THE PRESBYTERIAN CENTER

EMERGENCY PROCEDURES MANUAL
PREPARED BY:

BUILDING SERVICES 
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The purpose of this manual is to provide you with emergency procedures and safety features in effect at the Presbyterian Center.

After you have read this manual, please keep it in a place where it is readily accessible for reference. 

Should you have any questions regarding the facility or its operation, please do not hesitate to contact Building Services at (502) 569-5625.

NOTE: The Communicable Disease and Pandemic Flu Policy is a supplement to the Employee Handbook and the Emergency Procedures Manual and can be found on CenterNet. 
EMERGENCY ACCESS LIST

FOR POLICE, FIRE AND AMBULANCE DIAL
911 

FACILITIES RESOURCE LINE
569-5625

(General maintenance and repair services are available, including heating, cooling, plumbing, housekeeping, picture hanging, chair cleaning, desk refinishing, furniture moving, etc.)

BUILDING SECURITY
569-5010

(To verify any situation or report information)
ESCORT SERVICE
569-5010

(A security escort will be available to any employee or visitor within a four block area of the building. Please call ahead if possible.)

EMPLOYEE INFORMATION LINE
569-8000

(Building Hours, Severe Weather closings, etc.) 

WITHERSPOON GARAGE
580-6145
(Problems with parking cards, etc.?  Please contact the Facilities Resource Line at 569-5625.)

LOUISVILLE METRO POLICE DEPARTMENT/FIRST DIVISION
574-7167
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INTRODUCTION

The purpose of this manual is to create the organization and procedures necessary to deal with any foreseeable emergency situation posing a threat to the safety of our employees, tenants and property.  

Each floor has volunteer safety monitors who work closely with Building Services 

on safety matters referred to throughout this manual. A current list of safety monitors, and employees certified in CPR/AED, can be found on CenterNet.

It is imperative that you become familiar with the emergency equipment in and around your area, as well as emergency exits. Floor plans outlining this information are also located next to bulletin boards in kitchen areas and near restroom areas on the east side of the building.

Building Services must be notified immediately of any emergency situation. 

We suggest that you review the following general emergency procedures designed for various types of emergency situations that could occur in the building.

GENERAL INFORMATION

This manual contains information concerning actions to be taken in the event of an emergency situation within the Presbyterian Center. It has been developed to assist you in responding promptly, and in an organized manner, to any emergency situation that may arise.

The Presbyterian Center was designed with your comfort, security, and safety in mind. The following information highlights some of the life support systems in the Presbyterian Center:

1.
Automatic sprinkler fire suppression system, supplied by city water pressure, throughout the building. 

2.  
Two emergency power generators.

3.
Building automation system with the following prioritized groups:

a.  
Fire

b.  
Security

c.  
HVAC

d. 
Energy Management System

4.
Security staff and maintenance staff are on call 24-hours a day, seven days a week.

5.
Automatic smoke dampers (activated by manual fire alarm pull boxes), smoke detectors, and flow detectors in the sprinkler system.

The remainder of this manual is divided into sections by title, such as Bomb Threats, Evacuation, Fire, etc. Please read carefully and be certain you understand the instructions provided for you. If you have any questions, please contact Building Services at 569-5625.
ACTIVE SHOOTER IN BUILDING
Profile of an active shooter:

· According to the U.S. Department of Homeland Security (DHS), an Active Shooter is an individual actively engaged in killing or attempting to kill people in a confined and populated area; in most cases, active shooters use firearm(s) and there is no pattern or method to their selection of victims.  

· Active shooter situations are unpredictable and evolve quickly. Such incidents can happen anywhere, at any time. The triggers for such incidents could be personal anger, ideology, revenge, mental illness or many other different reasons. Typically, the immediate deployment of law enforcement is required to stop the shooting and mitigate harm to victims. 

