SECTION 5: EMERGENCY PROCEDURES

This section includes emergency procedures for the risk hazards that may affect the unit during an emergency situation.

EMERGENCY: DIAL 911

FEDERAL PROTECTIVE SERVICE (24 hour dispatch): 1-888-280-3405

NPS EMERGENCY INCIDENT COMMUNICATIONS CENTER: 
888-246-4335

Other Emergency Telephone Numbers

CITY POLICE



911

FIRE DEPARTMENT


911

(FIRE OR AMBULANCE)

U.S. PARK POLICE



1-415-561-5505 Emergency

 





1-415-561-5510 Dispatch

FEDERAL BUREAU OF


1-415-553-7400

INVESTIGATION (FBI)
BOMB SQUAD



911

U.S. BUREAU OF ALCOHOL

1-925-557-2800

TOBACCO, FIREARMS & EXPOSIVES
POISON CONTROL


1-800-222-1222

CITY HOSPITAL



1-925-656-1631
DOI EMERGENCY RESPONSE OBJECTIVES

1. The primary mission is to save lives and minimize injury to visitors and DOI employees 

2. Secondarily, to reduce damage and destruction of DOI property, including museum collections
3. As resources allow, respond to requests for assistance.  

Medical Emergency

1. In the event of an accident or medical emergency call 911.  
2. Give your name, type of problem, location of person needing assistance (address, building, floor, or area if outdoors) and telephone number from where you are calling or where you can be reached.  
3. Designate someone to go to the front door or sidewalk to await the arrival of emergency personnel and to escort them to the injured/sick person’s location.  

Fire Alarm
To report a fire, call 911.
Calling the Fire Department (911) verifies the fire alarm signal and allows you to provide additional information to the 911 Dispatcher.  Fire Department response time is normally 5 minutes or less.  

Fire Evacuation – Visitor Center
1. If the Fire Alarm sounds, calmly gather all visitors and escort them from the building using the nearest exits.  
2. Check the restrooms to ensure that no one remains behind (especially handicapped individuals who may not have heard the alarm).

3. Gather visitors in the designated assembly area: [NOTE LOCATION HERE].  Check with groups, families, etc. to determine that everyone in their group is outside and accounted for.

Fire Evacuation – Smith House
1. If the Fire Alarm sounds, calmly gather all visitors and escort them from the building using the nearest exits.  

2. Gather visitors in the designated assembly area: [NOTE LOCATION HERE].  Check with groups, families, etc. to determine that everyone in their group is outside and accounted for.

Power Failure – Visitor Center
1. Provide assistance to visitors and staff in your immediate area.

2. Check restrooms for individuals requiring assistance and evacuation.

3. If severe weather is occurring, encourage all visitors to remain safely indoors.

4. In event of severe weather, offer visitors the use of the benches in the lobby or folding chairs (from supply closet) until it is safe to leave the building.
5. If additional light is needed, illuminate rooms with battery-powered lanterns (located in the emergency kit at the front desk). 

6. Turn off all electrical equipment.
7. Assist WNPA staff to evacuate and secure the bookstore, if assistance is required.

Power Failure – Smith House
1. Provide assistance to visitors.

2. If severe weather is occurring, encourage all visitors to remain safely indoors on the first floor.

3. In event of severe weather, offer elderly or handicapped visitors the use of one of the folding chairs (located in the supply closet) until it is safe to leave the building. 
4. If additional light is needed, illuminate area with battery-powered lanterns (located in the emergency kit in the supply closet). 

5. Turn off all electrical equipment.

Bomb Threat

1. If you receive a bomb threat by letter/card, immediately notify the Police Department (911) and the Federal Protective Service (FPS) (1-877-437-7411).
2. If you receive a telephone bomb threat remain calm and listen carefully.

3. Be polite and show interest.  Do not interrupt the caller.

4. Obtain as much information as possible.  Use the DHS Bomb Checklist (next page; and near all phones) to record what you hear during the call.

5. Try to alert another employee in the area so they can call 911 VIA A LANDLINE.

6. Write down what the person says in his/her own words.

7. Stay on the phone as long as you can.  Engage the caller in conversation, if possible.

8. Ask questions such as:

· What time will the bomb explode?

· Where did you place the bomb?

· What does it look like?

· What kind of bomb is it?

· What will cause it to explode?

· Did you place the bomb?

· If so, why?

· Where are you calling from?

· What is your name?

9. Once you have hung up the phone, immediately call 911.


Unruly Visitor
1. Remain calm.

2. Call your supervisor.

3. Speak clearly in a calm manner; do not yell.

4. State the unit’s policy concerning public conduct. 
5. Ask the subject to comply with unit policy.

6. Attempt to move the discussion away from public view or hearing.

7. Do not attempt to detain or restrain the subject except as a last resort; only to protect yourself or another person.
8. If the subject threatens or carries out an act of violence, dial 911.

9. Document every aspect of the incident as soon as practical.
Remember, an incident will only escalate if you allow it to happen.

Active Shooter 
1. Remain calm; visitor and staff safety depends on you.

