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EMPLOYEE EMERGENCY GUIDE
1.  ABOUT THE GUIDE:  The Rock Island Arsenal Garrison Employee Emergency Guide is a work in progress based on a set of documents prepared by Rock Island Arsenal, Occupational Safety and Health Administration (OSHA), Federal Emergency Management Agency (FEMA), American Red Cross and National Fire Protection Agency (NFPA). The AMSTA-RIA Employee Emergency Guide is a stand-alone plan.  This Employee Emergency Guide describes the Rock Island Arsenal Garrison strategy for employee action during an emergency.
2.  PURPOSE:  To provide the basic concept of actions during an emergency and establish uniform policies and guidance to ensure an effective response to an emergency.  In addition, provides a quick reference and checklist of procedures to be followed in case of an emergency.
3.  SITUATION AND ASSUMPTIONS:
a. Situation:  The Garrison Manager is concerned with the safety and welfare of all employees in the workplace.  This guide was developed to be read and understood by all employees prior to an emergency situation occurring.  Subsequent familiarization can be accomplished by reviewing the bold italicized print in each section.
b. Assumptions:  An emergency will occur on the Arsenal.  Employees will be aware of this guide and take the correct actions during an emergency.  Organizations should practice these procedures annually whether during a drill or an actual emergency.  Employees are to follow the prescribed instructions.  
4.  DEFINITIONS
a. Emergency:   
An unforeseen combination of circumstances or the resulting state that calls for immediate action.  Examples: Fire, violence/hostage in the workplace, bomb threat, severe weather and etc.
b. Mobility impaired:  
Being unable to physically move about without an assist device or personal assistance for those with underlying medical conditions which may not be visible to an observer. 
c. Area of Refuge:  
A landing large enough to accommodate the passage of personnel while serving as a holding point for mobility impaired personnel and their devices.  Also should be equipped with an automatic sprinkler system, a two way communication system from the area of refuge to a central control point, a positive pressure fire door and a two hour rated wall to protect from smoke and fire penetration.  
d. Area of Evacuation Assistance:  
Similar to an area of refuge as in it must have the space to accommodate the personnel but does not have to meet the same requirements.  At a minimum it must have two way communications.
e. Egress:  
To go or come out.
f. Incident Commander (IC):  
Usually the highest ranking official at an incident.  Example Fire Capitan, Assistant Fire Chief, Fire Chief.
g. Building Evacuation Coordinator (BEC):

Person who oversees the Building Marshal Wardens and is responsible for the building as a whole.  Usually the highest ranking individual in the building.

h. Building Marshal Warden (BMW):

Person in charge of supervising Floor/ Area Marshal Wardens and is supervised by the Building Evacuation Coordinator.


i. Floor/ Area Marshal Warden (FAMW): 

Personnel in charge of ensuring employees follow the evacuation procedures and personnel are accounted for in their given area of responsibility.
5.  ACTIONS TO TAKE:
Evacuation -----------------------------------Tab A

Shelter-in-Place -----------------------------Tab B

Fire Prevention and Protection ---------------Tab C
Power Failure --------------------------------Tab D
Violence / Hostage in the Workplace-----------Tab E
Medical Emergency-----------------------------Tab F
Bomb Threat/Suspicious Package----------------Tab G
Destructive Weather---------------------------Tab H
Natural Disasters-----------------------------Tab I

Administrative Dismissal----------------------Tab J
INSTRUCTION
TAB A

EVACUATION
1.  PURPOSE:  This instruction establishes policy, assigns responsibilities and prescribes procedures to evacuate if needed.
2.  APPLICABILITY:  This instruction applies to the Rock Island Arsenal (RIA), Rock Island, IL.

3.  RESPONSIBILITIES:  


a. The BMWs are responsible for the protection of personnel in their building.

b. Designated FAMWs shall:
1)  Account for all personnel at the designated assembly point and then report to BMW.  BMWs will only report to the Incident Commander (IC) if there is a person in need of medical attention or is trapped inside the building.
2)  Be aware of mobility impaired employees in their areas and assign a primary and alternate assistant/buddy to help relocate that person either entirely out of the building or to an area of refuge for possible future evacuation if required.
3)  FAMWs are responsible for checking restrooms and other areas to ensure that all employees are evacuated from the building during an evacuation.
4)  Employees shall be thoroughly familiar with the contents of this instruction.
4.  PROCEDURES:


a. An Evacuation Order can be initiated:

1.  Verbally from security, fire department, or supervisor.
2.  By sounding the FIRE ALARM

3.  Mass Notification System
· Attack Warning Signal - A 3 to 5 minute warbling signal on outdoor sirens followed by a digital voice message, repeated as deemed necessary.  The attack warning signal means that an actual attack against the country has been detected and that protective action should be taken immediately.  You will receive an email alert explaining the situation and describe the appropriate procedure to take as quickly as possible.  Specific instructions will follow the warble signal THIS SIGNAL WILL BE USED FOR NO OTHER PURPOSE AND WILL HAVE NO OTHER MEANING.

· Evacuation Signal – A steady continuous signal or tone on indoor audible devices.  This signal is used for fire, fire drills, and any emergency requiring evacuation of an area or a building.

· All Clear Signal – A series of 3 short blasts on outdoor warning sirens flowed by a digital voice message.  This will be repeated at least 3 times. An email message will be sent out that states the all clear signal has sounded and that it is safe to return to your regular work areas.  This is used when the emergency has been rectified and it is safe to return to regular work areas.

· Outdoor Speaker System – The outdoor speaker system is designed to provide audible voice messages.  The system is pre-programmed with messages and will provide instructions to occupants who are outside in the event of an emergency.  The announcements will be repeated until emergency is over.

