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Preface

Occupant Emergency Plans (OEPS) in a consistent National framework will enable better
coordination of facility occupant emergency actions with outside authorities and first responders. An
effective OEP includes all anticipated emergencies but is simple to follow and implement. The OEP

Template was designed to eliminate confusion and
provide an orderly procedure for the protection of
personnel, documents, property, and facilities.

How to Use the OEP Guide and Supplements

This OEP Guide is to be used as a reference tool
providing information on developing, implementing, and
maintaining OEPs.

Supplement 1, Emergency Situations, provides a
discussion of prevention, protection, response, and

Occupant Emergency Plans recovery actions for situations that may occur in a
Development, Implementation, and facility.

Maintenance

November 2007

Supplement 2, OEP Template Completion Instructions,
provides step-by-step guidance on completion of the
OEP Template.

Supplement 3, the OEP Template, provides a common
foundation from which an OEP directly addresses
protection goals and objectives.

Begin by reviewing the OEP Guide and all supplements

to identify any other information needed to complete the OEP. Each section of this Supplement
corresponds to a section of the OEP Template, as follows:

OEP Cover Page
Responsible Officials’ Sign-Off Sheet

Preface

Table of Contents

Part 1:

PREPARE for an Emergency Situation
1.0 Command Structure and Posts

2.0 Facility Characteristics

3.0 Protection Systems and Security

4.0 Occupant Information

Part 2:

RESPOND to an Emergency Situation
1.0 OEP Activation

2.0 Emergency Telephone Numbers
3.0 Occupant Actions

4.0 OEO Actions

Part 3:

RECOVER from an Emergency Situation

OEP Guide Supplement 2: Template Completion Instructions
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OEP Cover Page

Each OEP is unique to a specific facility,
and the cover must reflect facility
information. Also, since information in
OEPs must be updated regularly, the
date of issuance ensures that the latest
version of the OEP is in use.

Replace generic text with the correct
information for the facility:

Facility Name ™
Street Address
City, State, Zip Code

Occupant Emergency Plan
Facility Name

Street Address

City, State, Zip Code

Date of Issuance D

Date of Issuance

OEP Guide Supplement 2: Template Completion Instructions



Federal Protective Service Secure Faciliites, Safe Occupants

Responsible Officials’ Sign-Off Sheet

Responsible officials for the facility must
sign to certify their participation in the
development of the OEP, verify their

understanding of emergency procedures Responsible Officials’ Sign-off Sheet
affecting the facility and the employees el S T e b e
fOI’ Whom they are respOﬂSIb|e, and :nesbsozns\l‘g;/;edm an emergency affecting the facility and the employees for which they are
concur with the OEP as written. pasienlil [Py At

Name Hame

v Title Title

Enter the following information for / _

Signature | ORIGINAL 31GNED Signature | ORIGINAL SIGNED

each appropriate responsible official:

Hame HName

Position
Tile Tile
Name
Signaturs | DRIGINAL 5IGHED Signaturs | ORIGINAL SIGNED
Title
Signature e T
Origina' Signatures can be maintained in Signature | ORIGINAL SIGNED Signature | ORIGINAL SIGNED

the Incident Command Post.

Additional officials may be added but
should include the Designated Official,
Incident Command, Property Manager,
etc.

OEP Guide Supplement 2: Template Completion Instructions
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Preface

The preface gives management a brief
overview of the purpose of the OEP, the
facility’s emergency management policy,
authorities and responsibilities of key
personnel, the types of emergencies that
could occur, and where response
operations will be managed

Replace highlighted text with facility
specifics as follows:

Scope
Facility name

Brief description of number of
stories and type of complex

Address
Effective Date
Effective date

Name of facility

Secure Faciliites, Safe Occupants

_— |

Preface

The best way to protect auainst the potentially harmiul effects of both manmade incidents
and natural disasters is to ensure that all building occupants know how to respond in an
emergency. This level of protection involes pre-planning, training, and rehearsal

Pre-planning includes establishing the Occupant Emergency Organization (OEQ) comprised
of employees designated to undertake certain responsibilties to ensuwre that personnel sre
moved quickly to safety, that damace to property is minimized, and that proper authorities
are notified in the event of & localized emergency, as outlined in this Occupant Emergency
Plan (DEP). ' Training is conducted to ensure that all tenants understand the contents of the.
QEP and their individual responsibiities. Rehesarsals, o drills, provide an opportunity to
practice emergency procedures to ensuwre efficient response in the event of & real
EMErGEncy.

