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EMERGENCY RESPONSE PLANNING, COORDINATION, TRAINING



Emergency Response planning, coordination, and training is formalized and documented 

Emergency Response Plan identifies responsibilities of employees by function 

Emergency Response planning includes preparedness for multiple concurrent events 

Service continuation, restoration / recovery plan developed 

Emergency drills and table-top exercises scheduled on a regular basis 

Coordination with security / transit police 

Coordination and training with outside agencies 

Fire / rescue units 

Hospitals 

Police 

Hazardous materials / Environmental agencies / Regional Office of Emergency Management 

Media relations / information control procedures and policies established (internal and external to agency) 

Documentation of drills maintained; drill critiques held; recommendations recorded with follow-up 

Emergency procedures reviewed by Safety Management Team on a regular basis and updated as needed 

Procedure revisions and updates incorporated into evacuation procedures; SOPs developed for signature(s) and distribution 

Regular assessments of employee proficiency conducted 

Emergency contacts list developed / current / and responsibility for call-outs identified 

Procedure exists for alternate Operations Control Center in the event of evacuation 

Emergency evacuation routing for transit vehicles developed 

Employees issued quick reference guidelines for emergency situations 

Support systems developed to provide post-incident support to customers and employees 

Regular functional testing / inspection of emergency support equipment and systems (e.g., emergency phones, CCTV, alarms, onboard/in-vehicle equipment, two-way radios, fans, pumps, generators, etc.) 

Pre-determination of factors that would require partial or full service shut-down 

Standard Operating Procedures for HVAC operations in various emergency conditions 

Contingency plans for loss of electrical power and radio or phone communications 

Development of appropriate pre-determined public address announcements for station platforms and on-board vehicles 

�SECURITY



Security Plan established 

Security Plan addresses all operations modes and contracted services 

Contingency plans developed to address multiple concurrent security incidents 

System security responsibilities and duties established 

Security task force established 

Personal safety awareness/education programs for passengers and employees

Security equipment regularly inspected, maintained and functionally tested; including personal equipment issued to security personnel 

Contingency SOPs developed; drills and table-top exercises conducted for extraordinary circumstances:

Terrorism (including chemical/ biological agents/ weapons of mass destruction) 

Riot / Domestic unrest 

Catastrophic natural events 

System-wide communications failure 

Coordination between Safety department and Security department 

Planning, coordination, training and mutual aid agreements with external agencies (state, local police, FBI and other federal agencies) 

Transportation Operations coordination with security; communications established and joint procedures/SOPs established 

Security SOPs reviewed on a regular basis and updates made as needed to Security Plan 

Security equipment installed, inspected, and maintained to monitor trespass activities 

Safety and security coordination on trespass issues 

Trespass awareness programs, including education and signage 

Data collection established for all security issues / incidents; analysis performed and recommendations made; document control established, including follow-up 

Security risk/vulnerability assessments conducted, documented and reviewed 

Contingency plans for loss of electrical power and radio or phone communications 

Standard Operating Procedures for critical incident command, control, and service continuation/ restoration 

Security training provided to all staff levels (from front-line "eyes and ears" concept to professional level security training) 

Background checks on employees and contractors (where applicable) 

Regular assessments of employee security proficiencies conducted 

Employees issued quick reference guidelines for security situations 

Emergency contacts list developed / current / and responsibilities for call-outs identified 

Visitor, deliveries and contractor facility access procedures developed / visible identification required 

Concepts of crime prevention through environmental design (CPTED) applied in reviews of facilities and in new design and modifications 

Security checklists developed and regularly used for verifying status of physical infrastructure and security procedures 

Agency employees identifiable by visible identification and/or uniform 

Policy and procedures in place for facilities key control 
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�FACILITY #	Fill in the facility number

�FACILITY NAME	Fill in the facility name
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�Publication Date:	Add the original publication date of the Facility Emergency Plan (FEP).

�Revision Date:	Add the revision publication date of the FEP.
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�Transit Facility Emergency Plan

As a facility manager, occupant or user, you need to be familiar with this plan. Read it carefully. If you have any questions, consult your [INSERT APPROPRIATE TITLE] Coordinator. Keep in mind the following as you read through this document:

Evacuation routes, exit points, and assembly point

Procedures for evacuating the facility

Locations of emergency supplies and materials that may be needed in an emergency, such as fire extinguishers, pull alarms and first aid kits

Proper procedures for notifying emergency responders about an emergency in the facility or work area

Additional responsibilities (such as being a roll taker or floor monitor)

Fire hazards

Potential exposure to hazardous materials or processes in and around the work area, as well as any means of protecting yourself in the event of an emergency



1.	General Information

�	1.1	Facility Name and Address

Fill in the facility name and number.