· Messages – Examples of the programmed messages include, but are not limited to:

· “This is an emergency, a possible biological release has occurred Initiate evacuation procedures”.

· “This is an emergency, a possible hazardous material incident has occurred. Initiate shelter-in-place actions”.

· “Emergency Operations are on-going. Stay clear of building 208, corner of Rodman Ave. and Gillespie St”.

· “All Clear. Emergency operations are terminated.”

· Procedures.

· Upon hearing the outdoor speaker system activated, stop all work and listen to announcement.

· Ensure all co-workers in the vicinity heard the announcement and are complying.

· Comply with announcement in accordance with the directions given in this plan.


b. On notification of a development of a potentially hazardous situation, the appropriate evacuation signal must be sounded.  The evacuation signal, a pulsed signal or tone on INDOOR audible / strobe devices, is used for fire, fire drills, or any emergency requiring the evacuation of an area or a building.  
c. Upon receiving an evacuation order, you must PROCEED OUT OF THE BUILDING USING THE EMERGENCY EVACUATION ROUTE FOR THE AREA IN WHICH YOU ARE IN.  If you are in a building other than your normal duty station, you should proceed out of the building to a safe area.  Once outside the building, report to the FAMW for the area you were in.  You should make every effort to notify your supervisor and report the situation.

d. If you are not aware of the evacuation route for your work area, ask your supervisor or FAMW.
e. The protocol for orientating new employees should include an introduction to the FAMW for the employee’s assigned area.  New employee orientation should include a walkthrough of the new employee’s work environment with explanation of the primary and alternate means of egress, the designated assembly point outside along with fire alarm pull stations and fire extinguisher placement.   Supervisors should point out the location of evacuation diagrams.  If there is no evacuation route posted for your work area, or if the wrong one is posted, please ask your supervisor to contact the BMW. 
f. IF YOU ARE IN A WORK AREA OTHER THAN YOUR OWN AT THE TIME OF EVACUATION IS ORDERED, you should use the evacuation route for the area you are visiting.  Follow employees from that area, if possible.  If that is not possible, routes and exit signs will direct you to a means of egress.
g. ONCE SAFELY OUTSIDE, YOU SHOULD NOTIFY THE FAMW FOR THE AREA YOU WERE IN AND NOTIFY THEM THAT YOU WERE IN THE BUILDING.  YOU SHOULD THEN PROCEED TO YOUR USUAL PLACE OF BUSINESS (OR ASSEMBLY AREA IF YOUR BUILDING IS EVACUATED) AND NOTIFY YOUR SUPERVISOR OR FAMW.  
h. If you are working with classified materials, secure them in an approved container if time permits or take them with you, keeping them protected until Security can arrange proper storage.  DO NOT TAKE CLASSIFIED DOCUMENTS HOME.  If classified documents are left unsecured inside the building, notify Security Police & Security Intelligence Division of their location.  If you are working on your computer simply remove your CAC card and your computer will automatically be secured.
i. Mobility impaired employees should have a primary and alternate assistant/buddy assigned to them to help relocate that person either completely out of the building or to an area of refuge or area of evacuation.  The location of these areas should be identified with a sign and in your organization’s emergency plan or SOP.  EVERY EFFORT SHOULD BE MADE TO TOTALLY EVACUATE THE BUILDING.

j. Once outside, evacuate by moving in an upwind or crosswind direction away from the building. Listen for directions from your BMW or response personnel on where to assemble and PROCEED directly to the Assembly Point. 
1)  Supervisors or FAMWs must account for the people in their areas.  Therefore, please assemble with the people in your area.

2)  If a supervisor or FAMW is not present to take accountability, a designated alternate will be responsible.

3)  The Fire Department IC has the authority to assign temporary tasks to any federal employee, government contractor or agency on the island they deem necessary to assist in the mitigation of the emergency at hand.  Accounting of these personnel will be made by the IC.
4)  IN A CHEMICAL, BIOLOGICAL, RADIOLOGICAL, NUCLEAR, HIGH YIELD EXPLOSIVE (CBRNE) / HAZMAT EVENT:  If personnel are suspected to be contaminated, they will be directed by response personnel to the area that is designated as the decontamination area. The BMW will notify the Incident Commander (IC) if any contamination evidence is identified.

k. DO NOT RE-ENTER THE BUILDING OR LEAVE THE ASSEMBLY AREA until directed to do so by your supervisor or emergency personnel.

l. The FAMW must maintain control during an evacuation.  If control is practiced during rehearsals, it will come easier when a real emergency occurs.

m. To practice evacuation control, the FAMW should:
1)  Brief employees on evacuation routes and assembly points.

2)  Conduct evacuation rehearsals for your personnel.

3)  When in the Assembly Area, the FAMW will need to report accountability to the BMW for all personnel.  The FAMW can accomplish this by:

i. Ensuring all employees assemble together at the Evacuation Assembly Area.

ii. Knowing where their personnel are.

iii. Having a personnel roster available.

iv. Having a two way radio to communicate with the BMW

5.  EFFECTIVE DATE:  This instruction is effective immediately.

INSTRUCTION
TAB B

SHELTER-IN-PLACE

1.  PURPOSE:  This instruction establishes policy, assigns responsibilities and prescribes procedures to shelter-in-place when needed.
2.  APPLICABILITY:  This instruction applies to the Rock Island Arsenal (RIA), Rock Island, IL.
3.  RESPONSIBILITIES:  


a. The BMWs are responsible for the protection of personnel in their building.

b. FAMWs shall:
1)  Account for all personnel at the designated shelter area and then report to the BMW.  
2)  Be aware of mobility impaired employees in their areas and assign a primary and alternate assistant / buddy to help relocate that person to the designated shelter-in-place area.
3)  FAMWs are responsible for checking restrooms and other areas to ensure that all employees are at their designated shelter-in-place areas.
4)  Employees shall be thoroughly familiar with the contents of this instruction.
4.  PROCEDURES:


a. A Shelter-in-Place Order can be initiated:

1)  Verbally from security, fire department, or supervisor.

