaged 
8. Tenants/space affected 
9. To gather and disseminate all information pertaining to the emergency including what modes of 

transportation are available for tenants and visitors leaving the building 
10. To serve as an initial assembly point for responding personnel 
11. To direct emergency f ield operations and emergency vehicles 
12. The Fire Safety Director will make announcements in the affected buildings, notifying the tenants of the 

situation.  The Fire Safety Director will also inform the tenants to monitor the 24 hour news radio station 
and remain calm. 

13. Direct that the loading dock be closed, unless it is necessary. 
14. Secure all building entrances except for one, which should have a Security Off icer present controlling 

access. 
15. Mobilize and direct Monday employees e.g. controlling entrances and exits with a Security Officer at 

every ÒopenÓ exit and outside crowd control if necessary. (Utilize freight operators as well if additional 
personnel are required unless The Arlington County Fire Department or The Arlington County Police 
Department requests the use of them, since all freight cars are in RECALL mode.   

16. If the emergency occurs during business hours the building will be placed into after hourÕs mode, after 
the majority of tenants have left.  PERMIT NO RE-ENTRY OF TENANTS TO BUILDING 
WI THOUT THE PERMISSION OF PROPERTY MANAGEMENT. 

17. Assemble emergency equipment at the Command Station (f lashlights, portable radios, bull horn, 
defibrillator and first aid kit). 

18. Make arrangements for food and water from a building vendor or tenant for working staff. 
19. For any prolonged loss of power, arrange to shut down systems in the building. 
20. Provide senior management/ownership with periodic status reports 
21. Perform a building wide sweep of all spaces accessible to building management to ensure all occupants 

are out safely or secure in their space for the duration. 
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XIV. Announcement Scr ipts 
 

FIRE ALA RM  
 

When a Fire Alarm comes in: 
 
Acknowledge the alarm and then make an announcement to the Building. 
 

ÒMay I have your attention please.  This is the Fire Safety Director speaking.  We 
have received an alarm on the ___ floor.  Please stand by while we investigate this 
alarm.Ó      (Repeat the message) 

 
Notify the Property Management Office of the alarm. 
 
I f it is determined there is no problem or  condition Ð announce the following to the Building ---- 
 

ÒMay I have your attention please.  This is the Fire Safety Director speaking.  We 
have investigated the alarm and determined all is in order.  Please resume your 
normal business.Ó  (Repeat message one more time) 

 
Notify the Property Management Office all is OK, announcement made. 

 
 

Actual Fire Call 
 

If there is a condition of smoke or fire, the floor above and below should be notified to 
evacuate to the floor of re-entry, below the ÒFire FloorÓ.  Announce only to the affected 
floors, not the whole Building (unless directed to do so the Fire Department personnel) -- 
 

ÒMay I have your attention please.  This is the Fire Safety Director speaking.  We 
have a condition on the ____ floor. Please proceed to the nearest Fire Stair exit and 
proceed down to the floor of re-entry below the ____ floor (this should be below 
the Fire Floor)Ó  (repeat message two (2) more times) 
 

After announcements made, notify the Property Management Office of the condition. 
 
Have any available lobby personnel open doors for arriving Fire personnel. 
 
Direct any available staff to man the Fire Exits. 
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EVACUATION 
 
Message for an Emergency Evacuation where elevators can be used (condition is not 
located in Building, but request was made by City Agency to evacuate the Building).  

 
Announcement should be made to 2 Ð3 floors at a time in each elevator bank to 
gradually empty the building in an orderly fashion.  Allow 3 Ð 5 minutes between 
calls.  Monitor flow out of elevators banks to determine if traffic is flowing 
smoothly. 
 

ÒMay I have your attention please.  This is the Fire Safety Director 
speaking.  We have been instructed by the ________ (Arlington County 
Police Department, Property Management, etc.) to evacuate the building.  
Please proceed to the elevator lobby and exit the building.Ó  Repeat message 

 
Message for an Emergency Evacuation where Fire Stairs must be used (condition is 
located in the Building).  
 
Announcement should be made to all floors to begin an immediate exit via the Fire 
Stairs in an orderly fashion.  If Òthe conditionÓ has blocked a fire stair or area of the 
building, direct the tenants to a specific stairwell. 
 

ÒMay I have your attention please.  This is the Fire Safety Director 
speaking.  We are evacuating the building.  Please proceed to nearest Fire 
Stair and exit the building immediately.Ó  Repeat message 3 times 
(Direct them away from the condition if it is know where it exists) 
 

Once announcements are made, direct any available staff (verbally or by two-way 
radio) to the various Fire Stair Exits to assist. 
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XV.       EMERGENCY FIRE PROCEDURES 

The following procedures are to be carried out in case of a fire emergency.  Since a fire 
emergency can be unpredictable, it is important to be alert at all times and to respond 
immediately to any orders given by the Vice President, Sr. Property Manager, Fire Safety 
Director or Fire Department.   
 
A. Fire Emergencies During Office Hours 
  
 Vice President/         
 Director of Engineering -   Goes to the scene of the fire and assesses the situation 

- Designates evacuation areas and safe f loors if f ire 
department has not already done so.   

- Formulates official statements for tenants not evacuating 
space affected by fire.   

- Coordinates building staff with Fire Department.  
 
Sr. Property Manager/ 
Chief Engineer  -     Goes to fire location and then proceeds to lobby if       
         necessary to coordinate command post.   

- Meets Fire Department as they enter and provide any 
special instructions, i.e. disabled persons, hazardous 
situations, etc.   

- Provides floor plan with f ire location marked. 
- Coordinates clearing of lobby and tenant and emergency 

communications.   
 
Shift Supervisor           -      Calls fire department at 911, even if someone has 

            Shift Engineer                     already done so.   
- Coordinates communication between staff and tenants via 

telephone.  
- Contacts tenants to advise of evacuation procedures if 

directed by Vice President or Emergency Response Team.  
- Notifies electrical and general contractors and utility 

companies at the direction of Vice President, Operations  
Manager or Fire Safety Director.   

- Contacts those individuals affected by the f ire.   
 

Assistant Property Mgr/ 
Administrative Asst. Assists Tenants in communicating with tenants via   

telephone.     
-  Contacts tenants to advise of evacuation procedures if       

directed by Vice President.   
                                                  -     Assists in keeping lobby clear for emergency personnel.   

- Assists in the evacuation of tenants on Emergency Tenant 
Concern List if directed by Vice President or Fire 
Department.  
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- In the event of an evacuation, meets tenants at staging area 
and assures that all tenants are accounted for.  

  
 
 
Fire Safety Director    -           Meets Fire Department in lobby and escort them to the  

      fire. 
- Provides access to areas at Fire Department Request.   
- Guides Fire Department personnel to fire hose locations, 

etc.   
- Maintains building communications between Fire 

Department and Building Personnel.   
 
Lobby Security  -     Breaks Revolving door for Fire Department (if necessary).   

- Recalls freight and passenger elevators to the f irst floor as 
requested by Fire Dept.   

 
Engineers   -    Deputy Fire Safety Director should proceed to pump  

room in basement to monitor fire pump operation and 
utility shut down if necessary.  

- Opens stairwell doors and direct tenants out of the stairwell.   
- Assists in the evacuation of tenants on our Emergency 

Tenant Concern List if directed by Vice President or Fire 
Department.   

- All maintenance staff should remain available to help 
extinguish fire.   

 
B.  After Hour Fire Emergency  
 
 Security   -     Calls f ire department at 911 and gives building name,  

address, and any other pertinent information.  This should 
be done even if someone has already called.   

- Contacts Fire Safety Director. 
- Breaks Revolving Door for Fire Department (if necessary).  
- Calls all elevators and maintain on 1st floor.   
- Contacts Emergency Response Team in order listed on 

telephone list.   
- Contacts the individuals affected by the fire.   

 
Fire Safety Director -    Goes to the scene of the fire, assesses the situation and  

attempts to extinguish fire.   
- Informs security of exact location of the fire so that he may 

pass information on to the Fire Department.  
 

Once other staff arrives on the scene, they should assume duties as stated under Fire 
Emergencies during office hours.   
 
Give appropriate f loor and Fire Safety Plan to Fire Department personnel upon their arrival.   
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C. After the Emergency  
 
Once the emergency is over, the Fire Safety Director and Vice President shall inspect the 
emergency area and ascertain needed services to prevent further loss.   
 
Prior to clean up, area shall be photographed and well documented for insurance purposes.   
 
