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Introduction

The primary objective of this section of the manual is to provide details on specific Emergency Procedures recommended for this building.

The following templates are generic and cannot anticipate every possible building requirement.  The document has been developed as a general guideline with expectations that it require adjustments to adequately address the specific requirements of any project it will be applied to – equipment schedules in this template are intended to be copied, added, deleted and modified to match existing building/ facility elements.  The authors of this document offer it for use freely with no guarantees implied, or otherwise. 





Emergency Personnel Names and Contact Information

	Primary Designated Building Official Authorized to make decisions on behalf of the Building

	Name:
	  

	Office 
Phone Number:
	

	Cell/ Mobile 
Phone Number:
	

	Pager 
Phone Number:
	

	Physical Address:
	
,  


	Office Room Number:
	

	Notes:
	 





	
	



	Alternate Designated Building Official Authorized to make decisions on behalf of the Building

	Name:
	  

	Office 
Phone Number:
	

	Cell/ Mobile 
Phone Number:
	

	Pager 
Phone Number:
	

	Physical Address:
	
,  


	Office Room Number:
	

	Notes:
	 





	
	





	EMERGENCY COORDINATOR

	Name:
	  

	Office 
Phone Number:
	

	Cell/ Mobile 
Phone Number:
	

	Pager 
Phone Number:
	

	Physical Address:
	
,  


	Office Room Number:
	

	Notes:
	 





	
	



	Alternate EMERGENCY COORDINATOR

	Name:
	  

	Office 
Phone Number:
	

	Cell/ Mobile 
Phone Number:
	

	Pager 
Phone Number:
	

	Physical Address:
	
,  


	Office Room Number:
	

	Notes:
	 





	
	





	Designated FIRST AID Responder

	Name:
	  

	Office 
Phone Number:
	

	Cell/ Mobile 
Phone Number:
	

	Pager 
Phone Number:
	

	Physical Address:
	
,  


	Office Room Number:
	

	Notes:
	 





	
	



	Alternate FIRST AID Responder

	Name:
	  

	Office 
Phone Number:
	

	Cell/ Mobile 
Phone Number:
	

	Pager 
Phone Number:
	

	Physical Address:
	
,  


	Office Room Number:
	

	Notes:
	 





	
	






Emergency Phone Numbers

	EMERGENCY Phone Numbers

	911 Emergency Service:
	911

	Fire Hall
Direct Local :
	 

	Police
Direct Local :
	 

	RCMP detachment
Direct Local :
	 

	Hospital
Direct Local :
	

	Chemical Spill 
Clean-Up Direct Local:
	

	Building Security
Direct Local :
	

	Health Links
· Info Sante’:
	 (204) 788-8200 or toll-free 1-888-315-9257



	UTILITY COMPANY EMERGENCY Phone Numbers

	 
	business 
name
	urgent 
phone number
	account rep.
contact name
	account rep.
phone number

	Electricity Utility:
	Manitoba Hydro
	204-480-5900
Toll-free:
1-888-624-9376
	
	

	Gas Utility:
	Manitoba Hydro - Gas
	204-480-5900
Toll-free:
1-888-624-9376
	
	

	Water Utility:
	City of Winnipeg
	311
	
	

	Telephone Utility:
	
	
	
	

	Internet Provider:
	
	
	
	

	 
	
	
	
	






Emergency Reporting and Procedures

Types of Emergencies to be reported:
1) Medical
2) Fire
3) Chemical Spill
4) Extended Power Loss
5) Other:_________________________________________________________________



	MEDICAL EMERGENCY Procedure EXAMPLE

	 

	Call: 911

	 

	Provide the following information to the 911 operator:
    a) Nature of  Medical Emergency

    b) Location of Emergency: 
                            i) Address
                            ii) Building
                            iii) Room Number

    c) Your Name and Phone Number

	

	

	

	

	

	

	

	 

	Do not move the victim unless absolutely necessary

	 

	Call: a FIRST AID RESPONDER

	 

	Consult MATERIAL SAFETY DATA SHEETS (MSDS) 
when rendering assistance to hazardous materials.

	

	 



Date:


	FIRE EMERGENCY Procedure EXAMPLE

	 

	
When a fire is first detected:


	- Activate the nearest FIRE ALARM


	- Announce Loudly 'FIRE' to alert anyone in close proximity that there is a Fire Emergency


	- Get everyone out of the building by designated FIRE EVACUATION routes to collect at the designated MUSTER POINT(s).


	- Call: 911


	- Remain at the designated MUSTER POINT(s) until accounted for and given further instructions.


	 

	
Designated EMERGENCY COORDINATORS shall:


	- Coordinate an orderly building evacuation


	- Perform an accurate head-count of people collected at the Designated MUSTOR POINT(s)


	- Report any missing people and where they were last observed to the Fire Fighters


	 - Provide the Fire Fighters with all requested information about the building/ facility


	 



Date:


	CHEMICAL SPILL Information and Procedure EXAMPLE

	 

	HAZARDOUS CHEMICALS are in the following LOCATIONS:

	1)

	2)

	3)

	4)

	5)

	 

	The MSDS manual is in the following LOCATION:

	1)

	 

	SPILL CONTAINMENT equipment is in the following LOCATIONS:

	1)

	2)

	3)

	4)

	5)

	 

	Procedure to handle a HAZARDOUS CHEMICAL SPILL

	- Immediately NOTIFY the EMERGENCY COORDINATOR

	- Review MSDS manual for recommended procedures and PPE 

	- Contain the Spill

	- Provide Medical Assistance, as required

	- Call the Chemical Spill Clean-Up Co.

	- Coordinate Clean-up

	 



Date:


	Extended Power Loss Information and Procedure

	 

	- Turn-Off all UNNECESSARY ELECTRICAL Equipment

	- When ambient temperature is below O°C, Isolate and Drain the following:

		i) Water-Filled Fire Sprinkler Systems

		ii) Water-Filled Fire Stand-Pipe

		iii) Potable Water Pipe Systems

		iv) Drain and Toilet Water Closets

		v) Add Propylene Glycol to all fixture drains, toilet and floor drains

		vi) Any other equipment containing water should be drained or provisions made to prevent 	damage from freezing  contained water

	 

	 

	- When Power is restored:

		i) normalize all electronic equipment to above freezing conditions before restarting to prevent 	damage from condensation accumulation on electrically sensitive components

		ii) carefully fill and purge of air all water-filled piping systems that were drained

		iii) check each water filled piping system while being filled for leaks

		iv) sequence the restart of all large power consuming equipment to reduce the impact of 	power surges on the electrical system

		v) carefully ramp-up all heating, cooling and pressurized systems to minimize the potential of 	equipment failure
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