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I. EMERGENCY PHONE NUMBERS  
 

The following emergency numbers are published as information for tenants, their 
employees, the visiting public, and the building maintenance staff. 

 
  Fire Department     911 
   
  Police Department     911 
   
  Police Department Non-Emergency #  415-553-0123 
 
  Ambulance      911 
 
  Property Management Office   415-693-0180 
 
  Main Lobby Security Desk    415-875-7005 
   
  Building Engineer/Fire Safety Director  415-658-2978 
 
                      HMUPA                                                                 415-252-3900 
 
                      RWQCB                                                                510-622-2300 
 
 The above numbers shall be conspicuously posted on all telephones and all 

telephone switchboards.   
 
 The Building Office must be notified at all times when outside emergency services 

are called by a tenant.  This will facilitate the emergency teams to obtain an 
elevator. 

 
Nearest Fire Alarm Street Box is located at the Northwest street corner of 
Montgomery Street and Bush Street. 
 

Statement of the Purpose of this Plan 
 
 As required by Title 19, California Code of Regulations; California Fire Code; 

California Health and Safety Code; and the San Francisco Fire Code, an 
emergency plan shall be prepared, implemented, maintained, and annually 
reviewed for this building.  The plan is a legal document. 
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II. GENERAL INFORMATION 
 
 180 Montgomery has the following onsite staff during normal business hours.  

Security staff is located in the main lobby area and is onsite 24/7. 
 
 

180 Montgomery is a 25-story, Class A property totaling 329, 913 square feet 
including a basement. Located at the corner of Montgomery and Bush Streets. It 
was built in 1979 consisting of pre cast concrete with steel beams.  
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III. LOCATIONS AND FUNCTIONS OF LIFE SAFETY FEATURES  
 
 180 Montgomery Street has superior fire-resistive construction and life-safety 

systems.  There is an approved Life Safety System in the Main Lobby Desk.  This 
system includes a combination fire warning system and loud speaker paging 
systems, etc., as well as an automatic elevator recall system which, in the event of 
a fire, provides for the recall of all elevators to the Main Lobby for use by the fire 
fighters.  The life safety system is monitored 24 hours a day by an outside agency.  
(Note:  the alarm sound in this building is a loud whooping over the PA 
System that is followed by an announcement from the PA System). 

 
 Fire Extinguishers 
 
 Fire extinguishers are located in the stairway vestibule area on every floor. 
 
 
 
 
 
 
 
  
 

 
 
 
 
 
 
Emergency Evacuation Signs 

 
 Emergency Evacuation Signs are located in the elevator lobby and at the entrance 

of the stairways on each floor. 
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Stairway Signage 
 
 Located in each stairway at the landings and notes the floor number and what 

stairway you are in. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Automatic Sprinkler and Standpipe System 
 
 180 Montgomery has been provided with an automatic sprinkler system.  Individual 

sprinkler heads will open in response to temperatures above 165 degrees.  Both 
electric and back-up diesel pumps are installed to supply water pressure from a 
15,000 gallon storage tank in the basement.  If the city's water system is not 
available (as might happen in an earthquake) the sprinkler system will still be 
functional for several hours.  Wet combination standpipes supply water to the 
sprinklers and a 3" fire hose connection in each stair vestibule.  Any flow of water 
in this system will sound a fire alarm on the affected floor and will summon the fire 
department. 
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 Manual Fire Alarms 
 
 There is a manual pull station located next to each stairway exit and in each 

elevator lobby.  Activation of a pull station will sound the fire alarm on that floor and 
summon the fire department. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Smoke Detection Systems 
 
 There are various special purpose smoke detectors located in the lobbies and 

corridors of each floor and in the ventilation system.  When tripped, these 
detectors will sound an alarm on the involved floor and summon the fire 
department. 
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 Smoke Evacuation Systems 
 
 These systems are designed to remove smoke from occupied floors.  They are 

controlled by smoke detectors located in the ventilation system or manually from 
the Life Safety Command Center. 

 
 Automatic Door Release System 
 
 This system closes the elevator lobby doors and any fire doors on the floor 

whenever a fire alarm is activated.  This serves to limit the spread of smoke and 
fire. 