This area should be secured and the insurer of the property should be notified.   
 
 

This sample safety inspection sheet can be modified to include the specific systems of your 

building.  It should be filled out by the Fire Safety Director and stored in the management 

office of the building in the event that an inspector would require proof of your compliance 

with the requirement set forth in the ordinance. 
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MONTHLY BUILDING SAFETY INSPECTION 

Inspection Conducted By:  _______________________    Date of Inspection:  ________ 

Comments 

 

 

Stairwells:    

Exit/Stairwell Signs:   

Door Alarms:   

Door Closures:   

Emergency Lights:  

Elevator Call Buttons:   

Fire Hoses:   

Pressure Guages:   

Fire Extinguishers:   

Dampers:  

Pull Stations:   

Breathing Apparati:   

Fire Pumps:   

Boiler Rooms:   

Air Handler Rooms:  

Common Areas:  

- Flow switch  

- Strobe/voice  
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Building Exterior:   

  

Misc:  

-Generator   

-Fail safe doors  

 

 

_________________________________________________ 
Signature  
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XVI .      ELEV ATOR EMERGENCIES 
 
In the event an elevator becomes stuck or inoperable, the course of action should be 
determined according to: 
 
(1) Is anyone trapped in the elevator?  
(2) If someone is trapped, are they in need of medical assistance? 
 
If the stuck elevator is occupied and medical assistance is required: 
 
1. Notify the Chief Engineer, the Sr. Property Manager, and the Security Officer on duty. 
2. Notify the elevator service company immediately. Ð 301-369-0600 
3. Notify an ambulance (911). 
4. Keep the occupants calm, advise them that help is on the way, and determine  

exactly what the medical problem is or what assistance is needed from the ambulance.  
Continue to keep in contact with the occupant. 
5. Relay all information to the responding personnel regarding the location of the 

stuck car, the status of the occupants, and the nature of the medical assistance required. 
 
If the stuck elevator is occupied but occupants are in good condition: 
 
1. Notify the Chief Engineer, the Sr. Property Manager, and the Security Officer on  
     duty. 
2. Notify the elevator service company immediately.  301-369-0600  
 Keep the occupants calm, advise them that help is on the way. Continue to keep in 

contact with the occupant. 
3. Relay all information to the responding personnel regarding the location of the  
stuck car, the status of the occupants, and the nature of the medical assistance required. 
 
I f the elevator mechanic is unable to move the car and free the occupant, then notify 
the Fire Department to respond to free the occupant. 
 
If the stuck elevator is unoccupied: 
 

1. Contact the Engineer who will notify the elevator service company. 
 
2. A full Incident Report Form should be prepared regarding any entrapment or 

medical aid involving an elevator. 
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XVI I .   GAS LEA K / GAS FIRES 

 
Gas Leaks: 
 
Natural gas is non-toxic, colorless, tasteless and odorless. An unpleasant odor called 
mercaptan is added to natural gas so you will know that gas is escaping before it becomes 
dangerous. 
 
If you smell gas: 

1. If the odor of gas is not very strong call Gas Emergency Leak Line Ð 800-752-7520 
2. If not sure that gas has leaked into your building or canÕt determine how strong the 

odor may be, exercise caution and vacate the building. 
3. If the odor is very strong or a blowing or hissing noise is heard vacate the building 

immediately. Do not create a spark do not light a match, do not use the telephone, 
do not turn on electrical equipment or turn light switches on or off. Call 911 after 
you have reached a safe distance from the building. 

 
Because natural gas is distributed through a network of under ground pipes and service 
lines, it is possible for gas to seep into buildings, including those without natural gas. 
 
Fires in surrounding combustibles can be extinguished if the attempt at extinguishing does 
not present undue hazard to Emergency Response Team members.  Do not attempt 
extinguishment if you feel conditions are hazardous.  Evacuate the area.  The Fire 
Department will take over. 
 
DAMAGE CONTROL TEAM  - OPERATIONAL GUIDELINES 
 
As soon as the Damage Control Team Commander becomes aware of a gas-related 
emergency, he shall implement the following procedures: 
 
¥ Notify the Engineers of the problem and advise them to be prepared to take the 

necessary measures required to control the spread of gas to other portions of the 
building and to remove the gas from the building.  Any of the following measures 
may be necessary to accomplish the aforementioned. 

 
¥ Use of mechanical ventilation systems to exhaust or pressurize certain areas.  Shut 

down of certain ventilation systems to prevent spread of gas. 
 
¥ Coordination of all functions associated with the ventilation of the building will be 

via the Emergency Operations Center under the direction of the Incident Commander 
and/or the Commander of the Fire Department. 

 
¥ Simultaneous with the above, request that an HVAC Engineer be dispatched to the 

"Gas Meter Room" to shut off the flow of gas.  When shutoff has been accomplished, 
the HVAC Engineer shall notify the Emergency Operations Center of this fact.  The 
on-duty Security Supervisor shall advise the responding Gas Company crew of this 
fact. 
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HAZARD INFORMATION &  RESPONSE ACTIONS 
 
Natural Gas (Methane) 
 
The following is supplemental information that should be known to any individual who 
may be involved in emergency response to gas leak or gas related fire: 
 
¥ Natural gas is only sixty five percent (65%) as heavy as air.  This means it will rise 

and diffuse rapidly when it escapes in an open area.  When confined in a closed 
room, the gas will rise to ceiling level.  The air in the room will be displaced from the 
top downward. 

 
¥ Natural gas (Methane) is extremely flammable (NFPA rating of 4) and potentially 

explosive and can be readily ignited. The limits of flammability for natural gas are 
between four percent (4%) and fifteen percent (15%).  The ignition point is 1004 
degrees Fahrenheit. This temperature is reached by pilot lights, matches or sparks 
from electrical switches on motors.  

 
¥ Burning natural gas produces little smoke, but does produce a very high radiant heat.  

Combustibles must be wet down with a spray to prevent their ignition by this radiant 
heat (Natural gas generally burns blue with an occasional orange flash.  A yellow 
flame may mean that soot and excess carbon monoxide are being formed because of 
faulty combustion). 

 
¥ Natural gas is odorless in its natural state; therefore, an odorant is required whenever 

it is used commercially. Usually, the odorant that lets us detect the presence of one 
percent in a given volume of air is added at the distribution point.  One percent (1%) 
is far enough below the lower flammable limit of four percent (4%) to provide a 
margin of safety in case of a leak. 

 
Flammable Gas Incidents 
 
¥ Flammable gas fires are very intense and are generally localized to the area at which 

the leak is venting.  The major problem with flammable gas fires is that they are 
extremely hazardous exposure fires.  Direct flame impingement from a flame jet or 
radiative heat transfer is a crucial concern.  In addition, extended exposure protection 
and confinement operations may be required since flammable gas fires should not be 
extinguished until the fuel supply is removed to prevent explosion. 

 
¥ When a flammable gas is leaking and has not been ignited an even more insidious 

hazard exists.  If ignited, the gas cloud is likely to explode and detonate.  The 
implications of this hazard both to personnel safety and the safety of the complex is 
obvious. 

 
GAS LEAK - ESCAPING (INSIDE BUILDING) 
 
If gas is escaping inside a building, do the following:  
 
¥ Secure (shut off) the leak and begin ventilating the area using an outside electrical 

source, starting where the gas concentration is strongest.  If gas is escaping in 
quantity, evacuate the building. Maintain ventilation until all areas are clear. 
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¥ Eliminate all ignition sources if possible and shut off open flame devices by 

operating manual controls but do not operate electrical switches (This includes the 
main electrical switch.  Opening this switch to cut off electrical sources of ignition 
causes a tiny spark at each switch inside the building.  This has been the cause of 
many explosions). 

 
¥ Check all adjacent areas with gas detector and keep Emergency Operations Center 

advised on actions being taken. 
 
¥ In some cases, it may be necessary to shut off the gas to the building at the service 

valve.  If you turn off a valve, leave it off and tell the gas man.  The gas man should 
decide the proper time to turn it on again (Locating the gas leak should be left to the 
expertise of the gas man). 

 
GAS LEAK - BURNING (INSIDE BUILDING) 
 
If gas is burning inside a building, do the following: 
 
¥ Secure the leak by shutting off the gas at the meter, do not extinguish a gas fire until 

the leak is secured!  If the gas supply cannot be shut off safely, keep the 
" surrounding"  combustibles wet with spray streams until the gas company 
emergency crews can control the flowing gas. 

