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EMERGENCY PHONE NUMBERS

.

Location Phone
* 'All Emergencies 2800

Chemical / Radioactive Spills C 156 3384/3383

NIEHS Guard Desk-Routine Business Bldg. 101 7515
*

-

'(24 hrs).

Health and Safety Manager C 156 7933

Safety Officer C 153 3384
'

Radiation Safety Officer C 155 3383

Fire Protection Officer C 154B 3384

NIEHS Health Unit E 111 4867

Office of Facilities Engineering (OFE) 102 3311

After Office Hours 4809
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!. EMERGENCY AND EVAC'JATION PROCEDURES

A. Fire Emergency

Every employee must know the location of fire extinguishers and fire.

blankets tnd be familiar with the fire alarm system. The first
person to observe a fire should:

1. Imediately sound the fire alarm by activating nearest fire
alarn pull station. .

2. Report fire to ext. 2800

3. If possible, use available fire extinguishers to extinguish or
contain fire. If the fire is fueled by a natural gas or LP gas
leak then the gas supply should be shut off prior to extin-
guishing the fire. !

.

4. Immediately evacuate area should initial fire fighting attempts
fail. Shut off gas supplies, etc. Close door to area to
contain fire.

5. Follow instructions given over speaker system.

B. Bornb Threats

1. RECEIPT OF A THREAT.

a. Any person receiving a phone call involving a bomb threat
or a threat against an individual should attempt to dtain
as much information as pos31ble from the caller. This
information is invaluable in determining the validitp.
urgency, and nature of the threat, and consequently, &
determining what action is appropriate in response to that
threat.

b. Of utmost importance are the EXACT WORDS of the caller and
information concerning the location and expected detonation
time of the explosives. Jot down the EXACT WORDS as soon
as possible so they will not be forgotten or distorted.

c. The person making the threatening call could reveal enough
information about himself so that the recipient of the call
could later identify the caller. There have been cases
wherein the caller has described the bombing device, given
its location and stated the time that the device was to be
detonated or ignited,

,

d. Persons receiving such calls should be aware of the
following guidelines and suggestions:

,

1. Be calm; be courteous; listen; do not interrupt the
caller; jot down notes on any paper available,
preferably the bomb threat report form found on
page 17 of this plan or in the NIEHS telephone book.

.. _
l
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Try tpij<ep the caller on the li,rT, long as.possible -

.

ti.

f, in 4rder to obtain as .mgh inforutI,on or-character-
istic comments or accents-as poss W This can b'e

.done by: pretending to have a bad corine(ior..-
,

liikAskthe'callertorepeatthemessage.'Attemptto'

ascertain the type of device, what it ,l y ks lika, j]'.
where it's located, what time it will go orf,:etc.

s .

iv. Pay particular atter.clon for any strange or peculiar
.

'

.

background. noises, such as a motor'ruepir.A background ~
music and the type of music, train whistle, ' sirens,.- /
jet airplane engines, and any other noises which might
provide clues as to the place from which the call was
being made. /-

Listen closely to the voice (r..td)e/ fen, ale)
),

v.
(young / mature) for voice qualit.y, accents, speech
impediments,orwords/phrasesuriedrepeated]y.

. J-
vi. If time permits and the caller is talkative', ask

questions such as "Who is this calling, please?", or,
,

"What is your name?". In some instances, the caller
,

mayunthinkingly reply.with his name. i/ p
(

2. AFTER RECEIPT;. WHAT TO 901

a. Immed',ately notify Security at Ext. 2800. This will,

activate the Bomb Threat Team to search public areas
and exit routes.

b. Immediately after above notific3 tion, complete the prepara- i

tion of the Bomb.Threa,t Report Form as coinpletely '.and as
accuratel j as pepsible. . If-the report form is r.st avail- I
able, recya as much'informat hn as possible on paper.

y )?
Notify your 'immediate superv'isor of the.jact that you j

,

c.
receivedaf.hreateningphonvc3 and havf aiready notified r

Security. _,
;

d. After completion of the 3cC, Threat Re' port, remain at your
location until the Security Officer arrives. He wiln
irf,erview you regarding the call and take your compleded
Bomb Threat Report.'

