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2.   Building Information: 
 
2.1   Address:   850 Third Avenue, New York, NY 10036 
        AKA:   838-852 Third Avenue  

161-175 East 51st Street  
160-164 East 52nd Street 

        Building Name:    N/A 
        BIN Number:       1036462 
        Tax Block:           1306 
        Lot Number:         33 

Business Hours:  Monday – Friday, 9:00 a.m. – 5:00 p.m. 
This building is partially occupied 24 hours – seven days a week. 

 
2.2 Building Owner’s Name and Complete Contact Information:     

     Shorenstein Realty Services 
          
2.2.1   Mailing Address:   850 Third Avenue, New York, NY 10022 
 
2.2.2   Telephone Number:   212-593-5278 
 
2.2.3   Cellular Phone Number:   646-489-4672 
 
2.2.4   Fax Number:   212-826-6187 
 
2.2.5   E-mail Address:   lmicceri@shorenstein.com 
 
2.3   Height of Building and Number of Stories: 21 stories, 231’ and 1 level below grade. 
 
2.4   Occupancy Type and Occupancy Load for each Floor: 

 See attached copy of Certificate of Occupancy and Appendix A Table 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
           
        Revised 2/11 
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3.   EAP Staff Designations, Duties and Responsibilities: 
 
3.1   Fire Safety/EAP Director: 
  
3.1.1   Individuals Designated: 

 See Appendix A, Attachment 1 
 
3.1.2   Additional Duties or Responsibilities:  

 See Appendix A, Attachment 1 

 

3.2   Deputy Fire Safety/Fire Safety/EAP Directors: 
 
3.2.1   Individuals Designated: 

 See Appendix A, Attachment 1 

 
3.2.2   Additional Duties or Responsibilities:   

 See Appendix A, Attachment 1 

 
3.3   EAP Building Evacuation Supervisors: 
 
3.3.1   Individuals Designated: 

 See Appendix A, Attachment 1 

 
3.3.2   Additional Duties or Responsibilities:  

 See Appendix A, Attachment 1 

 
3.4   EAP Wardens: 
 
3.4.1   Individuals Designated: 

 See Appendix A, Attachment 1, Table 1  

 
3.4.2   Floor and Assignment Locations: 

 See Appendix A, Attachment 1, Table 1 

 
3.4.3   Additional Duties or Responsibilities: N/A 
 
3.5   Deputy EAP Wardens: 
 
3.5.1   Individuals Designated: 

 See Appendix A, Attachment 1, Table 2 

 
3.5.2   Floor and Assignment Locations: 

 See Appendix A, Attachment 1, Table 2 

 
3.5.3   Additional Duties or Responsibilities:  N/A 
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3.6   EAP Brigade: 
 

3.6.1 Individuals Designated: 
      See Appendix A, Attachment 1, Table 3 

 
3.6.2 Additional Duties and Responsibilities:  N/A 
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4. Critical Operations Staff: 
 
4.1   Building Personnel: 
 
4.1.1   Number of Building Personnel Designated as Critical Operations Staff and the 
Specific Duties and Responsibilities to be performed by Each Such Building Personnel: 
 
4.1.2 Individuals Designated: 

 See Appendix A, Attachment 2, Table 4 

 
4.1.2.1   Work Location: 

 See Appendix A, Attachment 2, Table 4 

 
4.1.2.2   Telephone Number: 

 See Appendix A, Attachment 2, Table 4 

 
4.2   Office Employees: 
 
4.2.1   Number of Office Personnel Designated as Critical Operations Staff and the 
Specific Duties and Responsibilities to be performed by Each Such Office Personnel: 
 
4.2.2 Individuals designated: 

 See Appendix A, Attachment 2, Table 5 

 
4.2.2.1   Employer: 

 See Appendix A, Attachment 2, Table 5 

 
4.2.2.2   Work location: 

 See Appendix A, Attachment 2, Table 5 

 
4.2.2.3    Telephone number: 

 See Appendix A, Attachment 2, Table 5 
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5.   Emergency Action Plan: Explosion: 

 
5.1   Set forth below is the procedures that will be implemented during regular business hours in 
the event of an explosion in or proximate to the building, or the threat thereof. 
 
The EAP Director, upon notification that an explosion has occurred in or on the perimeter of 
building shall take the following actions:  

 
 Report to the Lobby Fire Command Station or designated alternate location for 

communication and control of incident (See Appendix A, Table 7). Have EAP Staff don 
the uniform Vest. 

 
 Immediately initiate Emergency Action Plan and have the EAP Staff don their vests. 

 
 Call 911 to report incident to the Police, EMS and the Fire Department. 
 
 Avoid the use of cell phones, radios or other transmitters in the area around a suspected 

explosive device. 
 
 Notify Building Engineering, Building Security and Building Management. 

 
 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 

mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 Make information announcement to building occupants as soon as possible to prevent 

mass evacuation. 
 

 The announcement shall include the following information: 
 

1. What has occurred 
2. Where it has occurred 
3. What provisions of the Emergency Action Plan will be implemented 
4. Why is it necessary to implement this provision of the Emergency Action Plan 

 
 Direct occupants to keep away from all windows. 

 
 The EAP Director shall choose an evacuation route that will lead the occupants away 

from the incident. 
 
 Recall all elevators to: limit movement of occupants until safe use is determined, to 

account for safety of any occupants of the elevators, and to prevent air movement within 
the building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 
 Determine if Shelter-In-Place, In-Building Relocation, Partial Evacuation or Full 

Evacuation will best keep the occupants safe.   
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
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 If immediate evacuation is necessary, determine best route away from the incident or use 

all available exits. Communicate this information to occupants as soon as possible. 
 

 Ascertain extent of any injuries and request EMS response from 911.  
 
 Have engineering staff survey area of damage if consistent with safety. 

 
 Have engineering staff survey all utility entry points for damage. 

 
 Monitor the fire alarm panel for the possibility of fire as the result of any explosion. 
 
 Follow corporate emergency notifications procedures. 

 

Additional Information:  
 

 The location and severity of incident will determine the immediate steps to be taken with 
shelter in place procedures, evacuation procedures, evacuation routes or elevator use. 
 

 Any event occurring in the building lobby may render the lobby Fire Command Station 
unusable thus necessitating the use of the alternate communication plan.   

 
 Continue to monitor available information about the incident, and take appropriate action. 

 
 The EAP Director and staff must take into account any official orders and instructions 

from authorities in charge of the incident.  
 

 There is always the possibility of a secondary event. 
 

 For an event occurring outside of the building, wind direction may impact evacuation 
routes and the use of assembly areas. 

 

 

5.1.1   Shelter in Place - Explosion  
  

5.1.1.1   General Procedures: 
 

 Use shelter in place procedure when the safety of occupants would be best served by 
having them remain at their work location.   
 

 Make proper announcement from PA system at Fire Command Station followed by 
frequent updates of status of emergency. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan. See Appendix A, Table 7. 
 

  “Shelter in Place” would be called for when an event occurs in a location -  
1. That poses no immediate threat to your building. 
2. That is directly outside your building contaminating the immediate area. 
3. Occurs in an area of your building (lobby incident) that prevents evacuation.  

 
 Continue to monitor available information about the incident, and take appropriate action. 

 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

8

 

5.1.1.2   Building Components or Systems: 
 

5.1.1.2.1   Access To and Egress from the Building: 
 

 Consider limiting access to building unless persons are cleared by security.  
  

 Discourage or limit egress from building until exterior is declared safe by a Competent 
Legal Authority, Official Announcement, or by the EAP Director and/or EAP Brigade.  

  

 5.1.1.2.2   Elevator Operation:  
 

 Recall all elevators to: limit movement of occupants until safe use is determined, to 
account for safety of any occupants of the elevators, and to prevent air movement within 
the building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants on elevator status.  
 

 Prepare to staff the “H” bank elevator for relocation of occupants needing assistance. 
 

5.1.1.2.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7.  

 

5.1.1.2.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.    

 

5.1.1.2.5   Interior Doors & Fire Doors:  
   

 Maintain doors in the closed and unlocked position.   
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

5.1.1.2.6   Utilities  
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points. 
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
         

 See Appendix A, Table 7. 
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 5.1.1.2.7   Fuel Oil Storage Tanks and Piping  
 

 If conditions permit, the Engineering Staff will survey conditions at Emergency 
Generator room.  

 
 Section valves and shut-off valves located can be used to limit any known or suspected 

damage. 
 

 See Appendix A, Table 7. 
 

5.1.2   In - Building Relocation -  Explosion: 
 

5.1.2.1   General Procedures:  
 

 Institute the “In Building Relocation” procedures when analysis of the circumstances of 
the emergency requires occupants to be relocated from one area of the building to another 
more secure area.  
 

 “In Building Relocation” is used when it is determined by the EAP Director and /or the 
EAP Brigade or by a Competent Legal Authority or Official Announcement that exterior 
or interior conditions are unknown or suspected to be dangerous or contaminated. 

 
 Call 911 to report incident to the Police, EMS and the Fire Department 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 Relocate occupants from most severely exposed side or areas of the building first.  

 
 Relocate a minimum of five floors above and below any suspected explosive device. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 
 

 The size of the device can range from a letter bomb to a truck bomb or larger, and may 
require full building evacuation.  

 
 Isolate incident area whether it is inside or outside the building. 

 
 Establish a safety zone and deny entry. 

 
 The location of the incident will determine the course of action to be followed. 

 
 Continue to monitor available information and institute actions as required.  

 
 Make proper announcement from PA system at Fire Command Station followed by 

frequent updates of status of the emergency. 
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 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan. See Appendix A, Table 7. 
 

 Relocation within the building shall be undertaken in such a way as to minimize the 
overcrowding of floors and in-building relocation areas through the use of multiple 
stairways, floors and in-building relocation areas when safety permits.  

 
5.1.2.2   Specific In-Building Relocation Requirements: 
 
5.1.2.2.1   Designated Relocation Areas: 
 

 See Appendix A, Table 8. 
 

5.1.2.2.2   Designated Routes to Relocation Areas:  
 

 See Appendix A, Table 9. 
 

 The “H” bank elevator under operator control will be used for persons needing assistance. 
 

 Always select an escape route that is most remote from the incident. 
 

 Avoid the use of the “A” fire tower for an event or threat that is located outside of the 
building. 

 

5.1.2.2.3   Procedures to Account for Occupants:   
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP Wardens following relocation.   
 

 Warden phone message to the EAP Director. 
 

 Cell phones, radios or other transmitters should not be used in the vicinity of suspected 
explosive devices. 

 

5.1.2.3   Building Components: 
 

5.1.2.3.1   Access to and Egress from the Building:  
 

 Consider limiting access to the building unless persons are cleared by security. 
 

 Consider limiting or Discourage egress from the building until outside area is declared 
safe by the EAP director or competent legal authority or official announcement.   
 

5.1.2.3.2   Elevator Operation:  
 

 Recall all elevators to: limit movement of occupants until safe use is determined, to 
account for safety of any occupants of the elevators, and to prevent air movement within 
the building.   
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 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 

 Prepare to staff the “H” bank elevator for relocation of occupants needing assistance. 

 
5.1.2.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 
 

5.1.2.3.4   Openable Windows: 
 

 As a general rule, keep all windows in closed position. 
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  

 

5.1.2.3.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position.   
 

 Do not chock any doors in the open position.   
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
5.1.2.3.6   Utilities: 

 
 If conditions permit, the Engineering Staff will survey conditions at utility entry points.  

 
 Section valves and shut off valves can be used to limit any known or suspected damage. 

 
 See Appendix A, Table 7.  

 

5.1.2.3.7   Fuel Oil Storage Tanks and Piping: 
 

 If conditions permit, the Engineering Staff will survey conditions at Emergency 
Generator room.  

 
 Section valves and shut off valves can be used to limit any known or suspected damage. 

 
 See Appendix A, Table 7. 
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5.1.3   Partial Evacuation - Explosion: 
 

5.1.3.1   General Procedures: 
 

 Institute the “Partial “Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from one area of the building to an 
assembly site out of the building.  
 

 Partial “Evacuation” is used when it is determined by the EAP Director and /or the EAP 
Brigade or by a Competent Legal Authority or Official Announcement that conditions 
exist in or around the building that are suspected to be dangerous or contaminated. 
 

 Consider partial evacuation of floors directly affected by the incident, for example, 
ground floor, lower floors, and below grade floors for a device at the street level or 
affecting one street front. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 For an event occurring outside of the building, wind direction may impact evacuation 

routes and the use of assembly areas. 
 

 The size of the device can range from a letter bomb to a truck bomb or larger, and may 
require full building evacuation.  

 
 Isolate incident area whether it is inside or outside the building. 

 
 Establish a safety zone and deny entry. 

 
 Continue to monitor available information and institute actions as required.  

 
 Make proper announcement from PA system at Fire Command Station followed by 

frequent updates of status of the emergency. 
 

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan. See Appendix A, Table 7. 
 

 The location of the explosion or threat of explosion and any resulting structural damage 
will determine the course of action to be followed. 

 
 The EAP Director shall choose an evacuation route that will lead the occupants away 

from the incident. 
  

5.1.3.2   Specific Partial Evacuation Requirements: 
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5.1.3.2.1 Location of Exits, Stairwells and Elevators: 
 

 See Appendix A, Table 7.  
 

5.1.3.2.2   Primary and Alternate Exit Routes:   
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

5.1.3.2.3   Assembly Areas:  
 

 See Appendix A, Table 10.   
  

5.1.3.2.4   Procedures to Account for Occupants: 
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP Wardens at the assembly area. 
 

 Runner/Warden notification to EAP Director.  
 

 Cell phones, radios or other transmitters should not be used in the vicinity of suspected 
explosive devices. 

 

5.1.3.3   Building Components: 
 

5.1.3.3.1   Access to and Egress from the Building:   
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to prevent 

overcrowding. 
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 Monitor emergency for changing conditions. 

 

5.1.3.3.2   Elevator Operation:  
 

 Recall all elevators to: limit movement of occupants until safe use is determined, to 
account for safety of any occupants of the elevators, and to prevent air movement within 
the building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants regarding status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

 Alternate communication plan may be necessary. 
 