 
¥ Evacuate the building.  Check adjacent areas for gas vapors, advise the Emergency 

Operations Center of conditions and actions being taken. 
 
¥ If it appears that inside piping or installations are threatened by a fire inside the 

building, whatever the origin, a determination should be made if it is necessary to turn 
off the gas (as a matter of practice, many fire departments turn off the gas in a burning 
building until it can be determined that no hazard of gas leakage exists). 

 
¥ Extinguish all spot fires and conduct a complete overhaul when the leak is controlled. 
 
GAS LEAK - ESCAPING (OUTSIDE BUILDING) 
 
If gas is escaping outside a building, do the following:  
 
¥ Notify the Fire Department and the Gas Company. 
¥ Evacuate the building if gas has entered the building.  
¥ Advise Emergency Operations Center of conditions and action being taken.  
¥ Extinguish all sources of ignition (generally not practical)  
¥ Check all surrounding buildings with combustible gas detector.  Monitor gas 

concentrations until dispersed to a safe level. 
 
GAS LEAK - BURNING (OUTSIDE BUILDING) 
 
If gas is burning outside a building, do the following: 
 
¥ Notify the Arlington County Fire Department and the Gas Company. 
¥ Evacuate if conditions warrant it.  This will depend on the size of the fire and its 

proximity to our building(s).  
¥ Check all surrounding buildings with combustible gas detector.  Advise the 

Emergency Operations Center of conditions and actions being taken. 
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VALVE LOCATIONS 
 
BUILDING / FLOOR      AREA SERVICED 
 
3rd level Ð Boiler Room     Entire Building 
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XVI I I .    FLOOD Ð HURRICANE Ð SEVERE WEATHER 
 

Emergency Response Plan 
 

Weather Emergency (Tornado, Hurricane, Flood, etc.) 
Prevention 

" ____1. The Property Management Team should secure outdoor objects that might 

blow away or do damage to a structure. 

" ____2. The Property Management Team should prune trees of branches that might do 

damage to the property. 

" ____3. The Property Management Team should inspect roofs and catch basins and 

take all action necessary to minimize damage. 
 
Detection 

" ____1.  Wait for warning sirens or public officials to sound an alert. 

 
 
Assessment 

" ____1.  The Tenant Floor Wardens should announce to all tenants that a weather 

emergency has been declared. 
 
 
Immediate Action 

" ____1. Move away from the perimeter of the building and the exterior glass. 

" ____2.  Leave all exterior offices and close the doors. 

" ____3.  Go to an enclosed area in the building core, such as an elevator lobby, 

corridor, restroom, stairwell or take cover in a designated shelter or basement. 

" ____4. Sit down and protect your head. 

" ____5. Do not use elevators; if in transit in the building, go to an enclosed area in the 

building core. 
 

Post-Incident Action 

" ____1. The Emergency Response Team should seek out and care for any injured 

persons. 
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" ____2. The Emergency Response Team should open any clogged pipes or catch 

basins. 

" ____3. The Emergency Response Team should contact an adjuster, restoration 

contractor and building inspector and request their assistance at the site as soon as possible. 

" ____4. The Emergency Response Team should replenish emergency supplies 

depleted during the incident. 
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XIX.   CIVIL DISTURBANCE 
 

 
Step Responsibility Action 

 
1.  Security/Fire 

Safety Director 
If any type of il legal activity is detected or if gathering appears to have potential 
for becoming a disturbance, notify police immediately via 911. 
 

2.  Security/Fire 
Safety Director 

Notify management and engineering staff. 
 

3.  Security/Fire 
Safety Director 

If situation is peaceful, organized and on managed property, determine leader and 
politely inform him/her that the group is on private property and disrupting orderly 
business operations.  This should only be done if the security officer feels his/her 
personal safety is not at risk, and such action will not result in an escalation of such 
an event. 
 

4.  Security/Fire 
Safety Director 

ONLY If necessary, and demonstrators have breached the lobby, and at the request 
of the VP/Sr. Property Manager, notifies tenants via PA system of the situation and 
to remain in their space and secure all entry and exit doors to their suite. 
 

5.  Security/Fire 
Safety Director 

If necessary, and in the EVENT of a significant BREACH only and at the request 
of the VP/Sr. Property Manager, secures all exterior doors to the premises and 
recalls all elevators to designated f loor for lockout.   
 

6.  Vice President Directs staff in response to any other emergencies that may arise during the 
disturbance.  Including, confused tenants, trapped visitors, or demonstrators on 
tenants f loors. 
 

7.  Security/Fire 
Safety Director 

At the request of Vice President and at the conclusion of the disturbance, notifies 
tenants via PA system that the building is resuming normal operation, specifically 
with respect to elevators if recalled during the event. 
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Demonstration/Riot 

Prevention 

" ____1. All personnel should be briefed on the issue of access to private versus public 

property.  Demonstrators should not be allowed to access private property. 

" ____2. Fire extinguishers should be made readily available at high-risk locations, 

including lobbies, retail stores and parking structures. 

" ____3. Window-boarding materials may be purchased if determined to be necessary. 

 
Assessment 

" ____1.  The Sr. Property Manager should evaluate the severity of the demonstration.   

" ____2.  The Sr. Property Manager should designate the appropriate response. 

" ____3.  Notify the Vice President and the designated owner representatives as soon as 

possible. 
 
Immediate Action 

" ____1. The building should be secured and the elevators and stairways controlled to 

prohibit unauthorized entry.  

" ____2. Tenants should be instructed not to leave the building if the situation becomes 

volatile. 

" ____3. The Emergency Response Team and local agencies (police, fire and rescue) 

should be placed on stand-by in the event that the situation escalates out of control. 

" ____4. The Property Management Team is ultimately responsible for securing the 

property and its tenants by using minimum force and minimizing liability. 
 
Post-Incident Action 

" ____1. Only the crisis management spokesperson should release information to the 

media and it should be kept at a minimum to avoid inflaming the situation. 
 
 
 
 
 
 

Terrorism/Hostage Situations 

Prevention 
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" ____1.  All personnel should be briefed on the emergency response plan to terrorism 

and hostage situations, including what to do if they are taken hostage. 
 
 
Detection 

" ____1. Remain calm and do not panic. 

" ____2. Attempt to complete the Threat/Hostage Report form (Exhibit B). 

" ____3. Notify the police immediately. 

 
 
Assessment 

" ____1. The Sr. Property Manager should evaluate the severity of the terrorism or 

hostage situation.   

" ____2.  The Sr. Property Manager should designate the appropriate response. 

" ____3.  Notify the Vice President and the designated owner representatives as soon as 

possible. 
 
 
Immediate Action 

" ____1. Secure the affected area, evacuating all personnel from the area and from the 

building, if necessary. 

" ____2. Only permit the proper authorities to talk and negotiate with the terrorists. 

 
If you are the hostage: 

1. Remain calm. 
2. Pay close attention to your captors and observe their behavior. 
3. Cooperate with all requests. 
4. Stay alert. 

 
 
Post-Incident Action 

" ____1. Establish post-trauma support for victims and other personnel. 

" ____2. Keep detailed reports of all events regarding the incident. 
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XX.     BOMB THREAT 
 
 

BOMB THREATS 
 
IF YOU RECEIVE A BOM B THREAT BY PHONE: 
 
1.  Attract the attention of a coworker  discreetly and quietly while listening to the caller.  Have the 

coworker call 911and request that the call be traced. 
2.  Get as much information as possible from the caller about the location and type of bomb, its detonation 

time and the reason for its placement.  Ask about the bombÕs appearance and who is placing it. 
Ask the caller  to repeat par ts of the message and make notes of any clues that might help the police:  
Is the caller male or female?  Adult?  Juvenile?  Is the voice educated or coarse?  Is it accented or 
otherwise distinguishable?  Does the person seem angry, rational, and deliberate?  Make note of 
background noise. 

3.  Call 911 or the Police Department to report incident. 
4.  Call Property Management.  They will notify the building staff. 
 
The decision whether to inform other building occupants of the threat or to order an 
evacuation will be based on recommendations of local authorities and the judgment of 
senior company officials and Building Management.  Be prepared to assist authorities in 
search for the device, BUT DO NOT TOUCH OR DISTURB ANY SUSPICIOUS 
OBJECT.  Should an evacuation be ordered, please be sure that an individual from your 
office with authority remains nearby the building to assist emergency personnel if required. 
 