 
 Elevator Recall and Emergency Service 
 
 Elevators are a dangerous place to be in a fire.  The heat and damage caused by 

a fire can register a false "call" on the fire floor, causing the elevators to come to 
that floor.  Accordingly, the following systems have been installed to protect 
persons using or attempting to use the elevators during a fire: 

 
 Automatic Recall:  In each elevator lobby above the ground floor, there is a 

smoke detector which activates this system.  If any of these devices sense smoke, 
all elevators in the same bank will close doors and return to the ground floor, 
where they will remain with doors open until released by building or fire department 
personnel.  This system may also be activated or bypassed manually from a key 
switch located in the Life Safety Command Center. 

 
 Emergency (Firemen's) Service:  After an elevator recall has occurred, the 

elevators may be put into emergency service by using a key switch located in each 
car.  This will allow operation of the car by using the "open door" and "close door" 
control buttons.  This service is for use by the fire department for purposes of 
evacuation of disabled persons and for fire-fighting. 

 
 Elevator Earthquake Response 
 
 When a moderate or severe earthquake occurs, a device on each elevator car 

senses the side to side motion of the car.  If this motion exceeds a pre-set 
maximum, the elevator stops.  It then moves in the opposite direction from its 
counter-weight, stops at the next floor, and opens its doors.  It will remain in this 
condition until it is thoroughly examined and put back into service by an elevator 
mechanic. 

 
 Stair Towers 
 
 There are two stair towers in the building.  These stairs are designed to withstand 

fire for at least two hours, a more than adequate period for relocation/evacuation.  
In addition, whenever there is a fire alarm, each stair will be mechanically 
pressurized so that smoke cannot enter the tower. 
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 Remote Stairway Unlocking 
 
 For reasons of security, stairways are normally locked to restrict passage onto the 

various floors.  However, in the event of a fire, the stairwell doors automatically 
unlock, allowing occupants from other floors to relocate.  For full floor tenants it will 
be helpful for Floor Wardens or Floor Monitors to direct persons where you want 
them to wait on the floor.  Those relocating on multi-tenanted floors can generally 
relocate in the hallways. 

 
 Firefighter's Phone Service 
 
 A system of phone jacks is installed next to the stair exit and in the elevator lobby 

on each floor.  There is a phone on floors 3, 7, 11, 15, 19 and 23 in each stairwell 
that is connected to this system.  These phones are for the use of anyone that 
becomes trapped in the stairwell when there is no fire alarm and all of the doors 
are locked.  During emergency situations these phones should be used to inform 
the building’s emergency team of the successful completion of the floor’s 
occupants relocating and state the location of any disabled persons on the floor.   
It is the floor warden’s responsibility to place the call stating the status of the 
relocation floor.   Note: the phone will be answered by the individual manning the 
Fire Control Room which could be the SFFD or a member of the Building staff. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Emergency Power 
 
 An emergency generator is installed on the roof to provide for the continued 

operation of the following systems in the event of a power failure: 
 
 a. Fire Alarm and Voice Communication Systems 
 b. Exit and other emergency lighting 
 c. Stairway Smoke Ventilation Systems 
 d. Limited elevator service. 
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 Command/Control Center 
 
 This center is located on the ground floor and is devoted solely to the control of fire 

and other emergencies.  Its systems include: 
 
 a. Outside telephone lines. 
 b. Elevator location indicators and controls. 
 c. Fire alarm annunciator panel.  Locates the floor reporting a fire alarm and 

the device that caused it (manual pull station, smoke detector, or water floor 
switch). 

 d. Paging system.  This may be used to page individual floors, groups of 
floors, or the entire building.  Speakers are located in public and tenant 
areas. 

 e. Firefighter's Phone Console.  Includes a firefighter's phone handset and a 
panel that indicates which phone jacks are in use. 

 f. Two-way communication between every fourth floor of each stairwell and 
the Firefighter's Phone Console.  

 g. Ventilation Control System.  These controls may be used by the Fire 
Department to evacuate smoke or prevent smoke from entering any other 
floor. 

 
 Detail of Actual Alarm 
 
 Several different types of devices can initiate an actual alarm condition.  The 

following is a list of the various devices used in this building: 
 

 1. Smoke Detectors 
 2. Manual Fire Alarms (Pull Stations) 
 3. Water Flow Switches 
 4. Heat Detectors 
 

 Any of the above devices, when activated, will initiate the building alarm systems.  
The sequence of what occurs is as follows (not necessarily in this order): 
 

 1. An alarm tone will sound on the Alarm Floor.  The alarm system will 
generate a “whooping” sound over the PA system. 

 
 2. An alarm is immediately sent to an outside alarm monitoring 

company who will immediately notify Fire Dispatch. 
 