2)  Mass Notification System

· Attack Warning Signal - A 3 to 5 minute warbling signal on outdoor sirens followed by a digital voice message, repeated as deemed necessary.  The attack warning signal means that an actual attack against the country has been detected and that protective action should be taken immediately.  You will receive an email alert explaining the situation and describe the appropriate procedure to take as quickly as possible.  Specific instructions will follow the warble signal THIS SIGNAL WILL BE USED FOR NO OTHER PURPOSE AND WILL HAVE NO OTHER MEANING.

· Tornado Warning / Take Cover Signal – A 3 to 5 minute steady signal on outdoor sirens followed by a digital voice message.  This signal will be used for tornado warnings when it is necessary to take cover immediately.  You will receive an email alert explaining the situation and describe the appropriate procedure to take as quickly as possible.
· All Clear Signal – A series of 3 short blasts on outdoor warning sirens flowed by a digital voice message.  This will be repeated at least 3 times. An email message will be sent out that states the all clear signal has sounded and that it is safe to return to your regular work areas.  This is used when the emergency has been rectified and it is safe to return to regular work areas.

· Outdoor Speaker System – The outdoor speaker system is designed to provide audible voice messages.  The system is pre-programmed with messages and will provide instructions to occupants in the event of an emergency.  The announcements will be repeated until emergency is over.

· Messages – Examples of the programmed messages include, but are not limited to:

· “This is an emergency, a possible biological release has occurred Initiate evacuation procedures”.

· “This is an emergency, a possible hazardous material incident has occurred. Initiate shelter-in-place actions”.

· “Emergency Operations are on-going. Stay clear of building 208, corner of Rodman Ave. and Gillespie St”.

· “All Clear. Emergency operations are terminated.”

· Procedures.

· Upon hearing the outdoor speaker system activated, stop all work and listen to announcement.

· Ensure all co-workers in the vicinity heard the announcement and are complying.

· Comply with announcement in accordance with the directions given in this plan.

b. Shelter-in-place kits should include:

· A land line phone or cellular phone

· A battery powered or crank powered radio/NOAA Weather radio

· Personnel roster

· Two way radio

· Plastic sheeting

· Duct tape

· A sign to notify people that this is a shelter and when occupied it should state that.

c. On notification of a development of a potentially hazardous situation, the appropriate warning signal must be sounded.  

d. Upon receiving a shelter-in-place order, you must:

· CBRNE / HAZMAT event

· All facility personnel will cease all eating/drinking/smoking.  This must be maintained until “All Clear” is sounded.

· All facility personnel will quickly move to the designated space and commence/finish shelter-in-place procedures.  


· All facility personnel will shut and lock all exterior windows and doors to their work areas and areas they are responsible for.  As the Force Protection Condition Level increases, any preliminary preparation of the shelter will expedite shelter activation.  If time allows, sealing all openings from the outside and inside except the entrance will improve shelter effectiveness and speed up shelter activation.   

· The designated person or persons will turn off all air handling equipment (heating, ventilation, and/or air conditioning) clothes dryers, and fans.

· All facility personnel will move to a pre-determined sheltering room (or rooms).  

· Chemical Incidents – Higher is better. Most chemical warfare agents are heavy and will hug the ground in higher concentrations. Not all industrial chemicals or materials will hug the ground, but a good rule of thumb is to move up off the ground as far as possible for any chemical incidents.  Rooms internal to the building with no windows, with rooms along the outer perimeter to act as a buffer zone, are best. 

· Radiation Incidents – Internal rooms in the basement or down low in the facility are best.  The more shielding (walls) the better.

· Biological Incidents – Most incidents will be detected after the fact by medical surveillance programs, but if personnel witness the incident outside, higher is better.  Rooms internal to the building, with rooms along the outer perimeter to act as a buffer zone, are best. 

· Other than a CBRNE / HAZMAT event:
· PROCEED TO YOUR DESIGNATED SHELTER AREA AS DESCRIBED IN YOUR ORGANIZATIONS SOP.  If you are in a building other than your normal duty station, you should proceed to that areas designated shelter area.  Once at that shelter you should make every effort to notify your supervisor and report the situation.

e. If you are not aware of the shelter-in-place procedure for your work area, ask your supervisor or FAMW.

f. The protocol for orientating new employees should include an introduction to the FAMW for the employee’s assigned area.  New employee orientation should include a walkthrough of the new employee’s work environment with explanation of the shelter-in-place procedures and the designated shelter for your area.   

g. IF YOU ARE IN A WORK AREA OTHER THAN YOUR OWN AT THE TIME SHELTER-IN-PLACE IS ORDERED, you should use the shelter-in-place procedure for the area you are visiting.  Follow employees from that area, if possible.  
h. IF YOU ARE IN A BUILDING OTHER THAN YOUR NORMAL DUTY STATION, YOU SHOULD PROCEED TO THAT AREAS DESIGNATED SHELTER AREA.  ONCE AT THAT SHELTER AREA NOTIFY THE FAMW FOR THAT AREA.   MAKE EVERY EFFORT TO CONTACT YOUR SUPERVISOR, OR FAMW.  