2. Quickly evacuate all visitors and staff via the nearest exits to a safe location.

3. Call 911 as soon as it is safe to do so.

4. Provide the following information to the 911 Operator and responding law enforcement officers:

· Location of the active shooter

· Number of shooters

· Physical description of shooters

· Number and type of weapons held by shooters

· Number of potential victims at the location

5. Follow all instructions from responding police officers.

Attempt to take the active shooter down only as a last resort; if either your life or someone else’s is in imminent danger.
Earthquake – Visitor Center
1. In the event of an earthquake, assist visitors to take cover away from windows and overhead light fixtures.  Get everyone under desks, tables, or sturdy exhibit elements; or crouch against an interior wall.  Remember to DROP, COVER and HOLD ON!
2. After an earthquake, check for visitor injuries and needs; keep visitors calm.

3. Assess the area for hazardous conditions, e.g., fire, electrical wires, fallen debris, gas leaks, etc.  
4. Be prepared for aftershocks.   
5. Put telephones back on their receivers; phones that are off-hook tie up the telephone network unnecessarily.    
6. Report to the Unit Manager and check in.  
7. If ordered to evacuate the building by the Unit Manager or LE Ranger, proceed to the designated assembly area, [NOTE LOCATION HERE], after the Unit Manager or LE Ranger has conducted an exterior reconnaissance/safety check of the building.  
Earthquake – Smith House
1. In the event of an earthquake, assist visitors to take cover away from windows and overhead light fixtures.  Get everyone under desks, tables, or sturdy exhibit elements; or crouch against an interior wall.  Remember to DROP, COVER and HOLD ON!
2. After an earthquake, check for visitor injuries and needs; keep visitors calm.

3. Assess the area for hazardous conditions, e.g., fire, electrical wires, fallen debris, gas leaks, etc.  

4. Be prepared for aftershocks.   

5. Put telephones back on their receivers; phones that are off-hook tie up the telephone network unnecessarily.    

6. Report to the Unit Manager and check in.  

7. If ordered to evacuate the building by the Unit Manager or LE Ranger, proceed to the designated assembly area, [NOTE LOCATION HERE], after the Unit Manager or LE Ranger has conducted an exterior reconnaissance/safety check of the building.  

HAZMAT/Chemical Spill or Release 
If a chemical spill occurs in the building:

1. If toxic chemicals come in contact with your skin, immediately flush the affected area with clear water.  Use the shower in the Visitor Center changing room if necessary.
2. Call 911 if medical attention is required.
3. Secure the area and notify the Unit Manager of the extent and location of the spill.

4. If there is any possible danger, evacuate the area.
5. Do not attempt to clean up the spill unless you have a current HAZWOPER training certification, proper personal protective equipment, and a HAZMAT spill kit.  

If a chemical fire occurs within the building:

1. Remain calm.

2. Call 911.

3. Evacuate visitors & staff to the designated assembly area, [NOTE LOCATION].
4. Do not break windows. Oxygen feeds a fire.

5. Do not attempt to save possessions at the risk of personal injury.

6. Do not return to the area until cleared by emergency personnel.

All chemical spills and fires, no matter how small, must be reported to the Unit Manager.
Airborne Hazardous Material

If an airborne hazardous material has been released in an emergency incident:

1. Close all exterior windows and doors to prevent potentially contaminated air from entering the building.

2. Shut down window fans and ventilation fans.

3. Site evacuation will be initiated by the Unit Manager, if necessary.
Water Leaks and Flooding 
If a water leak or flooding occurs:

1. Notify the Facility Manager and your supervisor.  Give the exact location and severity of the leak.  Indicate whether any part of the museum collection is involved or is in imminent danger.

2. If the leak occurred in a public area (visitor center, theater, bookstore, or conference room) assist visitors in safely evacuating the area.

3. Cordon off the flooded area, if possible, to ensure that visitors and staff do not slip and fall or become otherwise injured.

4. Do not walk in standing water which may have contact with wiring and may be electrified.  If there are electrical appliances or electrical outlets near the leak, use extreme caution.  If there is any possible danger, evacuate the area.

5. If you know the source of the water and are confident of your ability to stop it (unclog the drain, turn off the water, etc.), do so cautiously.

6. Be prepared to help as directed by the Curator in protecting museum collection materials that are in jeopardy.  
Volcanic Eruption – Ash  
If a volcanic eruption is likely, the Unit Manager will close the facility.  After all visitors have departed:

1. Seal all doors with plastic sheeting to minimize ash infiltration.

2. Seal all chimneys/fireplaces.  

3. Be prepared to help as directed by the Curator in protecting museum collection materials that are in jeopardy.

Natural Gas Leak  
A “rotten egg” smell may indicate a gas leak.

1. Evacuate the building immediately.

2. Do not use the telephone. This includes cell phones, radios, and all types of portable communication and electronic devices that have a battery.  All of these devises can spark and cause an explosion.
3. Do not light matches or create any other source of ignition. 

4. Do not operate ANY electrical switch, including lights, on or off.  This could create a spark, which could ignite the gas.

5. Open all windows and doors. 

6. Call [Natural Gas Company] (from a telephone NOT INSIDE the building with the leak) at [phone number]. 

7. Turn off the gas valve located outside the building with leak: 

· Visitor Center: NE (Back) Corner 

· Smith House: SW (Back) Corner 
If the leaking gas ignites, do not attempt to put out the flames.  Call the Fire Department at 911 and then [Natural Gas Company] at [phone number].
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