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INTRODUCTION
OCCUPANT RESPONSE
All employees are to read and understand the following emergency procedures.
Each employee will then be required to sign and date a document confirming his
or her receipt of the emergency procedures.
This document is broken out into sections that represent the most common crises
and sample procedures to follow for University of Chicago, Staff and the Johnson
Controls Facility Management Team:
1. Fire
2. Bomb Threat
3. Power Failure
4. Severe Weather
5. Earthquakes
6. Floods
7. Medical Emergency
8. Crimes in Progress
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FIRE
EMERGENCY PERSONNEL
Emergency personnel is present on site to help with any of the below
emergencies. Their contact details are listed in Appendix 1 below.
EXIT STAIRWELLS
Four exit stairwells service the University of Chicago, office building: one in the
northeast corner, one in the northwest corner, one is in the southeast nearby ladies’
room and one in the southwest corner nearby men’s room. During an emergency,
employees should use the emergency exit closest to them.

FIRE EXTINGUISHERS
Your primary responsibilities during a fire are to move to a safe location and notify
the proper authorities (either 119 or the building management office 82509016 or
62517711). In the event you choose to attempt to extinguish the fire, notify
authorities first, and then follow the guidelines for the use of fire extinguishers on
your floor.
To operate the fire extinguisher remember the word PASS
1. PULL ... Pull the pin. Some extinguishers require releasing a latch or pressing
a puncture lever.
2. AIM... Aim low, pointing the extinguisher nozzle (or its horn or hose) at the base
of the fire.
3. SQUEEZE... Squeeze the handle. This releases the extinguishing agent.
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4. SWEEP... Sweep from side to side at the base of the fire until it appears to be
out. Watch the fire area in case fire breaks out again, and repeat the use of the
extinguisher if necessary.
In the event of a fire, the Fire Warden is in charge until the Building General
Manager, Assistant Manager or the Fire Department arrives. Any employee
encountering a fire should initiate the following emergency procedures:
1. Close all doors leading to the fire.
2. Immediately call the Building Security at 82509016 or 62517711, and report the
fire's exact location and what is burning. The Building Security will notify the Fire
Department and ambulance service and take any other action necessary.

3. Alert the Fire Warden.
4. Initiate fire-fighting operations. Employees may choose to attempt to extinguish
small (areas of less than 10 square feet) fires unless doing so would expose
them to personal danger and/or cause delay in calling the Building Security, or in
evacuating the area. If machinery is on fire, shut off power to it.

5. Use available fire extinguishers. Use Building "ABC" fire extinguishers for paper
wood, cloth, plastic, rubber, grease, oil, or electrical fires.
6. If not in immediate danger, wait for further instructions from the Fire Warden,
Building Security or Fire Department.
When the Building's General Manager or Assistant Manager arrives on the fire
floor, he/she is in charge, and all employees will take any orders issued.
Employees should assist those efforts at the direction of the General Manager or
Assistant Manager. If evacuation of the floor becomes necessary, the General
Manager or Assistant Manager will give the order to evacuate.
Fire Wardens, Alternate Fire Wardens, and Searchers will perform the
following tasks during a fire emergency.
1. An Alternate Fire Warden or Searcher should direct the Building's General
Manager or Assistant Manager to the fire scene.
2. The Fire Warden should coordinate his/her activities with those of the Deputy
Fire Wardens and Searchers on the fire floor.
3. If evacuation becomes necessary prior to the arrival of the Building's
Operations Manager, the Fire Wardens will give the order to evacuate in
accordance with the procedures outlined in the next section. The Fire
Wardens should notify the Building Security of this action. Building
Management will immediately proceed to the scene with further instructions.
4. The Fire Warden and an Alternate should walk around the space, alerting
all employees to the evacuation order, and ensuring that everyone leaves
as quickly and calmly as possible.
5. Searchers should investigate each room of the office to make sure that all
personnel have evacuated. Make sure to check all rest rooms and offices.
Take note of any inaccessible rooms in case the Fire Department needs to
search the space for trapped personnel.
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6. One Searcher should account for all personnel normally in the space. If
someone is not accounted for, notify the Fire Warden and Fire
Department immediately.
EVACUATION PROCEDURES
In the event of a fire, all employees should listen carefully to the Fire Warden.
Only the Fire Warden can give the order to evacuate. The Fire Warden will be in
communication with the Building Security and will have vital information such as
where the fire is located and the safest escape route.
The following evacuation procedures should be observed.
1. If possible, grab purses, wallets, valuables, etc. as soon as the order to
evacuate is given. You will not be allowed back into the space until the
Fire Department or Building Management says it is safe to re-enter.
2. Before opening any door to the corridor, check the door and doorknob for
heat using the back of your hand. If it is warm, stay in your office and caulk
around the door seams using wet towels or duct tape. DO NOT OPEN THE
DOOR!! Find another exit to the corridor.
3. If both your door and doorknob are cold, and you leave your office:
a. Check for smoke in the corridor.
b. When smoke is present, stay low by crawling since clean air is closest to the
floor.
c. Everyone should proceed quickly, but calmly to the nearest stairwell. DO
NOT RUN! All the stairwells are constructed with fire-resistant materials
to provide safe evacuation for building occupants.
d. DO NOT PANIC! Panic is the most harmful and most difficult element
to control in an emergency. Avoiding panic is accomplished through
the following steps:
i.