 3. An alarm is indicated in the main lobby Fire Control Panel. 
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 4. Electronic strobe lights will flash or ceiling fluorescent lights will flash 
sequentially for the hearing impaired in areas equipped with these 
devices. 

 
 
 
 
 
 
 
 
 
 
 
 5. Electrically locked exit doors will release to allow entry for fire 

personnel. 
 
 6. Electronically held open doors will close, to help prevent the spread 

of smoke. 
 
 7. Certain Fire Fans will start, for example in the stairways, to keep 

smoke out of stairways and evacuate smoke out of the building. 
 
 8. Elevators may be recalled to the main lobby, for Fire Department 

use. 
 

 Since all alarms are announced and indicated at the fire control panel in the lobby, 
there will be further instructions for all building occupants via a public address 
system as needed and an announcement will be made when it is appropriate to 
return to the floor.  

 
 Description of Evacuation and Relocation Procedures 
 
 Working in a high-rise building presents problems which are not common to 

ordinary buildings, one of which is fire.  In the design of this building, provisions 
have been made to protect the occupants and limit the spread of fire.  Traditionally, 
the way to avoid fire is to walk, not run, down the stairs to the outside of the 
building. 

 
 In a high-rise building, that tradition must be replaced by going to a safety area 

within the building.  Only a certain number of people can pass down a flight of 
stairs and through the door at the bottom in a given period of time.  The number of 
people occupying a high-rise building is too great to allow everyone to leave 
without some danger, and the stairs will be needed for fire-fighting operations.  For 
these reasons, it is unnecessary for everyone to immediately evacuate the building  
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Strobe Speaker/Strobe 



 

 and to thus overload the stairways.  Panic can be avoided by relocating four (4) 
floors and staying there until informed by the Fire Department that the fire is out. 

 
 The San Francisco Fire Department has instructed us that in the event of a fire or 

other disaster in this building involving the movement of person(s) from one or 
more floors, the procedure to be followed is to move everyone DOWNWARD upon 
instructions of the PA system and direction of the Floor Wardens. 

 
 If told to relocate by either the sounding of an alarm or by direction through the PA 

system, under the direction of the Floor Warden, move to exits, test door for heat, 
enter staircase, walk down four (4) floors and re-enter Lobby area. 

 
 When it has been determined that relocation within the building is necessary, the 

Floor Warden should immediately take the following action: 
 
 1) Listen attentively to the PA announcement for relocation instructions. 
 
 2) Floor wardens are to wear identification of their role, either by wearing the 

red armbands or orange vest with the wording ‘FLOOR WARDEN” 
designated. 

 
 3) Direct the relocation of your area in line with the P/A announcement - 

Delegate responsibilities.  Use stairwells – DO NOT USE ELEVATORS. 
 
 4) After the areas have been cleared, re-check restrooms, etc. 
 
 5) Exit the floor and regroup your personnel at the predetermined location. 
 
 6) Re-entering the building is only allowed after approval of the Fire Incident 

Commander as communicated to the Fire Safety Director. 
 
  
 Disabled Persons 
 
 In the event of floor relocation or evacuation of the building, wheelchairs are not to 

be used and are not permitted on the exit stairways.  Such non-ambulatory or 
disabled person(s) should be carried or dragged by the Monitor or designated 
person(s) to the first safe, available area by the exit stairwells, not in the stairwells 
where they will be assisted by the San Francisco Fire Department. 

 
 
 Stairwell Use 
 
 In the event of relocation of personnel from your floor, the following procedures 

should be taken: 
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 1) The Deputy Floor Warden will lead employees down their assigned stairwell 
to the relocation area, single file in an orderly manner, staying to the right 
hand side of the stairwell. 

 
  

 2) As personnel approach the next landing, they should be prepared to allow 
any evacuees from that level to move into the stairwell. 

 
 3) The Floor Warden should be the last person to leave the floor, making 

certain that all personnel have been evacuated.  Check restrooms, etc. 
 
 4) During the course of the floor search, the Floor Warden should make sure 

that all doors are closed.  Should they subsequently need to be opened, 
building and emergency personnel can unlock them where necessary. 

 
 5) Employees should remove high heel shoes prior to entering stairwells. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 
5H 



 

 
 
 

 
5I 



 

IV. RESPONSIBILITIES AND DUTIES OF FIRE SAFETY DIRECTOR AND STAFF 

  

 The authority to move persons from offices, suites, and entire floors in the event of a fire or 
other emergency rests primarily with that of Building Management.  In a fire situation, 
relocation will begin immediately and prior to the arrival of the Fire Department.  The 
ultimate decision to evacuate part or all of the building rests with the San Francisco Fire 
Department whose authority, once arriving on the scene, is absolute. 