5.1.3.3.3   Ventilation System Operation: 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
5.1.3.3.4   Openable Windows:  

 
 As a general rule, keep all windows in the closed position.  

 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an explosive incident.  

 

5.1.3.3.5   Interior Doors & Fire Doors:  
 
 Maintain doors in the closed and unlocked position. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 

5.1.3.3.6   Utilities:  
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points.   
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
 

 See Appendix A, Table 7.  
 

5.1.3.3.7   Fuel Oil Storage Tanks and Piping:  
 
 If conditions permit, the Engineering Staff will survey conditions at the Emergency 

Generator room.  
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 Isolation valves and shut off valves can be used to limit any known or suspected damage. 

 

 See Appendix A, Table 7. 

 

5.1.4   Evacuation - Explosion: 
 
5.1.4.1   General Procedures:  

 
 Institute the ““Evacuation” procedures when analysis of the circumstances of the 

emergency requires occupants to be evacuated from the building to an assembly site out 
of the building.  
 

 “Evacuation” is used when it is determined by the EAP Director and /or the EAP Brigade 
or by a Competent Legal Authority or Official Announcement that conditions exist in or 
around the building that are suspected to be dangerous or contaminated.  
 

 Consider evacuation of floors most affected by the incident first, for example, ground 
floor, lower floors, and below grade floors for a device at the street level or affecting one 
street front.  

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 For an event outside of the building, wind direction may impact evacuation routes and 

use of assembly areas. 
 

 The size of the device can range from a letter bomb to a truck bomb or larger, and may 
require full building evacuation.  

 
 Isolate incident area whether it is inside or outside the building. 

 
 Establish a safety zone and deny entry. 

 
 Continue to monitor available information and institute actions as required.  

 
 Make proper announcement from PA system at Fire Command Station followed by 

frequent updates of status of the emergency. 
 

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan. See Appendix A, Table 7. 
 

 The location of the explosion or threat of explosion and any resulting structural damage 
will determine the course of action to be followed. 
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  5.1.4.2   Specific Evacuation Requirements: 

 

5.1.4.2.1   Location of exits, stairwells and elevators:   
 
 See Appendix A, Table 7. 

 
5.1.4.2.2   Primary and Alternate Exit Routes:  

 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

             5.1.4.2.3   Assembly Areas:  
 
 See Appendix A, Table 10.      

 

5.1.4.2.4   Procedures to Account for Occupants:  
 
 EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens at the assembly area. 

 
 Runner/Warden notification to EAP Director.  

 
 Cell phones, radios or other transmitters should not be used in the vicinity of suspected 

explosive devices. 
 

            5.1.4.3   Building Components: 
 

       5.1.4.3.1   Access to and Egress from the Building:  
 

 Consider denying access into building under conditions requiring evacuation. 
 

 Evacuate most severely exposed floors first.                
 

 EAP Director will use the Public Address System to: 
 

1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
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4. Redirect the building’s occupants between stairways and elevator banks to prevent 

overcrowding. 
 

 Monitor emergency for changing conditions. 
 

        5.1.4.3.2   Elevator Operation : 
          

 Recall all elevators to: limit movement of occupants until safe use is determined, to 
account for safety of any occupants of the elevators, and to prevent air movement within 
the building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 
 Make announcement to occupants regarding status of elevators.  

 
 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  

 

5.1.4.3.3   Ventilation System Operation: 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
competent Legal Authority or Official Announcement. See Appendix A, Table 7.  

 

5.1.4.3.4   Openable Windows:    
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident 

 

  5.1.4.3.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

5.1.4.3.6   Utilities: 
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points. 
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
 

 See Appendix A, Table 10.  
 

5.1.4.3.7   Fuel Oil Storage Tanks and Piping:  
 

 If conditions permit, the Engineering Staff will survey conditions at the Emergency 
Generator room. 
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 Isolation valves and shut off valves can be used to limit any known or suspected damage. 

 
 See Appendix A, Table 7. 

 

5.2 Non-Business Hour Procedures: 
 

o During non-business hours when a Fire Safety/EAP Director is not required to be 
on duty but there are occupants in the building, the building is staffed by a Fire 
Safety/EAP Building Evacuation Supervisor who will staff the Fire Command 
Station. Occupants shall report their destination to the Building Evacuation 
Supervisor for accountability and notification in the event of an emergency. In the 
absence of available brigade personnel, the Fire Safety/EAP Building Evacuation 
Supervisor will implement applicable parts of the EAP and make proper 
notifications to 911 and informative announcements when necessary.  
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6.   Biological Incident or Release: 

 
Set forth are the procedures that will be implemented during regular business hours in the event 
of a biological incident or release in or proximate to the building, or the threat thereof.. 
 
The EAP Director, upon notification that a suspected Biological Incident has occurred in or on 
the perimeter of building shall take the following actions:  

 
 Report to the Lobby Fire Command Station or designated alternate location for 

communication and control of incident. See Appendix A, Table 7. 

 
 Immediately initiate Emergency Action Plan and have the EAP Staff don the uniform 

Vest. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Notify Building Engineering, Building Security and Building Management. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 Make information announcement to building occupants as soon as possible to prevent 

mass evacuation. 
 

 The announcement shall include the following information: 
 

1. What has occurred 
2. Where it has occurred 
3. What provisions of the Emergency Action Plan will be implemented 
4. Why is it necessary to implement this provision of the Emergency Action Plan 

 
 Recall all elevators to limit movement of occupants until safe use is determined, and to 

prevent air movement within the building. 
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at the time of recall. 

 
 Determine if Shelter-In-Place, In-Building Relocation, Partial Evacuation or Full 

Evacuation will best keep the occupants safe. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 
 Aid occupants needing assistance with evacuation by use of the “H” bank elevator under 

operator control, if consistent with safety.    
 

 If immediate evacuation is necessary, determine best route away from the incident or use 
all available exits. Communicate this information to occupants as soon as possible. 

 
 The “B” stairs lead to the lobby, and the “A” stairs lead to the outside of the building. 

The EAP Director shall choose an evacuation route that will lead occupants away from 
the incident. 
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 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan.  
 
 Ascertain extent of any injuries and request EMS response from 911.  
 
 Have the security staff conduct survey of area of incident if consistent with safety.  
 
 Follow corporate emergency notifications procedure. 
 
 Isolate incident area whether it is inside or outside the building. 

 
 Establish a safety zone and deny entry.  

 
 Keep exposed people and victims isolated from uncontaminated people. 

 

Additional Information: 
 

 If people become sick for no apparent reason, a biological attack may be in progress. 
 
 Deny entry if exposed people are in the building. 
 
 Deny exit if people who are sick and exposed are outside the building. 

 
 Covering your mouth or nose with layers of fabric may help to filter the air. 

 
 Those exposed should immediately wash with soap and water. 

 
 Exposure to Biological Agents can occur via: 

 
a. Inhalation as a result of aerosol dispersion 
b. Ingestion 
c. Dermal exposure 

 
 The location and severity of incident will determine the immediate steps to be taken with 

shelter in place procedures, evacuation procedures, evacuation routes or elevator use.  
 

 For an event occurring outside of the building, wind direction may impact evacuation 
routes and the use of assembly areas.  
 

 Any event occurring in the building lobby may render the lobby fire Command Station 
unusable.   

 
 The EAP Director and staff must take into account any official orders and instructions 

from authorities in charge of the incident.  
 

 Continue to monitor available information about the incident, and take appropriate action. 
 
 There is always the possibility of a secondary event. 
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6.1   Shelter in Place - Biological Incident or Release: 
  

6.1.1   General Procedures: 
 

 Use shelter in place procedure when the safety of occupants would be best served by 
having them remain at their work location.   
 

 Make proper announcement from PA system at Fire Command Station followed by 
frequent updates of status of emergency. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan. See Appendix A, Table 7. 
 

 “Shelter in Place” would be called for when an event occurs in a location -  
1. That poses no immediate threat to your building. 
2. That is directly outside your building contaminating the immediate area. 
3. Occurs in an area of your building (e.g. lobby contamination) that prevents 

evacuation.  
 

 Continue to monitor available information about the incident, and take appropriate action. 
 

6.1.1.2   Building Components or Systems: 
 

6.1.1.2.1   Access to and Egress from the Building:  
 

 Consider limiting access to building unless persons are cleared by security. 
  

 Consider denying access if ill or exposed people are in the building. 
 

 Discourage or limit egress from building until exterior is declared safe by a Competent 
Legal Authority, Official Announcement, or by the EAP Director and/or EAP Brigade.  

  
 Consider denying egress if sick or exposed people are outside the building. 

 

6.1.1.2.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until elevators are determined safe to 
use, and to prevent air movement in building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at time of recall. 
 

 Make announcement to occupants on elevator status.  
 

6.1.1.2.3   Ventilation System Operation:  
  

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 
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6.1.1.2.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position. 
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

6.1.1.2.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

            6.1.1.2.6   Utilities:  
    

 Gas: N/A 
 Steam: N/A 
 Water: N/A 
 Electric: N/A 

 

 6.1.1.2.7   Fuel Oil Storage Tanks & Piping:  
 

 N/A 

 
6.1.2   In - Building Relocation -Biological Incident or Release: 
 
6.1.2.1   General Procedures:  

 
 “In Building Relocation” is used when it is determined by the EAP Director and or 

the EAP Brigade or by a Competent Legal Authority or Official Announcement 
that the circumstances of the emergency requires occupants to be relocated from 
one area of the building to another more secure area due to an event inside or 
outside of the building. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes 
and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement.  See Appendix 

A, Table 7. 
 

 For an event occurring outside of the building, wind direction may impact 
evacuation routes and the use of assembly areas.  

 
 Relocate occupants from most severely exposed side or area of the building first.  
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 Isolate incident area whether it is inside or outside the building. 

 
 Establish a safety zone and deny entry.  

 
 Keep exposed people and victims isolated from uncontaminated people. 

 
 The location of the incident will determine the course of action to be followed. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary 

to institute the alternate communication plan. See Appendix A, Table 7. 
 

 Relocation within the building shall be undertaken in such a way as to minimize 
the overcrowding of floors and in-building relocation areas through the use of 
multiple stairways, floors and in-building relocation areas when safety permits. 

 

6.1.2.2   Specific In-Building Relocation Requirements: 
 

6.1.2.2.1   Designated In- Building Relocation Areas:   
 

 See Appendix A, Table 8. 

 

6.1.2.2.2   Designated Routes to Relocation Areas: 
 

 See Appendix A, Table 9. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 
 Always select an escape route that is most remote from the incident. 

 
 Avoid the use of the “A” fire tower for an event or threat that is located outside of the 

building. 

 
 6.1.2.2.3   Procedures to Account for Occupants:  

 
 EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens following relocation.   

 
 Warden Phone message to EAP Director 

                                                

6.1.2.3   Building Components: 
 

6.1.2.3.1   Access to and Egress from the Building:  
 

 Consider limiting access to the building unless persons are cleared by security. 
 

 Deny access if exposed people are inside the building. 
                 

 Consider limiting or Discourage egress from the building until outside area is declared 
safe by the EAP director or competent legal authority or official announcement.   
 

 Deny egress if exposed people are outside the building to prevent further contamination. 
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            6.1.2.3.2   Elevator Operation:  

 
 Recall all elevators to limit movement of occupants until elevators are determined safe to 

use, and to prevent air movement within the building.  
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at time of recall. 

 
 Make announcement to occupants regarding elevator status.  

 
 Prepare to staff the “H” bank elevator for relocation of occupants needing assistance. 

 

 6.1.2.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 

               6.1.2.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

6.1.2.3.5   Interior Doors & Fire Doors  
 

 Maintain doors in the closed and unlocked position.   
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

       6.1.2.3.6   Utilities: 
  

 Gas :N/A 
 Steam N/A 
 Water: N/A 
 Electric: N/A 

 

6.1.2.3.7   Fuel Oil Storage Tanks & Piping:  
 

 N/A 
 

6.1.3   Partial Evacuation Procedures - Biological Incident or Release: 

 
6.1.3.1   General Procedures: 
 

 Institute the “Partial “Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from one area of the building to an 
assembly site out of the building.  
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 Partial “Evacuation” is used when it is determined by the EAP Director and /or the EAP 

Brigade or by a Competent Legal Authority or Official Announcement that conditions 
exist in or around the building that are suspected to be dangerous or contaminated. 
 

 Consider partial evacuation of floors directly affected by the incident, for example, 
ground floor, lower floors, and below grade floors for an incident at the street level or 
affecting one street front. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 The location of the incident will determine the course of action to be followed. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

  
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan. See Appendix A, Table 7. 
 

 If consistent with safety, isolate the area, establish a safety zone and deny entry. 
 

 For an event occurring outside of the building, wind direction may impact evacuation 
routes and the use of assembly areas.  

 

6.1.3.2   Specific Partial Evacuation Requirements: 
 

6.1.3.2.1   Location of Exits, Stairwells and Elevators: 
 

 See Appendix A, Table 7.  
 

6.1.3.2.2   Primary and Alternate Exit Routes:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 
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 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

6.1.3.2.3   Assembly Area:  
 

 See Appendix A, Table 10.                  

 

6.1.3.2.4   Procedures to Account for Occupants:   
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP Wardens at assembly area. 
 

 Runner/Warden message to EAP Director. 
 

6.1.3.3   Building Components: 
 

6.1.3.3.1   Access to and Egress from the Building:  
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to 

prevent overcrowding. 
 

 Monitor emergency for changing conditions. 
 

6.1.3.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until elevator use is determined safe, 
and to prevent air movement in the building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at time of recall. 
 

 Make announcement to occupants regarding the status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

 Use alternate communication plan if the lobby Fire Command Station affected. 
 