Knowledge of procedures that must be followed.

ii.

Confidence in the responsible personnel's ability and guidance.

iii.

Calmness and self-confidence of responsible personnel.

e. DO NOT USE THE ELEVATORS! In the event of a fire, elevators may not
function properly.
f. Check stairwells for smoke.
g. If the corridor and/or stairwells are smoke filled, RETURN TO YOUR
OFFICE.
h. Once you are in the stairwell, should you encounter smoke on your
descent, get out of the stairwell into any clear corridor and proceed to a
different stairwell.
i. Do not prop fire stair doors open or permit doors to remain open. This
permits the fire and smoke to spread more easily.
Crisis Response Procedures Beijing Office

August, 2015
Page 7 of 26

j. Evacuate to the exact area designated by the Building's General Manager
or Assistant Manager, Fire Warden, or Fire Department.
k. If your designated evacuation area is outside of the Building, move to
areas across the street to ensure you do not inhibit fire-fighting activities.
The stairwells exit the Building on the ground floor in the alley.
l. Should smoke prevent your descent in the stairwells, especially in the fire
Tower (known as stairway "A") use the "B" stairwells.
4. A Fire Warden (and an Alternate) will walk the suite to assist employees and
make sure everyone is aware of the evacuation order.
5. The last person leaving any enclosed office area should close the office
door, without locking it. This will help to confine any fire until the arrival of
the Fire Department.
6. Form a single-file line at the stairwell exit door and proceed calmly and
carefully up or down the staircase to the floor designated in the evacuation
instructions. No one, however, should open any door without first checking to
see if it is hot. If the door is hot, there is undoubtedly a fire on the other side.
Proceed to another floor.
7. Conversation should be kept to a minimum. Everyone should stay in a singlefile line on the right side of the staircase.
8. Once the evacuation has begun, no one should attempt to re-enter the
evacuated area until it has been declared safe by the Fire Department
officials or Building Management.
9. During evacuation, handicapped persons should be helped into the fireprotected stairwell. Security or Fire Department personnel will meet them in
this area and assist their evacuation to the designated floor.
10. Upon arrival at the floor designated by the Fire Warden or General Manager
or Assistant Manager, everyone should remain in the prearranged corridor
area. No one should wander about the floor or leave the floor unless directed
to do so by the Fire Department or Building Management.
11. The Searchers or Deputy Fire Warden should proceed to take a head count to
determine if everyone is accounted for. If someone is missing, this information
should be relayed to the security personnel at the rendezvous floor.

If evacuation of an area is not possible because all escape routes are blocked by
fire or thick smoke the following procedures should be observed.
1. Move as far away from the fire as possible. Close all doors as you go. Every
closed door between you and the fire provides a barrier against smoke.