Participation in OEP activities includes all tenants regardliess of employment status (eq.,
managers, supervisors, OEP team members, volunteers | corfracting officers, and hosts of
visitars). Each individual must assume the resporeibiity for his or ber cwn planning and
safety in an emergency, ss well as for working effectively with emergency planning officials

Scope

This OEP applies to all employees, support contractors, and visitors oocupying [inser facility
namme] and assumes a localized emergency inwhich the facility is impacted in part or in
whole.

The facilty is & [insert brief description of number of stovies and type of complex] located at
[insert address].

Effective Date

The effective date of this OEP is [insert effective date]. This document supersedes all
previously recognized OEPs for [insert facility name]. This QEP will be reviewed snd
updated on an annual basis

Federal benagement Regulztions (FMR), Sbpan 10274330/ requires Faderal agencies that sccupy
Federal property to develop Devupant Emergency Plans ith technical assistance provdied by G S4for
establishing and mairtaining them

OEP Guide Supplement 2: Template Completion Instructions
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Table of Contents

The table of contents should be consistent
with the OEP Template. Variations may
exist in subsections to reflect facility-
specific team structures and emergency
procedures.

Secure Faciliites, Safe Occupants

Ootipant Emergency Plan

Table of Contents

Page #
Responsible Officials’ Sign-Off Sheet
Pretface
Part1: PREPARE for an Emergency Situation
10 Command Structure and Posts
20 Facilty Characteristics
3n Praotection Systems and Security
40 Qcoupant Infarmation
Part 2: RESPOHD to an Emergency Situation
10 QEP Activation
20 Emergency Telephone Mumbers and Contacts
3n Occupant Emergency Actions
31 Partial Evacustion
32 Complete Evacuation
33 Shelter-in-place
34 Areas of Azsembly, Refuge, and Shelter
35 Specific Emergency Stuations
40 QEC Emergency Actions
41 Partial Evacustion
42 Complete Evacuation
43 Shelter-in-place
43 Specific Emergency Situations
Part 3: RECOYER from an Emergency Situation
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Secure Faciliites, Safe Occupants

Part 1:

PREPARE for an Emergency Situation

1.0 Incident Command Structure and Posts

Incident Command Structure

Enter into the table the positions
appropriate for the facility and the
responsibilities for each. Insert
additional rows as needed.

This section provides a synopsis of the
facility command structure, including the
occupant emergency organization (OEO),
positions, and responsibilities including:

= Designated Official
= Incident Command
= Command Staff

0 Public Information Officer

o Safety Officer

o Liaison Officer

0 Medical Advisor

0 Special Needs Advisor
= General Staff

0 Operations Section Chief

o0 Planning Section Chief

0 Logistics Section Chief

Ovoupant Emergensy Plan

Part 1: PREPARE for an Emergency Situation

1.0 Incident Command Structure and Posts

The Occupant Emergency Organization (QEQ) structure is consistent with the incident
command system and Mational Incicent Management System (NIMS) OEC positions and
responsibilties include:

OED personnel are provided with the following visual identifiers to be used during activation
of the OEP: [insert what is used . colored safety hats andfor armbands]

y 5

o Finance/Administration Section Chief

/

Insert into the text the means by which OEO members are identified at this facility.

Members of the OEO must be readily recognizable in the event of an emergency. This visibility

can be accomplished through the use of:
= Armbands

= Safety hats

= Brightly colored vests

= Jackets

OEP Guide Supplement 2: Template Completion Instructions
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Incident Command Posts

Oceupant Emergency Plan

Add information to the template for
incident command post locations as
follows:

PRIMARY Incident Command Past

Primary Incident Command Post

= Name — name of the location (e.g.,
Briefing Room, Facility Emergency
Operations Center)

ALTERMNATE Incident Command Po st

[awess |
= Floor/Room — specific floor and room e |
number or other indication of location
in the facility (e.g., Floor 1, Room 135,

SW corner of facility).

Information that is maintained inthe Incident Command Post indudes:

Information Maintained in Incident Command Posts

= Street — street, city, state; especially
important if the location is outside the
facility.