i. If you are working with classified materials, secure them in an approved container if time permits or take them with you, keeping them protected until Security can arrange proper storage.  DO NOT TAKE CLASSIFIED DOCUMENTS HOME.  If classified documents are left unsecured inside the building, notify Security Police & Security Intelligence Division of their location.  If you are working on your computer simply remove your CAC card and your computer will automatically be secured.
j. Employees who are mobility impaired should have a primary and alternate personnel evacuation assistant assigned to them to help relocate that person to their shelter.  
k. IF YOU SUSPECT THAT TOXIC VAPORS MAY HAVE ENTERED YOUR SHELTER AND YOU HAVE NO PROTECTIVE EQUIPMENT, PLACE A WET TOWEL OR CLOTH OVER YOUR MOUTH AND NOSE.  NON-LIFE THREATENING SYMPTOMS ARE NO REASON TO PANIC AS MANY STRESS-RELATED SYMPTOMS CAN MIMIC CBRN SYMPTOMS.
l. Supervisors or FAMWs must account for the people in their areas.  Therefore, please shelter with the people in your area.

.

· If a supervisor or FAMW is not present to take accountability, designated alternate will be responsible.

· The Fire Department IC has the authority to assign temporary tasks to any federal employee, government contractor or agency on the island they deem necessary to assist in the mitigation of the emergency at hand.  Accounting of these personnel will be made by the IC.

· DO NOT EXIT THE BUILDING OR LEAVE THE SHELTER AREA until directed to do so by your supervisor or emergency personnel.

m. The FAMW must maintain control during shelter-in-place.  If control is practiced during rehearsals, it will come easier when a real emergency occurs.


n. To practice shelter-in-place control, the FAMW should:

· Brief employees on shelter-in-place routes and shelter areas.

· Assign duties to personnel to expedite shelter-in-place procedures

· Conduct shelter-in-place rehearsals for your personnel.

· When in the shelter area, the supervisor will need to report accountability of all personnel to the BMW.  The FAMW can accomplish this by:

i. Ensuring all employees assemble together at the shelter area.

ii. Knowing where their personnel are.

iii. Having a personnel roster available.

iv. Having a two way radio to communicate with the BMW.

Note: Sheltering is not long-term protection or replacement for evacuation if the situation warrants it.  The measures listed herein decrease the hazards to personnel, and increase the safe/effective operations of Critical/Essential missions. They do not allow extended (48 hrs and beyond) operations without extensive back-up personnel and emergency response assets.   Once a Shelter-in-Place is terminated buildings must be evacuated and ventilated prior to reoccupation as the concentration inside the building will be greater than outside once the hazard has passed.
5.  EFFECTIVE DATE:  This instruction is effective immediately.

INSTRUCTION

TAB C
RIA FIRE PREVENTION AND PROTECTION
1.  PURPOSE:  This instruction establishes policy, assigns responsibilities and prescribes procedures to protect personnel and prevent fires.
2.  APPLICABILITY:  This instruction applies to the Rock Island Arsenal, Rock Island, IL.
3.  RESPONSIBLITIES:
a. The BMWs are responsible for the fire protection of personnel in their building.
b. FAMWs shall:

· Account for all personnel at the assembly areas.  Missing personnel shall be reported through the chain of command up to the BMW, who will in-turn report to the Fire Department IC only if it is determined that the person is trapped inside or in need of evacuation assistance.
· Assign employees who are mobility impaired a primary and alternate personnel evacuation assistant to help relocate that person completely out of the building or to an area of refuge, area of evacuation.  Every effort shall be made to safely reach the exterior of the building. 
· FAMWs are responsible for checking restrooms and other areas to ensure that all employees are informed of the type of emergency and what steps to initiate.
c. Employees shall: 
· Be observant to dangerous practices and conditions and immediately report them to their FAMW.  Fire hazards common to the work environment are listed at paragraph D, item 6.
· Familiarize themselves with the contents of this instruction and their building emergency operating guidelines and procedures. 
4.  PROCEDURES:

a. In the event a fire alarm is activated, evacuate the area as prescribed in TAB A.

1)  Avoid using elevators as elevators act as a chimney and transport smoke and heat up the shaft.  In addition a fire may burn through electrical wiring and may result in a power outage causing elevator users to become trapped and become a danger to them selves and the responders who may end up risking their lives to save them.  It is important to educate all employees not to use elevators even if they still work when a fire alarm is activated.  
2)  Place classified materials in approved security containers, if conditions and time permits.

b. IF YOU ARE TRAPPED BY FIRE:

1)  Remain calm so you can think clearly and take necessary action.
2)  In smoke-filled areas, CRAWL as close to the floor as possible.  DO NOT WALK as clean air is closest to the floor.
3)  Put closed doors between you and the heat and smoke.  Seal off cracks around doors and vents.  If possible, use wet towels or clothing.
4)  Make sure the fire department knows you are there.  Even if the fire department is on scene and at the building call 9-1-1 and tell the dispatcher your name, what floor you are on and where you are located on that floor.
c. COMMON FIRE HAZARDS: Refer to RIAR 420-2 for more info.
1)  Combustibles near radiators, heaters, light bulbs or any other heat source.
2)  Worn or frayed electric cords and cables.
3)  Any electrical appliance or connection giving off sparks.
4)  Misuse or improper storage of flammable liquids.
5)  Improperly insulated steam pipes.
6)  Accumulation of dirt and dust in out of the way spaces.
7)  Accumulation of papers and rags.
8)  Poor housekeeping in general.
EFFECTIVE DATE:  This instruction is effective immediately.
INSTRUCTION

TAB D
POWER FAILURE PROCEDURE
1.  PURPOSE: This instruction establishes policy, assigns responsibilities and prescribes procedures to be followed in case of a power failure.
2.  APPLICABILITY:  This instruction applies to the Rock Island Arsenal, Rock Island, IL.
3.  RESPONSIBILITIES: Employees shall be thoroughly familiar with the contents of this instruction.
4.  PROCEDURES: 

a)  DO NOT PANIC. Normally, a power failure is of short duration. 
b)  If for some reason, the power outage is of a longer duration: 
· REMAIN AT YOUR DESK OR WORK STATION, if possible, until power is restored.