2. If a phone is accessible, call the Fire Department 119. If you are unable to
reach the Fire Department, then call the Building Security (82509016 or
62517711) with your precise location.
3. Stuff clothing or other material around ventilation ducts and cracks in the doors
to prevent smoke-filled air from penetrating the area.
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4. Open a window just a crack and hang a cloth or other signal outside to attract
the attention of the firemen.
5. DO NOT BREAK THE GLASS. Under certain conditions, an open window may
draw smoke into the area. If the glass has been broken, there will be no way to
stop the smoke from entering the room.
Table 1. Occupant Responsibilities
ROLE
I. FIRE WARDENS

DUTIES
1. Ascertains the location of the fire and sounds the
alarm if this has not already been done.
2. Notifies the Building Security of a fire emergency.
3. Positions himself in the vicinity of a phone on the floor
to maintain communication with the Fire Command
Station.
4. Gives the order to evacuate if necessary prior to the
arrival of the Building General Manager or Assistant
Manager.
5. Gives instructions to the Searchers.
6. Coordinates evacuation for tenants with physical
disabilities.
7. Continues fire evacuation procedures during actual
fire.
8. Participates in fire drills.
9. Maintains fire protection supplies (flashlights,
batteries, arm bands, whistles).
10. Maintains Tenant Reference Chart.

II. ALTERNATE

1. Follows instructions from Tenant Fire Wardens.

FIRE
2. Searches lavatories to verify all individuals have left.
WARDENS
AND
SEARCHERS

3. Takes a head count after an evacuation to verify that
all regular occupants on the floor have been
evacuated.
4. Participates in fire drills.
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FIRE PREVENTION/PREPARATION TIPS
1. Make sure appliances such as coffee makers are turned off at night.
2. Refrain from smoking.
3. Those who smoke should do so only in designated areas and should use
large ashtrays that do not tip over easily. Empty them only when you are
sure that the ashes, matches, and butts are cold.
4. If electrical equipment or a fluorescent light is not working properly, or if it
gives off an unusual odor, disconnect the equipment or turn off the light
and call the Building Security at 82509016 or 62517711.
5. Protect extension cords from damage by not pulling them across
doorways or any place where they will be stepped on. Do not plug more
than one extension cord into another and do not plug more than one
extension cord into one outlet. Be sure to check amperage load of the
cord as specified by the manufacturer and do not exceed it.
6. Leave plenty of space for air to circulate around copy machines, word
processors, microwave ovens, and other equipment that normally give
off heat.
7. Make sure the power is shut off on all office equipment such as copiers,
typewriters, calculators, computers, etc. at the close of the business day.

8. Know the location on your floor of fire staircase, the local fire alarm boxes,
fire exits and fire extinguishers.
9. Plan alternate means of escape should stairwells “A” be blocked.
10. Check procedures with the Fire Safety Director for evacuating handicapped
personnel.
11. Keep several flashlights with fresh batteries in an easily accessible location
for emergency use.
TYPES OF FIRES
CLASS A - Fires in such ordinary combustibles as paper, wood, cloth, rubber,
textiles, and many plastics.
CLASS B - Fires in flammable liquids such as grease, oil, paint and gasoline.
CLASS C - Fires involving energized electrical equipment where there is a risk
of shock. (When electrical equipment is de-energized, Class A fire
extinguishers may be used safely).
CLASS D - Fires in combustible metals, such as magnesium, titanium,
zirconium, etc.
Multi-purpose "ABC" extinguishers can be utilized to handle all classes of office
fires. These chemical-based extinguishers can cause damage to electronic
equipment. However, water extinguishers must not be used if an electrical current
is present because of the danger of electrical shock. A fire in electrical equipment
rooms will almost always require the use of an "ABC" rated fire extinguisher: "A"
Crisis Response Procedures Beijing Office