 Use elevators to remove people away from the affected area if stairwells are unusable. 
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6.1.3.3.3   Ventilation System Operation:  

 
 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 

mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 

6.1.3.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

6.1.3.3.5   Interior Doors & Fire Doors: 
 

 Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

6.1.3.3.6   Utilities:   
   

 Gas-N/A 
 Steam- N/A 
 Water-N/A 
 Electric-N/A 

 

6.1.3.3.7   Fuel Oil Storage Tanks & Piping:  N/A 
 

6.1.4   Evacuation - Biological Incident or Release: 
 

 6.1.4.1   General Procedures: 
 

 Institute the ““Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from the building to an assembly site out 
of the building.  
 

 “Evacuation” is used when it is determined by the EAP Director and /or the EAP Brigade 
or by a Competent Legal Authority or Official Announcement that conditions exist in or 
around the building that are suspected to be dangerous or contaminated.  
 

 Consider evacuation of floors most affected by the incident first, for example, ground 
floor, lower floors, and below grade floors for an incident at the street level or affecting 
one street front. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 The location of the incident will determine the course of action to be followed. 
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 Call 911 to report incident to the Police, EMS and the Fire Department. 

 
 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 

mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

  
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan.  See Appendix A, Table 7.  
 

 If consistent with safety, Isolate the area of incident, establish a safety zone and deny 
entry. 

 

6.1.4.3   Specific Evacuation Requirements: 
   

6.1.4.2.1  Location of Exits, Stairwells and Elevators: 
 

 See Appendix A, Table 7.  
 

6.1.4.2.2   Primary and Alternate Exit Routes:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

6.1.4.2.3   Assembly Area:  
 

 See Appendix A, Table 10.                

                                  

6.1.4.2.4   Procedures to Account for Occupants:  
  
 EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens at the assembly areas. 

 
 Runner/Warden message to EAP Director. 

 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

29

 

6.1.4.3   Building Components: 
 

6.1.4.3.1   Access to and Egress from the Building:  
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to 

prevent overcrowding. 
 

 Monitor emergency for changing conditions. 
 

6.1.4.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until elevators are determined safe to 
use, and prevent air movement within the building. 

  
 If the lobby is the location of the incident use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants regarding the status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

 Use Alternate communication plan if the lobby Fire Command Station affected. 
 

 Use elevators to remove people away from the affected area if stairwells are unusable. 
 

6.1.4.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 

6.1.4.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

6.1.4.3.5   Interior Doors & Fire Doors: 
 

 Maintain in closed and unlocked position. 
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 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 

6.1.4.5.6   Utilities:   
   

 Gas-N/A 
 Steam- N/A 
 Water-N/A 
 Electric-N/A 

 
6.1.4.3.7   Fuel Oil Storage Tanks & Piping:  
 

 N/A 
 
 

6.2   Non-Business Hour Procedures: 
 

o During non-business hours when a Fire Safety/EAP Director is not required to be 
on duty but there are occupants in the building, the building is staffed by a Fire 
Safety/EAP Building Evacuation Supervisor who will staff the Fire Command 
Station. Occupants shall report their destination to the Building Evacuation 
Supervisor for accountability and notification in the event of an emergency. In the 
absence of available brigade personnel, the Fire Safety/EAP Building Evacuation 
Supervisor will implement applicable parts of the EAP and make proper 
notifications to 911 and informative announcements when necessary.  
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7.   Chemical Incident or Release: 
 
The EAP Director, upon notification that a suspected Chemical attack has occurred in or on the 
perimeter of building shall take the following actions: 
  
7.1 Set forth below are the procedures that will be implemented during regular business 

hours in the event of a chemical incident or release in or proximate to the building, or 
the threat thereof.  

 
 Report to the Lobby Fire Command Station or designated alternate location for 

communication and control of incident. See Appendix A, Table 7. 
 
 Immediately initiate Emergency Action Plan and have the EAP Staff don the uniform 

Vest. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Notify Building Engineering, Building Security and Building Management. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 Make information announcement to building occupants as soon as possible to prevent 

mass evacuation. 
 

 The announcement shall include the following information: 
 

1. What has occurred 
2. Where it has occurred 
3. What provisions of the Emergency Action Plan will be implemented 
4. Why is it necessary to implement this provision of the Emergency Action Plan 

 
 Recall all elevators to limit movement of occupants until safe use is determined, and to 

prevent air movement within the building. 
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at the time of recall. 

 
 Determine if Shelter-In-Place, In-Building Relocation, Partial Evacuation or Full 

Evacuation will best keep the occupants safe. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 
 Aid occupants needing assistance with evacuation by use of the “H” bank, operator run 

elevator, if consistent with safety.    
 

 If immediate evacuation is necessary, determine best route away from the incident or use 
all available exits. Communicate this information to occupants as soon as possible. 
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 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

  
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan.  
 
 Ascertain extent of any injuries and request EMS response from 911.  
 
 Have security staff conduct survey of area of incident if consistent with safety.  
 
 Follow corporate emergency notifications procedures.  

 
 Isolate the incident area whether it is located inside or outside the building. 

 
 Establish a safety zone and deny entry. 
 
 Keep exposed people and victims remote from uncontaminated people. 
 
 Competent medical authorities must be called in to treat ill people. 

 
 Decontamination procedures, such as stripping off clothing and using water showers may 

be necessary for exposed people. 
 

 Activating a sprinkler head in a controlled area may be necessary for mass 
decontamination. 
 

Additional Information:  
 

 Chemical agents are substances which can injure or kill through a variety of means. 
 

 Spraying an area with chemicals can cause thousands of casualties through inhalation, 
ingestion, and skin absorption. 

 
 Early recognition of incident hazards and potential risk is essential. 

 
 The EAP Director and staff must take into account any official orders and instructions 

from Authorities in charge of the incident.  
 

 Continue to monitor available information about the incident, and take appropriate action. 
 

 There is always the possibility of a secondary event. 
 

 An event occurring in the lobby may render the lobby Fire Command Station unusable. 
 

 For an event occurring outside of the building, wind direction may impact evacuation 
routes and the use of assembly areas. 

 
THE FOLLOWING SITUATIONS SHOULD BE AVOIDED BY EVERYONE: 
 

 Visible vapor clouds. 
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 Areas where biological indicators such as “unconscious persons,” dead animals or 

vegetation are located.  
 

7.1.1   Shelter in Place - Chemical Attack:  
 

7.1.1.1   General Procedures: 
 

 Use shelter in place procedure when the safety of occupants would be best served by 
having them remain at their work location.   
 

 Make proper announcement from PA system at Fire Command Station followed by 
frequent updates of status of emergency. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan. See Appendix A, Table 7. 
 

 “Shelter in Place” would be called for when an event occurs in a location-  
1. That poses no immediate threat to your building. 
2. That is directly outside your building contaminating the immediate area. 
3. Occurs in an area of your building (e.g. lobby contamination) that prevents 

evacuation.  
 

 Continue to monitor available information about the incident, and take appropriate action. 
 

7.1.1.2   Building Components: 
 

7.1.1.2.1   Access to and Egress from the Building:  
 

 Consider limiting access to building unless persons are cleared by security. 
  

 Consider denying access if ill or exposed people are in the building. Admit Emergency 
personnel only. 

 
 Discourage or limit egress from building until exterior is declared safe by a Competent 

Legal Authority, Official Announcement, or by the EAP Director and/or EAP Brigade.  
  

 Consider denying egress if sick or exposed people are outside the building. 
 

7.1.1.2.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until elevators are determined safe to 
use, and to prevent air movement in the building.  

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants on elevator status.  
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7.1.1.2.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement. See Appendix A, Table 7.  

 

7.1.1.2.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position. 
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

 7.1.1.2.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

           7.1.1.2.6   Utilities:  
    

 Gas: N/A 
 Steam: N/A 
 Water: N/A 
 Electric: N/A 

 

 7.1.1.2.7   Fuel Oil Storage Tanks & Piping:  
 

 N/A 

 

7.1.2   In - Building Relocation: Chemical Attack: 
 

General Procedures: 
  

 “In Building Relocation” is used when it is determined by the EAP Director and or 
the EAP Brigade or by a Competent Legal Authority or Official Announcement 
that the circumstances of the emergency requires occupants to be relocated from 
one area of the building to another more secure area. 

 
 Relocate occupants from most severely exposed side or area of the building first.  

 
 Chemicals tend to be heavier then air. People may have to be sheltered on the upper 

floors of the building or in the upper sections of the stairwells. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Isolate incident area whether it is inside or outside the building. 
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 Call 911 to report incident to the Police, EMS and Fire Department. 

 
 Shut-off HVAC system, window air conditioners, package units, outside air intakes 

and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement. See Appendix 

A, Table 7.  
 

 Establish a safety zone and deny entry.  
 

 Keep exposed people and victims remote from uncontaminated people. 
 
 The location of the incident will determine the course of action to be followed. 

 
 Competent medical authorities must be called in to treat ill people. 

 
 Decontamination procedures, such as stripping off clothing and using water 

showers may be necessary for exposed people. 
 

 Activating a sprinkler head in a controlled area may be necessary for mass 
decontamination. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary 

to institute the alternate communication plan. See Appendix A, Table 7. 
 

 Relocation within the building shall be undertaken in such a way as to minimize 
the overcrowding of floors and in-building relocation areas through the use of 
multiple stairways, floors and in-building relocation areas when safety permits.   

 

7.1.2.2   Specific In-Building Relocation Requirements:                      
 

7.1.2.2.1   Designated in Building Relocation Areas:  
 

 See Appendix A, Table 8. 

 
 Chemicals tend to be heavier then air. People may have to be sheltered on the upper 

floors. 
 

7.1.2.2.2   Designated Routes to Relocation Areas: 
 

 See Appendix A, Table 9. 
 

 The “H” bank elevator under operator control will be used for persons needing assistance. 
 

 Always select an escape route that is most remote from the incident. 
 

 Avoid the use of the “A” fire tower for an event or threat that is located outside of the 
building. 

 

 7.1.2.2.3   Procedures to Account for Occupants:  
 

 EAP Deputy Wardens and Searchers conduct floor search. 
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 Roll call by EAP Wardens following relocation. 

 
 Warden phone message to EAP Director 

 

 7.1.2.3   Building Components: 
 

7.1.2.3.1   Access and Egress to Building:  
 

 Limit access to the building to persons that are cleared by security. 
 

 Deny access if exposed people are inside the building. 
                 

 Discourage egress from the building until outside area is declared safe by the EAP 
director or competent legal authority or by official announcement.   
 

 Deny egress if exposed people are outside the building to prevent further contamination. 
 

7.1.2.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until elevators are determined safe to 
use, and to prevent air movement within the building. 

  
 If the lobby is the location of the incident use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants regarding the status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

 Use Alternate communication plan if the lobby Fire Command Station affected. 
 

 Use elevators to remove people away from the affected area if stairwells are unusable.    
 

7.1.2.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 
 

              7.1.2.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

7.1.2.3.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position.   
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
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7.1.2.3.6   Utilities: 
  

 Gas :N/A 
 Steam N/A 
 Water: N/A 
 Electric: N/A 

 

7.1.2.3.7   Fuel Oil Storage Tanks and Piping:  
 

 N/A 

 

7.1.3   Partial Evacuation - Chemical Attack: 
 

7.1.3.1   General Procedures: 
 

 Institute the “Partial “Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from one area of the building to an 
assembly site out of the building.  
 

 Partial “Evacuation” is used when it is determined by the EAP Director and /or the 
Brigade or by a Competent Legal Authority or Official Announcement that conditions 
exist in or around the building that are suspected to be dangerous or contaminated. 
 

 Consider partial evacuation of floors directly affected by the incident, for example, 
ground floor, lower floors, and below grade floors for an incident at the street level or 
affecting one street front.   

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 The location of the incident will determine the course of action to be followed. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 For an event occurring outside of the building, wind direction may impact evacuation 

routes and the use of assembly areas. 
 

 Chemicals tend to be heavier then air. People may have to be evacuated from the lower 
floors first.  

  
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate route 

area if outside air is contaminated.  
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 An incident occurring in the Lobby may affect all areas opening onto this space.  

  
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan.  See Appendix A, Table 7.  
 

 If consistent with safety, isolate the incident area, establish a safety zone and deny entry. 
 

 Competent medical authorities must be called in to treat ill people.  
 

 Decontamination procedures, such as stripping off clothing and using water showers may 
be necessary for exposed people. 

 
 Activating a sprinkler head in a controlled area may be necessary for mass 

decontamination. 
 

7.1.3.2   Specific Partial Evacuation Requirements:   
 

   7.1.3.2.1   Location of Exits, Stairwells and Elevators: 
       

 See Appendix A, Table 7.  
 

7.1.3.2.2   Primary and Alternate Exit Routes:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

7.1.3.2.3   Assembly Area: 
 

 See Appendix A, Table 10.                 

 

7.1.3.2.4   Procedures to Account for Occupants:  
  
 EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens at assembly area. 

 
 Runner/Warden message to EAP Director. 

 

7.1.3.3   Building Components: 
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7.1.3.3.1   Access and Egress to Building:  
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to 

prevent overcrowding. 
 

 Monitor emergency for changing conditions. 
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 

 
 Monitor emergency and redirect occupants as necessary to prevent overcrowding. 

 

7.1.3.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until elevator use is determined safe, 
and to prevent air movement in the building. 

  
 If the lobby is the location of the incident use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants regarding the status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

 Use Alternate communication plan if the lobby Fire Command Station affected. 
 

 Use elevators to remove people away from the affected area if stairwells are unusable. 
 

7.1.3.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 
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7.1.3.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 

7.1.3.3.5   Interior Doors & Fire Doors: 
 

 Maintain doors in closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

7.1.3.3.6   Utilities:   
   

 Gas-N/A 
 Steam- N/A 
 Water-N/A 
 Electric-N/A 

 

7.1.3.3.7    Fuel Oil Storage Tanks & Piping:  
 

 N/A 
 

  7.1.4   Evacuation - Chemical Attack: 
 

 7.1.4.1    General Procedures: 
 

 Institute the ““Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from the building to an assembly site out 
of the building.  
 

 “Evacuation” is used when it is determined by the EAP Director and /or the EAP Brigade 
or by a Competent Legal Authority or Official Announcement that conditions exist in or 
around the building that are suspected to be dangerous or contaminated.  
 

