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Purpose:  To provide a process in an emergency for communicating with City Hall, and within City Hall.


Scope:  This process supports the City Hall Safety and Security Plan.  It does not take its place; rather it delineates the specific individuals involved and the processes that must be followed in case of an emergency.  The emergency could be external or internal to City Hall.
Responsibilities:   

Police Department


●  The Police Department shall assume Incident Command and initiate response 
for civil, criminal and/or security breaches.
Fire Department


●  The Fire Department shall assume Incident Command and initiate response for 
fire, natural disasters and/or Chemical, Biological, Radiological, or Nuclear 
(CBRN) incidents.
City Manager's Office


●  Based on severity and nature of incident, establish ECC and/or coordinate City 
staff response.

Office of Organizational Effectiveness


●  Assume primary role to City Manager's Office in coordinating City staff 
response.

Emergency Communications


●  Communicate emergency incident notification to Police, Fire and/or City 
Manager's Office.

Safety Officer


●  Implement City Hall Safety and Security Plan if shelter in place or building 
evacuation is required.
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Save Volunteers


●  Provide support of emergency procedure if shelter in place or evacuation not 
required.

Building Security


●  Provide support of emergency procedure if shelter in place or evacuation not 
required.

Procedure:

A wide variety of situations can occur that can lead to the need to implement 
emergency precautions in City Hall.  The procedures listed (A-F) are designed for 
emergencies that occur in one of two different ways.  


Incidents outside the building describe situations that are external of City Hall, 
but could impact occupants of the building, or people as they leave the building.  
Often the occupants in City Hall will not be aware of an incident that could 
impact them until notified by pubic safety, or until the situation makes the news.

Incidents that occur within the building describe situations that can impact those 
inside the building, or people outside the building.  The incident could occur on 
one floor and be potentially dangerous to floors above and below without the 
occupants even being 
aware that a potential danger exists.  The danger could 
come from a person, or an environmental danger entering the building.  The 
occupants and Public Safety need to be simultaneously notified for the protection 
of everyone occupying City Hall and the public directly outside the building.  


In all cases the City Manager, or designee, will assume Incident Command until 
relinquished to the appropriate authority, i.e. Fire or Police.  The following shall 
be the Command structure to insure that the proper individual(s) are contacted 
should any individual be out of contact:
Immediately Call 334-____.  If no answer Call 334-____
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	Name
	Title
	Office #
	Cell #

	
	City Manager
	
	

	
	Chief of Staff
	
	

	
	Assistant City Manager
	
	

	
	Assistant City Manager
	
	

	
	Director of O E
	
	

	
	Public Works Director
	
	

	
	Risk Manager
	
	

	
	Safety Officer
	
	

	
	1st floor desk
	
	

	
	
	
	

	
	
	
	


A.  Fire

1.  In any situation where the fire alarm is activated, either by smoke detector, heat detector, or manually, the alarm will sound on the floor where the incident occurs, the floor above and the floor below.  In this case the elevators will recall to the 1st floor and lock down allowing movement only by manual key operation or a manual reset of the system.
2.  First, an announcement will be made over the emergency fire alarm/PA system advising the three affected floors as to the precautions necessary.  Secondly, an announcement will be made to all floors to advise them of the emergency.
3.  Upon arrival the Fire Department will assume Incident Command and control of the building.
B.  Hostile Individual(s)

1.  If you begin to sense a problem with another individual, whether it be a 
customer or another co-worker, break contact immediately, with an excuse if need 
be, and get some other co-workers to come to your location.  There can be 

strength in numbers, and co-workers can watch for the signs of an escalation and 
call for more employees, security, or police assistance. 


2.  After re-contacting the agitated individual, have solutions ready to give the 
complainant to finalize their situation, giving an alternative for complaint or 
appeal. Use an understanding tone when dealing with the individual as 
compassion can de-escalate a negative situation.  If this does not resolve the 
situation and it continues to escalate, seek further assistance from the other 
employees and contact security for the building.
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3.  If the situation can not be de-escalated with alternatives given (i.e. appeals 
process, email support) and it continues to escalate, where concern for physical 
confrontation is imminent, back away from the  individual, and call 911 for police 
response.   Then call building security to respond to your location.


4.  If a physical confrontation occurs, or the situation escalates too rapidly, yell 
for assistance from area co-workers.  Continue to yell until assistance arrives.


5.  If a situation warrants a call to the police, make the call yourself.  Operate 
under the assumption that your call is the only call and place it.  The more calls 
the police receive for an emergency, the more information can be given to address 
the concern.

C.  Armed Individual(s)/Hostage Situation

1.  If confronted by an individual who claims to be armed, but no weapon seen, 
treat them as if you actually see a weapon.

2.  If the weapon is directed to you, stay calm and comply with their demands.  If 
the weapon is not directed to you, retreat from that location and get to a safe 
location and call 911.  Preferably retreat to the safe room on your floor.

3.  If you have a panic button at your station and can safely activate it, do so as 
soon as possible.  

4.  Once at a safe location or safe room, call 911 even if you think someone else 
has called.  You may be able to provide additional information that other callers 
did not.  If you are only able to dial 911, but not give any information before a 
confrontation occurs, it will still be beneficial to everyone in the emergency 
situation.

5.  Upon arrival, the Police & Fire Department will assume Incident Command 
and control of the building.
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D.  Chemical, Nuclear, Biological and/or Radiological (CBRN)



1.  Evacuate the immediate area and/or building if possible.  If you feel you may 
have been exposed, after relocating to a safe area, DO NOT LEAVE vicinity.  
Upon arrival of emergency services notify them that you may have been exposed.  
It is important that anyone exposed be decontaminated prior to leaving.  This will 
decrease possible contamination to others.


2.  Call the City Manager's office at 334-____.  If no answer call Reno Direct at 
334-____.


3.  Fire or Police will assume Incident Command and control depending on the 
circumstances of the event.   
E.  Power Outage

1.  Typically the emergency generator will activate with little or no interruption.  Should the generator fail or the shunt trip activated all magnetically locked doors will open.  


2.  Call Facility Maintenance at 334-____

3.  Facility Maintenance to contact City Manager's office at 334-____

4.  No evacuation necessary unless outage is determined to be an extended event.

5.  Do not light candles to illuminate offices.  Use battery or windup powered flashlights or lanterns or other non-flammable means.

F.  Compromised Structural Integrity of Building

1.  This situation should address any circumstances that cause substantial damage to the building whether it be a natural disaster (windstorm breaking windows) or a man made event (vehicle collision with building).

2.  Call City Manager's office at 334-____ and Facility Maintenance at 334-____.

3.  Remove staff from affected areas.


4.  Determine whether a full or partial evacuation is necessary.

IN CASE OF EMERGENCY SITUATION, CALL 911