= Telephone — telephone number for
the primary incident command post.

Alternate Incident Command Post

= Name — name of the alternate
location. If located in another facility,
include that facility name and the
location name (if different).

= Floor/Room — specific floor and room
number or other indication of location
in the facility (e.g., Floor 1, Room 135, SW corner of facility).

= Street — street, city, state; especially important if the location is outside the facility.

= Telephone — telephone number for the alternate incident command post.
Information Stored in Incident Command Posts

Add to the template information that is maintained in the incident command post
locations. Typical information may include:

= Material safety data sheets and inventories for hazardous materials stored on-site.

= Emergency call lists — all persons on- and off-site who would be involved in responding to an
emergency, their responsibilities, and their 24-hour contact numbers. Wallet-sized emergency
call lists should be distributed to the OEO.

= Floor plans and facility and site maps that include locations of the following:

o Utility shutoffs o Fire extinguishers and suppression systems
0 Water hydrants, main valves, lines o Exits, stairways, designated escape routes,
o0 Gas main valves and lines evacuation staging areas and restricted areas
o Electrical cutoffs and substations o Exits available for use after normal operating hours
o Storm drains and sewer lines o Fire Command Center and alternate command
o Fire alarm control panels and annunciators centers
0 Security alarm system(s) and o High-value items

annunciator(s) 0 Areas of refuge and alternate areas of refuge for
o Emergency Voice/Alarm Communication, disabled occupants

public address, and mass notification

systems

OEP Guide Supplement 2: Template Completion Instructions
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2.0 Facility Characteristics

Add information to the template for
each of the following facility Douupart Eerganoy Fan
characteristics:

2.0 Facility Characteristics

General Information

Characteristic

= Unique Identifying Number —
inventory or property code (e.g., GSA
Building Number)

= Facility Name — name of the facility
(e.g., GSA Building Name: Ronald
Reagan Building, White House)

= Address - street, city, state, zip code

= Year Completed — year the facility
was completed (e.g., 1967)

= Type of Construction — steel frame,
timber frame, etc.

= Ownership —owned or leased

= Historic Property — yes/no

= Gross Floor Area — the total area of
all floors of a facility, including main
lobbies, elevator shafts, egress
stairwells, and exterior partitions
measures to the exterior side of the
exterior wall.

= Net Assignable Floor Area —the
amount of space that must be leased to accommodate a space requirement reported in square
feet.

= Normal Operating Hours — hours per day; days per week; holidays (e.g., 8 am to 5 pm EST;
Monday to Friday; closed on Federal holidays)

= Primary Facility Access — indicate the primary facility entrance and the hours it is accessible
(e.g., Main Lobby, 6:00 a.m. to 6:00 p.m.)

= Required Authorization for Access — Yes or No; if yes, describe the type of authorization
necessary (e.g., identification badge, escort)

Structural Elements

= Floors — afloor, or story, of a facility is a level located aboveground. Insert the number of floors
that can be occupied (e.g., 10 floors); this should not include basements, mezzanines, atria, or
penthouses.

= Government-Occupied Floors — number of floors occupied by government tenants (e.g., 7
government-occupied floors: 3-10).

= Atrium — an atrium is a central open area inside a facility that may be multistoried with skylights.
Indicate if the facility has an atrium and its number of stories.

= Basement —a basement is a floor of a facility that is wholly or partly below ground level. Insert

OEP Guide Supplement 2: Template Completion Instructions
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the total number of basement levels and whether they are occupied.

= Mezzanine — a mezzanine is an intermediate floor in a facility, usually between the first and
second floors. Insert the total number and the floor numbers above and below (e.g., 1 mezzanine
between floors 1 and 2).

= Penthouse — a penthouse is a structure on the roof of the facility used to house service
equipment such as elevator machinery, a water tank, etc. Indicate if there is a penthouse and the
type of equipment it contains.

= Elevators — number, location, and designated use.

= Stairwells — number, location.

OEP Guide Supplement 2: Template Completion Instructions
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3.0 Protection Systems and Security

Enter the protection systems and
security into the table. Examples of Gousgans Exergancy Pl
systems include:

3.0 Protection Systems and Security

Communication Systems

[ —— | Deseription

= In-House Emergency Telephone —
some facilities may have a telephone
extension that is designated as an
emergency number that rings directly
to a switchboard or security desk (e.g.,
Dial Extension 5555 in an emergency).