· Because active shooter situations are often over within 10 to 15 minutes, before law enforcement arrives on the scene, individuals must be prepared both mentally and physically to deal with an active shooter situation. 
How to respond when an active shooter is in your vicinity:

· Quickly determine the most reasonable way to protect your own life. Remember that visitors are likely to follow the lead of employees during an active shooter situation.

· EVACUATE
· If there is an accessible escape path, attempt to evacuate the premises.  
· Have an escape route and plan in mind.

· Take note of the two nearest exits in any facility you visit. 
· Evacuate regardless of whether others agree to follow. 

· Leave your belongings behind.
· Help others escape, if possible.

· Prevent people from entering the premises. 

· Call 911 when it is safe to do so. 
· HIDE OUT
· If evacuation is not possible, find a place to hide where the active shooter is less likely to find you. 



Your hiding place should:

· Be out of the active shooter’s view.
· Provide protection if shots are fired in your direction. If you are in an office, stay there and secure the door. If you are in a hallway, get into a room and secure the door. 
· Not trap you or restrict your options for movement. 

To prevent an active shooter from entering your hiding place:

· Lock and/or blockade the door with heavy furniture. 
· Be Silent! Put your cell phone on silent mode immediately. A ringer or vibration will give away your location.  
· Silence your cell phone and pager.
· Turn off any source of noise (i.e., radios, televisions).

· Hide behind large objects (i.e., cabinets, desks).
· Remain very quiet.
If evacuation and hiding out are not possible: 

· Remain calm.

· Call 911 when it is safe to do so. 
· If you cannot speak, leave the line open and allow the dispatcher to listen.
· ACT 
· As a last resort, and only if your life is in danger, attempt to incapacitate the shooter.
· Act with physical aggression. 

· Improvise weapons. 
· Yell at him or her and throw things and use any physical force available/possible to stop the shooter and defend yourself or others.  

· Commit to your actions. 
When a law enforcement officer arrives:

· Remain calm, and follow officers’ instruction.
· Put down any items in your hands that you are carrying.

· Immediately raise your hands and spread your fingers.

· Keep hands visible at all times.

· Avoid making quick movements toward officers such as holding on to them for safety.

· Avoid pointing, screaming and/or yelling.
· Do not stop to ask officers for help or direction when evacuating, just proceed in the direction from which officers are entering the premises.

Information to provide to law enforcement or the 911 operator:  

1. Location of the active shooter. 
2. Number of shooters, if more than one.
3. Physical description of shooter/s.
4. Number and type of weapons held by shooter/s.
5. Number of potential victims at the location. 

· The first officers to arrive to the scene will not stop to help injured persons. Expect rescue teams comprised of additional officers and emergency medical personnel to follow the initial officers. These rescue teams will treat and remove any injured persons. They may also call upon able-bodied individuals to assist in removing the wounded from the premises. 

· Once you have reached a safe location or an assembly point, you will likely be held in that area by law enforcement until the situation is under control, and all witnesses have been identified and questioned. Do not leave until law enforcement authorities have instructed you to do so.  

How building occupants would be warned in an active shooter/aggressor situation:

· Generally, in an emergency, Building Services will broadcast a message via the building (PA) System. However, some emergencies such as active shooter/aggressor situations will require you to evacuate on your own. 
BOMB THREATS
In the event of a telephoned bomb threat:

1 Keep the caller talking and in a polite and calm manner, attempt to obtain and record, the following information:

A. Location of the bomb?

B. Time it is set to go off?

C. What kind of bomb is it?

D. Does it have a time or remote control detonator?

E. Purpose of planting the bomb?

F. Where are you calling from?

G. Whom do you represent?

H. Who are you?

I. Description of caller’s voice:

1. Male or Female

2. Young, Middle-Aged, Old

3. Accent

4. Speech impediment or peculiar voice characteristics, such as stutter, drunk, etc.

5. Attitude (calm, excited)

6. Background noises (music, factory machinery, voices)

If possible, pass a note to a co-worker so the police and Building Services can be called. 