 Consider evacuation of floors most affected by the incident first, for example, ground 
floor, lower floors, and below grade floors for an incident at the street level or affecting 
one street front.  

 
 Call 911 to report incident to the Police, EMS and Fire Department 

 
 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 

mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
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 The location of the incident will determine the course of action to be followed. 

 
 Chemicals tend to be heavier then air. People may have to be evacuated from the lower 

floors first.  
 

 For an event occurring outside of the building, wind direction may impact evacuation 
routes and the use of assembly areas. 

  
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate route 

area if outside air is contaminated.  
 

 An incident occurring in the Lobby may affect all areas opening onto this space.  
  

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan.  See Appendix A, Table 7.  

 
 If consistent with safety, isolate the incident area, establish a safety zone and deny entry. 

 
 Competent medical authorities must be called in to treat ill people.  

  
 Decontamination procedures, such as stripping off clothing and using water showers may 

be necessary for exposed people. 
 

 Activating a sprinkler head in a controlled area away from the building may be necessary 
for mass decontamination. 

 

7.1.4.2   Specific Evacuation Requirements: 
 

7.1.4.2.1   Location of Exits, Stairwells and Elevators: 
       

 See Appendix A, Table 7.  
 

7.1.4.2.2   Primary and Alternate Exit Route: 
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 
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 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

7.1.4.2.3   Assembly Areas:  
 

 See Appendix A, Table 10. 
 

7.1.4.2.4   Procedures to Account for Occupants  
  
 EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens at the assembly areas. 

 
 Runner/Warden message to the EAP Director. 

 

7.1.4.3   Building Components: 
 

7.1.4.3.1 Access and Egress To Building:  
 

 Consider denying access into building under conditions requiring evacuation. 
 

 Evacuate most severely exposed floors first.                
 

 EAP Director will use the Public Address System to: 
 

1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator 

banks to prevent overcrowding. 
 

 Monitor emergency for changing conditions. 
 

7.1.4.3.2   Elevator Operation:  
 

 If the lobby is the location of the incident use caution not to expose occupants on 
elevators at the time of recall. 

 
 Make announcement to occupants regarding the status of elevators.  

 
 Use Alternate communication plan if the lobby Fire Command Station affected. 

 
 Use elevators to remove people away from the affected area if stairwells are 

unusable. 
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

7.1.4.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 
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7.1.4.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  

 

7.1.4.3.5   Interior doors & fire doors: 
 

 Maintain in closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

7.1.4.3.6   Utilities:   
   

 Gas-N/A 
 Steam- N/A 
 Water-N/A 
 Electric-N/A 

 

7.1.4.3.7   Fuel Oil Storage Tanks & Piping:  
 

 N/A 
 

7.2    Non-Business Hour Procedures: 
 

o During non-business hours when a Fire Safety/EAP Director is not required to be 
on duty but there are occupants in the building, the building is staffed by a Fire 
Safety/EAP Building Evacuation Supervisor who will staff the Fire Command 
Station. Occupants shall report their destination to the Building Evacuation 
Supervisor for accountability and notification in the event of an emergency. In the 
absence of available brigade personnel, the Fire Safety/EAP Building Evacuation 
Supervisor will implement applicable parts of the EAP and make proper 
notifications to 911 and informative announcements when necessary.  
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8.   Nuclear Incident or Release:  
 

8.1   Set forth below are the procedures that will be implemented during regular business hours in 
the event of a nuclear incident or release in or proximate to the building, or the threat thereof.  
 
The EAP Director, upon notification that a suspected Nuclear Incident or release has occurred in 
or on the perimeter of building shall take the following actions:  

 
 Report to the Lobby Fire Command Station or designated alternate location for 

communication and control of incident. See Appendix A, Table 7. 
 
 Immediately initiate Emergency Action Plan and have the EAP Staff don the uniform 

Vest. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department.  
 

 Notify Building Engineering, Building Security and Building Management. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes and 
mixers if outside conditions are unknown or suspected to be dangerous, or if directed by 
Competent Legal Authority or Official Announcement.  See Appendix A, Table 7. 

 
 For an event occurring outside of the building, wind direction may impact evacuation 

routes and use of assembly areas. 
 
 Make information announcement to building occupants as soon as possible to prevent 

mass evacuation. 
 

 The announcement shall include the following information: 
 

1. What has occurred 
2. Where it has occurred 
3. What provisions of the Emergency Action Plan will be implemented 
4. Why is it necessary to implement this provision of the Emergency Action Plan 
 
 Recall all elevators to limit movement of occupants until safe use is determined, and to 

prevent air movement in the building. 
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at the time of recall. 

 
 Determine if Shelter-In-Place, In-Building Relocation, Partial Evacuation or Full 

Evacuation will best keep the occupants safe. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 
 Aid occupants needing assistance with evacuation by use of the “H” bank, operator run 

elevator, if consistent with safety.    
 

 If immediate evacuation is necessary, determine best route away from the incident or use 
all available exits. Communicate this information to occupants as soon as possible. 

 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

45

 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

  
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan.  
 
 Have security staff conduct survey of area of incident if consistent with safety.  
 
 Follow corporate emergency notifications procedures. 
 
 Isolate the incident area whether it is inside or outside the building. 

 
 If the radiation release is close to the building, it is safer to have people moved from the 

upper floors to the basement or garage. 
 
 Keep exposed people and victims remote from uncontaminated people. 

 
 Ascertain extent of any injuries and request EMS response from 911. 
 
 Competent medical authorities must be called in to treat ill people. 

 
 Decontamination procedures, such as stripping off clothing and using water showers may 

be necessary for exposed people. 
 

 Activating a sprinkler head in a controlled area may be necessary for mass 
decontamination. 

 
 Continue to monitor available information about the incident, and take appropriate action. 

 

Additional Information:  
 

 If available, check the atmosphere with radiation detectors. 
 

 Radiation travels in straight lines.  Have occupants seek shelter below grade.  
  
 Use Time,  Distance and Shielding to protect people. 

 
Time: Radioactive materials become less radioactive over time. Keep occupants 
inside until authorities alert EAP Director that the threat has passed. 

 
Distance: The greater the distance between the occupants and the source of the 
radiation the safer they will be. Evacuation may be ordered by authorities for 
buildings close to the release incident. 

 
Shielding: Put as much heavy dense material between the occupants and the 
source of the radiation as possible. Occupants may be ordered to stay indoors or 
to relocate underground for this reason. Keep windows closed and turn off 
HVAC system.  See Appendix A, Table 7. 
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8.1.1   Shelter in Place - Nuclear Incident or Release: 

 
8.1.1.1   General Procedures: 

 
 Use shelter in place procedure when the safety of occupants would be best served 

by having them remain at their work location.   
 
 Make proper announcement from PA system at Fire Command Station followed by 

frequent updates of status of emergency. 
 

 If the lobby Fire Command Station is affected by the incident it will be necessary 
to institute the alternate communication plan. See Appendix A, Table 7. 

 
 “Shelter in Place” would be called for when an event occurs in a location -  

1. That poses no immediate threat to your building. 
2. That is directly outside your building contaminating the immediate area. 
3. Occurs in an area of your building (e.g. lobby contamination) that prevents 

evacuation.  
 
 Continue to monitor available information about the incident, and take appropriate 

action. 
 

8.1.1.2   Building Components or Systems: 
 

8.1.1.2.1   Access to and Egress from the Building:  
 
 Consider limiting access to building unless persons are cleared by security. 

  
 Consider denying access if ill or exposed people are in the building. 

 
 Discourage or limit egress from building until exterior is declared safe by a 

Competent Legal Authority, Official Announcement, or by the EAP Director 
and/or EAP Brigade.  

  
 Consider denying egress if sick or exposed people are outside the building. 

 
8.1.1.2.2   Elevator Operation:  

 
 Recall all elevators to limit movement of occupants until safe use is determined, 

and to prevent air movement in the building. 
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at the time of recall. 

 
 Make announcement to occupants on elevator status.  

 

8.1.1.2.3   Ventilation System Operation:  
 
 Shut-off HVAC system, window air conditioners, package units, outside air intakes 

and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement.  See Appendix 

A, Table 7. 
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8.1.1.2.4   Openable Windows:  
 
 As a general rule, keep all windows in closed position. 
 
 EAP Director should make an announcement over the public address system 

advising all occupants to keep away from windows and, if safety permits, have 
deputy wardens/ searchers close any open windows. 

 

8.1.1.2.5   Interior & Fire Doors: 
 

 Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

8.1.1.2.6   Utilities:  
    

 Gas:  N/A 
 Steam: N/A 
 Water: N/A 
 Electric: N/A  

 

8.1.1.2.7   Fuel Oil Storage Tanks and Piping: 
 

 N/A 

 

8.1.2   In - Building Relocation - Nuclear Incident or Release: 
 

8.1.2.1   General Procedures: 
 

 Institute the “In Building Relocation” procedures when analysis of the 
circumstances of the emergency requires occupants to be relocated from one area 
of the building to another more secure area.  

 
 “In Building Relocation” is used when it is determined by the EAP Director and or 

the EAP Brigade or by a Competent Legal Authority or Official Announcement 
that the exterior conditions are unknown or suspected to be dangerous or 
contaminated. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes 
and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement.  See Appendix 

A, Table 7. 
 

 Call 911 to report incident to the Police, EMS and the Fire Department.  
 
 Relocate occupants from most severely exposed side or area of the building first.  
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 If the radiation release is close to the building, it is safer to have people moved 

from the upper floors to the basement or garage. 
 

 The “A” stairway is open to the outer air and should not be used for an event 
outside of the building. The “B” stairs may serve as an alternate route if outside air 
is contaminated.  

 
 An incident occurring in the Lobby may affect all areas opening onto this space.  

 
 Isolate incident area whether it is inside or outside the building. 

 
 Establish a safety zone and deny entry.  

 
 Keep exposed people and victims remote from uncontaminated people. 

 
 The location of the incident will determine the course of action to be followed. 

 
 Competent medical authorities must be called in to treat ill people. 

 
 Decontamination procedures, such as stripping off clothing and using water 

showers may be necessary for exposed people. 
 

 Activating a sprinkler head in controlled area may be necessary for mass 
decontamination. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary 

to institute the alternate communication plan. See Appendix A, Table 7. 
 

 Relocation within the building shall be undertaken in such a way as to minimize 
the overcrowding of floors and in-building relocation areas through the use of 
multiple stairways, floors and in-building relocation areas when safety permits.   

 

8.1.2.2   Specific In-Building Relocation Requirements: 
 

8.1.2.2.1   Designated In-Building Relocation Areas:   
 

 See Appendix A, Table 8.  

 

8.1.2.2.2   Designated Routes to Relocation Areas: 
 

 See Appendix A, Table 9.  
 
 The “H” bank elevator under operator control will be used for persons needing 

assistance 

 
 Always select an escape route that is most remote from the incident. 

 
 Avoid the use of the “A” fire tower for an event or threat that is located outside of 

the building. 
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8.1.2.2.3   Procedures to Account for Occupants:  
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP wardens following relocation. 
 

 Warden phone message to EAP Director. 
 

8.1.2.3   Building Components: 
 

8.1.2.3.1   Access to and Egress from the Building:  
 

 Consider limiting access to the building unless persons are cleared by security. 
 

 Deny access if exposed people are inside the building. 
 

 Discourage egress from the building until outside area is declared safe by the EAP 
director or competent legal authority or official announcement.   

 
 Deny egress if exposed people are outside the building to prevent further 

contamination. 
 

8.1.2.3.2   Elevator Operation:  
 
 Recall all elevators to limit movement of occupants until safe use is determined, 

and to prevent air movement in the building. 
  

 If the lobby is the location of the incident use caution not to expose occupants on 
elevators at the time of recall. 

 
 Make announcement to occupants regarding the status of elevators.  

 
 Prepare to staff the “H” bank elevator for evacuation of occupants needing 

assistance.  
 

 Use Alternate communication plan if the lobby Fire Command Station affected. 
 

 Use elevators to remove people away from the affected area if stairwells are 
unusable. 

 

 8.1.2.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes 
and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement.  See Appendix 

A, Table 7. 
 

 
 8.1.2.3.4   Openable Windows:  

 
 As a general rule, keep all windows in closed position.  
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 EAP Director should make an announcement over the public address system 

advising all occupants to keep away from windows and, if safety permits, have 
deputy wardens/ searchers close any open windows. 

 

8.1.2.3.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position.      
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
8.1.2.3.6   Utilities:  

 
 Gas:  N/A 
 Steam: N/A 
 Water: N/A 
 Electric: N/A  

 
8.1.2.3.7   Fuel Oil Storage Tanks and Piping: 

 
 N/A 

 

8.1.3   Partial Evacuation - Nuclear Incident: 
 

8.1.3.1   General Procedures: 
 
 Institute the “Partial “Evacuation” procedures when analysis of the circumstances 

of the emergency requires occupants to be evacuated from one area of the building 
to an assembly site out of the building.  

 
 Partial “Evacuation” is used when it is determined by the EAP Director and /or the 

EAP Brigade or by a Competent Legal Authority or Official Announcement that 
conditions exist in or around the building that are suspected to be dangerous or 
contaminated. 

 
 Consider partial evacuation of floors directly affected by the incident, for example, 

ground floor, lower floors, and below grade floors for an incident at the street level 
or affecting one street front. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes 
and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement. See Appendix 

A, Table 7.  
 

 Call 911 to report incident to the Police, EMS and the Fire Department.  
 
 The location of the incident will determine the course of action to be followed. 
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 For an event occurring outside of the building, wind direction may impact 

evacuation routes and use of assembly areas. 
 

 If the radiation release is close to the building, it is safer to have people moved 
from the upper floors to the basement or garage. 

  
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the 

building. The EAP Director shall choose an evacuation route that will lead 
occupants away from the incident. 

 
 The “A” stairway is open to the outer air and should not be used for an event 

occurring outside of the building.  The “B” stairs may serve as an alternate route 
area if outside air is contaminated.  