 

 Fire Safety Director (F.S.D.) 

 The Fire Safety Director shall arrange and supervise the training of Floor Wardens and 
monitors them in their duties and responsibilities under this plan.  The Fire Safety Director 
shall also see that all fire prevention measures are maintained within 180 Montgomery 
Street.  The Fire Safety Director shall conduct a building fire drill annually. 

 The building maintenance staff shall be instructed to make periodic and regular fire 
prevention inspections, including the observation of the sprinkler system valve positions, 
general housekeeping, fire extinguishers, condition of wet standpipes, conditions in 
storage rooms, and shall cause them to make such corrections as inspections indicate are 
necessary.  Tenants will be informed of their responsibilities to perform under the 
requirements of this plan.  The Fire Safety Director shall maintain a log of all training, Life 
Safety inspections and Life Safety maintenance and make the same available to the Fire 
Department. 

 

 Fire Safety Director, Security, Front Desk and Building Manager 

1) Main Responsibility: 
A) Ensure that the San Francisco Fire Department has been notified via the 911 

emergency phone system. Upon hearing the fire alarm or receiving a report of the fire 
or smoke, activate the fire alarm if not yet activated. 

B) Ensure elevators have been recalled to ground level. 
C) Make emergency public address announcements. Give instructions to 

relocate/evacuate, start floor warden system, stay in place, prepare for upper floor 
relocation. 

2) Ensure that building keys, maps of all floors (roof & basement included), red firefighter 
phones, and updated list of persons in need of evacuation assistance is available for the 
Fire Department. (These items shall be readily available at the fire alarm panel or FCC 
room). 

3) Secure building entrance for responding emergency units: 
A) Prop open front doors. 
B) Keep area clear of tenants, visitors, or onlookers. 
C) Keep phone lines clear. Trapped or injured tenants, residents, or guests may be trying 

to call. 
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4) Relay known information to Fire Department Officer in charge: 
A) Location of fire, smoke, medical emergency or alarm 
B) Location of fire alarm panel 
C) Location of any known trapped persons 
D) Location of anyone in need of evacuation assistance (disabled or elderly) 
E) Public phone number to FCC room or front desk (This number shall be labeled on 

back of red firefighter’s phone or on emergency key ring.) 
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V. EMERGENCY RESPONSIBILITIES AND DUTIES OF FLOOR WARDENS 

 

 Floor Wardens 

 There shall be a Floor Warden and an appropriate number of alternates appointed for 
each floor. 

 The Floor Warden shall be a person who is usually available at their work station, 
satisfactory to Building Management and the employing tenant, emotionally stable, 
preferably a supervisor and willing to accept the responsibility. 

 The recommended number of Floor Wardens per floor is not less than one per 3,000 RSF 
for each tenant occupying the floor and assigned replacement in the case of absenteeism.  
In an emergency, Floor Wardens should take charge and instruct aides to perform their 
duties. 

 

 Duties and Responsibilities of Floor Wardens 

 

 Each Floor Warden shall, in cooperation with both tenant and Building Management, 
prepare and educate their co-workers of the Building Emergency Relocation/Evacuation 
plan for their floor.  This shall include procedures to be followed by floor occupants in case 
of fire, earthquake, bomb threat, civil disturbance, or any other occurrence or phenomena 
which may threaten their safety and security.  In addition, the Floor Warden shall be 
responsible for informing all tenant employees and other permanent occupants of the 
building of the following: 

 

 1. Location of Fire Alarm Boxes, and how and when they are to be used. 

 

 2. Floor evacuation and relocation procedures. 

 

3. Location and instruction in use of fire extinguishers which may be located in tenant 
premises or in elevator lobbies. 

 

 4. Instruct employees not to panic in the event of a fire and not to use the elevators. 

 

 5. Location of intercom system. 
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 Floor Monitors 

 Each floor warden shall, in cooperation with tenant management, appoint sufficient 
Monitors to ensure that the Emergency Relocation/Evacuation Plan will be carried out. 

 At least one (1) Monitor shall be appointed for each tenant on each floor.  Monitors shall 
perform their function in the Emergency Relocation/Evacuation Plan under the direction 
and supervision of the Floor Warden. 