�  1.2	Facility Manager Information

List the Facility Manager information in the following table.

�	1.3	Assistant Facility Manager Information

List the Assistant Facility Manager information in the following table.



Facility (Fill in name and number)��Facility Manager:���Facility Address:���Room Number:���Mail Stop:���Telephone Extension:���Fax Number:���E-Mail:������Assistant Facility Manager:���Facility Address:���Room Number:���Mail Stop:���Telephone Extension:���Fax Number:���E-Mail:���

�	1.4	Facility Description

Describe the facility (for example, number of rooms or floors, shops, special areas and major uses of facility).





















�1.5	Emergency Assembly Point

Describe the Emergency Assembly Point (EAP) location(s).

















�	1.6	Departmental Information

Fill in the departmental information (list all departments and the contact information for the department heads). 





(Fill in department name) Department ��Employee�Extension�Bldg�Room Number���������������������������

�	Add or delete rows as needed.  



��1.7	Facility Emergency Staff

List Assembly Point Leaders(s) (required) and floor monitors (optional). Add any additional positions the facility may need (examples are listed in the table below), adding or deleting rows as necessary. 



Note:	These positions are part of the Facility Emergency Staff and should be occupants of your facility. The individual departments normally assign their staff to these tasks.



Facility Emergency Staff��Responsibility�Name�Department�Extension�Room Number��Assembly Point Leader������Floor Monitor������������������������

�	Add or delete rows as needed.  

Note:	If you have a name and role listing of your Facility Emergency Staff, you may want to add it here or as an attachment to this Plan.

�	1.8	Unique Hazards 

In this section, include information about mechanical equipment and unusual chemical and/or physical hazards that pose a unique hazard and/or require inspection and possibly stabilization immediately after an emergency. 



Note:	This information should be obtained from each department.  

The items listed in the following table may need to be inspected and possibly stabilized after an emergency:



Unique Hazards in Facility Number (fill in number)��Hazard�Location�Department�Point of Contact�Extension�Room Number�������������������������������	Add or delete rows as needed.  



�1.9	Other Hazards 

List other physical hazards in the facility that may hinder egress.









2.	Facility Alarms & Utility Shut-offs

�2.1	Alarms 

There may be several alarms in or near your facility, such as elevator alarms, evacuation alarms, fire detection alarms, or underground storage tank alarms. Complete this section to indicate all of the alarms that occupants should be able to identify.



�	2.2	Alarm Identification and Response



If there are alarms are in your facility, this section should describe the different sounds, the significance of each alarm and the appropriate occupant response to each alarm. Examples are given in the table below.



Facility Number (fill in number) Alarms��Alarm�Audio�Visual�Response��Evacuation�(�(�Leave the facility immediately. Report to the assembly point.��Fire Alarm�(�(�Leave the facility immediately. Report to the assembly point.����������������������





�2.3	Utility Shut-Offs 

In an emergency it may be necessary to shut-off utilities to the facility. Complete this section to indicate where the utility shut-offs are located.





Alarm�Location��Electricity���Gas���Water������������





�3.	Emergency Notifications

	3.1	Immediate Emergency Notification (Life-Threatening)	

Life-Threatening Emergency Numbers:

�	















	3.2	Emergency Notification (Non-Life-Threatening)

Non-Life-Threatening Emergency Numbers:



Non-Life Threatening Emergency Numbers��Department�Extension��List Name, Title, and Department�List Phone Number��������������������������������

	3.3	General Emergency Information

	

General Emergency Information��Emergency Information�Telephone/Radio Station Numbers��	Radio Station XXXX������	Emergency Web Site������City/County Emergency Information������Regional Emergency Information������City/County Emergency Information Line��� ���

�4.	Emergency Procedures

	4.1	Emergency Notification 

Calling 9-911 (or any other emergency number) from a SLAC telephone connects you to the Palo Alto Emergency Dispatch Center. Always call from a safe location and remember to:

Stay calm.

Gather any other information that may be useful for the emergency responders �(such as, are there any injuries involved?).

Do not hang up until instructed to do so by the dispatcher.

Be prepared to answer the following questions:

Where is the emergency located? Be sure and tell them you are at SLAC.

What is the emergency (fire, medical, hazardous material)?

How did it happen?

When did it happen?

Who are you  (your name)?