 
 An incident occurring in the Lobby may affect all areas opening onto this space.  
  
 If the lobby Fire Command Station is affected by the incident it will be necessary 

to institute the alternate communication plan.  See Appendix A, Table 7.  
 

 If consistent with safety, Isolate the incident area, establish a safety zone and deny 
entry. 

 
  Competent medical authorities must be called in to treat ill people.  
 
 Decontamination procedures, such as stripping off clothing and using water 

showers may be necessary for exposed people. 
 

 Activating a sprinkler head in a controlled area may be necessary for mass 
decontamination. Exterior dry pipe sprinkler should be considered. 

 

8.1.3.2   Specific Partial Evacuation Requirements: 
 

8.1.3.2.1   Location of Exits, Stairwells and Elevators: 
  

 See Appendix A, Table 7.  
 

8.1.3.2.2   Primary and Alternate Exit Routes:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairways “A”. 
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 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

8.1.3.2.3   Assembly Areas:  
 

 See Appendix A, Table 10.                 
 

8.1.3.2.4   Procedures to Account for Occupants:  
  
    EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens at assembly area. 

 
 Runner/Warden message to EAP Director 

 

8.1.3.3 Building Components: 
 

8.1.3.3.1   Access to and Egress from the Building:  
 

 Consider denying access into building under conditions requiring evacuation. 
 

 Evacuate most severely exposed floors first.                
 

 EAP Director will use the Public Address System to: 
 

1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to 

prevent overcrowding. 
 

 Monitor emergency for changing conditions. 
 

8.1.3.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until safe use is determined, 
and to prevent air movement in the building. 

  
 If the lobby is the location of the incident use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants regarding the status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing 
assistance.  

 
 Use Alternate communication plan if the lobby Fire Command Station affected. 

 
 Use elevators to remove people away from the affected area if stairwells are 

unusable. 
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8.1.3.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air 
intakes and mixers if outside conditions are unknown or suspected to be 
dangerous, or if directed by Competent Legal Authority or Official 
Announcement.  See Appendix A, Table 7. 

 

8.1.3.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system 

advising all occupants to keep away from windows and, if safety permits, have 
deputy wardens/ searchers close any open windows. 

 

8.1.3.3.5   Interior Doors & Fire Doors: 
 

 Maintain in closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

8.1.3.3.6   Utilities:   
   

 Gas:  N/A 
 Steam: N/A 
 Water: N/A 
 Electric: N/A  

 

8.1.3.3.7   Fuel Oil Storage Tanks and Piping: 
 

 N/A 

 

8.1.4   Evacuation - Nuclear Incident: 
 
8.1.4.1   General Procedures: 
 

 Institute the ““Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from the building to an assembly 
site out of the building.  

 
 “Evacuation” is used when it is determined by the EAP Director and /or the EAP 

Brigade or by a Competent Legal Authority or Official Announcement that 
conditions exist in or around the building that are suspected to be dangerous or 
contaminated.  

 
 Consider evacuation of floors directly affected by the incident first, for example, 

ground floor, lower floors, and below grade floors for an incident at the street level 
or affecting one street front. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
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 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 Shut-off HVAC system, window air conditioners, package units, outside air intakes 
and mixers if outside conditions are unknown or suspected to be dangerous, or if 
directed by Competent Legal Authority or Official Announcement. See Appendix 

A, Table 7.  
 

 Call 911 to report incident to the Police, EMS and the Fire Department. 
 
 The location of the incident will determine the course of action to be followed. 

 
 For an event occurring outside of the building, wind direction may impact 

evacuation routes and use of assembly areas. 
 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the 

building. The EAP Director shall choose an evacuation route that will lead 
occupants away from the incident. 

 
 The “A” stairway is open to the outer air and should not be used for an event 

occurring outside of the building. The “B” stairs may serve as an alternate route 
area if outside air is contaminated.  

 
  An incident occurring in the Lobby may affect all areas opening onto this space.  
 
 If the lobby Fire Command Station is affected by the incident it will be necessary 

to institute the alternate communication plan.  See Appendix A, Table 7.  
 

 If consistent with safety, Isolate the incident area, establish a safety zone and deny 
entry. 

 
 Competent medical authorities must be called in to treat ill people.  
  
 Decontamination procedures, such as stripping off clothing and using water 

showers may be necessary for exposed people. 
 

 Activating a sprinkler head in a controlled area away from the building may be 
necessary for mass decontamination. 

 

8.1.4.2   Specific Evacuation Requirements: 
 

8.1.4.2.1   Location of Exits, Stairwells and Elevators: 
  

 See Appendix A, Table 7.  
 

8.1.4.2.2   Primary and Alternate Exit Routes:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 
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 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

8.1.4.2.3   Assembly Areas: 
 

 See Appendix A, Table 10.  
 

 8.1.4.2.4   Procedures to Account for Occupants:  
  

    EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP Wardens at assembly area. 
 

 Runner/Warden message to EAP Director 
 

8.1.4.3   Building Components: 
 
8.1.4.3.1   Access to and Egress from the Building:  

 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to 

prevent overcrowding. 
 

 Monitor emergency for changing conditions. 

 
8.1.4.3.2   Elevator Operation:  

 
 Recall all elevators to limit movement of occupants until safe use is determined, 

and to prevent air movement in the building. 
 

 If the lobby is the location of the incident use caution not to expose occupants on 
elevators at the time of recall. 

 
 Make announcement to occupants regarding the status of elevators.  

 
 Prepare to staff the “H” bank elevator for evacuation of occupants needing 

assistance.  



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

56

 
    Use Alternate communication plan if the lobby Fire Command Station affected. 

 
 Use elevators to remove people away from the affected area if stairwells are 

unusable. 
 

8.1.4.3.3   Ventilation System Operation:  
 

 Shut-off HVAC system, window air conditioners, package units, outside air 
intakes and mixers if outside conditions are unknown or suspected to be 
dangerous, or if directed by Competent Legal Authority or Official 
Announcement.  See Appendix A, Table 7. 

 

8.1.4.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 EAP Director should make an announcement over the public address system 

advising all occupants to keep away from windows and, if safety permits, have 
deputy wardens/ searchers close any open windows. 

 

8.1.4.3.5   Interior doors & fire doors: 
 

 Maintain in closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

8.1.4.3.6   Utilities:  
 
 Gas: N/A 
 Steam: N/A 
 Water: N/A 
 Electric: N/A 

 
8.1.4.3.7   Fuel Oil Storage Tanks and Piping: 

 
 N/A 

 

8.2   Non-Business Hour Procedures: 
 

o During non-business hours when a Fire Safety/EAP Director is not required to be 
on duty but there are occupants in the building, the building is staffed by a Fire 
Safety/EAP Building Evacuation Supervisor who will staff the Fire Command 
Station. Occupants shall report their destination to the Building Evacuation 
Supervisor for accountability and notification in the event of an emergency. In the 
absence of available brigade personnel, the Fire Safety/EAP Building Evacuation 
Supervisor will implement applicable parts of the EAP and make proper 
notifications to 911 and informative announcements when necessary.  
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9.   Emergency Action Plan - Natural Disaster: 
 
Set forth below are the procedures that will be implemented during regular business hours in the 
event of a natural disaster. 
The EAP Director, upon notification that a Natural Disaster has occurred affecting the building, 
the perimeter of building or the immediate geographical area shall take the following actions:  

 
 Report to the Lobby Fire Command Station or designated alternate location for 

communication and control of incident. See Appendix A, Table 7. 

 
 Immediately initiate Emergency Action Plan and have the EAP Staff don uniform Vest. 

 
 Call 911 to report incident to the Police, EMS and the Fire Department if the occurrence 

is local to the building. 
 

 Notify Building Engineering, Building Security and Building Management. 
 

 Make information announcement to building occupants as soon as possible to prevent 
mass evacuation. 

 
 The announcement shall include the following information: 

 
1. What has occurred 
2. Where it has occurred 
3. What provisions of the Emergency Action Plan will be implemented 
4. Why is it necessary to implement this provision of the Emergency Action Plan 

 
 Recall all elevators to limit movement of occupants until safe use is determined. 

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 

 Determine if Shelter-In-Place, In-Building Relocation, Partial Evacuation or Full 
Evacuation will best keep the occupants safe. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 
 Aid occupants needing assistance with evacuation by use of the “H” bank, operator run 

elevator, if consistent with safety.    
 

 If immediate evacuation is necessary, determine best route away from the incident or use 
all available exits. Communicate this information to occupants as soon as possible. 

 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

  
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan.  
 
 Ascertain extent of any injuries and request EMS response from 911.  
 
 Have engineering staff conduct survey of area of incident if consistent with safety. 
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 If building damage occurs, isolate incident area whether it is inside or outside the 

building. 
 

 Establish a safety zone around the area of damage.  
 
 Follow corporate emergency notifications procedures.   

 

Additional Information: 
 

Weather Disasters:  
 

 Severe Weather can be dangerous and harm people and property. 
 A category 3 or 4 hurricane can cause severe wind and water damage to buildings as well 

as broken windows. 
 Thunderstorms and lightning can cause injuries and electrical equipment damage. 
 Flash flooding will affect below grade areas and mechanical and electrical equipment. 
 Severe heat or cold will tax utility and transportation services. 

 

Action Steps: 
 

 Monitor available broadcast information when weather “Warning or Watch” is in effect. 
 Secure outdoor objects around building and on the roof that may cause glass breakage or 

injury. 
 Advise occupants to shelter away from windows. 
 Maintain emergency supply of fuel, water and non-perishable food. 

 

Earthquakes: 
   

 Although earthquakes are uncommon in the New York City area, tremors occasionally 
occur. 

 Earthquakes strike suddenly, without warning. 
 Earthquakes can occur any time of the year and at any time of the day or night. 
 Expect utilities to be disrupted after an earthquake or severe tremor. 

 

Action Steps: 
 

 At the first sign of a tremor building occupants should: 
1. Get away from windows or objects that can fall.  
2. Take cover in a doorway or under a solid piece of furniture 
3. Protect your head and neck with your arms. 
4. Cover your nose and mouth to avoid breathing toxic dust. 

 Survey building utilities for possible disruptions or broken pipes. 
 Check for possible fire due to broken pipes and severed electric service lines. 
 Evacuate or relocate occupants if building structure is severely damaged.  

 

      9.1.1   Shelter in Place - Natural Disaster: 
 

9.1.1.1   General Procedures: 
 

 Use shelter in place procedure when the safety of occupants would be best served by 
having them remain at their work location.   
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 Make proper announcement from PA system at Fire Command Station followed by 

frequent updates of status of emergency. 
 

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan. See Appendix A, Table 7. 

 
 “Shelter in Place” would be called for when an event occurs in a location -  

1. That poses no immediate threat to your building. 
2. That is directly outside your building contaminating the immediate area. 
3. Occurs in an area of your building (e.g. lobby damage) that prevents evacuation.  

 
 Continue to monitor available information about the incident, and take appropriate action. 

 

9.1.1.2   Building Components or Systems: 
 

9.1.1.2.1   Access to and Egress from the Building:  
 

 Access can be normal if the emergency is not affecting the building and visitors are 
cleared by security. 
 

 Consider limiting access to building if there is a possibility of exposing visitors to the 
emergency. 
  

 Discourage or limit egress from building until exterior is declared safe by a Competent. 
Legal Authority, Official Announcement, or by the EAP Director and/or EAP Brigade.  

  

9.1.1.2.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until safe use is determined. 
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at the time of recall. 

 
 Make announcement to occupants on elevator status. 

 
 Prepare to staff the “H” bank elevator for relocation of occupants needing assistance. 

 

9.1.1.2.3   Ventilation System Operation:  
  

 N/A 
 

9.1.1.2.4   Openable windows:  
 

 As a general rule, keep all windows in closed position. 
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  
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 9.1.1.2.5   Interior Doors & Fire Doors:  
 

 Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

9.1.1.2.6   Utilities:  
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points. 
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
         

 See Appendix A, Table 7. 
 

 9.1.1.2.7   Fuel Oil Storage Tanks and Piping:  
 

 If conditions permit, the Engineering Staff will survey conditions at Emergency 
Generator room.  

 
 Section valves and shut-off valves located can be used to limit any known or suspected 

damage. 
 

 See Appendix A, Table 7. 
 
 

9.1.2   In - Building Relocation - Natural Disaster: 

 
9.1.2.1   General Procedures: 

 
 Institute the “In Building Relocation” procedures when analysis of the 

circumstances of the emergency requires occupants to be relocated from one area 
of the building to another more secure area.  

 
 “In Building Relocation” is used when it is determined by the EAP Director and or 

the EAP Brigade or by a Competent Legal Authority or Official Announcement 
that the exterior conditions are unknown or suspected to be dangerous or 
contaminated. 

 
 Relocate occupants from most severely exposed side or area of the building first. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 
 If building damage occurs, isolate incident area whether it is inside or outside the 

building. 
 

 Establish a safety zone around the area of damage.  
 

 The location of the incident will determine the course of action to be followed. 
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 Call 911 to report incident to the Police, EMS and the Fire Department if the 

occurrence is local to the building. 
 

 If the lobby Fire Command Station is affected by the incident it will be necessary 
to institute the alternate communication plan. See Appendix A, Table 7. 

 
 Relocation within the building shall be undertaken in such a way as to minimize 

the overcrowding of floors and in-building relocation areas through the use of 
multiple stairways, floors and in-building relocation areas when safety permits. 

 

9.1.2.2   Specific In-Building Relocation Requirements: 
 

9.1.2.2.1   Designated In-Building Relocation Areas:   
 

 See Appendix A, Table 8. 

 

9.1.2.2.2   Designated Routes to Relocation Areas: 
 

 See Appendix A, Table 9.  
 

 The “H” bank elevator under operator control will be used for persons needing assistance. 
 

 Always select the route most remote from the incident or hazards. 
 

 Avoid the use of the “A” fire tower for an event or threat that is located outside of the 
building. 

 

 9.1.2.2.3   Procedures to Account for Occupants:  
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Warden Phone message to EAP Director following relocation. 
 