Two forms are included on the following pages, which should be given to all personnel 
charged with the responsibility of answering incoming calls.  The Bomb Threat Report 
Form can be followed in the event a bomb threat is received while the phone call is taking 
place; the information requested will assist the individual taking the call in organizing 
his/her thoughts and obtaining as much information as possible about the threat.  The 
Telephone Bomb Threat Call Checklist is to be completed after the call is over, and should 
be used to report important information to the Police and the Management Office. 
 
LETTER BOM BS: 
 
Letter bombs are designed to travel safely but to explode when opened, triggered by either 
mechanical (spring loaded) or electrical means.  One common type of postal bomb consists 
of 2 to 5 ounces of plastic explosive with a pencil-shaped metal fuse pressed in its center.  
Envelopes usually measure approximately 5-3/4Ó by 4Ó by 3/16Ó thick and weigh between 
2 and 3 ounces. 
 
Some signs to look for: 
 

1. Size: Is the letter unusually thick? 
2.  Weight: Is it heavy?  An effective letter bomb will weigh over two ounces.  Few first class letters 

weigh as much. 
3.  Balance: Is it heavier on one end? 
4.  Appearance: Are there grease marks on the envelope or wrapping caused by sweating of an 

explosive?  Is the envelope sealed more tightly than usual or taped shut?  Does it bear an unusual 
style of writing? 

5.  Odor: Is there a smell of almonds or marzipan? 
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If you consider a parcel or letter suspicious, DO NOT OPEN IT.  Immediately call 911 or the Police 
Department and notify Building Management (703) 284-0200. 

 
 

CHARACTERISTI CS OF A SUSPICOUS PACKAGE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. The sender is unknown. 
2. No return address 
3. Letter envelope is thick, bulky, uneven or rigid 
4. Use of excess amount of postage stamps 
5. Name or title of addressee is not accurate 
6. Address is prepared to insure anonymity of sender (i.e. homemade labels, cut &  paste lettering. 
7. Unusual restricted endorsements such as ÒPersonalÓ or ÒPrivateÓ 
8. The addressee normally does not receive personal mail at the office. 
9. Oil stains may be present on the wrapper(s) 
10. Mailing emits a peculiar odor 
11. Mailing appears to be disassembled or re-glued. 
12. Handwriting appears distorted or foreign 
13. Protruding wires, tinfoil, or string are present 
14. Pressure or resistance is noted when removing the contents 
15. Outer container shaped irregular; asymmetric; has soft spots, bulges. 
16. Several combinations of tape are used to secure the parcel 
17. Unprofessionally wrapped parcel is endorsed ÒFragile-Handle with CareÓ or ÒRush Ð Do Not DelayÓ 
18. Package makes a buzzing or ticking sound 
19. Contents of parcel make a sloshing sound. 
20. When not sure call Secur ity immediately at 703-525-1101. 
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BOMB THREAT REPORT FORM 
 
INSTRUCTI ONS:  This form is to be fi lled out when talking to the person reporting a bomb 
threat.  Be calm, be courteous, listen, and do not interrupt the caller.  Notify your supervisor 
discreetly while the caller is on the line. 
 
Date__________________________    Time_________________________________ 
 
Exact Words of Person Placing Call(s)     
 
 
 
 
Questions to Ask: 
 
When is the bomb going explode:   
Where is the bomb right now:          
What kind of bomb is it:                   
What does it look like:                     
 
Why did you place the bomb: 
 
 
Try to Determine (circle appropriate description): 
 
CallerÕs Identi ty:  
     �  Male        �  Female       � Adult            �   Juvenile            Age_______________ 
Voice:  
    �  Loud   �  Soft   �  High �  Pitch  �  Deep �  Raspy �  Pleasant �  Intoxicated    
    �  Other  ______________________________________________________________ 
Accent:   
    �  Local    �  Not Local     �  Foreign      �  Region________________________ 
Speech:  
    �  Fast   �  Slow    �  Distinct    �  Distorted  �  Stutter    �  Nasal   �  Slurred    �  Lisp 
Language:   
   �  Excellent     �  Good    �  Fair     �  Poor     �  Foul     �  Other______________________ 
Manner:    
   � Calm   � Angry     � Rational    � Irrational    �  Coherent  �   Incoherent    �   Deliberate 
   �   Emotional     �  Righteous   �    Laughing      �  Intoxicated 
Background Noise:  
  �  Offi ce Machines   �  Factory Machines     �  Trains    �  Animals  � Music    � Quiet   � Voices     
� Airplanes    �  Street Traffi c      � Party Atmosphere 
 
Additional Information:____________________________________________________ 
________________________________________________________________________ 
 
Action:   

¥ Call Police at 911.   
¥ Notify your supervisor.   
¥ Report incident to Building Management (703) 284-0200. 
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TELEPHONE BOM B THREAT CALL CHECKLIST 
 
INSTRUCTIONS:  This form is to be filled out after the call is over.  Please report this 
information to the Police and Management: 
 
 
TENANT NAME:   ________________________________________________ 
ADDRESS:   ________________________________________________ 
TELEPHONE NO.:  ________________________________________________ 
CONTACT:   ________________________________________________ 
 
1. Exact Location of the Bomb: __________________________________________ 
             
             
 
2. Time Set for Detonation:_____________________________________________ 
             
             
 
 
3. What Does it Look Like:______________________________________________ 
             
             
 
 
4. What is the Explosive: _______________________________________________ 
             
             
 
 
5. Why was it Placed: __________________________________________________ 
             
             
 
 

This report was completed by:  ________________________ (NAME) 
 

   ________________________ (TITLE) 
 
 
Obtain as much detail as possible about the bomb and its location.  Legitimate callers 
usually wish to avoid injury or death Ð request more data by expressing a desire to save 
lives. 
 
 
 



 
XXI .    THEFT / CRIMINAL ACTI VITY 

 
Step Responsibility Action To Be Taken 

 SECURITY When a tenant believes that theft has occurred in its space, 
management has asked that tenants call 911 and then contact 
security. If an officer is contacted directly by the tenant to report a 
theft, the tenant should also contact the Security Supervisor for 
further direction. When an officer responds to a tenant report of 
theft or burglary, a complete incident report is to be written. This 
report should include the Police DepartmentÕs report number for 
future reference.  
 
If theft appears to have involved a forced entry, tenants should be 
advised to leave the scene exactly as it was found in case there is 
any physical evidence that can be discovered by a police evidence 
technician. 
 
If reported theft occurs during business hours, and the tenant 
believes they know who the offender is, the tenant should be 
advised to call the police. Keep in mind that our security officers 
will not use force to detain an individual. 
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Step Responsibility 

SECURITY  Security should not permit persons to congregate to loiter in public 
areas, if such loitering begins to impede the flow of traffic or creates a 
nuisance to tenants and guest of the building. Persons loitering or 
gathering in such a way should be asked in a courteous manner to 
please move on. The officer should remember, however, that during 
business hours, these areas are considered to be areas of public access 
and an arrest of trespassing cannot be made.  

SECURITY  Areas of the building that are not readily accessible to the public 
include all areas of the building above the ground floor. Also, any areas 
on the ground floor which are behind a locked door or which are within 
a tenant are not considered public access. Anytime that anyone is found 
in one of these areas without the permission or authorization or 
management of the tenant, that individual should be removed 
immediately.  

SECURITY  Criminal Trespass is an offense of the Commonwealth of Virginia. If an 
authorized person is discovered within a tenantÕs space the tenant 
should politely ask the person to leave. If the person will not leave, the 
tenant should call 911. In all such cases, a tenant representative must 
sign a complaint. 

SECURITY  Any person found to be in the building after hours without 
authorization should be asked to leave the building immediately. If such 
an individual becomes belligerent or refuses to leave, then the police 
department should be called to remove the individual.  

SECURITY  Door to door solicitation of tenants by salespersons is not permitted by 
management. Anyone reported or found doing so should be removed 
from the building.  
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Step Responsibility Action To Be Taken 

1 SECURITY  It is not a crime to be homeless or to wander the street without a 
destination.. Security Officers may not detain panhandlers, but the 
threat of signing a complaint against these individuals is usually 
enough to encourage them to move to another location.   