 Floor Wardens and Monitors shall cooperate to ensure that a method of notification is set 
up within each tenant's organization to insure notification of each regular occupant and the 
visiting public of any necessary floor relocation or evacuation of the building. 

 

 Disabled Persons 

 Each Monitor shall assign a person(s) who shall assume personal responsibility for 
assisting all permanently and temporarily disabled, wheelchair bound and/or non-
ambulatory persons in their work area. 

 In the event of floor relocation or evacuation of the building, wheelchairs are not to be 
used and are not permitted on the exit stairways.  Such non-ambulatory or disabled 
person(s) should be carried or dragged by the Monitor or designated person(s) to the first 
safe, available area by the exit stairwells, not in the stairwells where they will be assisted 
by the San Francisco Fire Department. 

 Floor Wardens and Monitors shall comprise and keep current a list of such permanently 
and/or temporarily disabled person(s) available at their work station and shall see that 
changes in the list are communicated immediately to the Building Office upon change.  A 
current copy of said list shall be kept at in the Fire Control Center (FCC) in the Lobby for 
San Francisco Fire Department use and the Building Office. 

 

Fire Prevention and Safety Inspections 

 Floor Wardens should periodically tour their office to ascertain that "good housekeeping" 
practices are maintained by employees. 

 Any violation of safe working conditions should be brought to the attention of the Office 
Manager verbally, followed by a letter indicating the violations and recommendations for 
corrective action. 

 If the violation is not corrected within two (2) working days, the Floor Warden should then 
notify the Building Management. 

 Floor Wardens should report the following discrepancies to their Office Manager: 

 

 1. Accumulation of quantities of discarded files or other paper in offices or storage 
areas.  Special attention should be paid to housekeeping in departments that 
produce a quantity of paper such as duplicating machine areas, mail rooms, etc. 
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 2. Materials or supplies stored in halls, exits, doorways, or in emergency evacuation 
paths.  Exits should be kept clear at all times. 

 

 3. Defective appliance cords or overloaded electrical outlets.  Two prong extension 
cords shall not be used with three prong appliances and three prong adapters shall 
not be used at all. 

 

 4. Electric appliances such as hotplates and heaters are not permitted in the building 
and must be removed. 

 

 5. When furnishing an office, consideration should be given to the potential fire 
hazard of materials used in large quantities, i.e., overstuffed chairs, couches, or 
any item that could become easily combustible.  It is recommended that these 
types of items be flame-retardant. 

 

 6. Materials or devices blocking or hanging from fire sprinklers, if installed. 

 

 7. Large quantities of flammable solvents, duplicating fluids, etc.  Limit supplies and 
store in a safe, cool location, tightly-capped. 

 

 8. Check fire extinguisher.  In certain areas tenants should consider the installation of 
additional fire extinguishers.  Fire extinguishers shall not be blocked. 

 

 9. Fire doors shall not be blocked or wedged open. 

 

 10. Exit paths shall be kept clear. 
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VI. FIRE SAFETY DIRECTOR’S NON-EMERGENCY DUTIES 
 

1) Ensure training of: 
 
A) Floor Warden, Searcher, Disabled Aide, Exit Monitor, and Elevator Monitor 

a) Safe evacuation/relocation procedures 
b) Fire safety and prevention 
c) Location and use of fire extinguishers and hoses 
d) Fire restriction 
e) Fire drills 

 
B) On-Site Management, Engineers, Security and Custodians 

a) Response communication (radio and phones) 
b) Assigned duties 
c) Crowd control 
d) Fire safety and prevention 
e) Location and use of fire extinguishers, hoses, sprinkler valves, alarm panels, 

water, electrical and gas shut-offs 
f) CPR and First Aid 
g) Fire drills (R-1’s shall conduct quarterly drills for staff) 

 
C) Tenants and Residents 

a) Fire safety and prevention 
b) CPR and First Aid 
c) Fire extinguisher and restriction 
d) Fire Drills – evacuation/relocation 

 

2) Implements and maintains the Facility Emergency Plan 
 

3) Logs all training and inspections, testing, and maintenance of life safety equipment 
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VII. FIRE SAFETY DO’S, DON’TS AND TIPS 
 

• Only fight minor fires – fire-fighting is the Fire Department’s job. 
 

• If you wear high heels, take them off and carry them with you. 
 

• DO NOT use elevators; use the stairs. 
   

• If you are exposed to heat or smoke, stay close to the floor. 
 

• DO NOT open doors that feel hot. 
  