· If you do leave your work area, let your supervisor know where you are going.

· A representative from the Directorate will work with the Rock Island Arsenal’s Directorate of Public Works to restore power.

· Ensure all electrical equipment is turned off to prevent a power surge when power is restored.

· If it is determined that power will not be restored for some time.  A decision will be made by the proper officials regarding administrative dismissal.

c)  If you find yourself totally in the dark. 
· Remain where you are. You could hurt yourself if you attempt to walk around in the dark.
· Occasionally call out to assure co-workers are okay and to possibly notify emergency crews of your location. 
EFFECTIVE DATE:  This instruction is effective immediately.
INSTRUCTION

TAB E
VIOLENCE / HOSTAGE IN THE WORKPLACE

1.  PURPOSE: This instruction establishes policy, assigns responsibilities and prescribes procedures to protect the workforce against violence or hostage takeover in the workplace.

2.  APPLICABILITY: This instruction applies to the Rock Island Arsenal, Rock Island, IL. 

3.  RESPONSIBILITIES: Employees shall be thoroughly familiar with the contents of this instruction. 

4.  PROCEDURES: 
a. REMAIN CALM AND DO NOT PROVOKE THE INDIVIDUAL(S).

b. Do what the individual(s) tells you to do.

c. If possible, call the 9-1-1 and inform them of the situation and location.  If calling from a cellular phone your call will go to an off island dispatch center so it is important that you notify the dispatcher that you are calling from the Arsenal.  *NOTE: Personnel who are Deaf/HoH can now call 9-1-1 a TTY phone in the dispatch center will enable you to talk to an emergency dispatcher*
d. If an opportunity presents itself and you feel that you are not jeopardizing yourself or someone else, leave the area. This will likely be possible within the first few seconds of the situation.

e. If you are a bystander and not involved in the situation, do not stay in the area, leave and report the situation immediately to the 9-1-1 dispatcher.

f. If shooting starts and you are in the immediate vicinity, take cover as best as possible.  Brick walls and other like materials offer the best protection.   If there is no suitable protection near you, stay as low as possible and try to crawl to the nearest best protection.
g. If you hear shots being fired in another area, stay low and go in the opposite direction. DO NOT go towards the area of shots being fired. Notify security as soon as possible.

h. If you are able to escape the area, call the 9-1-1 dispatcher. Try to remember as much about the individual (s) and the situation as possible to report to the Police.

5.  EFFECTIVE DATE:  This instruction is effective immediately.
INSTRUCTION

TAB F
MEDICAL EMERGENCY

1.  PURPOSE: This instruction establishes policy, assigns responsibilities and prescribes procedures on what to do for a medical emergency. 

2.  APPLICABILITY: This instruction applies to the Rock Island Arsenal, Rock Island, IL. 

3.  RESPONSIBILITIES: Employees shall be thoroughly familiar with the contents of this instruction. 

4.  PROCEDURES:
a. ALL Medical / Trauma related situations shall be directed to emergency medical services “9-1-1”.  *NOTE: When you dial 9-1-1 from your cell phone, the call will be picked up by an off island dispatcher.  You will have to tell them that you are calling from the Arsenal and they will transfer your call to the Arsenal dispatcher.*
b. Give the condition of the patient(s). 

c. Give exact location and point of contact (Bldg. phone number, floor, wing, etc.). 

d. Try to keep the individual(s) calm and reassure them that medical help is on the way. 

e. Send an employee to meet the Fire Department personnel and escort them to the patient.
If requested, the supervisor(s) or someone chosen by the employee(s) can remain and ride along with them while they are transported to a hospital. 

EFFECTIVE DATE: This instruction is effective immediately. 

INSTRUCTION
TAB G
BOMB THREAT / THREATENING TELEPHONE CALL, SUSPICOUS PACKAGE PROCEDURES

1.  PURPOSE:  This instruction establishes policy, assigns responsibilities and prescribes procedures to be followed in the event a telephone call threatening detonation of a bomb or explosive device is received at the Rock Island Arsenal, Rock Island, IL. 

2.  APPLICABILITY: This instruction applies to the Rock Island Arsenal, Rock Island, IL. 

3.  RESPONSIBILITIES: Any individual who receives the threatening call will immediately report information to Police & his/her Supervisor. 

Supervisors shall: 
· Account for all personnel at the assembly point(s). Missing personnel shall be reported through the chain of command up to the Director, who will in-turn report to the designated representative for EOC. 
· Ensure Bomb Data Cards are maintained in work areas at all times, accessible to all employees, and are reviewed with all employees. 
· FAMWs are responsible for following established procedures for conducting an evacuation.
· Employees shall be thoroughly familiar with the contents of this instruction. 

