POWER FAILURE

· Contact the Building Management Office at 415-764-1004.  Please be patient as there may be additional calls ahead of yours.

· Turn off electrical equipment such as computers, copiers and lights to lessen the electrical load when power is restored.  The building’s emergency generator will provide power to the building’s life safety system and emergency lights.

· The engineering department will determine the cause and possible duration of the outage.

· The freight elevator that serves the tenant floors will continue to operate as it is on the building’s emergency power system.  The remaining elevators will respond to the next floor, open its doors and then shut off.  

· Elevator technicians will respond to any elevator malfunctions. 

BOMB THREATS

· STAY CALM; do not try to transfer the call.

· ASK THE CALLER the following questions:

1. When will the bomb explode?

2. Where is the bomb located?

3. Can you describe the bomb?

4. Why was the bomb placed?

5. What is your name?

6. What is your phone number

· PAY ATTENTION to the caller’s voice for identification purposes (male, female, age, accent).

· LISTEN for background noises, which might indicate the location of the caller.

· WRITE DOWN the time of the call and the exact message.

· REPORT THE CALL to the police at 911 and to the Building Security Desk at 415-764-1687.

· Perform a visual check of the area around your workspace.  DO NOT touch or disturb any suspicious items.

· Notify staff emergency coordinator of any suspicious items.

COMMUNICATONS

There is no building wide public address system.  When you hear the fire alarm, proceed as directed in the “Fire Emergency Procedures” section of this pamphlet.  Once you have evacuated to your pre-designated location, the S.F.F.D. or the building staff, will provide information as it becomes available.
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EMERGENCY NUMBERS

Fire Department 


911

Police



911

Ambulance


911

Hospitals

Saint Francis

415-775-4321




San Francisco General
415-206-8100




CPMC


415-600-6000

Veterans


415-221-4810


Building Lobby Security Desk
415-764-1687


Building Management Office
415-764-1004

EMERGENCY PLANNING

Management at 475 Brannan Street strongly recommends that each tenant establish an internal procedure for handling emergency situations.  Each tenant in keeping with S.F.F.D. and building procedures should adopt the “Tenant Floor Warden” system.  Prior to an emergency, all members of the team should be familiar with the various paths of egress, emergency stairwells, fire extinguisher locations, manual pull station locations and the pre-determined meeting location outside of the building.  Additionally, team members should be familiar with the various emergency procedures and phone numbers outlined in this pamphlet.

FIRE PREVENTION MEASURES

· DO NOT ACCUMULATE quantities of discarded files or other paper trash in your office or storage areas.  Pay special attention to housekeeping in departments that produce large quantities of trash, such as copy machine, mail and receiving rooms.  Do not store items in aisle ways that are used as paths of travel to the emergency stairwell exits.

· KEEP ELECTRICAL APPLIANCES in good repair.

· WHEN FURNISHING THE OFFICE, consider the fire potential of materials used in large amounts in overstuffed chairs, couches or anything that could become a combustible item.  If a large quantity of such furnishings is in your office, we recommend they be flameproof.  Insist that the manufacturer provide documentation on the flame rate spread characteristics of the materials used.

· ALL FLAMMABLE LIQUIDS must be stored in small quantities in fireproof cabinets.

· YOU MAY WISH to install additional fire extinguishers in certain areas such as, supply and copy machine rooms.  Computer rooms should be equipped with Halon extinguishers only.

MEDICAL EMERGENCY

If a medical emergency occurs:

· Call 911

· Give the following information:

· Your name, company and telephone extension

· Number, street address and floor of building.

· Type of injury, illness or symptoms.

· Call Lobby Security Desk at 415-764-1687 and inform them of emergency.

· Do not move injured or ill person until emergency assistance arrives.  Try to make the person comfortable.

· Try to get one person to go to the front door to assist in directing emergency personnel.

· The security officer will recall an elevator to the first floor for emergency personnel.

If you see the emergency personnel unit arrive, please stay in your immediate area.  Avoid using the elevators.
FIRE EMERGENCY PROCEDURES

Report the fire, don’t assume someone else has or will.  The S.F.F.D. recommends the following procedure in the order outlined.

· Pull or activate a Manual Pull Station.  These are located in the elevator lobbies and next to each stairwell exit.

· Follow all directions given by the Floor Warden Staff or the Fire Safety Director.

· Assist others in exiting, if it is safe to do so.

· Close doors to confine fire.

· DO NOT try to extinguish the fire UNLESS you are in personal danger and cannot exit.

· Do not open doors if they are hot.

· Use stairwells only.

· If caught in heavy smoke, take short breaths, breathe through your nose, and crawl to exit.

· Meet at the prearranged evacuation area.

· Do not re-enter the building until the S.F.F.D. approves re-entry.

EARTHQUAKE

· STAY CALM

· MOVE AWAY from windows, storage racks, bookcases and shelves.

· TAKE COVER under tables, desks or in doorways.

· THE BUILDING’S ELEVATORS are equipped with a seismic switch, which will stop the elevator and open the doors to release occupants.

· MEMBERS OF THE FLOOR WARDEN TEAM should be prepared to assist injured persons.

· Dial 415-764-1687 to notify dangerous conditions to building staff.

· Avoid using the restrooms until building management has completed inspection of piping systems.

· Do not attempt to leave building until you are officially advised it is safe to do so.
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