Should a bomb threat occur after normal business hours, please contact the police and building security at 569-5010.  
In the event a suspicious item is found:

6. DO NOT TOUCH ANY SUSPICIOUS OBJECT (e.g. package, briefcase, or bundle). If ownership cannot be established, call the police and the building office immediately. The importance of not touching the article cannot be stressed enough. Explosive devices may appear in a recognizable form or they may be very sophisticated, disguised so as not to be easily discernible. 

6. If evacuation is necessary, the same steps as fire evacuation should be taken except that elevators may be used. 

Do not re-enter the building until you have been notified that there is no further danger.
CIVIL COMMOTION
We shall rely on the Police and Civil Defense authorities to advise what protective action shall be taken during a local civil disturbance in or around our premises.  Actions recommended by the authorities will be communicated to all occupants.

Should assistance be required in determining any action to be taken in a major or minor emergency, please contact Building Services at 569-5625.

EARTHQUAKES
Earthquake conditions such as term, duration, or severity cannot be anticipated.  Because of this unpredictability, minor shock may be followed by a severe disturbance or vice versa.

Louisville-Jefferson County Disaster & Emergency Services (DES) recommends the following procedures:

1.
If indoors, stay indoors, however:

a.
Take cover under a heavy desk, table or bench, in doorways, halls, or against inside walls.  

b.
Stay away from windows.

c.
Do not stand under light fixtures or any object that may fall.

d.
Do not use elevators. Power may fail.

e.
Do not dash for exits. Stairways may be broken or jammed with people.

f.
Do not light matches or cigarette lighters because of possible gas leakage. 

2.
If outdoors, stay outdoors, however:

a.
Move away from buildings and utility wires.

b.
Stay in one area.

3.
If in a moving car, stop as quickly as safety permits. Stay in vehicle.  After tremors stop, drive on, however, watch for hazards such as fallen debris, downed electrical wires, or undermined roadways.  

If the earthquake is moderate to severe, all elevators will be shut down until the elevator contractor has checked mechanical and safety features. You will be notified over the building (PA) system as to the extent of damage, if any, and the recommended actions to follow. 

DO NOT EVACUATE YOUR FLOOR UNTIL TOLD BY MANAGEMENT TO DO SO.
ELEVATORS
If an emergency arises when you are on the elevators:

1.
Remain calm.

2.
Open panel door to emergency telephone.

3.
Dial 569-5010, or 569-5625, and give number of elevator, which is the large number inside the panel door.  

4.
Try to calm other passengers until help arrives.            
EVACUATION
Any time an alarm sounds everyone must evacuate the building and follow directions given by the safety monitors.

Our plan is for employees to exit the building, as instructed by safety monitors, progress to and congregate at designated areas on the first floor of the Witherspoon Garage for roll call by safety monitors.

If you are not on your floor when an alarm sounds, exit through the nearest stairway exit. 

When exiting down stairways, move quickly and quietly. This will help in keeping traffic moving swiftly so that personnel from the upper floors can evacuate sooner.

NOTE:  Disabled persons should make their way to the nearest stairway exit for assistance by fellow employees or by Fire Department personnel.  
FIRE ALARM
Manual fire alarm pull boxes are located throughout the building near exits. These alarms, when activated, will alert the building of a fire emergency. A fire alarm will also be activated in the event of smoke detection in the air-conditioning systems or flow in the sprinkler system. Should an alarm be activated, the following will occur:

· The alarm speaker will sound an alert tone for 30 seconds. At the end of that time, a prerecorded digital voice message will be sent out for four complete rounds. At the end of the four rounds, the alert tone will resound for one minute, alternating with the alert message. The building operator or Fire Department can override this by silencing the signals or using the hand-held microphone to issue verbal instructions.

If evacuation of the area is necessary, follow those instructions given via the recorded message.

Do not re-enter the building until you have been notified that there is no further danger.