• DO NOT prop stair doors open – it is important to keep smoke out of the stairs. 
 

• DO NOT return to the evacuated area for any reason until you are instructed to do 
so by PA announcement or Fire Safety Director. 
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VIII. ACTION OF ANYONE WHO SMELLS SMOKE OR FINDS FIRE 

 

1. Pull or activate fire alarm (usually in elevator lobby, at stair entrance or bottom of 
stairs). 

2. Call 911 from safe location. 
3. Assist others in exiting, if safe to do so. 
4. Extinguish small fires, if safe to do so. 
5. Evacuate/relocate and restrict spread of fire by closing doors and windows behind you. 
6. Follow all directives given by Floor Warden Staff or Fire Safety Director. 
7. Do not re-enter building until Fire Department approves re-entry. 
 

Exiting Procedures: 

When descending stairs, stay to your right and out of the way of ascending fire personnel. 
Keep calm, exit orderly, and follow all directions. Feel doors for heat before opening and 
crawl low in smoke or heat. 

If you discover a fire: 

• First, go immediately to the Fire Alarm Pull Station (located on every floor near 
each stair exit and in each elevator lobby) and pull down on the handle.  This will 
sound the alarm on your floor and in the main lobby, and will automatically call the 
Fire Department. 

 

• Notify your Floor Warden, who will contact the building staff and begin relocation 
procedures. 

 

• Don’t try to put the fire out yourself, unless you are sure you can do so safely. 
 

• Remain calm and reassure others. 
 

• Follow the instructions of your Floor Warden and those given over the PA system. 
 

 When the Fire Alarm Sounds: 

• The fire alarm system generates a “whooping” sound followed by a message over 
the building PA system.  The building staff and your Floor Warden will investigate 
and determine the appropriate action; however occupants of the floor should 
proceed immediately with relocation. 

 

• Follow the instructions of your Floor Warden, and the announcements over the PA 
system. 
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If you decide to fight the fire: 

• First, be sure to notify your Floor Warden and pull the fire alarm. 
  

• Fire extinguishers are located in each stairwell vestibule. 
  PASS:  Pull the pin/Aim the hose/Squeeze the handle/Sweep hose    
   back and forth.  Direct the flow from extinguisher at the base of the fire. 

• Trash receptacle fires can sometimes be smothered by covering the top. 
 

 If you are asked to relocate: 

• DO NOT USE THE ELEVATORS.  Unless you are directed otherwise, go to one of 
the stairwell exits at either end of the central corridor and WALK DOWN FOUR 
FLOORS unless you find that door locked, then continue to the next unlocked 
door.  Enter that floor, making room for those behind you.  If you are on the 7th 
floor or below, walk down to the basement and back up to the sidewalk exit.  
 

• You will be notified when it is safe to return to your floor. 
 

 Persons in need of evacuation assistance 

Disabled aide shall assist person in need of evacuation assistance to an area of refuge or 
area of evacuation assistance (e.g., in an enclosed stairway or assist to defend in place) 

 

Defend in place 

A) Seal doors or transoms with wet towels 
B) Call 911 to report location and condition 
C) Open window for fresh air if possible. (Do not break windows unless you are in 

absolute danger of smoke inhalation.) 
D) Hang a bright object from the window 
E) Breathe through wet towel and stay low 

  

 If trapped in smoke-filled room or corridor: 

A) Crawl on hands and knees to safe area 
B) Try to get to an enclosed stairway or get in a smoke-free room and defend in place 
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IX. EMERGENCY PROCEDURES – EARTHQUAKES 

When we have a major earthquake in San Francisco, the downtown streets may be filled 
with several feet of glass.  Aftershocks will make the streets even more treacherous 
because of falling debris.  All major routes to the City will probably be impassable - 
especially the bridges.  The Fire Department will have its hands full - aid will be given first 
to hospitals and schools, and then to fighting fires.  It could be at least three (3) to five (5) 
days before outside help will be available, maybe more. 

 

Before the Quake 

Earthquake proof area by the following: 

• Secure large furniture to wall 
• Keep cabinets latched 
• Place heavy objects on lower shelves 
• Secure computers and typewriters to base 
• Obtain employee emergency phone list 
• Obtain emergency vendor phone list 

 

Each tenant in the building should be prepared to provide a three day supply of food and 
water for its employees.  Other emergency equipment might include: 

• Portable radio and extra batteries • Plastic bags 
• Flashlights and extra batteries and bulbs • Duct tape 
• Space blankets • Scissors 
• First aid supplies and equipment • First Aid kit and instruments 

 

 (The building does not supply emergency supplies to the tenants.) 