3. OCCUPANT SEARCH - PRIOR TO EVACUATION 'I '-
,

Building occupa$ts vW1 respond as directed over the public*

dddresssystem(SouthCampus)orwhencontactedbySecurity
?Personnel. or Building Monitors (North Campus). A building

search will be instituted and employees in the threatened area '.7
.

,

will be requested to check their work ar'fis for suspicious ,%

obj ects . If a particular location was n7t ind ccted in the ,I*threat,thenassistancewillberequestMthroughoutthe ,

building. Evacvation orders will be f ML aftep building i
,

occupants havca.hecked their area 9 at:d exit pal.tways a;re knog ,

[/9to be safe t6r travel. /
'

J r/
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Floor Monitors (South Campus) and Building Monitors (North
Campus) should check lobbies, corridors, closets, rest rooms.and

,

j the like in their renoective area (South Campus) or building
(North Campus). Building engineers, electricians, etc., willO

_.e H m k~their respective utility areas. Appropriate instructions
,

| wl.il b'e givenito personnel to insure their safety by advising
. V that when suspicious articles are found they should not be
.h touched or disturbed.

! Occupants 'are to post an all-clear sign on their door after it
has been checded. Scotch brand "Post-It" note pads are
excellent for this, but any sheet of paper will do. The sign
should .9ay, "This' area (or room) checked". It should then be
initialad or signed.

1
-

/~) Anything suspicious should be reported to Security, Ext. 2800.
.

Occupants will be notified if there are any building areas which'
''

should be avoided auring evacuation.
, , .,

4. DUTIES OF THE B0MB YHREAT TEAM

While occupan?s are checking their areas the Bamb Threat Team
,

(composed of valunteers from the Health and Safety Office, 0FEr

supervisors, and Security personnel) will be searching the
public areas, to include all stairwells and grounds surrounding
the building. Building engineers will be searching the
mechanical areas of the building.

5. EVACUATION PROCEDURES

Evacuation will proceed in the same manner as fire drills.'

i Floor Monitors should repart to their Module Monitor and all
7 Module Monitors should report to the Building Monitor.

Personnel should take their coats, purses, keys, etc., and exit
'

thc' building as if they were not returning for the day. All
perscanel dill be told to leave the area and to report for work
as. normal in 1-1/2 hours or as directed.

SiditlebuseswillbeprovidedbyOfficeServicesforthosewho
do not have cars available, such as car poolers, conference
attendees, and others needing to get to another campus.

Key personnel (Director; Deputy Director; Executive Officer;
Scientific Director; Director, TRfP; Director, BRAP and Public
(nfotution Officer) will be relocated to other offices. Their
telephones are provided with call forwarding so business can

, continue wit'n as little interruption as possible.
* j

6. HANDLING POBLIC AND NEWS MEDIA IN0VIRIES

a. The purpose of this provision is to furnish the public and*

news' media with accurate information and to see that
additional bomb threat calls are not precipitated by
jncorrect statements from uninformed sources.,

<;
,

7,

+
;,
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- b. All NIEHS emplojees are instructed not to discuss the
situation with news media or other outsiders. Inquiries* should be courteously and tactfully directed to the Putilic
Information Office ext. 3MS.