 Warden phone message to EAP. 
                                                

9.1.2.3   Building Components: 
 

9.1.2.3.1   Access to and Egress from the Building:  
 

 Consider limiting access to the building unless persons are cleared by security. 
 

 Deny access if incident is directly affecting the building.  
 

 Consider limiting or Discourage egress from the building until outside area is declared 
safe by the EAP director or competent legal authority or official announcement.   

 

            9.1.2.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until safe use is determined. 
 

 Make announcement to occupants regarding elevator status.  
 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

62

 
 If the lobby is the location of the incident, use caution not to expose occupants on 

elevators at the time of recall. 
 

 Prepare to staff the “H” bank elevator for relocation of occupants needing assistance. 
 

9.1.2.3.3   Ventilation System Operation: 
 

 N/A 
 

9.1.2.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an explosive incident.  

 

9.1.2.3.5   Interior Doors & Fire Doors:  
 
 Keep all fire doors in the closed and unlocked in the closed. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 

9.1.2.3.6   Utilities:  
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points. 
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
         

 See Appendix A, Table 7.  
 

9.1.2.3.7   Fuel Oil Storage Tanks Piping:  
 

 If conditions permit, the Engineering Staff will survey conditions at Emergency 
Generator room.  

 
 Section valves and shut-off valves located can be used to limit any known or suspected 

damage. 
 

 See Appendix A, Table 7. 
 

9.1.3   Partial Evacuation - Natural Disaster: 
 

9.1.3.1   General Procedures: 
 

 Institute the “Partial “Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from one area of the building to an 
assembly site out of the building.  
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 Partial “Evacuation” is used when it is determined by the EAP Director and /or the EAP 

Brigade or by a Competent Legal Authority or Official Announcement that conditions 
exist in or around the building that are suspected to be dangerous or contaminated. 

 
 Consider partial evacuation of floors directly affected by the emergency, for example, 

lower floors for flooding or upper floors for a hurricane. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 The location of the incident and any resulting structural damage will determine the course 
of action to be followed. 

 
 Call 911 to report incident to the Police, EMS and the Fire Department if the occurrence 

is local to the building. 
 

 Relocate occupants from most severely exposed side or area of the building first.  
 

 If building damage occurs, isolate incident area whether it is inside or outside the 
building. 

 
 Establish a safety zone around the area of damage.  

 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate route 

area if outside air is contaminated.  
 

 An incident occurring in the Lobby may affect all areas opening onto this space.  
  

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan.  See Appendix A, Table 7. 

 

9.1.3.2   Specific Partial Evacuation Requirements: 
 

9.1.3.2.1   Location of Exits, Stairwells and Elevators:  
 
 See Appendix A, Table 7.  

 

9.1.3.2.2   Primary and Alternate Exit Routes:   
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  
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 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

9.1.3.2.3   Assembly Areas:  
 

 Use as necessary dependent on incident. 
 

 See Appendix A, Table 10.   
  

9.1.3.2.4   Procedures to Account for Occupants: 
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP Wardens at assembly area.  
 

 Runner/Warden message to EAP Director. 
 

9.1.3.3   Building Components: 
 

9.1.3.3.1   Access to and Egress from the Building:   
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to 

prevent overcrowding. 
 

 Monitor emergency for changing conditions. 
 

9.1.3.3.2   Elevator Operation:  
 

 Recall all elevators to limit movement of occupants until safe use is determined.  
 

 If the lobby is the location of the incident, use caution not to expose occupants on 
elevators at the time of recall. 

 
 Make announcement to occupants regarding status of elevators.  

 
 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  

 
 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

65

 

9.1.3.3.3   Ventilation System Operation: 
 

 N/A 
 

9.1.3.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an explosive incident.  

 

9.1.3.3.5   Interior Doors & Fire Doors:  
 
 Keep all fire doors in the closed and unlocked position.  

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 

9.1.3.3.6   Utilities:  
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points. 
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
         

 See Appendix A, Table 7.  
 

9.1.3.3.7   Fuel Oil Storage Tanks Piping:  
 
 If conditions permit, the Engineering Staff will survey conditions at Emergency 

Generator room.  
 

 Section valves and shut-off valves located can be used to limit any known or suspected 
damage. 

 
 See Appendix A, Table 7. 

 

9.1.4   Evacuation - Natural Disaster: 
 

9.1.4.1   General Procedures: 
 

 Institute the ““Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from the building.  
 

 “Evacuation” is used when it is determined by the EAP Director and /or the EAP Brigade 
or by a Competent Legal Authority or Official Announcement that conditions exist in or 
around the building that are suspected to be dangerous or contaminated.  
 

 Consider evacuation of floors most affected by the incident first, for example, ground 
floor, lower floors for a flooding condition, or upper floors for a hurricane. 

 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

66

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 The location of the incident will determine the course of action to be followed. 
 

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan.  See Appendix A, Table 7.  

 
 If consistent with safety, isolate the incident area, establish a safety zone and deny entry. 

 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate route 

area if outside air is contaminated.  
 

 An incident occurring in the Lobby may affect all areas opening onto this space.  
 

  9.1.4.2   Specific Evacuation Requirements: 
 

  9.1.4.2.1   Location of Exits, Stairwells and Elevators: 
  
 See Appendix A, Table 7.  

 

9.1.4.2.2   Primary and Alternate Exit Routes:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control will be used for persons needing assistance. 

 

9.1.4.2.3   Assembly Areas:  
 
 Use as necessary dependent on incident.  

 
 See Appendix A, Table 10. 
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9.1.4.2.4   Procedures to Account for Occupants:  
  
 EAP Deputy Wardens and Searchers conduct floor search. 

 
 Roll call by EAP Wardens at assembly area.  

 
 Runner/Warden message to EAP Director. 

 

9.1.4.3   Building Components: 
 

9.1.4.3.1   Access to and Egress from the Building:  
 

 Consider denying access into building under conditions requiring evacuation. 
 

 Evacuate most severely exposed floors first.                
  

 EAP Director will use the Public Address System to: 
 

1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to prevent 

overcrowding. 
 

 Monitor emergency for changing conditions. 

 
9.1.4.3.2   Elevator Operation:  

 
 Recall all elevators to limit movement of occupants until elevator use is determined safe. 

  
 If the lobby is the location of the incident use caution not to expose occupants on 

elevators at the time of recall. 
 

 Make announcement to occupants regarding the status of elevators.  
 

 Prepare to staff the “H” bank elevator for evacuation of occupants needing assistance.  
 

 Use Alternate communication plan if the lobby Fire Command Station affected. 
 

 Use elevators to remove people away from the affected area if stairwells are unusable. 
 

       9.1.4.3.3   Ventilation System Operation:  
 

 N/A 
 

                9.1.4.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 
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 Window glass can pose a serious hazard in an escalating incident. 

 

9.1.4.3.5   Interior Doors & Fire Doors:  
 

 Keep all doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
        

9.1.4.3.6   Utilities:  
 

 If conditions permit, the Engineering Staff will survey conditions at utility entry points. 
 

 Section valves and shut off valves can be used to limit any known or suspected damage. 
         

 See Appendix A, Table 7.  
 

9.1.4.3.7   Fuel Oil Storage Tanks and Piping: 
 
 If conditions permit, the Engineering Staff will survey conditions at Emergency 

Generator room.  
 

 Section valves and shut-off valves located can be used to limit any known or suspected 
damage. 

 
 See Appendix A, Table 7. 

 

9.2   Non-Business Hour Procedures: 
 

o During non-business hours when a Fire Safety/EAP Director is not required to be 
on duty but there are occupants in the building, the building is staffed by a Fire 
Safety/EAP Building Evacuation Supervisor who will staff the Fire Command 
Station. Occupants shall report their destination to the Building Evacuation 
Supervisor for accountability and notification in the event of an emergency. In the 
absence of available brigade personnel, the Fire Safety/EAP Building Evacuation 
Supervisor will implement applicable parts of the EAP and make proper 
notifications to 911 and informative announcements when necessary.  
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10.   Emergency Action Plan for Other Emergency: 
 
The EAP Director, upon notification that a Power Loss or Blackout has occurred affecting the 
building or the immediate geographical area shall take the following actions:  

 
 Report to the Lobby Fire Command Station or designated alternate location for 

communication and control of incident. See Appendix A, Table 7. 

 
 Immediately initiate the Emergency Action Plan and have the EAP Staff don uniform 

Vest. 
 

 Follow corporate emergency notifications procedures. 
 
 Notify Building Engineering, Building Security and Building Management. 
 
 Make information announcement to building occupants to prevent mass evacuation. 

 
 The announcement shall include the following information: 

 
1. What has occurred 
2. Where it has occurred 
3. What provisions of the Emergency Action Plan will be implemented 
4. Why is it necessary to implement this provision of the Emergency Action Plan 

 
 The Safety of building occupants is the main concern and comfort a secondary concern 
 
 Recall all elevators using emergency generator power until safe use is determined. 
 
 Check all elevators for possible entrapments.  
 
 Call 911 operator for elevator entrapments with injuries or panicked occupants. 
 
 For a non-emergency entrapment, notify elevator service contractor for response. 
 
 Ensure proper operation of emergency generator, life safety systems, class E system, 

emergency lighting and all associated equipment. 
 
 Ensure operation of emergency communication phones and data centers. 

 
 Determine if Shelter-In-Place, In-Building Relocation, Partial Evacuation or Full 

Evacuation will best keep the occupants safe. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 
 Ability to Shelter in Place for extended period of time will depend on emergency 

supplies. 
 
 Aid occupants needing assistance with evacuation by use of the “H” bank, operator run 

elevator, on emergency power.    
 

 If immediate evacuation is necessary, determine best route away from the incident or use 
all available exits. Communicate this information to occupants as soon as possible. 
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 Have engineering staff conduct survey of area of incident if consistent with safety.  
 
 Survey outside perimeter for smoke emitting from sidewalk/street transformer vaults or 

street manholes in proximity to the building. 
 
 Be aware that a fire or explosion can occur in these vaults or manholes that result in 

shattered windows or other building damage. 
 
 Have building occupants keep away from windows (depending on cause of incident) to 

prevent injuries. 
 
 Alert Fire Department to any Class “E” system failure: (212) 570-4300. 
 
 Engineers to follow electrical control disconnect protocols. 
 
 If incident area is directly outside the building, isolate the area to prevent injuries to 

pedestrians if consistent with safety.  
 
 Monitor broadcast information about the incident paying attention to any “Official 

Announcements”. 
 

Additional Information: 
 
 Emergency Generator located on Cellar level.  

 
 Main Electric Equipment Switchgear Room is on the Cellar Level. 

 
 Approximate duration of emergency generator 24 hours. 
 
 The Emergency Generator will operate:  
 

• Stairway lighting 
 

• Exit Signs 
 

• Class “E” fire alarm system  
 

• Public address system and warden phones. 
 
• Emergency phones and PBX 

 

• Fire and house pumps 
 

• Elevators, one at a time only per each bank. 
 
• Security Equipment       
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10.1.1   Shelter in Place:   
 

10.1.1.1   General Procedures: 
 

 Use shelter in place procedure when the safety of occupants would be best served by 
having them remain at their work location.   
 

 Make proper announcement from PA system at Fire Command Station followed by 
frequent updates of status of emergency. 

 
 If the lobby Fire Command Station is affected by the incident it will be necessary to 

institute the alternate communication plan. See Appendix A, Table 7. 
 

 “Shelter in Place” would be called for when an event occurs in a location -  
1. That poses no immediate threat to your building. 
2. That is directly outside your building contaminating the immediate area. 
3. Occurs in an area of your building (lobby damage) that prevents evacuation.  

 
 Continue to monitor available information about the incident, and take appropriate action. 

 

10.1.1.2   Building Components: 
 

10.1.1.2.1   Access and Egress to Building:  
 

 As a general rule, admit only emergency personnel until power is restored. 
 

 Access can be normal if the emergency is minor, expected to be of short duration and 
visitors are cleared by security. 
 

 Consider limiting access to building if there is a possibility of exposing visitors to the 
emergency incident area. 

            
 Discourage or limit egress from building until exterior is declared safe by a Competent 

Legal Authority, Official Announcement, or by the EAP Director and/or EAP Brigade.  
 

10.1.1.2.2   Elevator Operation:  
 

 Recall all elevators using emergency generator power until safe use is determined. 
 
 Check all elevators for possible entrapments.  

 
 Make announcement to occupants regarding elevator status. 

 
 Prepare to staff the “H” bank elevator and operate under emergency generator power for 

relocation of occupants needing assistance. 
 

 Call 911 operator for elevator entrapments with injuries or panicked occupants. 
 
 For a non-emergency entrapment, notify elevator service contractor for response 
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10.1.1.2.3   Ventilation System Operation:  
  

 Operate/Shut down building HVAC system according to building engineering protocol.  
See Appendix A, Table 7. 
 

10.1.1.2.4   Openable Windows:  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows for a sidewalk/street transformer vault or manhole 
incident and, if safety permits, have deputy wardens/ searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  

 

 10.1.1.2.5   Interior Doors & Fire Doors:  
 

     Maintain doors in the closed and unlocked position. 
 

 When available, manually activate fail-safe to facilitate use of re-entry floors. 
 

10.1.1.2.6   Utilities:  
 

 Turn off electric control switches at the Cellar Level Main Switchgear Room.  
          (follow building engineering protocol)  

    
  Engineering staff to monitor emergency generator operation and fuel supply.  

 
 Engineering staff will verify operation of all emergency equipment. 

 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows.   
 

 See Appendix A, Table 7. 

 

10.1.1.2.7   Fuel Oil Storage Tanks & Piping:  
 

  Engineering Staff to check and monitor diesel fuel tank level. 
 

 See Appendix A, Table 7.  

 

10.1.2   In - Building Relocation: 
 

10.1.2.1   General Procedures: 
 
 Institute the “In Building Relocation” procedures when analysis of the 

circumstances of the emergency requires occupants to be relocated from one area 
of the building to another more secure area.  