2 SECURITY  Approaching an individual near the building who is on the 
buildingÕs property should always be done in a courteous manner. 
If the individual becomes aggressive or belligerent, do not return 
the behavior. Instead, contact the Security Director or the Police 
for assistance. Never physically touch or attempt to move these 
persons! 
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XXI I .     WORK PLACE VIOLENCE 
 

 
Emergency Response Plan 

Workplace Violence 
 

NOTE:  Roles & Duties should be designated and assigned dependent on staffing levels 

at the building as provided in the SAMPLE grid below. 

 
Prevention 

 
1. Review, revise and update, as appropriate, the emergency plan to cover threats and potentially 

dangerous situations. 
 
2. Alert security and management of terminations.  When and under what circumstances? 

 
3. Instruct all Sr. Property Managers in the appropriate procedures for effectively dealing with threats 

and violent acts at their particular location. 
 

4. Develop checklists of actions to be taken by Sr. Property Managers and security personnel (where 
available) in the event of a threat or violent act at their locations. 

 
5. Inform all tenants and employees of their responsibility to immediately report all threats and violent 

acts against other employees, visitors, or tenants and property to management and/or security. 
 

6. Establish liaison with area law enforcement, f ire support and emergency medical services agencies.  
Examine the capabilities and responsiveness of these agencies.  Determine shortfalls and if any 
exist, arrange for an alternate or coordinated response. 

 
7. Conduct periodic tests of the following plans, policies and procedures: 

 
Assessment 

 
1. Ver ify the incident and if substantiated, assess its ser iousness, based on the 

attached form, and any credible first party information.  I f a phone call is 
made from within the building, and the caller  is safe and can provide 
information without causing harm to themselves or others, request that they 
stay on the phone. 

 
2. Who was threatened and who was the threat-maker?  Have there been any 

pr ior incidents of a similar nature involving the victim and/or the threat-
maker?  Is the threat maker still in the building? 

 
3. What was the threat, what precipitated the threat, under what circumstances 

was the threat made, what was the actual intent of the threat-maker and what 
was the environment in which the threat was made? 
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4. At what time was the threat made and when was it to be carr ied out? 

 
5. How was the threat communicated and how was it to be carr ied out? 

 
6. Notify the local police and provide all the necessary information immediately 

as garnered above. 
 
 

Types of Threats 
Telephone Threats to Staff 
 

Â Attempt to keep the threat-maker on the telephone as long as possible and obtain as much 
information as possible. 

 
Â Immediately record the information obtained as accurately as possible. 

 
Â Alert Security, if available, while the threat-maker is still on the telephone.  Security will 

contact the police for assistance, if  appropriate. 
 

Â If the telephone threat-maker is not on the premises, alert the Sr. Property Manager or security 
(where available).  If the threat-maker is an employee, distribute his/her photo to site security 
personnel. 

 
 
Written Threats to Staff 
 

Â Secure the written material as evidence by limiting handling and preserving in a folder. 
 
Â Alert the Sr. Property Manager or lobby security. 

 
Â Call 911 if  the threat predicts harm of any nature. 
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Actual Workplace Violence in Building 

 
 
Step Responsibility Action 

 
1.  Secur ity Secur ity should monitor  the activity in the lobby, exter ior , plaza and dock 

areas either  through the use of cameras or  patrols.  I f the threat maker  is 
armed, CALL  911 immediately.  Building staff should not approach the 
perpetrator , or  attempt to access the f loor  on which the perpetrator  is located. 
The Sr. Property Manager  should be notified immediately if the individual is 
armed.   

2.  Engineer ing When local author ities or  police arr ive, engineer should have floor  plans and 
build out plans ready for  review. 
 

3.  Secur ity I f someone from the affected space calls, ask that they stay on the line, ONLY 
if it  is safe for  them to do so.   
 
ONCE local author it ies are on site, they are in control of the situation. Please 
facilitate their  effor ts in whatever  way possible. 
 
I f tenants call from other  floors, access the situation with management staff 
and local author it ies and advise accordingly. 
 

4.  Secur ity I f the person is not armed.   
 
Courteously but firmly ask the person to leave the proper ty.  I f the individual 
becomes aggressive or  belligerent, do not return the behavior .  Call the police.  
Never  physically touch or  attempt to move these persons, unless they can 
obtain access to tenant space, or  appear to be an immediate threat to the 
building. 
 
The Sr. Property Manager  should be notified immediately and will take the 
lead if on site. 



XXI I I .    SUICIDE INCIDENT 
 

 
A THREATENED SUI CI DE: 

How To Respond I f You Receive a Call: 
 
 
Â Always notify the local police (Call 911) as soon as you become aware of a threatened suicide. 

Trained professionals will respond.  Notify the Sr. Property Manager as soon as possible. 
 
Â Once the authorities are on site, please allow them to do their work. 
 
Â Always remain clam when dealing with a person threatening suicide. Keep in control. 
 
Â Keep the person talking. Use phrases like Òwhat can we do to help?Ó The operative word is 

"we" since you want the individual to feel like they are not alone. 
 
Â Reassure the individual that they are not alone. Their problems can be resolved. 
 
Â Do not let them know that emergency professionals are on the way, unless they are requesting 

them. 
 
Â Don't ask why they are threatening suicide.   
 
Â According to the Police Department, suicidal persons may rehearse their suicide several times 

prior to committing the final act. If  you intervene during a rehearsal and confront the 
individual, they may commit suicide at that point. 

 
Suicide may be diffi cult to prevent because a building owner/manager has no control over tenants, 
guests and their irrational actions. However, good security will help to reduce the chances that 
there will be a location available for the attempt. Only authorized persons should have access to 
rooftops and other similar areas. These areas should be locked at all ti mes, and such prevention 
should be included in preventati ve maintenance plans. 
 
In the event of a suicide attempt, the emergency instructions contained within the various 
emergency response plans should be followed. 
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XXIV.    AIRCRAFT IMPACT 
 

GENERAL INFORMATION  
 
The following information summarizes conditions that responding emergency personnel could 
experience in the event of an aircraft impact.  The extent and severity of the problems will depend 
on a variety of factors such as the following: 
 
¥ Size and point of impact of the aircraft, time of day, (e.g., normal work hours would 

increase the human toll due to the large population in the building at that time). 
 
¥ The severity of structural damage to the affected building will depend upon the size of the 

aircraft. 
 
¥ The likelihood of a severe flammable liquids fire at the point of impact and on floors above 

and below that point due to the ignition of aircraft fuel.  There is a distinct possibility that 
the fuel will find its way into emergency stairwells and elevator shafts.  Ignition of the fuel 
in these areas will present great difficulties relative to emergency evacuation and emergency 
access to the areas involved. 

 
¥ Fire protection systems, e.g., automatic sprinklers and standpipe systems which are 

essential to achieve control of a fire in a high rise building, may be ineffective as a result of 
an aircraft impact.  This could result from damage to the piping at the point of impact.  
This would render the systems inoperable. In addition, the sprinkler system, even if intact, 
could be overwhelmed by the size and severity of a fire resulting from aircraft impact. 

 
¥ Other building systems, which are critical to the emergency response capabilities in a high 

rise building such as elevators and public address systems, may be placed out-of-service or 
their use seriously impaired as a result of aircraft impact. 

 
¥ A high probability that there will be multiple fatalities and injuries, many of which will be 

of a severe nature and that people may be trapped above and below the point of impact. 
 
¥ Injury to pedestrians and motorists as a result of debris falling from the upper floors. 
 
¥ A high probability of impeded access of emergency response personnel to the area involved 

due to the mass evacuation of occupants and the confusion or panic normally inherent in 
such an extreme emergency. 

 
¥ Damage to other buildings in the vicinity from falling debris and secondary fires which 

could result from the ignition of fuel from ruptured fuel tanks.  Other company buildings, 
including their occupants, could be in jeopardy. 

 
¥ Because of probable severe consequences of any aircraft impact, maximum mobilization and 

response of the Command Post will be required.  In addition, coordination with outside 
emergency forces and/or agencies such as the Fire Department, EMS, Police Department, 
etc., will be of extreme importance. 
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EMERGENCY OPERATIONS CENTER OPERATIONAL GUIDELINES 
 
Normal working Hours:  The Incident Commander shall activate the Incident Command 

System. 
 
After  Hours: Notify the Vice President/Sr. Property Manager and all personnel listed on the 
Emergency Notification Listing.  
 
¥ Notify the Fire Department, Police Department, EMS by phone (911), according to the Fire 

Plan for the building involved and advise them of the condition. 
 
¥ The Emergency Operations Center shall request via radio, that all available personnel 

respond to the Emergency Operations Center or other designated location, for duty 
assignments. 