= Voice Communications System —
methods may include emergency
voice/alarm communications systems,
public address systems, radios, bull
horns, and in-person sweeps of facility
areas.

Protection Systems and Equipment

= Monitoring and Notification

o0 Emergency Systems Control —
indicate the location of the center
that monitors transmission of fire
alarm and security system
activations (e.g., Federal

Protective Service MegaCenter, s
ADT)

o Fire Alarm Control Panel — indicate the make, model and location of the fire alarm control
panel

o Two-Way Telephone System — High rise buildings frequently are provided with two-way
telephone systems for use by the fire department or other emergency response personnel.

o Fire Alarm Notification System — indicate the type of alarms used to alert occupants (e.g.,
fire alarm with audio and visual indicators located in all corridors and conference rooms)

= Activation

o0 Fire Alarm Activation — indicate the method of activation and locations of system
components (e.g., manual pull stations located at each stairway, automatic smoke detectors
located at elevator lobbies and under raised floors in secure spaces)

0 Smoke Detection System — indicate the type of system in building (e.g., smoke detectors in
all elevator lobbies and throughout the facility).

= Suppression Systems

0 Automatic Sprinkler Systems — indicate if complete protection is provided throughout the
building. If sprinklers are provided, but not installed completely throughout the building,
indicate those locations that are protected.

0 Standpipe Systems — indicate those locations in the facility where hose outlets are provided
(e.g., stairwell landings)

0 Special Hazard Fire Suppression System — indicate the type and location where provided.

OEP Guide Supplement 2: Template Completion Instructions
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= Control Systems

o Elevator Capture and Recall — indicate the primary elevator recall floor and the alternate
recall floor, and whether power to the elevator will disconnect prior to activation of the
sprinkler system.

0 Smoke Control System — if a system exists, indicate the type of system, location of manual
smoke control equipment and how the system operates.

= Other Emergency Equipment" — facilities may have emergency cabinets that contain equipment
such as flashlights, first aid kits, bull horns, radios, extra batteries, etc., to be used by OEO
members; note the locations of these storage areas and their contents (e.g., odd-numbered floors
in file room). Examples of other emergency equipment include:

o First Aid Kits

Oxygen and CPR Equipment
Automated External Defibrillator (AED)
Eyewash Stations and Bottles

Spill Kits

Emergency Blanket

Infection Control Kit

Shelter-in-Place Supplies

0O 0O O 0o o o o o

Evacuation Chairs — storage location for evacuation chairs (e.g., Northeast stairway at the
fourth floor landing).

Law Enforcement and Security
= Jurisdiction — exclusive, concurrent, proprietary

= Onsite Security Guards — yes/no; if yes, number of guard posts, number of guards assigned per
post, and number of guard hours per week.

= Security Alarms —indicate the general type of security alarm (e.g., perimeter system and for
special security areas).

Utilities

= Emergency Lighting — indicate the type and location of emergency lighting (e.g., battery-

powered lighting located in stairwells and corridors, mechanical rooms, computer and
communications center).

= Emergency Power Generators — if provided, indicate the number of generators provided, their
respective location, and what equipment they serve (e.g., one located on the roof serves the
interior emergency lighting and telephone switch room)

= Main/Auxiliary Water Valves — indicate the location of shut-off valves (e.g., North side of the
facility).

Add additional rows as needed.

! Whenever emergency equipment is used, notify appropriate facility contacts so that supplies may be
replenished. A complete inventory of all emergency equipment, along with locations, should be
maintained.

OEP Guide Supplement 2: Template Completion Instructions
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4.0 Occupant Information

Add information to the template for
occupants of the facility as follows: T el

Primary Occupant Agency — the name of 4.0 Occupant Information
the primary occupant department, agency,
or other entity based on occupied rentable
square footage for the facility.

Hum ber of Occupants

Number of Occupants

= Federal — total number of occupants
within the facility that are Federal.

= QOther — total number of other
occupants within the facility.

Note: if there are variations in the
occupancy levels of the facility based
on the time of day, day of the week, or
season of the year, this should be
noted in the “special considerations”
column for each applicable floor.

=  Total — total number of both Federal
and other occupants.

