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Your Office Here
EMERGENCY PROCEDURES
What to do for a… MEDICAL EMERGENCY

Assess the situation.

Get help.  If immediate professional help is needed call, or have someone call, 911 or pull the nearest fire alarm.

If you have first aid or CPR training assess the situation and start the appropriate procedures.  If you do not have such training, ask for help from someone who does.
Do not move an injured person unless there is imminent danger.

Try to keep the victim calm.  Avoid unnecessary conversation about the condition of the victim.

Notify your supervisor, the office safety coordinator, and/or the facilities manager.

What to do for a… POWER OUTAGE
If necessary, provide assistance to others.

If you are in a darkened area, move cautiously to a lighted area. The office has an emergency lighting system. If the emergency power is operational, exits will be indicated by lighted signs.

One emergency flashlight is located in the copy room and one is located on the side of the reception area.  There will be six flashlights distributed around our basement spaces.  These flashlights turn on in the event of a power outage making them easy to find.  You may wish to keep a personal flashlight in your work area.
Notify the facilities manager.
Call 911if people are in danger.  If power is out, the UW Phone System may be inoperative.  The Dean's office fax phone and the pay phone in the basement (at the bottom of the north stairs) are not on the UW system.  

What to do for a… FIRE!!!
Before
· Know, Plan, and Practice your escape routes. 

· Post emergency numbers near telephones. 

· Get training from EH&S on using fire extinguishers 

· Do not store combustible materials in closed areas or near a heat source. 

· Use Extension cords correctly. Never run them under carpets, or anywhere they can be pinched, or plug them together . Avoid overloading electrical sockets. 

· Keep all electrical appliances away from anything that can catch fire. Remember to always turn them off at the end of the day. 

· Pay attention to housekeeping issues. Do not clutter exits, stairways, and storage areas with waste paper, empty boxes, and other fire hazards. 

During
· Sound the alarm to notify your co-workers, no matter how small the fire 

· Call 9-1-1 

· Leave the building as quickly and as safely as possible. 

· Close doors in each room after escaping to delay the spread of the fire. 

· Use the stairs to escape. Do not use elevators. 

· When evacuating, stay low to the ground. If possible, cover mouth with a cloth to avoid inhaling smoke and gases. 

· Once outside, go to your department Evacuation Assembly Point, tell your supervisor or department floor warden that you are out of the building and report injured or trapped persons and any signs of building damage you observed. 

If unable to leave the building 

· If you are unable to leave the building, you should create an area of refuge: 

· Use a wet cloth to stuff around cracks in doors and seal up vents to protect against smoke. 

· Do not break windows. Flames and smoke can come back in from the outside. If you need air, open the window a crack. 

· Stay low under smoke. The freshest air is near the floor. Keep a wet cloth over your nose and mouth, breath through your nose only. 

· Signal for help. Use the telephone, or hang something in the window. 

After
· Give first aid where appropriate. Seriously injured or burned victims should be transported to professional medical help immediately. 

· Stay out of damaged buildings. Return to building when local fire authorities say it is safe. 

· Look for structural damage. 

· Discard food that has been exposed to heat, smoke, or soot. 

· Don't discard damaged goods until after an inventory has been taken. Save receipts for money relating to fire loss. 

What to do for a…  Volcanic Eruption!!!
Ash fall can be a major problem, but we are likely to have reasonable warning time. 

Time and circumstances permitting, we will call an Emergency All Office Meeting.
Contact the facilities manager.  If he or she is not available, call 5-1411 and ask to have the building ventilation system shut down to prevent intake of ash.

Turn off and cover electronic equipment.  There are usually extra clean trash bags inside your trash can under the top liner.  

Break out the duct tape (or packing tape) and seal windows and unnecessary doors.

Avoid using the elevator (the cage acts as a piston, distributing ash between floors).

Avoid using the telephone.

If you are at home, stay at home.  We will call you if you are needed.

Stay inside the building if ash is falling.

Wear a dust mask.  An effective makeshift dust mask can be made from a moistened handkerchief, tee shirt, or other cloth scrap.  Our ESUs (Emergency Supply Units) each contain a dust mask.

If you are out and about and…
…near the eruption – GET OUT OF THE RIVER VALLEY!!!  Lahars will kill you.

…can get home in a hurry, consider doing so right now.  The traffic will soon be a mess.

…cannot get home in a hurry, find indoor shelter quickly.  The traffic will soon be a mess.

…got stuck in the traffic – DON’T DO THAT!  Be Prepared.  ACT early!
The United States Geological Survey, in cooperation with our friends at the GNS in New Zealand, have an excellent What to do for Ash Fall site.  Read it before you need it.
What to do for a…  Suspicious Object - Suspicious Mail
Do not touch or disturb the object.

Notify your supervisor, the Office Safety Coordinator, and/or the facilities manager.

If your suspicions are confirmed Call 911.

Be prepared to evacuate the building. 

What to do for an…  EXPLOSION

Call 911 or pull the nearest fire alarm.

Be prepared for further explosions.

Get under a table or desk.

Stay away from windows, bookcases, cabinets, overhead light fixtures, and electrical equipment.

Do not move injured persons unless they are in imminent danger.

Open doors carefully.  Watch for falling objects.

Do not use the elevator.

Do not use matches or lighters.

Avoid using radios.

Avoid unnecessary use of the telephone.

Evacuate the building. Gather at the central reporting area (away from the building outside the Dean’s Office main entry door).