Then notify SLAC Security at Ext. 2551

Note:	Give the dispatcher a telephone number or safe location where the emergency responders can call or meet you, and wait for the responders at that safe location.

�	Add other steps, actions, or precautions specific to your facility or work area. For example, add evacuation procedures for disabled staff or faculty. 



	4.2	General Evacuation 

When evacuating your facility or work area:

Stay calm, do not rush, and do not panic.

Safely stop your work.

Gather your personal belongings if it is safe to do so.� (Reminder: take prescription medications with you if possible; it may be hours before you are allowed back in the facility.)

If safe, close your office doors and windows, but do not lock them.

Use the nearest safe stairs and proceed to the nearest exit. Do not use the elevator.

Proceed to the designated EAP and report to your Assembly Point Leader.

Wait for any instructions from emergency responders. 

Do not re-enter the facility or work area until the emergency responders instruct you to do so.

�	Add other steps, actions, or precautions specific to your facility or work area. For example, add evacuation procedures for disabled staff or faculty. 

















	4.3	Specific Evacuation 

A facility occupant is required by law to evacuate the facility when the fire alarm sounds.

�	Evacuation directions, fire alarm locations and escape routes must be posted throughout�your facility at the base of stairways, elevator landings and inside public doors.  A copy of the information, along with additional floor plans that show the location of other items or equipment useful in an emergency, should either be attached to this Plan or listed here.

�	List the specific location(s) of your facility Evacuation Assembly Point (EAP), first aid kits, spill kits, and public and emergency telephones. Add other steps, actions, or precautions specific to your facility or work area. 





Required Emergency Information��Posted Information�Locations��Evacuation diagrams, including routes�Base of stairs, elevator landings, and the inside of all public doors.�����Fire alarm pull stations������Evacuation Assembly Points Maps�Base of stairs, elevator landings, and the inside of all public doors.�����First Aid Kits��� ���Spill Kits���







	4.4	Fire 

A facility occupant is required by law to evacuate the facility when the fire alarm sounds. If there is a fire in your work area:

If you have been trained and are able to safely extinguish the fire, do so. However, make sure that you have a safe exit from the fire area.

If you are unable to extinguish the fire, leave the area immediately and pull the fire alarm. From a safe location, call 9-911 and report the fire (See "Emergency Notification Procedures" above).

Evacuate the facility as soon as the alarm sounds and proceed to the designated EAP. 

As you exit, warn others to evacuate.

Move away from fire and smoke. Close doors and windows if time permits.

Touch closed doors. Do not open them if they are hot.

Use stairs only; do not use elevators.

Move away from the facility and go to your designated EAP.

Do not re-enter the facility or work area until you have been instructed to do so by the emergency responders (Fire Department, Security, Facility Manager, or Assembly Point Leader).

�	Add other steps, actions, or precautions specific to your facility or work area. 







	4.5	Earthquake 

In case of an earthquake:

If you are inside a facility:

Duck under the nearest sturdy object and hold onto it until the shaking stops. If you are not near a sturdy object, make yourself as small as possible and cover your head and neck.

If you stand in a doorway, brace yourself against the frame and watch out for a swinging door or other people.

Avoid windows, filing cabinets, bookcases, and other heavy objects that could fall or shatter.

Stay under cover until the shaking stops, then exit the facility. 

If it is safe to do so, stabilize any laboratory procedure that could lead to further danger. �(For example, turn off Bunsen burners or electrical equipment.)

If you are outside:

Move away from trees, signs, facilitys, electrical poles, and wires.

Protect your head with your arms from falling bricks, glass, plaster, and other debris.

Move away from fire and smoke.

Proceed to the EAP if the area is safe, or proceed to a pre-designated alternate assembly area. Check in with your Assembly Point Leader(s) to let them know you are all right (see General Evacuation in Section 4.2).

Stay alert for further instructions.



�	Add other steps, actions, or precautions specific to your facility or work area. Some facilitys may choose to form volunteer rescue, first aid and support squads. Refer to the section on Volunteer Resources in the packet of introductory information.



	4.6	Hazardous Materials 

If you are a hazardous material user or if you supervise a hazardous material user, you should be trained on the proper use and storage of hazardous materials. The ES&H Manual, Chapter 4, “Hazardous Waste,” provides information on hazardous materials management. Take personal responsibility to know the hazards of the materials you work with or near. Know where the spill containment supplies are kept, and how to use them.  