Floor — alphanumerical indicator of the
facility levels in the order they occur, from
the lowest to the highest. For example, in
a facility with two basement levels, one
mezzanine, five floors, and a penthouse,
the following list would be included in the

table: B1, B2, M1, F1, F2, F3, F4, F5, P1.

Occupant Department, Agency, or Other Entity — name of the departments, agencies, or other
entity on each floor. If more than one entity per floor, list them in order of occupant numbers, from
highest to lowest.

Occupancy - facility occupancy classifications refer to categorizing structures based on their usage.
Business occupancies are places (including government buildings) where services are provided.
Storage occupancies are places (including warehouses and parking garages) where items are stored.
Many buildings may have multiple occupancies, referred to as “mixed occupancies.”

Phone — include a telephone number for a reception desk or a similar, centralized place for reaching
occupants on the floor.

Facility Space Type — different types of spaces within facilities have specialized characteristics and
requirements. Insert information on specialized types of space inside the facility:

= Auditorium — designed to accommodate large audiences, have wide spans, and are multiple-
stories high. Include an entrance area or lobby, the main auditorium with seating and a stage, and
support spaces.

= Automated Data Processing — area for data processing equipment including dense frame and
rack-mounted processing systems with critical uptime requirements. May include high, raised
floors and HVAC with redundant components.

= Childcare Center — facilities required for child care services including food preparation and

OEP Guide Supplement 2: Template Completion Instructions
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service, office space, meeting space, classrooms, restrooms, and possibly outdoor areas.
= Clinic/Health Unit — outpatient ambulatory health services.
= Courtroom — spaces used to conduct formal judicial proceedings.

= Detention Cell — maximum-security spaces and other spaces that provide direct service and
control to prisoner occupied spaces.

= Food Service — cafeterias, sandwich shops, coffee shops, fast food retail, and other food
services that involve the preparation and handling of food items for the consumer.

= General Storage — includes sub-grade, attic, or other spaces with minimal finishes that are
designated for the storage of merchandise, materials, or equipment that is neither hazardous in
nature nor requires special HVAC, security, machine access, or utility needs.

= Joint Use Retail — stores used for the sale of products and services, including news and book
stands, flower shops, convenience stores, travel agencies, credit unions, and similar applications.

= Laboratory — spaces such as analytical laboratories that may require accurate temperature and
humidity control, dust control, and clean power because of work with dry stored materials,
electronics, large instruments; and spaces where chemicals, drugs, or other material or biological
matter are tested and analyzed requiring water, direct ventilation, and specialized piped utilities.

= Loading Dock — arrival and departure points for large shipments brought to or taken from a
building by trucks and vans; includes a shipping and receiving area, a staging area, and office
space.

= Mail Center — location where incoming and outgoing domestic, international, overnight, and
priority mail is processed

= Office — variety of spaces including meeting spaces, reception areas, office support spaces (e.g.,
work rooms, storage rooms, mail rooms, copier rooms, file rooms), and telephone and
communications equipment storage rooms

= Parking — basement parking is parking located below grade within an occupied building;
outside/structured parking is an above-grade, ramp-accessible, open-air structure specifically
designed for vehicle parking; and outside surface parking is large paved areas used for extensive
vehicle parking adjacent to the facility.

= SCIF — sensitive compartmented information facility — an accredited area, room, group of rooms,
buildings, or installation where sensitive compartmented information may be stored, used,
discussed, and/or processed.

= Storage of hazardous or combustible materials — rooms or areas within a facility designed to
store hazardous, flammable, or combustible materials; may be equipped with explosion-proof
lights and include mechanical or gravity ventilation.

OEP Guide Supplement 2: Template Completion Instructions
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Secure Faciliites, Safe Occupants

Part 2:

RESPOND to an Emergency Situation

1.0 OEP Activation

Complete the table with the positions
authorized to activate the OEP for the
facility.

Depending on the timing of an emergency
situation, OEP activation may occur during
or after normal duty hours.

Complete the table with the emergency
situations occurring inside or outside
the facility, when activation of the OEP
is mandatory.

Each facility OEO must define the
circumstances that would require
activation of the OEP. In general, if there
is a serious threat to, or actual incident
involving, life safety of occupants,
destruction of property, or disruption of
services for an extended period of time,
the OEP would be activated.

Add or delete rows as needed.