 

 This building is designed to withstand most earthquakes.  In addition to the movement of 
the building, there will be noise caused by building sway.  This is all part of the building's 
design which enables it to sustain a major earthquake. It is safer inside the building than 
outside. 

 

 Should a major earthquake occur, Floor Wardens will be responsible for maintaining a 
calm atmosphere within their areas of responsibility.  The phones shall not be used except 
to report emergency conditions. 

 

 Evacuation should only occur in cases when imminent danger exists due to severe 
damage.  If evacuation is necessary, the Main Lobby Desk will give instructions over the 
PA system or via building personnel.  Remember to stay calm and reassure others. 
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 If an earthquake occurs, the elevators will stop automatically.  This is to prevent the 
possibility of damage or injury due to the counterweight system employed by the elevators.  
The elevators will not fall!  If you are in an elevator during an earthquake, wait for the 
doors to open and then exit immediately.  The elevators are designed to stop at the 
nearest landing, open their doors, and shut down.  Provisions will be made with the 
elevator service people to reactivate the elevators as soon as possible. 

 

 During an Earthquake: 

 

• Stay inside the building - falling debris will make it extremely dangerous to go 
outside. 

 

•  Stay away from windows, temporary walls, and cabinets. 
 

• DROP to the floor. Take COVER under a sturdy desk or table and HOLD ON.  
Most injuries are caused by flying glass and falling objects such as ceiling tiles, 
light fixtures, tall shelves and their contents. 

 

• Be prepared for aftershocks. 
 

• Remain calm and try to reassure others, since panic is infectious. 
 

 After an Earthquake: 

 

• Gather together with all of the other occupants of your floor, as directed by your 
Floor Warden.  Help your Floor Warden ensure that everyone on your floor is 
accounted for.  Stay in the area until advised by announcement over the Building 
PA system. 

 

• Floor Wardens should search their floors to locate possible injured person(s) and 
fire.  They should be prepared to administer First Aid, if necessary. 

 

• The Floor Warden should gather information on injured person(s) and damage and 
notify the Building Office. 

 

• Do not evacuate.  Stay where you are unless it is absolutely necessary to evacuate 
or are notified to do so. 

 

• Report damage or fallen electrical wires to the Building Office. 
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• Advise employees against using bathrooms until pipes have been checked. 
 

• Check for injuries and administer First Aid. 
 

• Refer to the phone book’s Survival Guide or an internet resource. 
 

• Follow the instructions of your Floor Warden or the PA System. 
 

• DON'T turn on or off any lighting or electrical devices. 
 

• DON’T use the telephone except in extreme emergencies. 
 

• DON’T use the elevators under any circumstances. 
 

 

Earthquakes can happen at any time.  Unlike fire, which is preventable, and 
many other natural disasters, earthquakes cannot be prevented or even 
predicted accurately.  However, every Tenant can prepare by being sure that 
emergency procedures are outlined and updated as needed for their employees’ 
use.  Please note that every tenant and individual must be responsible for their 
own plan and supplies.  
 
Please take some time to review the plans your company has put in place for 
preparedness and update as necessary.  You should also discuss your 
company/office plan with your employees. 
 
  
CHECK ITEMS LISTED BELOW: 
 
Every company should have First Aid kits for every floor/suite in sizes large 
enough for the number of employees on-site on a regular basis. All First Aid kits 
should be current, replace any items that have expired.  If your suite does not 
have such a kit, Landlord recommends that Tenants order one. 
 
Here are some suggested websites: 
 
http://www.redcross.org/ 
 
http://www.sf72.org/home (San Francisco Office of Emergency Management site) 
  
http://www.safetymax.com/ 
 
http://www.lifesecure.com 
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http://www.first-aid-product.com/ 
 
http://www.quakekare.com/ 
 
All earthquake supplies [e.g., Meals Ready to Eat or M.R.E.s (dehydrated food 
supplies)] should be current.  If your supplies have expired dates, please replace 
for Tenant employee use in the event of any emergency/earthquake. 
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X. MEDICAL EMERGENCY 

    1)    Upon feeling that you need medical help: 

   A) Call 911 for medical assistance 

  B) Call the Building Office at 415-693-0180 to alert the Building Management office 
of the emergency. 