If you witness a hazardous material spill that you believe may be life threatening, evacuate the spill site and warn others to stay away. Call 9-911. If you determine that the spill is not life threatening, but think that it could pose a threat to human health or the environment, follow the procedures outlined below, but only if it is safe to do so. Also refer to the ES&H Manual, Chapter 16, “Spills.”

Stop the source of the spill.

If the spilled material is flammable, eliminate ignition sources.

Dial 9-911 for assistance from Palo Alto Fire Department (PAFD).

Contain the spill by surrounding the perimeter of the spill with containment material such as absorbent pads and berms.

Cordon off the area.

Remain in the areas to direct emergency personnel to the scene.

Follow the instructions of the PAFD and other responding emergency personnel.

Notify the Waste Management (WM) Department.

Hazardous material spills that do not present a threat to human health or the environment, can generally be handled by the hazardous material user.  







Small spills are generally cleaned up by the department or group responsible for the spill, with or without the assistance of WM. A subcontractor may clean up some spills. If you need to clean up after a spill:

Follow the directions in the ES&H Manual Chapter 16, “Spills,” Section 5, “Spill Response.”

Wear appropriate personal protective gear.

Clean up the spill according to the Material Safety Data Sheet and any instructions provided by WM or the PAFD.

Place the spilled materials and any contaminated material in a hazardous waste container.

Call WM for container pickup.

�	Add other steps, actions, or precautions specific to your facility or work area.



	4.7	Civil Disturbance or Demonstration

Most demonstrations are peaceful and people not involved should attempt to carry on business as usual. Avoid provoking or obstructing demonstrators. Should a disturbance occur notify law enforcement by calling 9-911 and SLAC Security by calling 2551.

If a disturbance seems to threaten the occupants of the facility. 

Alert all persons in the area of the situation. 

Lock all doors and windows.

Close window coverings to prevent flying glass.

If necessary to evacuate, follow directions from police.

If evacuation occurs, go to your facility EAP and wait for additional instructions and information (see General Evacuation  in Section 4.2). If necessary, your department may decide to cease work operations.

�	Add other steps, actions, or precautions specific to your facility or work area.



	4.8	Criminal or Violent Behavior

Everyone is asked to assist in making SLAC a safe place by being alert to suspicious situations or persons and reporting them as outlined below.

If you are the victim of, or are involved in, any on-site violation of the law such as assault, robbery, theft, or overt sexual behavior, do not take any unnecessary risk. Notify law enforcement by calling 9-911 and SLAC Security by calling 2551.

Nature of the incident

Location of the incident

Description of the person(s) involved

Description of the property involved

If you witness a criminal act or notice person(s) acting suspiciously on site, immediately notify law enforcement by calling 9-911. Assist the police when they arrive by supplying them with any additional information requested; ask others to do the same.	 

�	4.9	Explosion or Bomb Threat Procedures

A suspicious-looking box, package, object, or container in or near your work area may be a bomb or explosive material. Do not handle or touch the object. Move to a safe area and call 9-911 and SLAC Security (2551). Do not operate any power switches.

If there is an explosion:

Take cover under sturdy furniture, or leave the facility if directed to do so by emergency responders.

Stay away from windows.

Do not light matches.

Move well away from the site of the hazard to a safe location.

Use stairs only; do not use elevators.

Call 9-911 if no one has called. Follow “Emergency Notification” in Section 4.1.

If you receive a bomb threat (via the telephone):

Stay calm and keep your voice calm. 

Pay close attention to details. Talk to the caller to obtain as much information as possible.

Take notes and try to ask the following questions:

When will it explode?

Where is it right now?

What does it look like?

What kind of bomb is it?

Where did you leave it?

Did you place the bomb?

Who is the target?

Why did  you plant it? 

What is your address?

What is your name?

Observe the caller's:

Speech patterns (accent, tone)

Emotional state (angry, agitated, calm)

Background noise (traffic, people talking, accents, music)

Age and gender

Write down additional information such as the date and time of call.

Call Security and submit your notes from the telephone call or the bomb threat (letter or note) to University Police.

Follow Security’s instructions.

If you are told by emergency responders to evacuate the facility (see "General Evacuation " in�Section 4.2):

Check your work area for unfamiliar items. 

Do not touch suspicious items; report them to Security.

Take personal belongings when you leave.

Leave doors and windows open; do not turn light switches on or off.

Use stairs only; do not use elevators.

Move well away from the facility and follow instructions from emergency responders.

�	Add other steps, actions, or precautions specific to your facility or work area. 