Oceupant Emergency Plan

1.0 OEP Activation

Individuals authorized to activate the OEF are as follows:

Timeframe Individuals Authorized to Activate the OEP

Normal Duty Hours

| After Normal Duty Hours ‘

The following situ ations where there isimmedizte danger to oceupants or the fasility require
activation of the OEP:

Emergency Situation

Inside the Facility Outside the Facility

In other cases, determine if OEF activation is prudent based on:
= The best awailable information combined with their experience with similar situations.

= Advice solicted from OEQ team members and Federal, State, and local law enforcement
agencies.

2.0 Emergency Telephone Numbers and Contacts

Refar to the following pages far emergency telephone numbers and sontastinformation:
= Emergency Telephone Numbers

= Facility Points of Contact

= Incident Command Foints of Contact

= [OEOD Position] Points of Contact

2.0 Emergency Telephone Numbers and Contacts

Complete a series of forms that provide emergency notification numbers and contact

information as follows:

= Emergency Telephone Numbers

= Facility Points of Contact

= Incident Command Paints of Contact
= [OEO Position] Points of Contact

OEP Guide Supplement 2: Template Completion Instructions
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Emergency Telephone Numbers

Add information to the template for
emergency telephone numbers. Ovougant Eergensy Fian

A complete list of telephone numbers EMERGENCY TELERHONE NUMBERS
that may be needed in an emergency, .
particularly for external resources and
services, is as follows:

Service — the type or category of
service that is needed. Examples
include:

= Bomb Disposal

= Facilities Management

= Emergency Systems

0 Fire Alarm System

o Central Station

0 Automatic Sprinkler/Standpipe
System

Elevator Capture and Recall

Smoke Detection

Emergency Generator

Emergency Lighting

Main/Auxiliary Water Valves

©O ©0O O O O o

Main/Auxiliary Gas

= Fire Department

= In-House Emergency Telephone Number

= Hazardous materials information, response
= Medical — off-site, on-site, ambulance

= Police, Federal Protective Service

= Security alarms

= Security guard service

= Utilities: gas, electric, water, telephone

Provider — for each of the services, enter in the name of the provider (e.g., ABC Gas Company,
XYZ Police Department).

Primary Phone — the telephone number to reach the provider during normal business hours.

After Hours — the means to contact the provider after hours (i.e., cellular telephone number,
pager number)

Add or delete rows as needed.

OEP Guide Supplement 2: Template Completion Instructions
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Facility Points of Contact

Add information to the template for

facility points of contact. Oovuant Eergersy Fian

Information on internal faCIIIty pOintS of FACILITY POINTS OF CONTACT

contact must be maintained to CEiD ||y Altermate

g . pn . Hame Mame

facilitate notification and response

during an emergency situation. Mot Mobie
Name Hame

Position — list the position of Phons Fhons

individuals within the facility who have Mot Mobie

arole in the OEO. Examples include:

= Designated Official Mot e Mobie
Name Hame

= Incident Command Phons Phens
hdobile Mabile

= Property Manager Hans Hame
Fhone Phone

= Onsite Security Officer or Post Mot
Hame Mame

[ ] FPS |nspect0r Phone Phone
Mobile Mabile

Primary — for each of the positions Neme Hame

listed, one person should be

. . . hobile Mobile

designated as the primary point of

contact. List that person’s name, desk,

and mobile telephone numbers. Mot b
Name Hame

Alternate — for each of the positions Phone Phons

listed, one person should be =

designated as the alternate point of

. y a
contact. List that person’s name, desk,
and mobile telephone numbers.

Add or delete rows as needed.

OEP Guide Supplement 2: Template Completion Instructions
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Incident Command Points of Contact

Add information to the template for
incident command points of

Ovsupant Emergency Pian

contact.
INCIDENT COMMAND POINTS OF CONTACT
Information on incident command Position | Primary Altemate
points of contact must be maintained tome
oy ry . Fhene Fheone
to facilitate notification and response o —
during an emergency situation. Nama
Tifle Tite
Position — list the key positions within Phans Fhone
the Incident Command structure for Hame
the facility. Examples include: = Tite
Phone Phone
= Designated Official teme
Tifle Tite
= Incident Command
Mame Hame
=  Command Staff
Fhene Fhone
0 Public Information Officer Hame
Title Tite
o Safety Officer
Mame Hame
o Liaison Officer
Fhene Fhone
0 Medical Advisor Hame
Tifle Tite
0 Special Needs Advisor
Hame Hame
= General Staff e Tiee
Phone Phone

0 Operations Section Chief

Planning Section Chief

o
0 Logistics Section Chief
o Finance/Administration Section Chief

Primary — for each of the positions listed, one person should be designated as the primary point
of contact. List that person’s name, desk, and mobile telephone numbers.