 
¥ The Emergency Operations Center, shall contact all off-duty Security Personnel and request 

that they report immediately to the Emergency Operations Center. 
 
¥ Contact the DCT by using the group page system, advise them of the situation and request 

they report to the Emergency Operations Center.  NOTE: After hours, contact the Disaster 
Control Team Commander at home.  

 
¥ Contact HVAC personnel 
 
¥ Make an evacuation announcement over the PA system to any subsequent floor(s) affected 

by the problem. 
 
¥ All transmissions over the air will be monitored by the Emergency Operations Center.  All 

unrelated radio communications will cease immediately. 
 
¥ When the emergency period is over, notify the Director of Security and any other person 

that he suggests be notified. 
 
¥ An Incident Report shall be completed in detail and forwarded to Security as soon as 

possible following the incident. 
 
EMERGENCY RESPONSE TEAM OPERATIONAL GUIDELINES 
 
Emergency Response Team will be dispatched to the nearest safe location below the point of 
impact to perform the following actions in the event of an aircraft impact or related fire.  
 
¥ All Security Personnel shall respond to the Emergency Preparedness Room and stand-by 

for further instructions. 
 
¥ Each Emergency Response Team will consist of a Team Leader and at least two (2) 

members and will be dispatched by the Emergency Operations Center.  The Emergency 
Operations Center will determine priorities; evacuation (life safety) is the first priority.  
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¥ All operations at the scene of the incident shall be directed by the Operations Commander.  
 
¥ Upon arrival at the staging area, the Emergency Response Team personnel shall conduct 

emergency operations according to the instructions for emergency response to fire in the 
Fire Contingency Plan. 

 
The Emergency Response Team may return to normal duties when the emergency has been 
controlled and the Incident Commander (or designated alternate) has been notified by the 
Arlington County Fire Department Incident Commander that the emergency period is terminated.  
 
¥ Any alarm and/or fire protection systems that were activated as the result of the incident 

may now be reset or otherwise restored to service. 
 
Fires in surrounding combustibles can be extinguished if the attempt at extinguishing does not 
present undue hazard to Emergency Response Team members.  Do not attempt extinguishment if 
you feel conditions are hazardous.  Evacuate the area.  The Arlington County Fire Department 
will take over. 
 
DAMAGE CONTROL TEAM  OPERATIONAL GUIDELINES 
 
As soon as the Damage Control Team Commander becomes aware of an aircraft related 
emergency, he shall respond to the Emergency Operations Center and shall direct the activities of 
the Damage Control Team.  In the event of an aircraft impact, the Damage Control Team will be 
of vital importance due to their knowledge of building systems.  The Damage Control Team 
Commander shall direct the operations of the team according to the following procedures: 
 
¥ Notify the HVAC Engineers of the emergency, advise them of the situation and request 

they respond to the Emergency Operations Center for further instructions.  
 
  
The Emergency Operations Center will direct the Damage Control Team to respond to the 

following areas:  
 
¥ Dispatch an engineer to the main fire pump room in the affected building. 
 
¥ Dispatch Engineer to standby at the sprinkler or standpipe control valves.  Engineer shall 

make sure the valves are in the full open posi tion.  Note: In the event of damaged standpipe 
piping, Engineer will improvise alternate water supply under the direction of the Arlington 
County Fire Department Incident Commander and Damage Control Team Commander. 

 
¥ Request that Engineer stand-by to assist in de-energizing electrical circuits in the 

emergency areas if requested by Arlington County Fire Department Incident 
Commander. 

 
¥ Request the Damage Control Team respond to the Emergency Operations Center with a 

damage control cart.  
 
¥ The Damage Control Team may return to normal duties only after the Incident 

Commander has determined the emergency period to be over and the services of the 
Damage Control Team are no longer required.  The Damage Control Team Leader will in 
turn notify all Damage Control Team members.  
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XXV.     EARTHQUAKE INCIDENT 
 

 
 GENERAL INFORMATION 
 
 
 

Although the safety of tenants cannot be guaranteed, there are things that can be done to increase 
the chances of survival.  The following procedures are designed to assist in preparing for a major 
earthquake or other disaster before they occur and provide guidelines to follow during the 
disaster.  Preparedness is the key to safety and a quick recovery.  
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Mi t i gat i on 
 
 
 
 
Non-structural hazards must be identified and every effort must be made to correct potentially dangerous situations. 
This includes securing furniture such as bookcases, wall sui tes or other items that could fall and injure someone or 
block an evacuation route. In some cases this may not be feasible. For this reason, awareness of the existence of 
these problems is of the utmost importance. 
 
 
SUPPLI ES 
 
As the building staff is vitally important for recovery, emergency supplies and equipment should be maintained on-
site for use after a disaster. TENANTS ARE RESPONSIBL E FOR PROVIDING THEIR OWN 
EM ERGENCY PREPAREDNESS K ITS. Recommended items include: 
 

¥ Water   
¥ Food  
¥ First aid supplies 
¥ Flashlights and batteries 
¥ Sanitary supplies 
¥ Blankets 
¥ Gloves 
¥ Hard hats 
¥ Goggles 
¥ Dust masks 
¥ Forcible entry tools (crowbars, bolt cutters, axes, etc.) 
¥ Miscellaneous tools (shovels, hammers, wrenches, etc.) 
¥ Duct tape 
¥ Caution tape 
¥ AM/FM radio 
¥ Bullhorn 

 
 
The Building Engineers have the items listed above in the EngineerÕs shop in the Emergency Crash Cart. There are 
also emergency supplies in the management office. Individual staff members should also maintain supplies, which 
should include water, food, required prescription medicine, and sturdy shoes. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

DURING THE EARTHQUAKE 
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First, take cover to protect yourself from falling glass or debris.  Move away from windows and interior glass 
immediately.  Get underneath a desk, table, or other sturdy object and HOLD ON.  If this cannot be done, move to 
an interior wall and sit with your back against it.  Lean forward and cover the back of your head and neck with your 
hands to protect yourself.  Do not go to a doorway. The swinging door could injure you; you could be in the direct 
path of others attempting to leave the area, or you could be hit by objects shaken loose by the quake. Also, do not 
automatically run outside.  Most people injured or killed in earthquakes are hit by falling objects outside.  You are 
usually much safer indoors. Stay away from elevators.  If you are outside when the earthquake occurs and cannot 
immediately get to safety inside, move away from buildings to avoid being hit by falling debris.  Also move away 
from power lines, trees, or other objects that could fall  and injure you. 
 
 

 WHEN THE SHAKING STOPS 
 
 
Remain calm.  Do not automatically run outside.  Contrary to what many people think, most buildings are 
designed to withstand a major earthquake.  If you run outside, you may dramatically increase your chances of being 
injured or killed.  Move away from hazards immediately and prepare for  aftershocks. 
 

N OTE: I F EVA CU ATI ON  I S N ECESSA RY, TH E PRI M A RY 
REL OCA TI ON  A REA  SH OU LD BE A WA Y FROM  
STRU CTU RES A N D OTH ER H A ZA RDS. 

 
EM ERGENCY OPERATIONS CENTER - FIRE SAFETY DIRECTOR 
 
When things settle down, an Emergency Operations Center should be set up by the Fire Safety Director to manage 
the emergency response.  The Emergency Operations Center should be set up in an area that is relatively free of 
hazards and can be secured to avoid unnecessary interruptions.  The Management Office may be a good location for a 
primary Emergency Operations Center. Keep in mind that after a major earthquake, it may be necessary to select 
different locations due to damage or hazards. The Fire Safety Director should ensure that all available resources are 
organized and maintained; communications are set up; appropriate casualty collection points set up, and priorities 
established. To ensure rescuer safety, a constant Òsize-upÓ (evaluation of conditions) should be performed, especially 
when an aftershock occurs. 
 
Personnel responding to the Emergency Operations Center should remember to remain calm and not to use 
elevators. 
 
When the Emergency Operations Center has been set up, establish a method of communicating with building staff 
members. All equipment should be tested (radios, telephones, etc.).  You may have to utilize "runners" to facilitate 
the flow of information to and from the Emergency Operations Center. 
 