PROCEDURES:

Upon receipt of a telephone call threatening discharge of a bomb or explosive device, the recipient will: 
a. INITIALLY: 
1)  Keep the caller talking for as long as possible. 
2)  Notify a co-worker by signal, a raised clenched fist, that you have a bomb threat call in progress. The co-worker must then call and notify the Police by dialing 9-1-1.  *NOTE:  Personnel who are deaf/HoH can now call 9-1-1 a TTY phone in the dispatch center will enable you to talk to an emergency dispatcher*  *NOTE: When you dial 9-1-1 from your cell phone, the call will be picked up by an off island dispatcher.  You will have to tell them that you are calling from the Arsenal and they will transfer your call to the Arsenal dispatcher.*

3)  Complete the Bomb Data Card.  (if you do not have one contact your FAMW)
4)  Write down as much detail as you can about the call and the caller. 
5)  Even if the caller hangs up, DO NOT HANG UP THE PHONE until advised by security. (Police may be able to trace the phone call.) 
b. IMMEDIATELY AFTER THE CALL: 
1)  If not already done, FROM ANOTHER PHONE, notify your immediate supervisor and security, who will in-turn notify the Director. 
2)  Finish completing the checklist. 
3)  Await further instructions. 
c. IF EVACUATION IS ORDERED, follow procedures prescribed in TAB A. 
1)  When a building evacuation has been conducted due to a bomb threat, the Police will come to the scene as well as the Rock Island Arsenal Fire Department. 
2)  Supervisors may be called upon to enter the building and search their area for anything which appears to be out of place or unusual. 
3)  As a supervisor, if you are asked to search in your area, remember the following: 
4)  Look for anything out of the ordinary.
5)  DO NOT TOUCH ANYTHING. (Keep your hands in your pockets or clasped together.) 
6)  Make a quick sweep of your area with your eyes from left to right and top to bottom. 
7)  DO NOT LOOK INSIDE CLOSED FILE CABINETS OR DESKS. 
8)  Do look under, on top of, and around closed file cabinets and desks. 
d. For SUSPECTED letter, briefcase, or package bombs: 
1)  DO NOT TOUCH THE ITEM UNDER ANY CIRCUMSTANCES. 
2)  Keep other people away from the suspicious object. 
3)  Notify security and your supervisor, who will in-turn notify the Director. 
4)  DO NOT ACTIVATE THE FIRE ALARM SYSTEM.  Spread the evacuation by word of mouth or equivalent.  BMWs and FAMWs should follow their standard evacuation responsibilities but not be used for explosive searching. 
5)  Evacuate the area as directed. 
6)  Avoid using elevators. 
7)  Remain available to talk to investigators. 

e. For SUSPECTED Anthrax:

1) DO NOT HANDLE suspicious mail or packages.

2) REMAIN CALM if you find suspicious mail or powder.

3) COVER suspicious package or powder spill with anything (trash can/clothing) – DO NOT try to clean a spill.  
4) DO NOT CONTAMINATE OTHERS try to separate yourself while not contaminating other people or other rooms in the building. 

5) EVACUATE room and close door if possible

6) WASH hands thoroughly with soap and water; do not use bleach/disinfectants.

7) NOTIFY your supervisor and/or Marshal Warden. 

8) LIST all personnel in the room or area and provide list to emergency responders. 

9) ISOLATE yourself and others who came in contact with the suspected Anthrax and await decontamination instructions from First Responders.
5.  EFFECTIVE DATE: This instruction is effective immediately. 

INSTRUCTION

TAB H
DESTRUCTIVE WEATHER – (TORNADO, THUNDERSTORMS)

1.  PURPOSE: This instruction establishes policy, assigns responsibilities and prescribes procedures to minimize the destructive effects of severe weather. 

2.  APPLICABILITY: This instruction applies to the Rock Island Arsenal, Rock Island, IL. 

3.  RESPONSIBILITY:  

a. The Installation Manager shall determine the appropriate state of readiness required. 

b. FAMWs shall account for all personnel at a designated shelter. The FAMW will in-turn report to the BMW. 

c. Employees shall be thoroughly familiar with the contents of this instruction. 

4.  PROCEDURES: 

a. Severe or destructive weather that may occur at RIA includes the following, in order of increasing severity: gales, thunderstorms and tornadoes. 

b. Potential destructive effects from thunderstorms are: 

1) Lightning caused fires/power outages 

2) High winds and flying debris 

3) Partial flooding 

4) Hailstone damage 

c. Potential destructive effects from tornadoes are: 

1) Explosions and major destruction along the path of the vortex
2) High winds and flying debris

d. Tornadoes are most common between April and June. Thunderstorms are most common between June and October. 

· Familiarize yourself with these terms to help identify a tornado hazard:

· Tornado Watch: 
A tornado is possible. Tune in to NOAA Weather Radio, commercial radio, or television for information.

· Tornado Warning: 
A tornado is occurring or will occur soon; if advised to shelter, do so immediately.

e. If severe or destructive weather is predicted, but no immediate danger exists, (i.e. a severe weather watch) the following preparations will be made while continuing normal work routine: 

1)  Secure loose papers and objects 

2)  Close windows 

3)  Close blinds in case of hail or high winds 

4)  Preparations to be made if weather becomes more severe: 

5)  Unplug equipment not required for immediate use 

6)  Avoid use of work places near windows 

7)  Close all doors 

f. Emergency procedures to be taken to prevent injury to personnel during a Tornado Warning: PERSONNEL WILL TAKE COVER IN BASEMENTS, IN HALLWAYS WITHOUT WINDOWS, LAYING FACE DOWN ON THE FLOOR, AWAY FROM WINDOWS OR UNDER THEIR DESKS USING THEIR ARMS TO PROTECT THEIR HEAD AND NECK. 
DO NOT: SEEK SHELTER IN AN AREA WITH WIDE SPACE ROOFS (GYM/AUDITORIUM/CAFETERIA).