Alternate — for each of the positions listed, one person should be designated as the alternate
point of contact. List that person’s name, desk, and mobile telephone numbers.

Add or delete rows as needed.

OEP Guide Supplement 2: Template Completion Instructions
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[OEO Position] Points of Contact

Duplicate this form for each
additional OEO Position. e
Replace [OEO POSItIOﬂ] Wlth the - i [OEO Position] POINTS OF CONTACT
. L. . Position Primary Altarnate
appropriate position title. o Hams
. . . Phone Phone
Add points of contact information D T
to the template for that position. Hame Hame
Title Title
*Note: Floor Teams are assigned to
each floor of a facility to assist with Hame Hame
. Title Tite
evacuation. Complete one Floor Team
Points of Contact template for each Harme Harme
floor. Positions on the floor team can
InC|Ude Phane Phane
Name Name
=  Floor Monitors
Fhene Fhene
= Floor Searchers tams tams
Title Title
= Assistance Monitors
Name Name
= Assembly Area Coordinators
Fhone Fhone
Add or delete rows as needed. fine fine
Title Tite
Fhone Fhone
Mame MHame
Title Title
Fhene Fhone

OEP Guide Supplement 2: Template Completion Instructions

19



Federal Protective Service Secure Faciliites, Safe Occupants

3.0 Occupant Emergency Actions

In most situations, occupant actions
associated with an emergency will Ouupans Emergenoy Fian
involve some type of evacuation or
shelter-in-place.

3.0 QOccupant Emergency Actiens

Immediate occupant actions invalve the fallowing

Recognize
Situstions that could lead o, of becoms, an emergency

Actual emergency situztions

ar,
W React to ensure safety of themselves and other occupants in the immediate area.
—

b

a

Report to praper authorities fram a sate location

Depending on the nature of the emergency and mhether itis internal or extemal to the facility, the
OED may direct scoupants to remain at theirwa lacations or decide to intiate:

EMERGENCY FPARTIAL EVACUATION

— »  Evacuate the affected ares

g g
| ASSEMEY
e

EMEABENCY SHELTER-IN-FLACE
SHELTER

Relocate to anotherdoor (ifin a high-rise fasility)
COMFLETE EYACUATION

Evacuate the facility and proceed to designated assembly areas
Relocate to another fadlity

Dismissal the fadlity for the day (due to tacility or government dosure)

Pracesd to designated shelters (e.q., Shelter In Place)

Oeeupant actions for evacuation and shelterin-place are in the following sections:

21
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Enter occupant actions for a
partial evacuation. Ousupant Emergenay ian

Differentiate actions for occupants

located on:

Affected Floor | First Floor | Other Floors

= The affected floor (where the
emergency situation is
occurring)

= The first floor of the facility

= Other floors. L

— Oooupant Emergency Flan

Enter occupant actions for a ]

complete evacuation. =

ccupses Emarguncy Has

Enter occupant actions for

Enter locations of the following for orunan rounr ian
each floor of the facility:

Assemb|y Area _ Where Occupants are Floor | Assembly frea | ares of Refuge | Shetterin-Hace

assigned to proceed during an
evacuation so that they can be
accounted for.

Area of Refuge — location on each floor
for occupants requiring assistance to
evacuate.

Shelter-in-Place — locations where occupants
proceed if directed to do so.

Refer to the OEP Guide for additional information on
occupant evacuation and shelter-in-place.

Add or delete rows as needed.

OEP Guide Supplement 2: Template Completion Instructions

21



Federal Protective Service Secure Faciliites, Safe Occupants

Establish emergency actions for
occupants for each applicable S
emergency situation.

Complete an emergency action table SUERREIBY;SILIATES

for each applicable emergency

situation:

Emergency Situation — replace this
text with the type of emergency the

actions apply to.

Actions — enter actions expected of
occupants entered for the emergency

situation.

Add or delete rows as needed.