August, 2015
Page 10 of 26

because there is likely to be paper nearby, "B" because there may be oil or
grease involved and "C" because it is electrical equipment.
TEAM RESPONSE
The instructions given below are guidelines meant to assist the team in case of an
emergency. Follow these guidelines only if you feel your safety is not at risk.
Always use your best judgment, putting your safety, and the safety of the
occupants first and foremost.
Never use an elevator during an emergency. Always take the stairs.
If an occupant notifies you of smoke or fire, follow the instructions below.
Note: If the occupant informs you of an extremely large, uncontrollable fire,
call the fire department first.
1. Notify the fire department that an occupant has reported a fire. Basically,
put them on notice that their services may be required.
2. Bring a fire extinguisher as you check out the report. Do not use an
elevator. Use extreme caution when opening doors.
3. Use your best judgment. If you choose, if the fire is small, and you can
completely eliminate it with a fire extinguisher, then do so. You are not
expected to fight fires. Do not try to be the hero.
4. If there is a fire that can not be handled with the fire extinguisher, notify the
fire department (dial 119).
5. Notify Fire Warden to begin to evacuate the building. Use your
best judgment here; do not needlessly scare people when there is a small
kitchen fire on the pantry.
6. At this point, the team should split up. The Technician should accumulate
any information that will be helpful to the fire department: drawings
showing the location of fire pumps, population drawings, and electrical
drawings showing all disconnects (this should already be assembled in the
Fire Fighter’s Handbook).
7. Technician should then coordinate activities with the Fire Wardens in the
lobby. As each Fire Warden checks in, mark them off. Notify the Fire
Department when all tenants are accounted for.
8. Facility Manager should coordinate activities with the Fire Wardens on the
tenant floors. Help the occupants remain calm while quickly getting them
out of the building. Help the Fire Wardens make sure that all employees
are out of the space.
9. The Facility Coordinator should manage all building activities with the Fire
Department.
10. Once the above duties are complete, the Facility Team and the Emergency
Personnel should also evacuate the building and assemble in the
designated evacuation area. The General Manager will take a roll call to
make sure that all team members are accounted for.
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Table 2. Team Responsibilities.
ROLE
I. Facility Manager

DUTIES
1. Manages all activities on the fire floor.
2. Communicates with the Facility Coordinator to
report status/request assistance.
3. Organizes and participates in fire drills.
4. Plans and conducts Occupant Safety training for
building staff.

II. Facility
Coordinator

1. Manages all building activities excluding the fire floor.
2. Communicates with the Other Manager and Security
regarding status and implementation.
3. Orders elevator recall and lock down.
4. Orders evacuation of non-fire floors.
5. Calls the Fire Department.

III. Technician

1. Directs activities in Building lobby.

2. Maintains communication with the Assignment
Manager to implement instructions.
3. Assists evacuation to lobby or refuge floor.
4. Reports status of evacuation to the Assignment
Manager.
5. Meets the Fire Department and direct them to the fire
floor.
IV. FIRE
DEPARTMENT

1. Manages all Building activities upon arrival at the
Building.
2. Moves occupants with physical disabilities.
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BOMB THREAT
OCCUPANT RESPONSE
The most common threats are made by direct telephone calls to the Police
Department. However, some threatening calls are made to third parties such as
television studios and newspaper offices. There are two reasons for a caller to
report that a bomb is to go off at a particular location:
1. The caller knows that an explosive or incendiary device has been or will be
placed in the building and wants to minimize personal injury. The caller may
be the person who planted the device or just someone who is aware of such
information.
2. The caller wants to create an atmosphere that spreads panic and disrupts
normal business activity. This could be the ultimate goal of the caller.
If you receive a bomb threat, follow the instructions below.
1. Refer to the Bomb Threat Record on the following pages. Try to obtain as
much information as possible. Be prepared to relate this information to the
police when they arrive.
2. Immediately call the Building Security at 82509016 or 62517711. If possible,
have a second employee call the Building Security while the bomb threat
caller is on the phone.
3. Call the police.
4. The Building Security will give a recommendation to evacuate if necessary. The
actual order to evacuate should be given by the Fire Warden.
5. If evacuation is required, follow the instructions on the following pages.
6. Be alert for any unfamiliar people and/or objects so that you may relay
information to the police or building staff upon their arrival. DO NOT touch
or handle any suspected object.
7. Await the instruction of the police and building staff. The Fire Warden will
walk the space with the building staff and Police Department to identify any
suspicious items or packages which do not belong in the space.
8. Do not reenter the space until the Police Department has given the go ahead.
If you receive a call from the Building Security, notifying you of a bomb threat, the
Fire Warden should begin the evacuation procedure.
TENANT EVACUATION
The Building Security will make a recommendation whether a tenant space
should be evacuated. If your Fire Warden gives the order to evacuate, all
of the following steps should be followed:
1. The Fire Warden will make sure all employees are notified.
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2. DO NOT PANIC! Panic is the most harmful and most difficult element to control in
an emergency. Avoiding panic is accomplished through the following steps:

a. Knowledge of procedures that must be followed.
b. Confidence in the responsible personnel's ability and guidance.
c. Calmness and self-confidence of responsible personnel.
3. Everyone should proceed quickly, but calmly, to the nearest stairway exit. DO
NOT RUN! AND DO NOT USE THE ELEVATORS! Elevators may not
function properly
4. The Fire Warden or Alternate should walk the suite as a double check to assist
employees and make sure everyone is aware of the evacuation order.
5. Once the evacuation has begun, no one should attempt to re-enter the
evacuated area until it has been declared safe by the Building Security or
the Police Department.
6. Evacuate to the exact area designated by the Building's General Manager
or Assistant Manager, Fire Warden, or Fire Department.
7. The Searcher or Alternate should proceed to take a head count to determine
if anyone is missing from their office. If someone is missing, this information
should be relayed to the Building Security personnel.
TEAM RESPONSE
If the Building Security, or any member of the Facility Team, receives a bomb
threat follow the instructions below. (If a tenant notifies the Helpdesk / Reception
of a bomb threat, follow the same instructions.)
1. Refer to the Bomb Threat Record on the following pages. Try to obtain as much
information as possible. Be prepared to relay this information to the police when
they arrive.
2. Immediately notify the Police Department. If possible, have a second team
member call the Police while the bomb threat caller is on the phone.
3. The decision to evacuate will be based on either one of two factors:
a. the Police Department or other local authorities recommend/request
evacuation
b. the Lead Manager determines evacuation is the safest course of action
4. If evacuation is the chosen course, notify all Tenant Fire Wardens to begin.
Begin with the Fire Warden on the affected floor, and work outwards. Carefully
check off each floor as they are notified. Make sure that each floor is contacted.
5. If property team members or Fire Wardens notice any suspicious items or
packages as the building is being evacuated, this information should be
immediately relayed to either local authorities or the lead manager.
6. The Lead Technical Manager will coordinate evacuation activity with the Fire
Wardens in the lobby. Make sure to account for all occupants. Notify the Fire
Department when everyone is out of the building.
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POWER FAILURE
OCCUPANT RESPONSE
If power fails in your area, follow the instructions below.
1. Notify the Building Security. The power failure may be localized to your floor,
so do not assume the building already knows of the failure.
2. If your phone system is not operating due to the power outage, try to use a
cellular phone to call the office.
3. Do not try to take the stairs or the elevator to get to the Building Security.
4. Open draperies and raise blinds to let in outside light. If there is adequate
lighting from windows, continue performing assignments as well as possible.

