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INTRODUCTION

This is your Emergency Procedures Manual.  In the event of a fire, or other emergency, the directions provided within this manual will enable you to react appropriately and safely.  All members of your staff should be familiar with these procedures.  It is recommended that this information be posted in a lunchroom or other public area within your premises.  Please note that in all emergency situations, the building office must be notified.

Please direct any questions regarding this information to Grubb & Ellis @ 248.723.1433.

INTRODUCTION

ACCIDENT OR ILLNESS

In the event an accident or illness of an employee or guest in your premises, we recommend that you:

1.  Call 9-1-1

Give this information:

     
A.  2600 S. Telegraph Rd., Bloomfield Hills, MI

     
B.  Suite number and location of accident or illness. Suite _______

     
C.  Type of injury, illness or symptoms.

2.  Do not try to move the injured or ill person.  Try to make them comfortable.

3.  If possible, have someone meet the emergency units at elevator on your floor.

4.  Call the property management office at (248) 723-1433 to report the incident.

6.  Nearest Urgent Care Facility is the St. Joseph Mercy Hospital at 900 Woodward Ave. in Pontiac. The number is 248.858.3000

WORKPLACE VIOLENCE

Each tenant is responsible for developing and administering a workplace violence program.  Assistance is available from the U.S. Department of Labor Occupational Safety and Health Administration.

ACCIDENT OR INJURY

ELEVATOR EMERGENCY

WHAT TO DO IN AN EMERGENCY:

1.  Pick up telephone in elevator and dial Schindler elevator at the number provided on the phone box door.

2.  When elevator company answers:

     A.  Give floor level if possible.

     B.  Give elevator number 

3.  Remain calm.

4.  Do not try to force open an elevator door.

5.  Report incident to property management office at (248) 723.1433
POWER FAILURE

In the event of a power blackout, it is recommended that employees turn off all electrical equipment such as computers and copiers.  Building management will determine as quickly as possible the cause and possible duration of the power outage.  The building is equipped with emergency lighting for certain areas in corridors, offices, restrooms, and stairways. The power for the Life/Safety systems will remain operational.

ELEVATOR EMERGENCY/ POWER FAILURE

SEVERE WEATHER

In the event life threatening weather conditions should develop, (i.e. Tornado) a 

Public Warning will be issued via Radio/ TV or five (3-5) minute steady blasts of sirens by the Bloomfield Civil Defense Warning System.

Action to take:

1.  Pull blinds or drapes closed, if time allows.

2.  Get away from the perimeter of the building and exterior glass.

3.  Leave all exterior rooms and close the door.

4. Go to center corridor of building or an interior building stairway.

5.  Sit down in corridor and protect yourself by putting head as close to your lap as         

     possible or kneel protecting your head.

IF YOU ARE IN TRANSIT IN THE LOBBY OF THE BUILDING:

6.  Go to center stairway for shelter.

7.  Do not go to the first floor lobby or outside the building.

IF YOU ARE CAUGHT IN AN OUTSIDE PERIMETER OFFICE:

8.  Seek protection under a desk.

SEVERE WEATHER

IN CASE OF FIRE:
FOR FIRE INSIDE YOUR TENANT SPACE

1. Call 911, notify them of your location and situation

2. Notify the Designated Tenant Floor Warden

A.
Alert others in your suite

B.
Activate the Fire Alarm

3. If you can not safely extinguish the fire.

A.
Evacuate the area

B.
Close, but do not lock, all doors as you leave

C.
Do not use elevators, Use stairways  

FOR FIRE OUTSIDE YOUR TENANT SPACE

1. Feel the door  -- if it is hot, do not open it.

A.
Call 911, notify them of your location and situation.

B.
Notify the Designated Tenant Floor Warden.

C.
Place a rug, coat or other material along the bottom of your door to keep out smoke.

D.
Retreat  -- Close as many doors between you and the fire as possible.

2. If the door is not hot - open it cautiously and be prepared to close it fast.

3. Do not use the elevators - Walk to the closest safe stairway.

A. Activate the fire alarm

B. Go up only when downward movement is not safe

C. If the smoke is heavy, CRAWL

D.
Stay as close to the floor as possible  -- the air will be better there

E.
Take short breaths  -- STAY CALM
PLAN AHEAD  -- KNOW ALL EXIT STAIRWAYS, ALARM STATIONS AND FIRE EXTINGUISHER LOCATIONS

IN CASE OF FIRE

EVACUATION

It is the responsibility of each employee to know whom their company emergency Floor Warden is as well as his or her alternates.  They should also be familiar with their respective evacuation plans.

DO’S

1.  Follow the instructions of your individual company floor warden or designated    

     alternative.

2.  Close all office doors as space is evacuated.

3.  Form evacuation lines – two abreast.

4.  Use stairwell for evacuation.

5.  Keep talking to a minimum.

6.  No smoking.

7.  Use handrails in stairwells.

8.  Listen for instructions and follow them.

9.  Keep calm.

10.  The method of evacuation of handicapped will be determined by the individual floor  

       warden.

11.  Be aware that Fire Department may be ascending stairwell to handle an emergency.

Don’ts

1.  Do not go to the elevators – they will not respond.

2.  Once you have left your are, do not return for coats, purses, etc.

3.  Be ready to merge with other people evacuating the building.

4.  Once out of the building, go at least one block away from the emergency.

5.  Do not return to the building until “ALL CLEAR” is given.

EVACUATION

BOMB THREAT

Receiving a Bomb Threat:

1.  Immediately call 9-1-1

    A.  State “I have received a bomb threat.”

    B.  Give your company name.

    C.  Give building name and floor location.

    D.  Give name of person receiving call.

2.  After you have made the calls, notify the following:

    A.  Designated Floor Warden.

    B.  Assistant Warden.

3.  Commence a light search of your area to determine if any strange objects are present.                                  

     DO NOT TOUCH SUSPICIOUS OBJECTS IF FOUND.

4.  Notify property management office.

5.  Attached is a guide on handling a bomb threat call and information to record and have      

     available for authorities. 

TELEPHONE OPERATORS CHECK LIST – BOMB THREAT

IF YOU RECEIVE A BOMB THREAT CALL, KEEP CALM.  IF POSSIBLE, RECORD THE CALL.  ADVISE THE CALLER IF YOU CAN, THAT THE DETONATION OF THE BOMB MAY KILL OR INJURE INNOCENT PEOPLE.  OBTAIN AS MUCH OF THE FOLLOWING INFORMATION AS POSSIBLE.

Where is the bomb?

What time is it set to go off?

Is the call a hoax or legitimate?  (Circle one)

JUDGE THE VOICE:  Man____ Woman____ Child____ Age____ Drinking____   

                                     Other____

Listen for any background noise:




Check If I Heard

Description

Music


_______________

______________________________

People Talking

_______________

______________________________

Cars or Trucks

_______________

______________________________

Airplane


_______________

______________________________

Children or Babies
_______________

______________________________

Machine Noise

_______________

______________________________

Typing


_______________

______________________________

Other


_______________

______________________________

BOMB THREAT
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