BOMB THREAT

If you should receive a bomb threat, you should.:

1. Use the Telephone Bomb Threat checklist
provided in this pamphlet.

2. After the caller terminates the call, notify
Central Station at (713) 755-7700.

3. Provide Security with the following information:
A. Your name and extension.
B. Extension call was received on.
C. Exact wording of the threat and all
information obtained on the checklist.

4. Notify your supervisor immediately.

5. Remain calm.

CENTRAL STATION WILL:
1. Notify the police.

2. Call out FPM and building security personnel to
conduct a search.

3. Alert all personnel to evacuate the building as
determined by law enforcement.
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INTRODUCTION

Emergencies and disaster situations can
occur without warning. The Harris County
Facilities and Property Management
Department (FPM) has a fully staffed
Facility Security Section (Central
Station). A select number of employees
from each county department have
volunteered as members of their facility’s
Emergency Response Team. These
employees are a key component in the Life
Safety program. They provide guidance in
an emergency to allow the occupants to
promptly and correctly react to an
emergency and provide a safe working
environment.

To supplement employee preparedness, this
pamphlet provides a quick reference on
how to report an emergency, and what to
do. It also identifies the response actions
and assistance that can be expected.

Please read each section carefully and
keep this pamphlet at your desk for quick
reference. Additional pamphlets may be
obtained by calling facility security
(Central Station) at (713) 755-7700.

EMERGENCY HOTLINE
(1131 753-7100

In case of an emergency please call

(713) 755-7700, this is a dedicated telephone
line installed at the security console, located at
Central Station, Room 109, Harris County
Annex 44, and is answered, 24 hours a day,

7 days a week.

Employees are urged to call (713) 755-7700 to
report emergencies to include fires, bomb
threats, acts of physical violence and life
threatening, critical medical emergencies.

When calling (713) 755-7700, you should be
prepared to provide the following information:

1. Your name and extension.
2. The nature of the emergency.

3. Exact location of the
emergency and / or victim.



MEDICAL EMERGENCY

In the event that an accident or illness of an
employee or visitor takes place in your office area,

you should.:

1. Call Facility Security, (713) 755-7700.

2. Provide the following information:
a. Your name and extension.

b. Name, sex and approximate age
(if known) of the victim.
¢. Nature of the injury or illness. Is the victim...
(1) conscious,
(2) breathing without assistance; or,
(3) bleeding?
d. Exact location of the victim.
3. Do not move the victim.
4. If possible, have someone meet Medical personnel
in the main corridor of your floor to lead them to
the victim’s location.

Central Station will :

1. Connect Emergency Medical Services with the
caller so that medical personnel can gather
additional information.

2. Notify building security personnel to standby
and escort EMS to the victims location. Medical
personnel will go to the victim’s location and
stabilize him/her and evaluate their condition to
determine if transport to a medical facility or other
action is necessary.

OBSERVING FIRE OR SMOKE

Call Central Station, (713) 755-7700.
Provide security with the following
information:
A. Your name and extension.
B. Exact location of fire or smoke.
C. Extent of fire or smoke.
Close doors around the fire to contain it.
4. Alert any personnel in the immediate area to
leave the area.
5. Evacuate down the nearest stairway at least 3
floors.
6. Leave the building and assemble in the Evacuee
Assembly area established for your department.

DON’TS

1. Do not attempt to fight the fire.

2. USE STAIRWAY EXIT ONLY. Do not attempt to
use the elevators.

3. Do not take deep breaths. If caught in heavy
smoke — take short breaths, cover your mouth and
nose with a handkerchief or cloth and stoop or crawl
to escape. Air is usually better 2 to 4 feet above the

Sfloor.

4. Do not panic.
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OBSERVING A FIRE ALARM:

1. Call Central Station at (713) 755-7700.
2. Save computer files and / shut computer down.

3. Go to the nearest stairway and stand by for
instructions from the P.A. System or the fire warden.

SEVERE WEATHER

Should a severe weather condition, i.e.
tornado, flood or hurricane warning, threaten
normal business operations, the decision to cease
normal operations for the day will be made by the
County Judge.

Should this decision be made, employees will be
notified by a general announcement with
instructions.

Actions to take prior to leaving the premises:

1. Remove all loose items on desks and
credenzas located in offices with exterior
windows.

2. Close all doors to offices.

3. Save and close all computer files.

Should a tornado be imminent, and evacuation be
deemed unadvisable, you should:

1. Close all doors to exterior offices.

2. Move quickly to the core of the building for
shelter, i.e. the center corridor or any room
without an exterior window.

3. Sit down and protect yourself by putting your
head between your knees and cover your
head.

4. Remain in a safe area until directed to
resume normal activities.

If the decision to close the offices is made prior to
the normal opening time, an announcement to that
effect will be aired on radio stations KTRH (740
am) KPRC (950 AM) and KIKK (650 AM/ 95-7
FM) or employees may call the Central Station at
(713) 755-7700 for information.

EVACUATION

Evacuations will be directed over the Fire Alarm
Voice Communication System and will be preceded by
an alarm. Area Fire Wardens and management
personnel are charged with assisting all employees
down the stairways and out of the building.

Employees should be familiar with stairway locations,
evacuation routes, and should know their floor
wardens.

DO’S:

1. Upon hearing the alarm, go to the stairway door
and listen for and follow all instruction by your floor
warden and management personnel.

2. Use a stairway for evacuation unless otherwise
directed.

3. Remain calm. Keep talking to a minimum.

4. If you need special assistance, seek the help of a
floor warden or your supervisor. Contact Central
Station at (713) 755-7700.

5. Once out of the building, proceed directly to the
evacuee Assembly Area established for your depart-
ment.

DON’TS:

1. Do not use elevators unless directed to do so.

2. Do not run or create panic.

3. Do not leave the Evacuee Assembly Area, until the
“All Clear” is given by Central Station personnel.

AFTER HOURS:

Should a situation necessitating evacuation arise after
normal business hours, the evacuation will be
automatic and will occur in the building of incidence
and all building immediately adjacent to the building
of incidence which are accessible.

The announcement to evacuate will be made over the
Fire Alarm Voice communication System.

You should leave the building via the nearest stairway
or emergency exit and proceed directly to the outside.

If you need special assistance, call Central Station at
(713) 755-7700.
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