* '

C. ' Medical Emergency

NIEHS has a program for training personnel in emergency first aid and
CPR techniques. All Security personnel are also trained. The Health
and Safety bulletin boards have a list of all personnel who have
completed CPR and first aid training, NIEHS also has a First
Responder Team composed of NIEHS personnel who have received
additional first aid /CPR training, NIEHS personnel who are trained
EMTs and a full time nurse. Most team members carry a pager. The
person observing a medical emergency should:

1. Notify Security at Ext. 2800. Give information as to the nature
of the emergency and the exact location. Security will then
contact local Emergency Rescue Units and page the NIEHS First
Responder Team. ** Prompt, emergency medical response is
dependent upon Security being notified when a medical emergency
occurs. In addition to notifying the NIEHS First Responder Team
and contacting local rescue units, Security is also responsible
for directing the rescue units to the scene of the emergency.

2. If there is a person who has received first aid /CPR training
nearby, he/she should be immediately contacted to give
assistance.

3. Stay with the injured person and do what you can until medical
assistance arrives.

D. Hazardous Materials Spills / Leaks

Procedures for proper clean-up of minor chemical or radioactive
spills are contained in individual hazardous chemical or radioisotope
use protocols which are reviewed by Institute personnel and approved
by the Health and Safety Office. Minor spills should be cleaned up
according to these established procedures. The Safety Of ficer (Ext.
3384) and the Radiation Safety Officer (Ext. 3383) should be
contacted for consultation. If after office hours contact Security
(ext. 2800). All spills should be cleaned up promptly and access to
the contaminated area restricted to clean-up personnel until clean-up
has been accomplished. More details concerning procedures for
hazardous materials spills are contained in the NIEHS Safety and
Health Manual and the NIEHS Radiation Safety Guide.

Larger spills of volatile materials may require evacuation of*

occupants. Should such a spill occur imediately evacuate- the area
to a place of safety and:

,

1. Immediately remove any contaminated clothing, and wash any part
of body contacted by chemicals or radioactive materials. Do not
truck contamination to clean areas.

.- - - - - . - , ..
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2. Notify the Health and Safety Office at Ext. 3383 or 3384 or
Security at Ext. 2800 if after hours.,

3. Follow instructions given by the Health and Safety Office or the
Floor Monitor..

E. Natural or LP Gas Leaks-

Immediately upon discovery of a gas leak:

1. Do not use light switches or other apparatus likely to produce a
spark.

2. Search your intnediate area for a source and shut off gas supply
if possible.

3. Notify 0FE (Ext. 3311 or 4809 after office hours), Health and
Safety Office (Ext. 3384 or 7933), Floor Monitor, and Security
(Ext. 2800).

4. Evacuate the area.

F. Adverse Weather Conditions
,

1. During severe weather conditions, personnel should be alert to
the possibility of the developoent of severe storms, tornadoes,
etc. The Office of Administrative Management and Security
personnel will monitor local radio announcements for tornado.or
severe weather watches or warnings. When a tornado WARNING has
been officially announced, NIEHS will be alerted.

2. When a tornado WARNING has been announced, employees will
immediately assure that equipnant is secure (i .e. shut off gas,
water, high voltage, etc.) and move to the nearest place of
safety where they should sit on the floor with backs to a wall
as far away from windows as possible. Remain in safe locations
until all-clear message is given.

3. During adverse weather conditions such as severe snow or ice
storms, employees may be dismissed early. Early dismissal will
be ordered only by the the Designated Official and will be
announced.

.

S
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II. NIEHS EMERGENCY ORGANIZATION
.

A. MISSION

The danger of fire, storms, bomb threats, major hazardous materials-

spills and/or other threats to life and property make it mandatory
that a plan to protect against these hazards be established.

An Occcpant Emergency Plan (hereafter called the Plan) has been
~ developed for NIEHS Facilities located in the Research Triangle. Park,
North Carolina. An important part of the Plan is the NIEHS Emergency
Organization (hereafter called the Organization). The Organization
is composed of NIEHS management and employees with well defined
emergency response responsibilities. The mission of the Organization
is to protect life and property by preparing for and carrying out
activities to prevent or minimize personal injury and physical
damage. This will be accomplished by pre-emergency planning;
establishing specific functions for Organization members; training
Organizational personnel in appropriate functions; instructing
occupants of appropriate rcsponses to emergency situations and
evacuation procedures; and the conducting of actual drills.

