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Emergency Procedures of the

Context: Clerk

Membersand all employeesof the Legislative Assembly will
be informed of the emergency proceduresfor the building.
The FacilitiesManageris responsiblefor educatingnew staff
and supplyinginformation updatesand resarce materials to
everyonewith offices in the Legislative Assembly building.

2.06.01 Evacuation

Fire evacuationroutes are postedprominently throughoutthe
Legislative Assembly building. The diagrams show the
primary routefor evacuationand aseconday routein casethe
first is blocked.

The evacuatiorof the building in the case ofa bombthreat
differs from the evacuationin the caseof a fire. In the case of
a bombthreat, the intercom systemor telephoneswill be used
to notify the occupantsand dve directions on how to exit the
building.

It is the responsibility of all occupantsto identify nearest Policy 2.06
building exit and alternative exit and familiarize themselves
with the resource materials supplied by the Facilities

Manager. Emergency

. . : Procedures
Evacuation of Persons Needing Assistance

The Facilities Manager must be informed of any personsin
the building needing assistancein the case of an evacuation.

The FacilitiesManagerwill designate staff to assistthe person
during an evacuation.

Re-entry to the Legislative Assembly Building

After evacuation people are not to re-enter the Legislative
Assembly building until the Fire Chief notifies the Facilities
Managerthatit is safeto re-enter.
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2.06.02Fire

When fire or smokeis detected,all personsin the immediate
area musbe notified and thefire alarm activated.

When thefire alarm is soundedall occupantsmust leave the
building by the nearestexit or alternative exit. Occupants
must notuseelevatorsduring an evacuationof the building.

The person(s)activating the alarm must contact security
personneland passon any pertinent information. Security
personnel will telephone the Fire Department and relay
relevantinformation.

Staff aredirected to meetin the parking lot of the building
and reportto their supervsor. The supervisorwill inform the
Floor Wardenof any individuals who may still be in the
building.

2.06.03Fire Warden and Floor Wardens

The Chief Fire Warden is responsible for coordinating the
evacuationof the Legislative Assembly building and liaison
with the Fire Department. Floor wardensreport to the Chief
Fire Warden.

Each floor of the Legislative Assembly has a primary and
secondarnyfloor warden. Theseindividuals are responsibldor
searchingand assistingthe evacuation of occupants. Floor
wardens:

« Direct the evacuationof their floors

e« Check all offices, washroomsand storeroomsto ensure
they areclearof all occupants

» Ensurethatall doorsareclosed,if possible

* Report thestatus of the evacuationof the floor to the
Chief Fire Wardengationed at the main doorsto the building;
and

* Assemblewith the restof the occupantsin the parking lot.

2.06.04 Fire Control

Individuals mustnot placethemselvesat risk in dealingwith a
fire in the building. The only peoplethat shouldtry to control
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or extinguishfires are thosewho aretrained in fire control,
containmentand extinguishmenprocedures.

2.06.05Bomb Threats

All bomb threatsmustbe treatedas real and dealtwith in the
proper mannerunless there is sufficient evidenceto indicate
otherwise.

Bomb threatsmay be received by telephone,in person, by
mail, by messengeor courier. The responsdo a bombthreat
dependsupon themethod by which the threatis delivered.

Telephone

If a threatis receivedby telephonethe recipientshouldtry to
obtain as much information as possible from the caller.
Pertinent information includes what time the bomb will
explode, location of the bomb,reasonfor placing the bomb
and anyinformation that could be usedto locate or identify
the caller. The time of the call andthe wording usedby the
caller shouldbe recordedas soonas isreasonablypossible.

Upon receiving a telephonedthreat Legislative Assembly
building security should be notified as soon aspossible.

In Person

If a bomb threat is deliveled in personit is wise to remain
calm andcomply as much as possiblewith the individual’'s
demands Without antagonizingthe messengerefforts should
be madeto notify the Legislative Assemblysecurity office. It
is importantto developa gooddescriptim of the individual.

Written Message

If a written threat is received it is important to leave the
messagewhere it was found and not to touch it. The
Legislative Assembly security office should be notified
immediately.

Bomb Discovery

Page3 of 4

If a bombis discoveed do nottouchit. If a personis holding
the devicewhenthe bomb is discoveredthey shouldcarefully
set it down. The areashould be evacuatedmmediately and if
possible, windowsand doorsshouldbe left open.
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Office
The Legislative Assembly security office should be notified
immediately.
of the Exiting the Building
When exiting the building during a bomb threat, occupants
Clerk shouldleavetheir office doorsand windowsopen.
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