DO NOT: SEEK SHELTER IN A VEHICLE/MOBILEHOME/TRAILER

IF YOU ARE IN ONE OF THE ABOVE YOU SHOULD SEEK SHELTER IN THE NEAREST STURDY BUILDING/SHELTER AND FOLLOW THE PROCEDURES IN 4-f. 

IF OUTSIDE: LIE FLAT IN A DITCH OR DEPRESSION AND COVER YOUR HEAD AND NECK WITH YOUR ARMS AND HANDS (BE AWARE OF POSSIBLE FLOODING)

DO NOT: SEEK SHELTER UNDER AN OVERPASS OR BRIDGE.  NEVER TRY TO OUTRUN A TORNADO. 
g. The Tornado Warning / Take Cover Signal is a three to five minute steady signal on OUTDOOR sirens. This signal may be repeated and will be used for Tornado Warnings. The signal will be used only when it is necessary to take cover immediately.  You will receive an email alert explaining the situation and describe the appropriate procedure to take as quickly as possible.  If the Take Cover Signal is sounded: Quickly 

1)  Place classified material in approved security container. 

2)  Place all remaining movable objects in drawers, closets and vaults, insofar as practicable if time permits. 

3)  Unplug and cover all equipment if time permits. 
4)  Follow the procedures in 4-f above.
5.  EFFECTIVE DATE:  This instruction is effective immediately. 
INSTRUCTION

TAB I

NATURAL DISASTERS – (FLOODS & EARTHQUAKES)

1.  PURPOSE: This instruction establishes policy, assigns responsibilities and prescribes procedures to minimize the destructive effects of natural disasters. 

2.  APPLICABILITY: This instruction applies to the Rock Island Arsenal, Rock Island, IL. 


Natural disasters that may occur at RIA include floods and earthquakes.

3.  RESPONSIBILITY:  

a. The Installation Manager shall determine the appropriate state of readiness required. 

b. FAMWs shall account for all personnel at a designated assembly point. The FAMW will in-turn report to the BMW. 

c. Employees shall be thoroughly familiar with the contents of this instruction. 

4.  PROCEDURES: 

A. FLOODS: All floods are not alike. Some floods develop slowly, sometimes over a period of days. But flash floods can develop quickly, sometimes in just a few minutes and without any visible signs of rain. Flash floods often have a dangerous wall of roaring water that carries rocks, mud, and other debris and can sweep away most things in its path. Overland flooding occurs outside a defined river or stream, such as when a levee is breached, but still can be destructive. Flooding can also occur when a dam breaks, producing effects similar to flash floods.

· Familiarize yourself with these terms to help identify a flood hazard:

· Flood Watch: 
Flooding is possible. Tune in to NOAA Weather Radio, commercial radio, or television for information.

· Flash Flood Watch: 
Flash flooding is possible. Be prepared to move to higher ground; listen to NOAA Weather Radio, commercial radio, or television for information.

· Flood Warning: 
Flooding is occurring or will occur soon; if advised to evacuate, do so immediately.

· Flash Flood Warning: 
A flash flood is occurring; seek higher ground on foot immediately.
· Potential hazards from floods are: 

· Being overcome by flood waters: Avoid moving water.  Six inches of moving water can make you fall. If you have to walk in water, walk where the water is not moving. Use a stick to check the firmness of the ground in front of you.  Stay out of any building if it is surrounded by flood water.  Use extreme caution when entering buildings; there may be hidden damage, particularly in foundations.

· Electrical:  Disconnect electrical appliances. Do not touch electrical equipment if you are wet or standing in water.  Water may be electrically charged from underground or downed power lines.  Stay away from downed power lines, and report them to the 9-1-1 dispatcher *NOTE: When you dial 9-1-1 from your cell phone, the call will be picked up by an off island dispatcher.  You will have to tell them that you are calling from the Arsenal and they will transfer your call to the Arsenal dispatcher.*

· Contamination:  Avoid floodwaters; water may be contaminated by oil, gasoline, or raw sewage or other industrial chemicals or materials. Listen for news reports to learn whether the Arsenal’s water supply is safe to drink. Clean and disinfect everything that got wet. Mud left from floodwater can contain sewage and chemicals. 

· Destruction of property:  Move essential items to an upper floor.

· Driving: Six inches of water will reach the bottom of most passenger cars causing loss of control and possible stalling. A foot of water will float many vehicles. Two feet of rushing water can carry away most vehicles including sport utility vehicles (SUV’s) and pick-ups.  Be aware of areas where floodwaters have receded. Roads may have weakened and could collapse under the weight of a car.

B. EARTHQUAKES:  If there was an earthquake of 6.8 or larger on the New Madrid Fault line, some of the effects would reach past the Quad Cities into central Wisconsin.  Researchers predict that there is a 9-in-10 chance of a magnitude 6 to 7 temblor occurring in the New Madrid Seismic Zone within the next 50 years. Although there are no guarantees of safety during an earthquake, identifying potential hazards ahead of time and advance planning can save lives and significantly reduce injuries and property damage.  

· Familiarize yourself with these terms to help identify an earthquake hazard:

· Aftershock: 
An earthquake of similar or lesser intensity that follows the main earthquake.

· Earthquake: 
A sudden slipping or movement of a portion of the earth’s crust accompanied and followed by a series of vibrations.

· Epicenter: 
The place on the earth’s surface directly above the point on the fault where the earthquakes rupture began. Once fault slippage begins, it expands along the fault during the earthquake and can extend hundreds of miles before stopping.