 Building Management will inform the Security Officer to take an elevator out of service and 
hold it at the main lobby for use by medical personnel.  The Security Officer will meet the 
medical personnel at the main lobby entrance and escort them to the incident floor.  The 
Security Officer will stand by on the floor of incident until the medical personnel and patient 
is ready to go back down to the main lobby and leave the premises. 

    2)    Upon seeing or being informed of another person in need of medical help: 

  A) Immediately call 911 

  B) GIVE BUILDING ADDRESS, FLOOR, SUITE AND PHONE NUMBERS  

  C) Make ill person as comfortable as possible 

  D) Make call to front desk 

  E) Give location and phone number 

  F) Get victim close to elevator, if possible 

  G) Or send someone to wait at elevator to guide medical units 

     3)     Front desk or other building staff upon receiving information that someone in the                
building is in need of medical help:  

 A) Call 911 to ensure medical response 

 B) Prop open front doors 

 C) Recall one elevator for responding medical units 

 D) If possible, guide medical units to victim 

 

4)  Medical Tips 
A) Check breathing; clear airway 
B) Stop bleeding; apply direct pressure 
C) Cool a burn with cool running water 
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XI. BOMB THREATS 

 A bomb threat would probably be made by an anonymous caller over the telephone.  
Obtaining as much information as possible from the caller is important in the evaluation of 
the threat and the action to be taken. Questions such as: 

1) What time will the bomb go off? 
2) Where is the bomb? 
3) What type of bomb is it? 
4) Why was the bomb planted? 
5) Did the caller plant the bomb? 
6) What is the caller’s name? 

 Be sure to note the time of call, sex of caller, voice of caller, background noises and if the 
caller was angry. 

 The Main Lobby Desk and Building Office must be notified as soon as possible and a 
determination made of the action to be taken.  

 Most bomb threats are just threats; however, the safety of the employees should always 
be the prime consideration in evaluating any bomb threat. 

 If a search is decided upon, it is best conducted by person(s) familiar with the area 
concerned.  DO NOT MOVE OR TOUCH SUSPICIOUS OBJECTS!!!  The Floor Warden 
may wish to request that office personnel search their immediate work areas.  In addition, 
management, security and engineering personnel can be utilized to search other areas of 
the floor. 

 Searchers should look for anything that does not belong or looks out of place.  Items such 
as briefcases, thermoses, purses, paper bags, cardboard cartons, show boxes, and 
similar items should be noted and evaluated. 

 Check reception areas, restrooms, corridors, waste paper baskets, and places where 
strangers might leave an object without being noticed. 

 If a suspicious object is found, DO NOT TOUCH IT!!  Notify the Main Lobby Desk or 
Building Office immediately.  Move all personnel away from the object. 

 Preventative Measures: 

The following are general guidelines to decrease the possibility of bomb 
placement: 

1) Tenants should develop and enforce a positive means of identifying visitors 
with authorized access.  Deny access to unauthorized persons. 

2) Ensure that security areas are secured at all times. 

3) Instruct personnel to be alert to suspicious behavior and suspicious-looking 
objects. 

4) Be familiar with those items which belong in and around your area.  Note 
what does not belong or is totally out of place. 
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XII. TOXIC HAZARDS 

 Upon indication of a toxic spill or exposure: 

1) Immediately get to an area that is not exposed and help others 
2) Call 911 and inform of situation 
3) GIVE BUILDING ADDRESS, FLOOR, SUITE AND PHONE NUMBERS 
4) Inform of what type of spill 
5) Take actions to contain hazard. Close doors behind you. 
6) ALWAYS FOLLOW ALL SAFETY PROCEDURES WHEN WORKING WITH TOXIC 

MATERIALS 
7) Staff shall immediately shut down any type of air circulating system 

 

XIII. CIVIL DISTURBANCES 

 In case of a riot or civil disturbance outside of the building, the Security Guard station in 
the main lobby will immediately secure all entrances to the building.  The Security Guard 
will notify the Building Management Office and the Police will be notified.  Tenants will also 
be notified that there is a disturbance and that the building has been secured. 

 In case of a disturbance in the main lobby, all elevators will be turned off at the first floor 
and no access to upper floors will be permitted.  Building Management will be notified by 
the Security Guard, and Police will be called if necessary. 

 If a disturbance should occur in a Tenant's office or premises, the Tenant should call 911 
for Police if deemed necessary and notify the Building Management Office. Do not go 
through a violent crowd to leave or enter the building. 
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XIV. MAPS 
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