During emergeccies, the Organization will direct and control
evacuation of NIEHS buildings. The Organization will take immediate
action against dise3ter effects by extinguishing fires or containing
them until outside assistance becomes available and by providing
on-the-spot assistance by controlling utilities such as heating and
air conditioning systems, electricity, gas supplies and water
supplies when and where appropriate. The Organization will respond
to medical emergencies ay providing immediate first-aid until outside
emergency medical assistance is obtained.

.

.

4
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B. .NIEHS- EMERGENCY 0RGANIZATION MEMBERS

.

.j : _.

' Designated Official'
:(NIEHS Director

Deputy Director or
Executive 0fficer),

.

Health and Safety
Office

Control Site Emergency Coordinator
Center: (Health & Safety Manager)
Personnel

I I l- I

Security First Responder Bomb Threat Utilities Control
Personnel Team Team Team (0FE)

(First Aid)
*

-

| Building Monitors |

Building | Module Monitors |
Evacuation
Team I I

Floor- Stai rwell Handicapped
Monitors Monitors Aides

_

9

.

e
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-C. EMERGENCY ORGANIZATION RESPONSIBILITIES

1. Designated Official or Alternate

a. Must supervise the development of the Occupant Emergency,

Plan and the staffing and training of the Occupant
Emergency Organization.

b. Serves as Senior Official during-actual emergencies.
Determines'whether to call for general evacuation or take
localized actions. Notifies Site Emergency Coordinator of
required actions.

2. Health and Safety Office

a. Develops an effective occupant emergency plan.

b. Organizes and trains members of NIEHS Emergency
Organization.

C. Establishes working relationships with all appropriate
outside emergency response personnel.

~

d. Prepares occupants prior to emergencies through information
dissemination and appropriate drills.

e. Works with Office of Facilities Engineering (0FE) to assure
operational nature of emergency warning systems and
availability of fire protection, comunications, and other
equipment.

f. Office staff reports to Comand Center and assists Site
Emergency Coordinator during emergencies, providing
information as to chemical, flamable and explosion hazards
in NIEHS facilities.

3. Site Emergency Coordinator or Alternate

a. On sounding of alarm or notification, reports to Command
Center and initiates any actions deemed necessary.
Comunicates vtith the Designated Official,

b. Manages emergencies at designated NIEHS site to guarantee
that the Plan operates safely and efficiently during drills
and emergencies.

c. During emergencies manages operations at the Comand
Center, assuring that appropriate emergency response*

personnel are requested. ~

*

d. Co-ordinates activities of Building Monitors to assure safe
and efficient evacuation of occupants. .

e. Calls meetings of Emergency Organization when necessary.
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4. Security Personnel
~* a. -Responds to emergency calls'and ascertains whether or.not

appropriate emergency services have been contacted.
Secures emergency services where appropriate. Notifies,

members of the Emergency Organization as directed in the
Security Personnel . Emergency Procedures Manual (SPEPM).

b. During non-working hours, contacts members of the Emergency
Organization to notify of emergency situations as directed
in the SPEPM.

c. During.both medical emergencies and evacuations delivers
emergency n.edical supplies to the site or the site Control
Center.

d. Provides necessary first aid and assistance until emergency
or rescue' unit arrives.

e. Directs fire and rescue units to appropriate NIEHS site and
building.

f. Once occupants have evacuated buildings, directs them to
safe locations and ma'intains perimeter control .

5. Utilities Control Team

a. During evacuation or other emergencies, proceeds to site
Control Center and reports to Site Emergency Coordinator.

b. Assists fire department with utilities, fire protection,
conununications and other equipment in the building.

c. Maintains emergency call list for utilities.

d. Works with the Health and Safety Office to assure
operational nature of emergency warning systems, fire
protection equipment and other emergency equipment.