5. If you are instructed to evacuate, lock all areas.
6. Do not congregate in lobby areas or in the street.
7. If you are trapped in an elevator during a power failure, wait for assistance.
Your elevators will cease operation, but WILL NOT FALL. Do not force open
the doors or try to escape through the roof hatch. DO NOT PANIC.
8. The Building Security will attempt to advise you regarding the length and cause
of the power failure as soon as possible.
EVACUATION PROCEDURES
1. The Fire Warden will make sure all employees are notified.
2. Everyone should proceed calmly, to the nearest stairway exit. DO NOT
RUN!
3. The stairwells and evacuation routes are equipped with emergency
lighting. If possible, bring a flashlight along to help light the path. Do
not burn candles; they are a fire hazard.
4. The Fire Warden or Alternate should walk the suite to assist employees
and make sure everyone is aware of the evacuation order.
TEAM RESPONSE
1. Notify the utility company. Even if the cause of the power outage is not their
problem, they may be able to offer assistance or advice.
2. Check the emergency generator. Make sure it is up and running and powering
the emergency systems.
3. If the emergency generator does not work, immediately begin evacuating the
building. Neither the fire pump nor the sprinklers will work, putting the building
occupants at undue risk.
4. Check the elevators. If people are stranded, the general manager should talk
with the people and assure them of their safety.
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5. If the power outage is expected to be over 15 minutes, and people are stuck in
the elevators, notify the fire department. Do not attempt a rescue.
6. If the power outage is expected to be longer than 15 minutes, notify the
tenants and begin evacuating the building.
7. If the problem is not with the utility, but rather an internal problem, call the
emergency electricians at: Zhiyi Feng, 8250 5876
8. If in the opinion of the General Manager the power outage puts the safety of
the occupants at risk, the building should be immediately evacuated.
9. When power is restored, check the fire pump and sprinklers to make sure they
are operational.
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SEVERE WEATHER
OCCUPANT RESPONSE
While there are many types of severe weather categories (high winds, hurricanes,
typhoons, etc.), below are two types of weather conditions which may occur and
for which extraordinary precautions should be taken:
SEVERE THUNDERSTORM ACTIVITY
Local weather service will issue advisories predicting areas of probable severe
thunderstorm activity and the estimated duration of such activity.
No occupant will ever be required to remain in the space if they feel their safety is
threatened. However, during severe thunderstorms the building is a much safer
place than the streets. Never assume that you can beat a storm home. We
recommend waiting the storm out in the building and proceeding home after the
storm has subsided.
TEAM RESPONSE
During severe weather, make sure that someone is always listening to a radio
station that gives frequent weather updates. Follow the instructions below to
minimize the safety risk of everyone involved.
1. Alert all fire wardens that severe weather is approaching.
2. Recall all elevators to the first floor. Do not allow anyone into the elevators.
3. Disconnect all essential computers to eliminate possible lightening hazards.
Once the weather has passed and the emergency is over, check all systems to
make sure everything is working properly (fire pump, BAS, electrical). Check the
lobby and other entrances for possible damage. Board up any broken windows or
doors immediately.
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EARTHQUAKES
OCCUPANT RESPONSE
Earthquakes are one of the nation's most frightening natural phenomena. When
an earthquake occurs, the ground will shake perceptibly for a relatively short time.
Earthquakes generally last for a few seconds but great earthquakes can last up to
a minute.
PROCEDURES TO FOLLOWING DURING THE EARTHQUAKE
1. Try to remain calm and reassure others.
2. If you are indoors, move immediately to a safe place. Get under a desk, table,
or workbench if possible. Stand in an interior doorway or in the corner of a
room. Watch out for falling debris or tall furniture. Stay away from windows and
heavy objects (such as refrigerators and machinery) that may topple or slide
across the floor.
3. Do not dash for exits since stairways may be broken and jammed with people.
Power for elevators may fail and stop operations. Seek safety where you are at
the time of the incident and then leave calmly if evacuation is necessary.