Unless you are told otherwise, you must consider any alarm that you hear as signaling a real emergency. In the event of a drill, or ceasement of evacuation, you will be notified over the building public address (PA) system.  

FIRE EVACUATION
Elevators will not operate during a fire emergency. Proceed to the nearest stairway exit to leave the building and walk to your assigned meeting area inside the Witherspoon Garage on the first floor for roll call by safety monitors; columns inside the Presbyterian section of the garage are marked by floor (see next page for designated meeting areas). Do not re-enter the building until you have been notified that there is no further danger.

NOTE:  Disabled persons should make their way to the nearest stairway exit for assistance by fellow employees or by Fire Department personnel.   
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FIRE EXTINGUISHERS
Marked cabinets that contain fire extinguishers are located near the exit stairways.

To operate an extinguisher:

1.
Pull the safety pin.

2.
Aim extinguisher nozzle at the base of the fire.

6. Squeeze or press the handle.
6. Sweep from side to side at the base of the fire (use short bursts) until fire is extinguished.
FIRE PROCEDURES 

IN THE EVENT OF A FIRE:

1.
Activate manual pull station by the closest emergency exit.

2.
Dial 911.
3.
Proceed to the nearest stairway exit to leave the building.

INJURIES/ACCIDENTS
Should any injuries or accidents occur in or around our premises, or if medical attention is required, dial 911.    

Building Services should be advised of any accident that occurs on the property.
MEDICAL AID
Should an occupant of the Presbyterian Center require medical aid, dial 911, and then notify Building Services at 569-5625 immediately. Our personnel will be standing by with the use of the freight/service elevator or lobby passenger elevators to assist in transporting the medical team to the appropriate area, as well as assist in expediting the medical team's departure from the building.

POWER FAILURE
In the event of a power failure:


            

1.  
Emergency lights will be activated by the emergency generators within 45 seconds providing emergency lighting around public corridors and in stairways to facilitate exiting the building. Elevator service will be inoperative.
2. All electrical equipment should be turned off (e.g. typewriters, copiers, computers) to lessen the electrical load on circuits to and in the building when power is restored.
3. Building Services will report the cause and approximate length of power failure to safety monitors and employees as soon as possible.  

4. Do not re-enter the building until you have been notified that there is no further danger.

During a power failure, an emergency power fail phone is available at the front reception console in the lobby for security use (568-9033).  

SEVERE WEATHER CONDITIONS
When a (Tornado) WARNING for the Louisville, Jefferson County, Kentucky area has been issued, an announcement will be made through the building’s  (PA) system. Safety monitors will then commence moving employees to Recommended Areas of Safety.  Once the WARNING has been lifted, this announcement will be made through the building (PA) system.

Recommended Areas of Safety:
· Floors Six, Five, and Four (in that order):  Persons go to the lower level via the exit stairways.  (Do not exit through doors that lead out onto the street, but continue down to the lower level.)

If persons from the sixth, fifth, and fourth floors are disabled and cannot go down stairs they can remain in the restrooms or kitchenettes with a person assigned to them.  If they can make the trip to the lower level, and time allows, they can start their trip to the lower level at their own pace once the upper floors have emptied.    

· Floors 3 East, 3 West, Mezzanine, 2 East, 2 West, 1 East, and 1 West:

Persons are to remain on their floors and go to either -   
Interior building offices that are not in the path of an exterior building window (e.g. 2052, 2050, 2011); approximately 15 persons can congregate in an office.  Once inside office, get down on the floor and cover your head.

- OR - 
Workstations located away from exterior building windows (e.g. 2006A, 2049A).  Once inside workstation, get down on the floor, and if possible, under work surfaces covering your head as much as possible.

Restrooms, kitchens, atrium (along the west wall behind the security office, down mid-way, away from entrance windows), floor conference rooms that do not have windows, and hallways not in the path of windows. 

· Lower Level:  Persons are to remain in the lower level.
Building Services will keep in touch with safety monitors on each floor. 