· Fault: 
The fracture across which displacement has occurred during an earthquake. The slippage may range from less than an inch to more than 10 yards in a severe earthquake.

· Magnitude: 
The amount of energy released during an earthquake, which is computed from the amplitude of the seismic waves. A magnitude of 7.0 on the Richter scale indicates an extremely strong earthquake. Each whole number on the scale represents an increase of about 30 times more energy released than the previous whole number represents. Therefore, an earthquake measuring 6.0 is about 30 times more powerful than one measuring 5.0.

· Seismic Waves: 
Vibrations that travel outward from the earthquake fault at speeds of several miles per second. Although fault slippage directly under a structure can cause considerable damage, the vibrations of seismic waves cause most of the destruction during earthquakes.

· Emergency procedures to be taken to prevent injury to personnel: 

·  If you are indoors DROP to the ground; take COVER by getting under a sturdy table or other piece of furniture; and HOLD ON until the shaking stops. If there isn’t a table or desk near you, cover your face and head with your arms and crouch in an INSIDE CORNER of the building. Stay away from glass, windows, outside doors and walls, and anything that could fall, such as lighting fixtures or furniture. Use a doorway for shelter only if it is in close proximity to you and if you know it is a strongly supported, load bearing doorway. Stay inside until shaking stops and it is safe to go outside. Research has shown that most injuries occur when people inside buildings attempt to move to a different location inside the building or try to leave. Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn on.  DO NOT use elevators.  Once it is safe to evacuate the building do so following your organizations evacuation procedures.  

· If you are outdoors stay there. Move away from buildings, streetlights, and utility wires. Once in the open, stay there until the shaking stops. The greatest danger exists directly outside buildings, at exits, and alongside exterior walls.  Proceed to your organizations predetermined assembly point for accountability.

· Falling Objects:  Many of the 120 fatalities from the 1933 Long Beach earthquake occurred when people ran outside of buildings only to be killed by falling debris from collapsing walls. Ground movement during an earthquake is seldom the direct cause of death or injury. Most earthquake-related casualties result from collapsing walls, flying glass, and falling objects.

· Entrapment:  If trapped under debris do not light a match.  Do not move about or kick up dust. Cover your mouth with a handkerchief or clothing. Tap on a pipe or wall so rescuers can locate you. Use a whistle if one is available. Shout only as a last resort. Shouting can cause you to inhale dangerous amounts of dust.

· Destruction of Property:  Fasten shelves securely to walls.  Place large or heavy objects on lower shelves. Store breakable items in low, closed cabinets with latches. Brace overhead light fixtures. Repair defective electrical wiring and leaky gas connections. These are potential fire risks. Repair any deep cracks in ceilings or foundations. Get expert advice if there are signs of structural defects. Store weed killers, pesticides, and flammable products securely in closed cabinets with latches and on bottom shelves.

· Driving: If in a moving vehicle stop as quickly as safety permits and stay in the vehicle. Avoid stopping near or under buildings, trees, overpasses, and utility wires. Proceed cautiously once the earthquake has stopped. Avoid roads, bridges, or ramps that might have been damaged by the earthquake.

· Contamination:  Stay away from pools of liquid as it may be contaminated from broken sewer lines or spilled chemicals.  Listen for news reports to learn whether the Arsenal’s water supply is safe to drink.  Leave the area if you smell gas or fumes from other chemicals.

· Aftershocks:  Expect aftershocks. These secondary shockwaves are usually less violent than the main quake but can be strong enough to do additional damage to weakened structures and can occur in the first hours, days, weeks, or even months after the quake.

· Gas leaks:  If you smell gas or hear blowing or hissing noise, quickly leave the building and report it to the 9-1-1 dispatcher. *NOTE: When you dial 9-1-1 from your cell phone, the call will be picked up by an off island dispatcher.  You will have to tell them that you are calling from the Arsenal and they will transfer your call to the Arsenal dispatcher.*
· Electrical: Do not touch electrical equipment if you are wet or standing in water.  Water may be electrically charged from underground or downed power lines.  Stay away from downed power lines, and report them to the 9-1-1 dispatcher.  *NOTE: When you dial 9-1-1 from your cell phone, the call will be picked up by an off island dispatcher.  You will have to tell them that you are calling from the Arsenal and they will transfer your call to the Arsenal dispatcher.*

5.  EFFECTIVE DATE:  This instruction is effective immediately. 

INSTRUCTION

TAB J
ADMINISTRATIVE DISMISSAL DURING EMERGENCY

1.  PURPOSE:  This instruction establishes policy and procedures for administrative dismissal of civilian Garrison employees during emergency situations. 

2.  APPLICABILITY:  This instruction applies to the Rock Island Arsenal, Rock Island, IL. 

3.  DISCUSSION:  This instruction provides policies and procedures for administrative dismissals of civilian Garrison employees at RIA. Administrative dismissal may be granted when normal operations are interrupted by events beyond the control of management. This includes situations such as extreme weather conditions, and disasters (such as fires or floods). It also includes reduction or suspension of operations because of power outages, breakdown of essential services or facilities, mass demonstrations, or similar circumstances. 

4.  PROCEDURES: 

a. The current status of the various operations, such as mission related and mandatory deadlines / schedules that must be met will be considered when determining whether employee services are critical for each specific situation. Department Supervisors will evaluate their needs and upon approval of the Director will notify affected employees who are required to report for work. 

b. In the event the emergency occurs during other than normal working hours, Department Supervisors will initiate action to notify personnel required to report for work. 

5.  EFFECTIVE DATE:  This instruction is effective immediately. 

PAGE  
32