What to do for…  Criminal Activity or a Suspicious Person
For a suspicious person: 
If reasonable, establish eye contact and ask if you can help him or her.

If they remain suspicious, call the University Police 
Non-Emergency Dispatch Number (3-9331) and make a report.

Keep a safe distance. Note the person’s direction of travel.

Attempt to obtain as much information as possible such as:

Sex
_____ 
Body type
_____________ 
Clothing
_______________________

Age
_____ 
Hair color
_____________ 
Shoes
_______________________

Weight
_____ 
Hair style
_____________ 
Jewelry
_______________________

Race
_____ 
Scars/Marks/Tattoos
_______________________________________

If you encounter a person committing a crime:

The priority is personal safety! Do not endanger yourself.

When reasonable – Do NOT resist or physically confront the person.

Be sure not to block the person’s access to an exit.

Attempt to remember as much information as possible, as above.
Call 911

The UW Police have a special Active Shooter Guide .

What to do for an…EARTHQUAKE!!!
Before
Make sure shelves are secure and designed with latching doors or raised edges to prevent objects from falling. 

Top-heavy furniture and equipment must be bolted to walls or floor. 

Store breakables and heavy objects on lower shelves. Overhead lights, heavy artwork, and mirrors need to be anchored. 

During
If INDOORS, stay indoors. Move away from windows that may break and furniture or large objects that could fall over. Take cover under a table, bench or desk and hold on, or go to an interior wall or hallway. Expect fire alarm and sprinkler systems to activate. 

If you’re in a CROWDED ROOM OR PUBLIC PLACE, do not rush for exits. If outdoors, stay outdoors. Move to an open area away from trees, buildings, utility poles and lines, or signs. 

If in a VEHICLE, pull to the side of the road as quickly as possible, but keep away from overhead hazards such as trees, buildings, utility poles and lines, signs, and bridges. Stay in the vehicle until the shaking stops. 

If you’re in a THEATER OR STADIUM, stay in your seat or get under it if possible, and protect your head with your arms. Do not try to leave until the shaking is over. 

After
For UW Seattle Building Emergency and Evacuation Procedures After an Earthquake, Click here for detailed instructions on what building occupants and Building Evacuation Directors should do immediately after an earthquake on the Seattle campus. This step-by-step checklist provides basic information for building evaluation and staff/student guidance.
Only after the shaking stops, evacuate cautiously, taking your keys, wallet, purse, coat, and any emergency supplies. 

On your way out, look for signs of building damage or for persons who are injured or trapped. Watch for falling objects as you leave the building. 

Go to your department Evacuation Assembly Point, tell your supervisor or department floor warden that you are out of the building and report injured or trapped persons and any signs of building damage you observed. 

Turn on a battery-powered or vehicle radio if available for information. 

If possible, do not use the phone for local calls, except emergencies, during the first 15-30 minutes after the earthquake. Overloading the phone system with calls may delay the delivery of emergency assistance. 

Be prepared for aftershocks.

There is a crowbar under the sink in the copy room.
What to do for a… BOMB THREAT
In the event of receiving a telephone bomb threat:

Attempt to obtain as much information as possible.  Caller ID data?  Write down the details.

QUESTIONS TO ASK:

1. When will the bomb explode?

2. Where is the bomb?

3. What does the bomb look like?

4. What kind of bomb is it?

5. What will cause the bomb to detonate?

6. Did you place the bomb?

7. Why?

8. What is your address?

9. What is your name?

Exact wording of the threat:

Sex of caller:

Race?:

Approximate age:

Length of call:

Date:

CALLER'S VOICE

__calm 
__angry
__excited
__slow

__rapid
__soft

__loud 
__laughing

__crying
__normal
__distinct
__slurred

__nasal
__stuttering
__lisped
__raspy

__deep 
__ragged
__cracking
__breathing heavily
__familiar
__accented
__distorted
__clearing throat

If familiar, whose voice is similar?

BACKGROUND 
__office machinery
__factory machinery
__street noises 
__crockery

__voices

__PA system

__music

__household noises

__running motor
__animal noises
__clear 

__static

__local call

__long distance call
__telephone booth
__other

THREAT LANGUAGE
__well spoken

__message is read
__profane

__irrational

__incoherent

__rambling

__taped

Remarks: 

Call 911, or pull nearest fire alarm.

Notify your supervisor and facility manager.

Be prepared to evacuate the building. 
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1.
Get help, call 911
A.)
In the event of a life threatening emergency, call 911 or pull the nearest fire alarm.  If appropriate SHOUT!!! for HELP!!!  When calling 911, stay on the line until the dispatcher tells you to hang up.

B)
While you're waiting for help, administer first aid as needed.


First aid kits are located: 

Above the sink in the copy room.

In the cabinet next to the front reception desk.
Basement 
Ron Kline's office.


Note:  UW Police officers are advanced First Aid and CPR certified and are within 2 to 3 minutes response time by calling 911.  In the event of a severe disaster this response time could be delayed considerably.

2.
Contact your supervisor and our Safety Coordinators
Linda Nelson
Maggie Luning
3.
Fill out an Accident/Incident Report.
Talk to your supervisor.

When appropriate, obtain an Accident/Incident Report form from the form drawer by the Reception Desk or use the Online Accident Reporting System (OARS).  Fill out the report as soon as possible (while memory of the details is still fresh).
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