6. First Responder Team (First Aid Personnel)

a. Maintains training and certification status in first aid
and CPR techniques,

b. During building evacuations, reports to Site Emergency
Coordinator and remains on standby to provide first aid
services.

,

c. During limited medical emergencies, proceeds to site when
requested by Security or other NIEHS personnel. For wide

,

spread medical emergencies, goes to the Site Command Center
and reports to Site Emergency Coordinatcr.
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7. Bomb Threat Team
"

a._ Composed of volunteers from the Health and Safety Office,.
OFE Supervisors, and Security personnel.

.

b. In the event of a bomb threat they are- rcsponsible for
searching public areas - to include all stairwells and
grounds surrounding the building - prior to occupants
evacuating the building.

8. Building Monitor

a. During evacuations, reports to Site Command Center and
supervises and directs evacuation of occupants through
Module Monitors and Floor Monitors as required by the
Occupant Emergency Plan.

b. Assures that all floors have been evacuated and advises the
Site Coordinator when the building has been cleared.

c.. Maintains a current list of all Floor Monitors for his/her
particular building or module.

9. Module Monitor

a. During evacuations, serves as Floor Monitor for his
designated area,

b. Assures that all floors for his/her particular module have
been evacuated then reports to the Building Monitor at the
Site Command Center.

10. _ Floor Monitors

a. In their designated area, directs the orderly flow of
occupants during drills and actual emergencies along
prescribed evacuation routes,

b. Checks all washrooms, closet areas, etc. in assigned area
for evacuation.

c. Reports to the Module Monitor when all occupants in their
area have been evacuated.

11. Stairwell Monitors

a. Reports to Floor Monitor then controls the flow of
* personnel into the stairwell. i

'

b. If stairwell is not usable, directs personnel to an.

alternate stairwell.

12. Handicapped Monitors

a. Maintains a list of all handicapped persons within their
area.

i
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b. JAssists handicapped persons |and handicapped _ visitors during;._

' evacuations...,

'c. Reports tcr floor monitor when .all handicapped persons are
c. evacuated.-

'

D. COMMAND' CENTER LOCATION

. South Campus

Building 101 First Floor Control Center,
Module B, Ext. 2800

Building 102 Office of Facilities Engineering (0FE)
Room 102/S118, Ext. 3327

North Campus-

Building 1, Ext. 3478
~

'

.

4

P

i

,

;

i

|
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BOMB THREAT REPORT
|

l

instructions: Be calm, be courteous. Listen, do not interrupt the calier.,

Person Receiving Call and Extension Time Date Extension Call Received on |
\.

| Exact Words of Caller !,

!
|

1

|
*

|

'

Pretend difficulty with hearing. Keep caller talking. lf caller seems agreeable to further conversation, ask questions like:
When wWI et go ott? Certain Hour Time Remasrung

Wnere is it locasod? Busadang Area

wns iurx: or comb? where are you now?

How do you know so mucn about the bomb?

What is your name and address?

Caller's identf ty

sex: Approxun.se Age Ogars) .

Origin of Call

intem :(Frorn wn.t busading?)

Voice Characteristics Speech Language

O toua soti Ft O siow exceaent O oooo
High Pitch Deep 06stinct O Diciotteo O r.ir poor

R=or - O stuti- O s-al O rovi oe-
men.d ou= 0 siun.a us.

Accent Manner Background Noises

O tocai C soitoc. C.im Anory F.ctory Macrune. Tr.in.
Foreign O R.aon. ' rr.non. sedi m O Anim i.i

d Race Coherent incoherent Musse ouwt

Denberate Emoten.i omce MacNnes O wice.
Rytteou. O tausw P.rty Aimo.onere Airpi ne..

Dame O uix.o

Action to Take immediately After Call Call Security ext. 5555,

seconry omew supemeer Case No. Esewwy une croy