4. Do not be surprised if the electricity goes out, or if elevator, fire and
burglar alarms start ringing, or if sprinkler systems go on. Expect to hear
noise from breaking glass, cracks in walls and falling objects.
5. If you are outdoors, try to get into an open area away from buildings and power
lines.
6. Do not be surprised if you feel more than one shock. After the first motion is
felt, there may be a temporary decrease in the motion followed by another
shock. (This phenomenon is merely the arrival of different seismic waves from
the same earthquake). Also, aftershocks may occur -- these are separate
quakes that follow the main shock. Aftershocks may occur several minutes,
several hours, or even several days afterwards. Sometimes aftershocks will
cause damage or collapse of structures that were already weakened by the
main earthquake.
PROCEDURES TO FOLLOW AFTER THE EARTHQUAKE
When the shaking stops, there may be considerable damage, and people
may be injured. It is especially important that everyone remains calm and
begins the task of taking care of one another. The first concern is for those
who are hurt, and the next concern is to prevent fires. After that, damage
can be assessed and remedial measures begun. Here are some safety
guidelines to follow:
1. Remain calm and take time to assess your situation.
2. Seek medical help for those who need it. Cover injured persons with
blankets to keep them warm.
3. Check for fires and fire hazards. Put out fires immediately if you can.
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4. Check for damage to utilities and appliances. Shut off electricity if there
is any chance of damage to wiring.
5. Shut off water mains if breakage has occurred. In due time, report utility
damage to the utility companies and follow their instructions.
6. Do not light matches, use any open flames, or turn on electrical switches
or appliances until you are certain there are no gas leaks.
7. Do not touch power lines, electric wiring, or objects in contact with them.
8. Do not use the telephone except to call for help or to report serious
emergencies (medical, fire, or criminal), or to perform some essential
service. Jammed telephone lines interfere with emergency services and
it is irresponsible to use the phone for personal reasons or to satisfy
curiosity. (When the emergency is clearly over, contact relatives and
friends so they will know you are safe and where you are.)
9. Be certain that sewer lines are not broken before resuming regular use
of toilets.
10. Clean up and warn others of any spilled materials that are dangerous, such as
chemicals, gasoline, etc.
11. Listen to the radio for information about the earthquake and disaster
procedures.
12. Be prepared to experience aftershocks. They often do additional damage
to buildings weakened by the main shock.
13. Use great caution when entering or moving about in a damaged
building. Collapses can occur without much warning, and there may be
dangers from gas leaks, electric wiring, broken glass, etc.
There are no rules that can eliminate all earthquake danger. However, damage
and injury can be reduced by following the above precautions.
TEAM RESPONSE
During the earthquake, your primary goal is to ensure your safety. Follow the
same procedures as those listed for the occupants until the quake has ended.
Once the quake has ended, follow the procedures below.
1. Attempt to contact all Emergency Center (dial 120) and assess the level of
injuries.
2. If any serious injuries are reported, bring a blanket and first aid kit to the
wounded. Unless you have special medical training, you are not expected to
treat the wounded, but try to give some assistance when you can.
3. If ambulances are called, position a person at the street to help direct the
emergency personnel to the appropriate locations.
4. Check the fire detection system. If it is not functioning, begin evacuating the
building.
5. Check the electrical system to make sure that there are no shorts or live
cables.
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7. Check the water and sewer mains to make sure they are not leaking. If there
are leaks, notify the Technician (Zhiyi FENG 8250 5876) that no one should
use the restrooms.
8. Check the elevators and recall all elevators to the main floor. Do not allow
anyone to enter the elevators. Even if they are working, after shocks could
needlessly endanger people.
9. Check all the stairwells and assess if people can safely navigate the stairwells?
Determine if it is safer to evacuate the building, or leave people where there
are and await emergency personnel.
10. Immediately call the fire department if any one of the following exists:
a. Broken gas, water, sewer, or power line
b. People trapped in the elevators
c. Stairwell damage sufficient to hinder people from evacuating the building
d. Serious injury
e. Severe structural damage
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FLOODS
OCCUPANT RESPONSE
During potential floods, the Building Security will monitor hazards. The office will
attempt to notify you in as timely a manner as possible.
During a flood, follow the guidelines below.
IF A FLOOD IS EMINENT OR PREDICTED
1. If time allows, remove as much equipment as possible from your floor and
place it on your desktop or a high shelf. Unplug any electrical equipment as
well.
2. If a flood is predicted, you will be instructed by the Fire Warden to evacuate
the building. Do not use the elevators. Proceed as quickly as possibly to your
car.
3. You will not be required to evacuate during a flood. If you feel you will be safer
inside the building, you may remain; however, you must proceed to the
designated floor.
ONCE THE FLOOD BEGINS
Once water begins filling up the streets and buildings, employees will be strongly
urged to stay in the building (of course no one will force you to stay). If you
choose to stay, follow the instructions below.
1. If time allows, remove as much equipment as possible from your floor and
place it on your desktop or a high shelf. Unplug any electrical equipment as
well.
2. Proceed to the designated floor (there is open space there). Close all doors
but do not lock them. Do not use the elevators.
3. Wait out the flood. Do not use any electrical equipment. Do not light fires or
burn anything. Do not use the telephone unless it is an emergency.
4. If you are trapped on a floor with water entering, place a piece of clothing or
other signal outside a window, alerting authorities of your situation.
5. Avoid stepping in the water. Downed power lines in nearby water could cause
serious injury or death.
AFTER THE WATER RECEDES
1. Once the water has receded, you may proceed out of the building. Do not use
the elevators; they may have been damaged during the flood.
2. Take notice of downed power lines and other dangers that may have been
caused by the flood.
3. If the engine of your car was flooded, the car may not start.
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SAFETY TIPS
If you choose to leave the building and drive, here are a few tips that may be
helpful during a flood.
1. Never drive into a pond of water. Most cars will not make it through a pond of
water that is higher than half the height of the wheels.
2. Should your car get stuck in water, leave the car and head for higher ground.
3. Be very careful of downed power lines. The water you are about to step into
could shock you.
4. Stay as far away from the river as possible. Never drive toward a large body of
water during a flood emergency.
TEAM RESPONSE
If a flood emergency develops, your main responsibility is the safety of the tenants
and other personnel. Attend to their needs before attempting to salvage
equipment. Once a flood notice is received from the local authorities or over the
radio, perform the following.
1. Notify all Fire Wardens. Advise them on flood locations, extent of the flood,
and whether or not evacuation is recommended.
2. If evacuation is required, assist occupants in evacuating to higher floors. One
team member should coordinate activities on the safe floor (designated floor),
while another should make sure that everyone has evacuated.
3. Attempt to remove all electrical equipment from the floor to higher ground:
desktops, shelves or another floor.
4. As soon as water begins to enter the electrical rooms, turn off all main
disconnects. The loss of power is much less life threatening than the presence
of electrical currents running through the flood water.
5. If water is already filling the electrical rooms, do not enter the rooms. Use your
best judgment to minimize the risk of electrocution.
AFTER THE FLOOD
1. Assist occupants in leaving the building.
2. Make sure that all the water if out of the basement electrical rooms before
turning the power back on.
3. Check all gas, water, sewer and power lines. Alert the authorities if any leaks
are discovered.
4. Begin to assess the damage.
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MEDICAL EMERGENCY
OCCUPANT RESPONSE
1. Call the Emergency Ambulance Service 120. Be prepared to provide
the following information:
a. The address of the Building – University of Chicago, Tsinghua Science Park
Building 6, Zhongguancun East Road, Haidian District, Beijing, 100084, P.R.
China
b. The floor - 20th floor
2. Call the Building Security at 82509016 or 62517711
3. Notify the Emergency Center (dial120), the emergency crew should take
charge of the emergency until the ambulance arrives (unless another doctor or
medical professional is on site).
4. Attempt to comfort the injured party. Do not crowd around the person, give them
space.
AMBULANCE SERVICES
The Emergency Ambulance Service (dial 120) will automatically take the patient
to the nearest medical facility which is the City Hospital. If another hospital is
desired in non-emergency situations, consult the yellow pages in advance for
alternate ambulance services. Have the name and number of the alternative
service handy.
Hai Dian HOSPITAL