 
 “In Building Relocation” is used when it is determined by the EAP Director and or 

the EAP Brigade or by a Competent Legal Authority or Official Announcement 
that the exterior conditions are unknown or suspected to be dangerous or 
contaminated. 
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 Relocate occupants from most severely exposed side or area of the building first 

(sidewalk/street transformer vault or manhole incidents) 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
  
 EAP/Director shall make PA announcement to prevent mass evacuation.   
 
 EAP/Director shall determine the best route and announce it over PA system. 

 
 The location and severity of the incident will determine the course of action to be 

followed. Safety of the occupants is the primary concern, comfort a secondary 
concern.  

 
 Relocate occupants away from below grade areas that are in the vicinity of 

Electrical Equipment Rooms. 
 
 Have engineering staff conduct survey of area of incident if consistent with safety.  

 
 Survey outside perimeter for smoke emitting from sidewalk/street transformer 

vaults or street manholes in proximity to the building. 
 
 Be aware that a fire or explosion can occur in these vaults or manholes that result in 

shattered windows or other building damage. 
 
 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the 

building. The EAP Director shall choose an evacuation route that will lead 
occupants away from the incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate 

route if outside air is contaminated.  
 

 An incident occurring in the Lobby may affect all areas opening onto this space.  
  
 If the lobby Fire Command Station is affected by the incident it will be necessary 

to institute the alternate communication plan.  See Appendix A, Table 7. 
 

 Relocation within the building shall be undertaken in such a way as to minimize 
the overcrowding of floors and in-building relocation areas through the use of 
multiple stairways, floors and in-building relocation areas when safety permits.   

 

10.1.2.2   Specific In-Building Relocation Requirements: 
 

10.1.2.2.1   Designated Relocation Areas:   
 

 See Appendix A, Table 8.  

 

 10.1.2.2.2   Designated Routes to Relocation Areas: 
 

 See Appendix A, Table 9. 
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 The “H” bank elevator under operator control and powered by emergency generator 

power will be used for persons needing assistance. 
 

 Select the safest, most remote route from the incident. 
 

 Avoid the use of the “A” fire tower for an event or threat that is located outside of the 
building. 

 

10.1.2.2.3   Procedures to Account for Occupants:  
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 

 Roll call by EAP Wardens following relocating. 
 

 Warden phone message to EAP Director. 
 

 10.1.2.3   Building Components: 
 

10.1.2.3.1   Access and Egress to Building:  
 

 Consider limiting access to the building unless persons are cleared by security. 
 

 Deny access if incident is directly affecting the building. 
             

 Consider limiting or Discourage egress from the building until outside area is declared 
safe by the EAP director or competent legal authority or official announcement.   

 

               10.1.2.3.2   Elevator Operation:  
 

 Recall all elevators using emergency generator power until safe use is determined. 
 
 Check all elevators for possible entrapments.  

 
 Make announcement to occupants regarding elevator status. 

 
 Prepare to staff the “H” bank elevator and operate using emergency generator power for 

relocation of occupants needing assistance. 
 

 Call 911 operator for elevator entrapments with injuries or panicked occupants. 
 
 For a non-emergency entrapment, notify elevator service contractor for response. 

 

10.1.2.3.3   Ventilation System Operation: 
 

 Operate/Shut down building HVAC system according to building engineering protocol.  
See Appendix A, Table 7. 
 

10.1.2.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 
 



850 Third Ave., New York, N.Y. 10022 

© 2006                                               
Quality Fire-Protection     
Consultants Inc.                    

75

 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows for a sidewalk/street transformer vault or manhole 
incident and, if safety permits, have deputy wardens/ searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  

 

10.1.2.3.5   Interior Doors & Fire Doors:  
 
 Keep all doors in the closed and unlocked position. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 

10.1.2.3.6   Utilities:  
 

 Turn off electric control switches at the Cellar Level Main Switchgear Room. (follow 
building engineering protocol). 

 
  Engineering Staff to monitor emergency generator operation and fuel supply.  

 
 Engineering staff will verify operation of all emergency equipment. 

 
 Engineering Staff to check conditions at all utility service entry points. 

 
 See Appendix A, Table 7. 

 

10.1.2.3.7   Fuel Oil Storage Tanks & Piping:  
 

  Engineering Staff to check and monitor diesel fuel tank level.  
 

 See Appendix A, Table 7. 

 

10.1.3   Partial Evacuation: 
 

10.1.3.1   General Procedures: 
 

 Institute the “Partial “Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from one area of the building to an 
assembly site out of the building.  
 

 Partial “Evacuation” is used when it is determined by the EAP Director and /or the EAP 
Brigade or by a Competent Legal Authority or Official Announcement that conditions 
exist in or around the building that are suspected to be dangerous or contaminated. 

 
 Consider partial evacuation of floors directly affected by the emergency, for example, 

lower floors in the area near the electrical utility rooms on “C” level. 
 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
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 The location and severity of the incident and any resulting structural damage will 

determine the course of action to be followed. 
 

 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 
EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate route 

area if outside air is contaminated. 
 

 An incident occurring in the Lobby may affect all areas opening onto this space.  
  

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan.  See Appendix A, Table 7.  

 

10.1.3.2   Specific Partial Evacuation Requirements: 
 

10.1.3.2.1   Location of Exits, Stairwells, and Elevators:  
 

 See Appendix A, Table 7.  
 

10.1.3.2.2   Primary and Alternate Exit Route:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control and using emergency generator power will 

be used for persons needing assistance. 
 

10.1.3.2.3   Assembly Areas:  
 

 Use as necessary dependent on incident.  
 

 See Appendix A, Table 10.   
 

10.1.3.2.4   Procedures to Account for Occupants: 
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 
 Roll call by EAP Wardens at assembly area. 
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 Runner/Warden message to EAP Director. 

 

10.1.3.3   Building Components: 
 

10.1.3.3.1   Access and Egress to Building:   
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to prevent 

overcrowding. 
 

 Monitor emergency for changing conditions. 
 

            10.1.3.3.2   Elevator Operation:  
 

 Recall all elevators using emergency generator power until safe use is determined. 
 
 Check all elevators for possible entrapments.  

 
 Make announcement to occupants regarding elevator status. 

 
 Prepare to staff the “H” bank elevator and operate using emergency generator power for 

relocation of occupants needing assistance. 
 

 Call 911 operator for elevator entrapments with injuries or panicked occupants. 
 
 For a non-emergency entrapment, notify elevator service contractor for response 

 

10.1.3.3.3   Ventilation System Operation: 
 

 Operate/Shut down building HVAC system according to building engineering protocol.  
See Appendix A, Table 7. 

 
      10.1.3.3.4   Openable Windows:  

 
 As a general rule, keep all windows in closed position.  

 
 EAP Director should make an announcement over the public address system advising all 

occupants to keep away from windows and, if safety permits, have deputy wardens/ 
searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  
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10.1.3.3.5   Interior Doors & Fire Doors:  
 
 Keep all fire doors unlocked in the closed position.  

 
 As a general rule, maintain interior doors closed.   

 
 Do not chock any doors in the open position. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 

10.1.3.3.6   Utilities:  
 

 Turn off electric control switches at the Cellar Level Main Switchgear Room. (follow 
building engineering protocol). 

    
  Engineering staff to monitor emergency generator operation and fuel supply.  

 
 Engineering staff will verify operation of all emergency equipment. 

 
 Engineering staff to check conditions at all utility service entry points. 

 
 See Appendix A, Table 7. 

 

10.1.3.3.7   Fuel Oil Storage Tanks & Piping:  
 

  Engineering Staff to check and monitor diesel fuel tank level.  
 

 See Appendix A, Table 7. 
 

10.1.4   Evacuation: 
 

10.1.4.1   General Procedures: 
 

 Institute the ““Evacuation” procedures when analysis of the circumstances of the 
emergency requires occupants to be evacuated from the building to an assembly site out 
of the building.  
 

 “Evacuation” is used when it is determined by the EAP Director and /or the EAP Brigade 
or by a Competent Legal Authority or Official Announcement that conditions exist in or 
around the building that are suspected to be dangerous or contaminated.  
 

 Consider evacuation of floors most affected by the incident first, for example, ground 
floor, lower floors in the Electric Main Switchgear Room on “C” level. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 

 
 To identify people who require assistance to evacuate, EAP Director should refer to 

Addendum 1. 
 

 The location of the incident will determine the course of action to be followed. 
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 The “B” stairs lead to the lobby and the “A” stairs lead to the outside of the building. The 

EAP Director shall choose an evacuation route that will lead occupants away from the 
incident. 

 
 The “A” stairway is open to the outer air. The “B” stairs may serve as an alternate route 

area if outside air is contaminated.  
 

 If the lobby Fire Command Station is affected by the incident it will be necessary to 
institute the alternate communication plan.  See Appendix A, Table 7.  

 
 If consistent with safety, isolate the incident area, establish a safety zone and deny entry. 

 

10.1.4.2   Specific Evacuation Requirements: 
 

10.1.4.2.1   Location of Exits, Stairwells, and Elevators: 
  
 See Appendix A, Table 7.  

 

10.1.4.2.2   Primary and Alternate Exit Route:  
 
 The “B” stairways are designated as the primary exit routes dependent upon stairway 

terminus location and location of incident.  See Appendix A, Table 9.  
 

 The “F” and “G” bank elevators are designated as the alternate or additional exit routes 
once evaluated and deemed safe by the EAP Director.  See Appendix A, Table 9. 

 
 Actual routes will be dependent on the location of emergency.  

 
 Actual routes will be announced by the EAP director over PA system. 

 
 For an event that prevents evacuation through the lobby, use stairway “A”. 

 
 Use all available routes if conditions allow safe use. 

 
 The “H” bank elevator under operator control and using emergency generator power will 

be used for persons needing assistance. 
 

10.1.4.2.3   Assembly Areas:  
 

 Use as necessary dependent on incident.  
 

 See Appendix A, Table 10.  
 

10.1.4.2.4   Procedures to Account for Occupants: 
 

 EAP Deputy Wardens and Searchers conduct floor search. 
 
 Roll call by EAP Wardens at assembly area. 

 
 Runner/Warden message to EAP Director. 

 

10.1.4.3   Building Components: 
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10.1.4.3.1   Access and Egress to Building:   
 
 Consider denying access into building under conditions requiring evacuation. 

 
 Evacuate most severely exposed floors first.                

  
 EAP Director will use the Public Address System to: 

 
1. Provide information on the safest egress route 
2. Prevent use of unsafe stairways 
3. Restrict or allow elevator use 
4. Redirect the building’s occupants between stairways and elevator banks to prevent 

overcrowding. 
 

 Monitor emergency for changing conditions. 

 
            10.1.4.3.2   Elevator Operation:  

 
 Recall all elevators, and turn off emergency generator power to all but “H” as per 

building protocol. 
 

 Check for any trapped occupants. 
 

 Make announcement to occupants regarding elevator status.  
 

 Prepare to staff the “H” bank elevator and operate using emergency generator power for 
relocation of occupants needing assistance. 

 

10.1.4.3.3   Ventilation System Operation: 
 

 Follow Engineering protocol to Shut-down HVAC system.  See Appendix A, Table 7. 

 

10.1.4.3.4   Openable Windows:  
 

 As a general rule, keep all windows in closed position.  
 

 EAP Director should make an announcement over the public address system advising all 
occupants to keep away from windows for a sidewalk/street transformer incident and, if 
safety permits, have deputy wardens/ searchers close any open windows. 

 
 Window glass can pose a serious hazard in an escalating incident.  

 

10.1.4.3.5   Interior Doors & Fire Doors:  
 
 Keep all fire doors in the closed and unlocked position. 

 
 When available, manually activate fail-safe to facilitate use of re-entry floors. 
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10.1.4.3.6   Utilities:  

 
 Turn off electric control switches at the Cellar Level Main Switchgear Room. (follow 

building engineering protocol). 
 
  Engineering staff to monitor emergency generator operation and fuel supply.  

 
 Engineering staff will verify operation of all emergency equipment. 

 
 Engineering Staff to check conditions at all utility service entry points. 

 
 See Appendix A, Table 7. 

 

10.1.4.3.7   Fuel Oil Storage Tanks and Piping:  
 

  Engineering staff to check and monitor diesel fuel tank level.  
 

 See Appendix A, Table 7. 