SEVERE WEATHER PROCEDURES
Before and after regular business hours, should the Executive Director decide to suspend building operations, Building Services will contact Ministry Area Directors and other designated area representatives.

If conditions warrant, a decision to suspend building operations will be made the night before a regular workday or no later than 6:00 a.m. the morning of work.

Employees will be able to call the Center's Employee Information Line at (502) 569-8000 or check the Employee Emergency Information web site at http://www.pcusa.org/emergency/ for closing information. The message will be updated no later than 6:00 a.m. on a workday.

Public Service Announcements will also be made on WAVE-3, WHAS-TV 11, 84 WHAS Radio, and 97FM WAMZ. We will be listed under the heading: Presbyterian Center/Louisville.

One of the three messages will be communicated. The messages are highlighted below with explanations.

· SUSPENDED - Only essential personnel are required to work. Essential personnel will be determined by Ministry Area Directors. 

· DELAYED - The building is open but operating on a 2-hour delay, employees are not to attempt to enter the building before the delayed opening to allow time for safe clearing of the outside walkways, or other condition that is the reason for the delay. Please remember, that a 2-hour delay also means employees can arrive up to 2 hours after their normal start time without penalty. Employees will be paid for a full day.

· CLOSED - The building is closed due to extreme emergency situations. 

The "Employee Calling Tree" sequence will be activated by Building Services after a decision has been made. The "Tree" is a compiled list of employees within the ministry area and outlines how employees will be contacted. Each ministry area is responsible for developing its own calling tree and keeping it updated.

Closing the building during regular business hours due to severe weather will be handled by notification sent through Postmaster emails, supervisors, and/or safety monitors. If you have any questions, please contact Building Services at 569-5625.

WEAPONS IN THE WORKPLACE
As stated in the Presbyterian Church (U.S.A.) Employee Handbook, firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from the building, including concealed weapons. Anyone found to be responsible for threats of (or actual) violence or other conduct that is in violation of provisions in the Employee Handbook will be subject to prompt disciplinary action, up to and including termination of employment.    
WORKPLACE VIOLENCE
As stated in the Presbyterian Church (U.S.A.) Employee Handbook, the employer is committed to preventing workplace violence and to maintaining a safe work environment. Given the increasing violence in society in general, the following guidelines deal with intimidation, harassment, or other threats of (or actual) violence that may occur during work hours or on premises.  

· All employees, including supervisors and temporary staff members, should be treated with courtesy and respect at all times. Employees are expected to refrain from fighting, “horseplay,” or other conduct that may be dangerous to themselves or others.  

· Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from the building. 

· Conduct that threatens, intimidates, or coerces another employee at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts of harassment, including harassment that is based on an individual’s sex, race, age, or any characteristic that is protected by the Employee Handbook or by federal, state, or local law. All threats of (or actual) violence, both direct and indirect should be reported as soon as possible to your immediate supervisor, Building Services, or the Human Resources Department. This includes threats by employees, as well as threats by customers, vendors, solicitors, or visitors. When reporting a threat of violence, you should be as specific and detailed as possible. The employer will promptly and thoroughly investigate all reports of threats of (or actual) violence.  

· All suspicious individuals or activities should also be reported as soon as possible to a supervisor and Building Services.  

Anyone found to be responsible for threats of (or actual) violence or other conduct that is in violation of provisions of the Employee Handbook will be subject to prompt disciplinary action, up to and including termination of employment.  

CONCLUSION
Generally, in an emergency, Building Services will be able to advise you via the building (PA) system as to what actions you should take. However, some emergencies will require you to evacuate on your own. Take time to visit with your safety monitors to be informed of your area's evacuation plan. Your knowledge of safety procedures will enable you to take part in keeping our building safe.

To insure that all building occupants are familiar with emergency procedures outlined within this manual, the Presbyterian Center will be conducting periodic drills in cooperation with local agencies. These drills will involve all areas of the building and will help us in the event of a genuine emergency.
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