HOSPITALS:

No 29 Zhong Guang Cun street, Haidian District,

GENERAL PHONE: 6258 3042 or 6258 3093

TEAM RESPONSE
If a tenant reports a medical emergency:
1. Instruct an employee to meet the ambulance at the main entrance.
2. Bring the necessary elevator to the lobby level.
3. Meet the emergency crew and direct them to the appropriate area.
No one on the team is a medical professional. No team member will ever be
required to help, but if you do know CPR and you do feel comfortable assisting
during an emergency, you may do so, at your own risk.
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CRIMES IN PROGRESS
OCCUPANT RESPONSE
Remember during any crime, people’s safety comes first. If you see a crime taking
place, follow these guidelines.
1. Never put yourself in potential danger.
2. Report the crime to the Building Security, a police officer, or a security guard,
whichever is quickest. Try to be specific when describing the crime: what
happened, where it happened, who did it, and when it happened.
3. Make sure to get a good look at the suspect. Try to remember height, weight,
age, sex, race and any distinguishing features.
4. Do not try to apprehend the suspect. The person may be carrying a weapon.
5. Do not follow the suspect outside the building.
6. If someone was injured during the crime, call 120 and request an ambulance.
TEAM RESPONSE
The only team members allowed to handle a crime is the Security personnel.
Other team members should not try to apprehend a suspect. Should an occupant
report a crime in progress or you witness a crime in progress, follow these
guidelines.
1. Never put yourself in potential danger.
2. Call Building Security. They have been trained to handle such situations.
3. Call the Police Department at 110. Give as complete a description of the crime
and suspect as possible.
4. Direct people away from the crime. For instance, if someone is holding up the
snack shop, direct people coming off the elevator away from the snack shop.
5. Stay out of the suspect’s way. Once they try to run, let them. Your safety and
the safety of other people come first.
6. Make sure to get a good look at the suspect. Try to remember height, weight,
age, sex, race and any distinguishing features.
7. Once the suspect is gone, help to survey the damage. If people were injured,
call 120 immediately.
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Appendix 1 – Emergency Contact Detail
Name
POLICE
FIRE DEPARTMENT
AMBULANCE
AREA HOSPITAL – Hai Dian Hospital
BUILDING SECURITY

Extension Number
110
119
120
62583042 or 62583093
82509016 or 62517711

Dola CHEN

8250 5881

Rita LIU

8250 5808

Zhiyi FENG

8250 5876

Frank XUE

6106 5498
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