5.	Emergency Equipment

�	22 CCR, Section 66265.52(e) [as referenced by Section 66262.34(a)(3)] and the Hazardous Materials Storage Ordinance require that any facilitys containing hazardous material list all spill equipment in the facility. Completion of the following Emergency Equipment Inventory Table meets this requirement. 

�	Describe the equipment and its capabilities. If applicable, specify any testing/maintenance procedures/intervals. Attach additional pages, numbered appropriately, if needed. If you do not have hazardous materials you may delete this page from your plan. 



Spill Equipment Available��Equipment Category�Equipment Type�Locations�Description��Personal Protective Equipment, �? Cartridge Respirators����Safety Equipment, and First Aid �? Chemical Monitoring Equipment (describe)����Equipment�? Chemical Protective Aprons/Coats�����? Chemical Protective Boots�����? Chemical Protective Gloves�����? Chemical Protective Suits (describe)�����? Face Shields�����? First Aid Kits/Stations (describe)�����? Hard Hats�����? Plumbed Eye Wash Stations�����? Portable Eye Wash Kits (i.e. bottle type)�����? Respirator Cartridges (describe)�����? Safety Glasses/Splash Goggles�����? Safety Showers�����? Self-Contained Breathing Apparatuses (SCBA)�����? Other (describe)���������Fire Extinguishing Systems�? Automatic Fire Sprinkler Systems�����? Fire Alarm Boxes/Stations�����? Other Installed Fire Extinguisher Systems (describe)�����? Other (describe)����Spill Control Equipment and �? Absorbents (describe)����Decontamination Equipment�? Berms/Dikes (describe)�����? Decontamination Equipment (describe)�����? Emergency Tanks (describe)�����? Exhaust Hoods�����? Gas Cylinder Leak Repair Kits (describe)�����? Neutralizers (describe)�����? Overpack Drums�����? Sumps (describe)�����? Other (describe)����Communications and Alarm �q Chemical Alarms (describe)����Systems�q Intercoms/ PA Systems�����q Portable Radios�����q Telephones�����?Underground Tank Leak Detection Monitors�����? Other (describe)����Additional Equipment (Use Additional Pages if Needed.)�����



�6.	Training and Documentation

Training is an integral part of the safety program for your facility and it is the responsibility of each department to ensure all their employees are familiar on the Facility Emergency Plan for the facility(s) they occupy. It is the responsibility of the occupant to become familiar with the Facility Emergency Plan, to know evacuation routes and assembly areas, and to attend training(s) given by their department. 

As a supplement to the training, the Facility Manager posts information in the facility to ensure all occupants and guests can safely exit during an emergency. The facility manager makes the Facility Emergency Plan and other safety information (as necessary) available to department employees.

Other training recommended for facility occupants are CPR, first aid, and fire extinguisher training. For information about CPR and first aid training, call the SLAC Medical Department at Ext. 2281. The Palo Alto Fire Department conducts fire extinguisher training monthly. Check the ES&H Training Web Site for training availability at: 

http://www.slac.stanford.edu/esh/training/training.html

















�Appendix A: Acronyms





Emergency Assembly Point	EAP

Emergency Response Team	ERT

Emergency Management Coordinator	EMC

Emergency Operations Center	EOC	

Environment, Safety & Health Division	ES&H	

Facility Emergency Plan	FEP

Palo Alto Fire Department	PAFD	

Site Engineering and Maintenance	SEM	

Waste Management	WM







�Appendix B: Resource List







A number of SLAC programs and service organizations are available to help maintain and promote a safe and healthful work environment for the campus community. A list of telephone numbers and web sites is provided below. Please use the SLAC Telephone Directory for current telephone numbers. 





Resource List��Stanford Linear Accelerator Center�http://www.slac.stanford.edu�����SLAC Emergency Management Coordinator�Ext. 2095, <preparedness@slac.stanford.edu>�����Environment, Safety & Health Division�Ext. 4460, http://www.slac.stanford.edu/esh/esh.html�����Fire Safety�Fire Marshal, Ext. 4509

Fire Battalion Chief, Ext. 3179����� Fire Codes�Fire Marshal, Ext. 4509�����Hazardous Materials�Ext. 9640�����Hazardous Waste�Ext. 2399�����Operational Health Physics�Ext. 4299�����Site Engineering and Maintenance�Ext. 3730�����Security�Ext. 2551, http://www-group.slac.stanford.edu/ssec/�����Medical Department�Ext. 2281, http://www.slac.stanford.edu/esh/medical/slacmed.html��

�
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   911—from a public telephone



   9-911—from a facility elephone

	or

   Then call Dispatch, Ext. XXXX