 
 
 
 
 
 
 
DAMAGE ASSESSM ENT - ENGINEERS 
 
The safety and survival of everyone depends upon immediate damage assessment and hazard identification. For this 
reason, the maintenance staff should set up damage assessment teams (minimum two people). Priorities should 
include: 
 

¥ Potential fires 
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¥ Hazardous materials spil ls 
¥ Diesel fuel lines 
¥ Gas Service lines 
¥ Steam l ines 
¥ Structural integrity of the building 
¥ Fire/life safety systems and equipment 

 
 
Status reports should be relayed to the Emergency Operations Center as quickly as possible to provide information 
on hazards and any action taken or action needed to repair the problem or isolate the affected area. Once the 
assessment has been completed and immediate hazards corrected or isolated, this team can assist with search and 
rescue. 
 
If a fire is discovered, everyone should be removed from the area immediately. Information must be relayed to the 
Emergency Operations Center so that the Fire Department can be notified (they may not be able to respond) and, if 
safe to do so, an attempt can be made to extinguish the fire (See FIRE section). 
 
 
SEARCH AND RESCUE - SECURITY/ENGINEERS/TENANTS 
 
As soon as possible, search and rescue teams should be set up (minimum two people per team). These teams should 
proceed to each floor to render assistance in life threatening situations (fires, major injuries, etc.) and provide the 
Emergency Operations Center with a detailed status of all areas.  If possible, utilize tenants to assist. A designated 
triage area should be set up on each floor. This is an area where each individual is examined briefly to determine the 
extent and severity of injuries and treatment is prioritized (severe, life threatening first, minor, non-life threatening 
last).  Also, if necessary, a temporary morgue should be set up in a secluded location. 
 
Recommended equipment for the search and rescue teams, which are in the EngineerÕs shop in the Emergency Crash 
Cart, include (TENANTS ARE RESPONSIBL E FOR PROVIDING THEIR OWN EM ERGENCY 
PREPAREDNESS K I TS): 
 

¥ Hard hats 
¥ Gloves 
¥ Dust masks  
¥ Goggles 
¥ Flashlights 
¥ Forcible entry tools 
¥ First aid supplies 
¥ Duct tape 
¥ Rope 
¥ Caution tape 
¥ Paper and pen   

 
 
The objective of the initial search and rescue efforts should be to gather information on the condition of each floor, 
which will  assist the Emergency Operations Center in establishing priorities. For that reason, it is not recommended 
that an extended amount of time be spent on each floor (unless a major problem such as a fire or diesel fuel leak 
occurs).  Tenants should be asked to take over when the teams leave the floor. 
 
 
MAINTENANCE/CL EANING - ENGINEERS/MAINTENANCE STAFF 
 
When things begin to stabilize, clean-up operations should begin.  One of the first priorities should be the removal 
of glass and debris, which could pose a threat during an aftershock.  These items should be piled in a specific 
location on each floor for removal at a later time.  If water is not available, tenants and staff members should secure 
plastic bags on toilets with rubber bands.  After use, the bags should be treated with disinfectant and disposed of in 
a pre-determined, secluded location. 



  

RECOVERY 
 
 
Once things have stabilized, the building staff should concentrate on recovery. An open line of 
communication should be maintained with the City and the util ity companies (this may be difficult). Below 
is a l ist of vendors and contractors that may be needed to provide support.  
 

TYPE OF SERVICE  COMPANY  TELEPHONE 

 
BOARD-UP     Akers Glass  703-729-9095           
 
 
DOOR REPAIR     Caitland Construction 703-525-2438 
 
 
GLASS REPAIR     Akers Glass  703-729-9095    
 
 
FIRE ALARM MONITORING   Mona Electric  800-GET-MONA   
 
 
FIRE ALARM SYSTEM     Kastle Systems  703-524-7911 
 
 
FIRE PUMPS            Virginia Sprinkler 301-575-1500  

 
 
GENERATORS             Mona Electric  800-GET-MONA 
 
 
ELECTRICAL CONTRACTOR   Mona Electric  800-GET-MONA  
 
 
ENVIRONMENTAL Ð IAQ   ATC   410-381-0232 
 
 
WATER/SMOKE ABATEMENT   Minkoff Co.  301-652-8700 
         202-592-4642 (24 hour)     
 
 
 
 
 



XXVI .    MEDICAL EMERGENCY  
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XXVI I .    BIOLOGICAL / CHEMICAL INCIDENTS  

 
 
General:  The purpose of this procedure is to prepare our properties in advance of a 

Biological and/or Chemical incident and take the appropriate actions to 
minimize harm to the propertiesÕ occupants. The response for a biological 
release can differ from a chemical release depending on where the incident 
occurs.  As part of this preparation, it is required to meet with the local 
emergency planning authorities to review a specific response for each type 
of emergency, and to determine when you should announce an ÔEvacuationÕ 
versus remaining in the building.  To assist with this decision during an 
emergency, establish in advance, your official notification means including 
but not be limited to news sources (television or radio) available 24 hours a 
day.  These steps are critical to a proper decision involving a building being 
locked down or evacuated. 

 
¥ Upon indication that a Biological and or Chemical incident had 

occurred or is about to occur outside the building the staff shall 
expeditiously place the building in an emergency mode as noted in (C) 
as to minimize, to the utmost, any detrimental infiltration. 

¥ When a Biological incident occurs within the building, we will be 
required as noted in (D) to minimize air movement in the area of 
incident. 

¥ When a Chemical incident occurs, an alternate approach will be 
required as noted in (E) to purge the area(s). 

 

Action to be immediately taken: 
 
1. The Sr. Property Manager or Incident Commander will man the lobby security 

desk/Fire Control Room to monitor the situation.  If the lobby is vulnerable, an 
alternate location should be considered. 

 
2. Activate critical emergency switch(es), either under a lift handle or activated by 

key (preferable) at both the Engineers office and Command Station.  For a 
Biological / Chemical incident external to the building one switch when activated 
will immediately shut down those systems noted in (C).  For a Biological incident 
internal to a building an emergency switch when activated will immediately shut 
down those systems noted in (D).  These are to be accomplished through the 
Building Automation System, Fire Alarm system, Tenant Systems, new control 
wiring, manually through staff. All is to be in accordance with local jurisdictional 
requirements and Codes. 

 
 
 
3. Ensure fresh air dampers have the capability of fully closing. 
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4. Notify appropriate agencies:  Office of Emergency Management (OEM), 911, 

Hazardous material division, FBI, Fire Dept, Police, Hospitals, Ambulances, CDC 
(Center for Disease Control), NIOSH (National Institute for Occupational Safety & 
Health), BOMA, BOMI, etc. Determine for your local area, what authorities are the 
most appropriate to respond and if they will call the other agencies. 

 
5. Issue respirators and associated equipment for the staff who will man the command 

center.  
 
Precautionary actions to be considered as Òdeterments to malicious actionsÓ targeted to our 

particular building. 
 
1. Have uniformed security guards patrol perimeter of building, garages and other 

public places. 
 
2. Maximize lighting at exterior fa•ade, street, plaza, retail windows lighting. 
 
3. Ensure all building mechanical rooms are secured and locked. With special 

attention as applicable to fan rooms, elevator pits, air shafts, water storage, 
emergency generators, switchboard and telephone rooms. 

 
4. Ensure garage entrances, specifically garages that are within occupied buildings, 

are secured. 
 
5. Follow guidelines for evaluating suspicious mail. 
 
C. When informed of a Biological or Chemical attack had occurred outside of the 

property the staff to immediately inform tenants and manually or automatically 
through the activation of the emergency control switch accomplish the following as 
to minimize air infiltration into the building even at the discomfort of our tenants. 
Preservation of life is the primary objective. 

 
1. Close all fresh air dampers. 
 
2. Shut down toilet exhaust (s). 
 
3. Arrange to shut down kitchen exhaust fan (s) and associated cooking operation. 
 
4. Shut down all exhaust and fresh air ventilation fans. 
 
5. Shut Return and Supply air fans. 
 
6. Release fire doors where existing. 
 
7. All elevators to be recalled to lobby. 
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8. Shut close all lobby and loading dock doors, control movements in & out. 
 
9. Notify tenants: 
 

a. Provide information of what is happening and to stay calm 
b. Stay on the floor where they are. Remain in an interior stabilized zone that does 

not abut the perimeter windows or interior core zone. If no interior stabilized 
zone exist: 
¥ If the building has non operable windows share perimeter offices 
¥ If the building has operable windows stay in the interior zone with 

perimeter office doors closed. 
c. Keep tenants informed through frequent communications.  

 
11. Buildings with connections to underground trains or with other buildings via a 

interconnecting concourse or parking facility. 
 

a. Shut fire doors that may exist. 
b. Lock out entrance doors. 