Refer to OEP Guide Supplement 1,
Emergency Situations for additional
information on prevention, protection,
response, and recovery actions.

OEP Guide Supplement 2: Template Completion Instructions
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4.0 OEO Emergency Actions

Determine which emergency
situations may affect the facility. Oosupant Emergency Pen

Supplement 1 to the OEP Guide 4.0 OEO Emergency Actions
provides information on the typical
emergency situations that may occur T _

. This zection provides OEQ actions to be taken for evacuation, shelterin-place, and the following
at a faC"lty_ specific emergency situations that may secur:

Depending on the nature of the emergency and whetheritis intemal or extemal fo the facility, the
OEO must be prepared to coardinate astions to ensure the safety of occupants

Emergency fituation Inside the Faeility Outside the Faeility

Indicate whether the emergency
situation is likely to occur inside or
outside the facility, or both.

Some emergency situations may
originate inside the facility or occur
outside the facility. Others, such as
hazardous materials spills, can occur
in both locations.

22
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Duplicate these forms for each

additional OEO Position. Replace Sesspant Smargancy P
[OEO Position] with the appropriate
position title.

Affected Floor | First Floor | other Floers

Complete the table for each OEO
position with responsibility in a
partial evacuation, complete
evacuation, and shelter-in-place.

Refer to the OEP Guide for additional |
information on occupant evacuation — Sosunmt Enarseno on
and shelter-in-place. ]

H

e

OEP Guide Supplement 2: Template Completion Instructions
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Duplicate this form for each

additional OEO Position. Replace P
[OEO Position] with the appropriate
position title.

EMERGENCY SITUATION

Complete the table for each OEO
position with actions for each
applicable emergency situation.

Emergency Situation — replace this

text with the type of emergency the
actions apply to.

Actions — enter actions expected of
each position entered for the

emergency situation.

Add or delete rows as needed.

Refer to OEP Guide Supplement 1,
Emergency Situations for additional
information on prevention, protection,
response, and recovery actions.

OEP Guide Supplement 2: Template Completion Instructions
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Part 3: RECOVER from an Emergency Situation

1.0 Facility Recovery Plans

Facility recovery operations are
intended to restore essential services Dssupant Emergensy Fian
and resume normal operations as
quickly and safely as possible.

1.0 Facility Recovery Plans

Refer to the following facility plans for addifional details pertaining ta 12covery aperations:

Most large-scale facility recovery oee ot v [ Soepe and spplieabilty
actions are addressed in other plans
such as:

= Continuity of Operations (COOP)

= Disaster Recovery

This OEP discusse s facility 12 covery from localized emergency situstions that include

- Business ContinUity Lecalized Emergency Situation Inside the Faeility Qutside the Fasility

As such, this section should not
duplicate those plans; rather, it should
refer to them. If other recovery plans
are not established, this section may
be used for that purpose until such
time as a formal COOP, or similar,
plan is developed and implemented.

However, recovery from emergency
situations that may not involve the
entire facility — such as a localized
hazardous material spill or a medical T o R e e T e T
emergency — may be addressed in e

this section of the OEP.
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2.0 Occupant Recovery Actions

Establish recovery actions for
occupants for each applicable
emergency situation.

Complete a recovery action table for

each applicable emergency situation: Sl

Emergency Situation — replace this
text with the type of emergency the
recovery actions apply to.

; ;
Actions — enter actions expected of

occupants to recover from each
emergency situation.

Add or delete rows as needed.

Refer to OEP Guide Supplement 1,

Emergency Situations for additional
information on recovery actions to
consider.

EMERGEHNC™Y SITUATION

]

OEP Guide Supplement 2: Template Completion Instructions
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3.0 OEO Position Recovery Actions

Duplicate this form for each
additional OEO Position. Replace
[OEO Position] with the appropriate

pOS Itl O n tltl e ' _IOEO POSITION] RECOVERY ACTIONS
Complete the table for each OEO St ot

position with recovery actions for each
applicable emergency situation.

Emergency Situation — replace this
text with the type of emergency the
actions apply to.

Actions — enter actions expected of
each position entered for recovery from

the emergency situation.
Add or delete rows as needed.

Refer to OEP Guide Supplement 1,
Emergency Situations for additional
information on recovery actions to
consider.

OEP Guide Supplement 2: Template Completion Instructions
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