 

 

10.2   Non-Business Hour Procedures: 
 

o During non-business hours when a Fire Safety/EAP Director is not required to be 
on duty but there are occupants in the building, the building is staffed by a Fire 
Safety/EAP Building Evacuation Supervisor who will staff the Fire Command 
Station. Occupants shall report their destination to the Building Evacuation 
Supervisor for accountability and notification in the event of an emergency. In the 
absence of available brigade personnel, the Fire Safety/EAP Building Evacuation 
Supervisor will implement applicable parts of the EAP and make proper 
notifications to 911 and informative announcements when necessary.  
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11. Building Information Card: 
 
11.1 Annexed to this Emergency Action Plan, as Appendix B, is the building 

information card required by 3 RCNY 6-02 (d)(9). 
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12.   Consultation with Neighboring Buildings: 

 
12.1 Neighboring buildings consulted: 
          See Addendum 2 
         
12.1.1 Address: 
         See Addendum 2 
 
12.1.2 Owner: 
         See Addendum 2 

 
12.2   Agreements reached with neighboring building regarding EAP: 
        See Addendum 2 
 












Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:  850 Third Ave., New York, N.Y. 10022 

 
Fire Safety/EAP Director 

 
Name:                                            George Piniella 
 
FDNY Certificate of Fitness No. F25 or F58 85646370 
                                                      F59  85970820              
 
Regular work location:                Basement office 
 
Regular work hours:                    8am-5pm M-F 
 
Telephone:                                    212-752-9071 
 
Cellular Telephone:                      646-210-7614 
 
Fax:                                               212-826-6187 
 
E-mail Address:                            jpiniella@shorenstein.com 
 
Other Contact Information:           Radio, Nextel 
 
 
 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
 
 
(Complete separate sheet for each Fire Safety/EAP Director) 
 

         Revised 7/2011 



Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:  850 Third Ave., New York, N.Y. 10022 

 
 Deputy Fire Safety/EAP Director 

 
Name:                                           Chris Ragsdale 
 
FDNY Certificate of Fitness No. F25 or F58 82599010 
                                                     F59        
 
Regular work location:               Throughout building 
 
Regular work hours:                   10am-6pm Monday-Friday 
 
Telephone:                                   212-752-9071 
 
Cellular Telephone:                     646-201-1212 
 
Fax:                                              212-826-6187 
 
E-mail Address:                           N/A 
 
Other Contact Information:          Radio, Nextel 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
 
 
 
(Complete separate sheet for each Deputy Fire Safety/EAP Director 
 
 
 

         Revised 6/2011  
 



Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:  850 Third Ave., New York, N.Y. 10022 

 
 Deputy Fire Safety/EAP Director 

 
Name:                                           Joel D’Alessio 
 
FDNY Certificate of Fitness No. F25 or F58 85845923 
                                                     F59        
 
Regular work location:               Throughout building 
 
Regular work hours:                   8am-5pm Monday-Friday 
 
Telephone:                                   212-752-9071 
 
Cellular Telephone:                     646-201-1212 
 
Fax:                                              212-826-6187 
 
E-mail Address:                           N/A 
 
Other Contact Information:          Radio, Nextel 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
 
 
 
(Complete separate sheet for each Deputy Fire Safety/EAP Director 
 
 
 

         Revised 6/2011 
 



Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:               850 Third Avenue, New York, NY 10022 

 
Fire Safety/EAP Building Evacuation Supervisor 

 
Name:                                           Stephen Scales 
 
FDNY Certificate of Fitness No. N/A 
 
Regular work location:                Lobby 
 
Regular work hours:                    4pm-12am M-F 
 
Telephone:                                   212 752 9071 
 
Cellular Telephone:                     N/A 
 
Fax:                                              N/A 
 
E-mail Address:                           N/A 
 
Other Contact Information:          Radio, Nextel 
 
 
 
 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
(Complete separate sheet for each Fire Safety/EAP Building evacuation Supervisor) 
 

 
 
         Revised 6/2011 
 



 

Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:               850 Third Avenue, New York, NY 10022 

 
Fire Safety/EAP Building Evacuation Supervisor 

 
Name:                                           Arthur McCall 
 
FDNY Certificate of Fitness No. N/A 
 
Regular work location:                Lobby 
 
Regular work hours:                    12am-8am (Mon-Fri) 
 
Telephone:                                   212 752 9071 
 
Cellular Telephone:                     N/A 
 
Fax:                                              N/A 
 
E-mail Address:                           N/A 
 
Other Contact Information:          Radio, Nextel 
 
 
 
 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
(Complete separate sheet for each Fire Safety/EAP Building evacuation Supervisor) 
 

 
         Revised 5/20/10 
 



 

Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:               850 Third Avenue, New York, NY 10022 

 
Fire Safety/EAP Building Evacuation Supervisor 

 
Name:                                           Chris Ragsdale Jr. 
 
FDNY Certificate of Fitness No   N/A 
 
Regular work location:                 Lobby 
 
Regular work hours:                    12am-12pm (Sat-Sun) 
 
Telephone:                                   212 752 9071 
 
Cellular Telephone:                     N/A 
 
Fax:                                              212-826-6187 
 
E-mail Address:                           N/A                          
 
Other Contact Information:          Radio, Nextel 
 
 
 
 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
(Complete separate sheet for each Fire Safety/EAP Building evacuation Supervisor) 
 

 
         Revised 6/2011 
 



 
 
 

Appendix A 

 
Attachment 1 

 

EAP Staff Designation Form 

 

Building Address:               850 Third Avenue, New York, NY 10022 

 
Fire Safety/EAP Building Evacuation Supervisor 

 
Name:                                           Ivan Delgado 
 
FDNY Certificate of Fitness No. N/A 
 
Regular work location:                Lobby 
 
Regular work hours:                    12pm-12am Saturday and Sunday 
 
Telephone:                                   212 752-9071 
 
Cellular Telephone:                     N/A 
 
Fax:                                              212-826-6187 
 
E-mail Address:                           N/A 
 
Other Contact Information:          Radio, Nextel 
 
 
 
 
 
 
 
 
                                                              _____________________________      _______ 
                                                              Owner or Authorized Representative      Date 
 
 
(Complete separate sheet for each Fire Safety/EAP Building evacuation Supervisor) 

 
         Revised 6/2011 
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Floor # Occupants Floor # Occupants Floor # Occupants

Cellar 25

1 10

2 65

3 95

4 95

5 110

6 90

7 90

8 75

9 110

10 85

11 70

12 95

13 95

14 Vacant

15 85

16 85

17 20

18 60

19 60

20 40

21 25

1485 0 0

Total 1485

       visitors) on a typical day is as follows:

Emergency Action Plan 3 RCNY §6-02

Appendix A

Table 6

       As per 3 RCNY 6-02 (g)(3)(i), the number of building occupants on each floor (including 

Building Address: 850 Third Ave., New York, N.Y. 10022
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Stairways

Letter designation EAP or other title

Stairway "A" Director of Security

Emergency Action Plan 3 RCNY §6-02

Building Address 850 Third Ave., New York, N.Y. 10022

   Steam 

   Other utility

Chief Engineer

EAP or other title

   Fuel oil

   Electrical

Chief Engineer

   Natural gas

Chief Engineer

Chief Engineer

N/A

3. Fuel oil storage systems and associated pumps and piping, and electrical, natural gas, steam and 

other utility operations:

Bank F - Cars 2,3,6 and 7 Engineer assesses

Bank H - Car 11

Chief Engineer assesses and operates for people 

needing assistance

Bank E - Cars 1,4 and 5

Bank G - Cars 8,9 and 10

Engineer assesses

Chief Engineer assesses

2. Elevator operations:

Elevator bank and car numbers
(i.e. Bank A, Cars 1 through 6) EAP or other title

EAPD

Building entrances/exits

Location/designation EAP or other title
3rd Ave./ Main entrance

Appendix A

1. Access to and egress from entrances/ exits and stairways:

Table 7

Complete this table to indicate, in the event of an emergency, what actions may be taken with regard to specific building 

components, and those individuals, identified by title, that will be responsible to take such actions and communicate their findings 

back to the EAP Director. If procedures for one type of emergency are identical (in whole or in part) to those for another emergency, 

a statement to that effect is sufficient and the information need not be repeated. Add additional sheets as needed. 

Stairway "D"

Director of Security

Security

Security

52nd St./ Freight area Security

Stairway "B"

Stairway "C"

51st St./ Stairway "A" Director of Security
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Primary

Secondary

Additional 

Additional 

In the event the lobby fire command station has been compromised the Superintendent's office in the basement 

will be used as an alternate location for communication and control of the incident.

Building Address: 850 Third Avenue, New York, N.Y. 10022

Walkie-Talkie

PA system

PA system

Bullhorns

Walkie-Talkie

PA system

5. Communication: List the primary and alternate means available for communicating within the building to 

EAP staff, building occupants and critical operations staff (i.e. class E-PA system, two way radios, cell 

phones, etc):

EAP Staff Building Occupants Critical operations staff

HVAC equipment

Smoke management systems

Chief Engineer

Chief Engineer

4. Ventilation system operations: (including heating, ventilation and air conditioning equipment and smoke                      

management systems)

Zone # Upper and Lower EAP or other title

Table 7

Emergency Action Plan 3 RCNY §6-02

Appendix A
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       Assembly area # 

Location-

Distance-

Capacity-

Employer(s)

Location-

Distance-

Capacity-

Employer(s)

Building address:

Emergency Action Plan 3 RCNY §6-02

Appendix A

Table 10

Employer (s) : The titles of those responsible to account for employees after being evacuated

U.N. Park at 1st Avenue and 51st St.

400'

Assembly Areas

Location:  If assembly area is a building provide address, if outdoors give location 

Distance:  Indicate approximate distance of assembly area from building in feet

Capacity:  Indicate the maximum number of occupants that the assembly area can accommodate

1

3,000

Floor wardens and deputy floor wardens

    Assembly area #

Central Park - Sheppard's Field

2400'

3,000

2

Floor wardens and deputy floor wardens

850 Third Ave., New York, N.Y. 10022



Building Information: Fire Protection Systems:

Address:    850 Third Ave New York, NY 10022 Standpipe Locations:    Stair A, B (11fl.-21fl.), C, D     

A/K/A:      838-852 3rd Avenue S/P Isolation Valve Locations:  11th floor between B & D

A/K/A:      161-175 East 51 st.,    160-164 East 52nd st.                                                 Stair

Building Name: Siamese Location     Third Ave, 51st and 52nd Street

Construction Class:                   Class I Fireproof Building Fully Sprinklered:      No

Office Floors:                            21 Partially Sprinklered Floors: Cellar and Ground Fl.

Residential/Hotel Floors:            N/A Non Sprinklered Floors:       19, 17, 13        

Public Assembly:                       N/A PRV valve floor locations:     N/A

Retail Floors:                             1st Fl Fire Pump Locations:            N/A

Location of Day Care Center:    N/A
Bldg. Population: Day   1485  Night  85    Wknd.  75 Chemical Suppression Systems:        Type         Location

                       N/A

Building Statistics:

Stories   21   Height  231'   Width  200' X 190'   1 floor below grade
Non-Consecutive Floors:    N/A

Type of Construction: Steel and concrete with a glass curtain wall  
Truss Construction: Roof:     No

Horizontal Connections Locations: Hazardous Materials & Locations:

Utility Pipe Chase Locations: Name of Product                       Quantity          Location

Roof  Setback Levels:    12, 14, 17

Stairways:

Designation    Floors Served   Pressurized   Standpipe

       "A"         1st Fl - Roof           No                 Yes

       "B"         1st Fl - Roof           Yes                Yes Special Notes:

       "C"         Cellar - 16th Fl.      Yes                Yes

       "D"         Cellar - 11th Fl.      Yes                Yes

Re-entry Floors: 5, 8, 10, 13, 16, 19

Access/ Convenience Stair Located Between Floors:

Roof Access Provided by Stairway:   A & B   Communications:

Fire Tower:    Repeater Available for FD use and location of on/off switch

Number of Radios for FDNY Use:  

Elevators: 24 hr Location:

Bank Designation    Car Numbers    Floors Served
        "E"                       1,4,5            Lobby - 8,10

        "F"                      2,3,6,7          Lobby - 11

        "G"                         8               Lobby and 12-20 Temporary Considerations:

        "G"                     9 and 10        Lobby and 12-21 (To be filled in with erasable Markings)

        "H"                        11               C, L, 3-21 i.e. Construction Projects, water tank out of service

any out of service systems etc.

Freight Elevator Bank:     H
Sky Lobby Locations:     N/A  

Ventilation

HVAC Zones:  21-12  and  2-11

Bldg. Mgmt. System (BMS):    YES

On-Site Location:                     YES Cellar

Off-Site emergency number:      212-339-5100

Smoke Management System:     N/A

Purge Capability:                       Manual:

Location of Mechanical Rooms: Cellar, 21 & 5th Floors

Windows:                                  (Openable) Building Fire Safety Information:

Including Emergency Contact Numbers:

Utilities: FSD/EAP Director:   George Piniella

All Fuel Oil Tank Locations:      Capacity(gals.): Work:                       212-752-9071

                  Cellar                       100 (gals) Emergency:               646-210-7614

                  Cellar                       2500 (gals) Building Engineer:      Joel D'Alessio

Work:                       212-752-9071

Natural Gas Service:                    N/A Emergency:               646-358-5106

Emergency Generator Location:   Cellar Managing Agent:       Leo Micceri

Steam Service:  Con-Edison Throughout Building Work:                       212-593-5278
Roof Storage:  Propane  N/A  Diesel Fuel  N/A   Emergency:               646-489-4672

                                                                                 Revised 2/2011

Building Information Card
Fire Department, City of New York

850 Third Avenue, New York, NY  10022

Appendix B
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Addendum 1: Persons Needing Special Assistance  

To Evacuate at 850 Third Ave., New York, NY 10022 

 
Note - The EAP/Fire Safety Director shall maintain this list accurate at all times.  In the event of an emergency requiring 
relocation within the building, partial evacuation, or an actual full building evacuation, the EAP/Fire Safety Director will 
place the pre-designated elevator into service (If safety permits - see Appendix A, Table 7) for movement or removal of 
people requiring assistance.  These people shall be accompanied and assisted during the event by the assigned co-workers 
noted below and by members of the floor EAP Staff.  Those assisting shall ensure that contact is made with the Fire 
Command Station via the Warden phone or via any other useable phone to notify as to the number and location of persons 
requiring removal.  The operator of the elevator car assigned to remove people requiring assistance will make stops 

on the floors listed below as well as on floors from which assistance is requested through the Fire Command 

Station. 
 
If the nature of an event prevents the use of the pre-designated elevator car for relocation or removal, people requiring 
assistance shall be accompanied into a safe stairway to await removal by other means.  Again, those assisting shall contact 
the Fire Command Station to provide information on the number and location of persons requiring assistance. 

 
NAME LOCATION PHONE # HOURS OF 

EMPLOYMENT 

NATURE OF 

ASSISTANCE 

REQUIRED 

NAMES OF 2  

CO-WORKERS 

ASSIGNED TO 

ASSIST 

 An active list of people needing assistance will be kept at the FCS 

 

      

 

      

 

      

 

      

 

      

 

      

 

      

 

 



Addendum 2 

EAP for 850 Third Avenue, New York, NY 10022   

Neighboring Building Consultation List 
 

Address Date Information Sent 
575 Lexington Avenue 12/18/2006 
150 52nd Street 12/18/2006 
845 3rd Avenue 12/18/2006 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
    

 
Notification has been made to the above noted neighboring buildings with respect to the 
terms of the proposed Emergency Action Plan.  Consultation included designation of 
evacuation routes and assembly areas, and coordination and notification of EAP Drills 
involving evacuation of building occupants.  
 
 
 
_____________________________ 
Name,                        Title 