 
When informed that a Biological incident has occurred inside of the property the staff shall 

immediately inform tenants and manually or through activation of the emergency 
control switch accomplish the following as to minimize air movement in the area of 
incident. 

 
1. Shut down all exhaust, supply and return air fans air moving systems as outlined in 

above articles C2 through C5 either manually or through the activation of an 
emergency control switch to accomplish the following. 

 
a. C2: Shut down toilet exhaust. 
 
b. C3:  Arrange to shut down kitchen exhaust fans (s) and associated cooking 

operation. 
 

c. C4: Shut down all exhaust and fresh air ventilation fans. 
 

d. C5: shut down return and supply fans. 
 
2. Contact the appropriate jurisdictional law enforcement, safety or health agencies. 
 
3. Notify tenants: 
 

a. Provide information of what is happening and to stay calm.  Indicate further 
instructions will be given on what they should do. 

 
b. Stay on the floor where they are until informed otherwise. 



 60 

 
c. If they are on the floor where the incident took place: 

 
¥ Upon discovery of a specimen or suspicious package, do not handle or if 

handled place it down and leave in place.  Cover with available see-
through plastic or if unavailable leave it alone, do not disturb. 

¥ Attempt to close as many doors as possible as to isolate the specimen. 
¥ People on the floor of incident are to remain on that particular floor until 

cleared by the proper authorities. 
 
 
When informed that a chemical incident has occurred inside of the property, the staff shall 

immediately inform tenants and manually or through activation of the emergency 
control switch, accomplish the following: 

 
1. Purge the building of the contaminated air by placing, where available, the air 

conditioning system in a 100% outside air operating mode. 
 
2. Where operable windows exist, tenants shall open windows to the maximum. 
 
3. All toilet, kitchen and ventilation exhaust fans shall remain operable. 
 
4. Notify tenants: 
 

a. Provide information of what is happening and to stay calm. Indicate further 
instructions will be given on what they should do. 

 
b. Building occupants shall leave the building via an elevator or stairwell in an 

orderly manner.  If a chemical is released in the exiting pathways i.e. lobby, 
stairs, etc., then tenants should remain on their floor. 

 
 
Miscellaneous Issues 
 
1. Determine in advance how the property will receive official notification that 

another building or buildings in your local have been hit. Consideration should be 
given to having the Real Estate Board of Virginia, BOMA or BOMI be one of the 
focal points for your local who will then issue notification through their extensive 
e-mail listing of an occurrence.  

 
2. Verify from a governmental source such as the Office of Emergency Management 

(OEM), Police or Fire Department, City Hall, etc) of an all clear condition. 
 
3. Arrange for wash down shower facilities. Utilizing existing building or portable 

showers. 
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4. Install high efficiency air filter mediums (>90%) that will not impact your normal 
operations. Evaluate the installation of HEPA filters from power & cost point of 
view. 

 
5. Install keyed lock cap on emergency generator fuel oil fill line. 
 
6. Have available an individual to operate service elevator if required. 
 
7. Install battery operated lights on every other stairwell landings in addition to the 

emergency generator feed. 
 
8. Install battery back up and if practical, luminous exit signs in addition to the 

emergency generator feed. 
 
9. Be prepared to deal with a medical emergency during the incident, e.g. falls, stress, 

heart attack, etc. 
 
10. Respirators 
 

There are a variety of kinds of respirators available on the market suited to various 
risks.  A qualified individual must make an assessment of the possible hazards and 
the type of respirators that will be required.  NIOSH (the National Institute for 
Occupational Safety and Health) is the government agency responsible for testing 
and certifying respirators.  NIOSH recommends either an air-purifying half face 
piece respirator (that is fit over the nose and under the chin), or, an air purifying 
full face piece respirator (one that fits over the eyes and under the chin), with P100 
high efficiency air filters for dusts and other solid airborne contaminants, and a 
cartridge for organic vapors and acid gases.  These masks are to be used for 
escaping an area and not long-term exposure.  Many gases are eye irritants, and a 
full face type would offer eye protection.  If building or security personnel are 
provided with respirators for emergency use, they should be certified medically fit 
by a physician to use them.  Workers should be trained in their use, limitations, 
storage, and maintenance.  Such emergency equipment should be inspected 
monthly to assure itÕs readiness.  Annual refresher training in respirator use and 
care must also be completed. 
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XXVI I I .   SHELT ER IN PLACE 
 

 
 
Certain kinds of chemical accidents or attacks may make going outdoors dangerous.  
Leaving the area might take too long or put people in harms way.  In such a case it may be 
safer for tenants to stay in the building rather than go outside. 
 
ÒShelter in PlaceÓ means to make a shelter within the building.  It is a way to make the 
building as safe as possible to protect persons until help arrives. 
 
The Fire Safety Director will announce to the building population that ÒSheltering in 
PlaceÓ is in effect due to the incident.  Entrances to the building will be secured by security 
personnel. 
 
Engineering personnel will carry out the procedures identified in section XVII covering a 
Biological/Chemical Incident. 
 
Depending on the type of incident, tenants will be advised if a particular part of the 
building shall be used or if they can remain in their office.  Announcements over the Fire 
Command Station will be made advising tenants and instructing them to keep all windows 
closed and stay clear of windows. 
 
The Fire Safety Director or Sr. Property Manager will monitor local news to determine 
when the all clear is made. 
 
Available personnel will be directed through the building to monitor tenant activity and 
insure safety as directed by the Fire Safety Director or Sr. Property Manager. 
 



 
XXIX.   SUGGESTED EMERGENCY SUPPLI ES 

 
(TENANTS ARE RESPONSIBLE FOR PROVIDING THEIR OWN EMERGENCY 

PREPAREDNESS KITS) 

 
Suggested Supplies List 

 
Mater ials: 

 
1. Duct Tape 
2. Nylon Cord 
3. 2Ó X 4Ó Studs 
4. Nails for Studs 
5. Plywood 
6. Screws for Plywood 
7. Rolls of Polyethylene 
8. Tarpaulins 
9. Rain Gear and Boots for Staff 
10. Sandbags 
11. Plastic garbage bags 

 
Equipment/Tools: 
 

1. Squeegees 
2. Street Brooms 
3. Cordless Drill 
4. Hammers 
5. Screwdrivers 
6. Cutting Pliers 
7. Utility Knives 
8. Water Vacuums 
9. Portable Ground Fault Interrupters 
10. Portable Pumps 
11. Portable Generators 
12. Portable Lighting 
13. Heavy Duty Extension Cords 
14. First Aid Kit/Medication Ð pain relievers, stomach remedies 
15. Flashlights/Hurricane Lanterns 
16. Batteries 
17. Emergency Blankets (mylar) 
18. Battery powered radio AM/FM 
19. Dust Masks 
20. Gloves 
21. Goggles 
22. CPR Breathing Barrier 
23. Spare gas cans for refueling 
24. Water bottles 
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XXX.     INCIDENT REPORT 

 
 
 

STANDARD PROCEDURE FOR INCIDENT REPORTS 
 
 
Whenever an Incident (accident, fire, f lood, medical emergency, theft, damage, etc) occurs, Security and or 
Property Management are to prepare an Incident Report using the attached form.  Following is the procedure 
to follow: 
 

¥ The security personnel on the scene or the Property Management staff on the scene will prepare the 
Incident Report form to memorialize the incident.  Photos may be taken and should then be attached 
to the completed report. 

 
¥ The competed form is to be sent to the Sr. Property Manager for his/her review and signature. 

 
¥ The signed form is then f iled in the current years ÒIncident ReportÓ folder located in the Base 

Building f ile draw.  One folder is to house all Incident Reports.  A copy is to be sent to Central Files 
at the Corporate office. 

 
¥ If in the Sr. Property Managers judgment the incident will become an insurance claim (amount of 

damage will exceed $10,000 - $20,000, injuries are severe requiring medical attention) then in such 
event, a copy of the Incident Report should be faxed to our Risk Management with the report 
marked, ÒFor Informational Purposes OnlyÓ.  Questions on whether to inform Curry should be 
referred to the Vice President of Operations. 

 
¥ If a claim is brought about, a separate f ile will be established under ÒLegal ActionsÓ using the name 

of the action. 
 
¥ Incident Reports on minor matters, tenant illnesses or of informational needs should not be sent to 

the insurance broker without the permission of the Vice President of Operations. 


