__________ Disaster Preparedness and Response Handbook

This document is based on the Bay Vista Handbook (2821 2nd Ave, Seattle, WA). Feel free to use or adapt if, but if you do, please email Stan Kaufman (stan.kaufman@gmail.com) a copy of your version particularly if you have any good ideas for improvements/additions. We all learn from each other!

This document covers plans and procedures for dealing with a major earthquake and the prolonged disruption it will cause. It provides detailed discussions to explain rationales and processes as well as checklists for easy reference and use during an emergency. Please read it fully at least once and then refer to specific checklists as needed if/when the time comes.
Contents

	Section
	Page

	Frequently Asked Questions
	2

	The Big Picture 
	3

	Preparations Each Individual Unit Needs To Make

Water | Food | Clothing | Gear | Supplies | Other Safety Measures | Plumbing and Sewage | Suggested Sources
	4

	Preparations We Need to Make Collectively For __________
Building Supplies | Medical Supplies
	8

	Procedures For Handling A Major Disaster

Roles | Radios | Census | Additional Interventions | Ongoing Management Issues | FIRE! | Further Information | Simulations and Drills
	9

	Locations of Important Stuff
	19

	Utility Shutoffs
	20

	Checklists
	21

	Public Address Scripts
	23

	To-do List
	24

	Board Responsibilities
	25

	Exercises for Simulations and Drills
	26


Frequently Asked Questions

What should we do when the shaking stops?

Deal with any fire, injuries, or damage in your unit that you can. Post your status outside your door. Then come to the __________. Take the “north” 01 stairway. Do NOT run outside the building unless instructed to do so. See page 8.

What should we do now before an earthquake?

Make sure you have 2-3 weeks supply of water and food in your unit. Choose canned and jarred foods that don’t require cooking. Have battery-operated flashlights and plenty of batteries. Keep essential medications. Collect construction supplies and tools if you want to help others. See page 4.

How can we help take care of others and the building?

There are important roles that need to be filled in the __________, the _________, and on the other floors. Come to our drills to learn details. See page 8.

Who should take charge during a major disaster?

Each member of the Board has a duty to know the details of the procedures described here. They are the only ones authorized to obtain and use the keys to all locations in the building including each of your units. They should step forward to lead all efforts. However, since they may be out of town or injured, it is essential that every resident of the building be fully knowledgeable and capable themselves of stepping into the breach. At the initial gather in the __________, a selection will need to be made of the most capable person and persons to guide all further steps.

Where are copies of this Handbook?

Ideally you should commit the details here to memory. You should also print out your own copies of each update and save a copy on your smart phone. We will also store printed copies in the cabinets under the TV in the __________.
Is it OK to use candles, camp stoves, or any other type of flame after an earthquake?

ABSOLUTELY NOT! The main risk of injury and death after the shaking stops – and the event that will force us out of our building, eliminate our ability to “shelter-in-place,” and make us homeless with all the rest is a fire. The gas will be shut off, so spontaneous fires from stoves and fireplaces should not happen. Electrical shorts could start a fire but are unlikely. THE MAIN RISK OF FIRE IS FROM STUPID, MISTAKEN ACTIONS BY ONE OF US. Do not be the person who burns down __________ and makes our otherwise survivable ordeal into a deadly, intolerable one.

The Big Picture

Living in Seattle, we enjoy mild weather, great views, and a relative freedom from risks such as thunderstorms, tornadoes, wildfires, hurricanes, ice storms, and nuclear accidents. Various other potential problems we might encounter at __________—such as power outages, elevator emergencies, water leaks, gas leaks, medical emergencies, crime, bomb threats, explosions, and hazardous materials exposure—are all singular issues for which standard emergency services (police, medics, fire departments, etc.) will be available to provide quick, definitive interventions for us.

However we face a significant threat from major earthquakes that—when they occur—will cause prolonged, widespread destruction that will preoccupy regular emergency services or take them out completely. Our two major faults—the Cascadia Subduction Fault off the Pacific coast and the Seattle Fault that crosses just south of downtown—are poised to cause major damage to our urban infrastructure and social processes. This handbook addresses this threat.

Fortunately for us, __________ was constructed using a “concrete ductal moment frame” design that is able to flex during an earthquake. Thus even in a worst case scenario, our building will likely remain intact, most of us will survive, and injuries likely will be few. On the other hand, electricity, cell phones, our elevators, and the Internet will be out, roads will be blocked, and emergency services will be unavailable. Our challenge will be to deal on our own with whatever problems we do have.

It is therefore incumbent upon us at __________ to take these risks seriously, both individually and collectively, and to prepare to take care of ourselves, each other, and our building. Presuming that we are successful surviving ourselves, we can then also contribute to the rescue of our larger neighborhood and greater Seattle. This document describes what we should do.

It is useful to understand the larger context within which our efforts at __________ occur. The City of Seattle has an extensive emergency management program (see links in the Additional Information section on page 13). In the City’s parlance, __________ is a “SNAP” (Seattle Neighborhoods Actively Prepare) site because we are a vertical neighborhood that is prepared to take care of ourselves. Other standard horizontal single family residence neighborhoods in Seattle have formed “Community Emergency HUBs” open to anyone with emergency needs. While __________ is not such an open HUB, we are collaborating with other nearby residential towers (such as The Ellington, The Parc, and The Concord) in the recently-formed Belltown HUB in the Sculpture Park, where nonresidents might go for help. It is through helping create and staff this HUB that we at __________ can be good neighbors in a crisis.

This handbook is a living document that we will continue to revise as we refine our plans and procedures through drills, simulations, and discussions. Always check the date in the footer to ensure that you have the latest version.

Preparations Each Individual Unit Needs To Make

Everyone living at __________ is able to stock sufficient provisions and supplies for those living within their unit plus some to share as a bonus—or just to buffer against underestimates of what they need. If you do not prepare, you will at best impose upon your neighbors should they choose to help you or at worst suffer from a lack of critical supplies. What quantity should you accumulate? Seattle emergency staff predict that in a major crisis, we will all be on our own for at least two weeks if not three. Ideally your supplies should cover this length of time.

Water 

Humans need at minimum two to three quarts of water per day even if cool and inactive just to keep your kidneys from shutting down. When hot and active—as you will be if working with the various tasks that need doing (described later in this document)—then your daily water needs could increase to two gallons per day. Two people who are moderately active and consuming two gallons per day will need a total of 28 gallons for a week and 56 gallons for two weeks. One case of bottled water simply will not be adequate.

Besides potable water, water is needed for flushing toilets, presuming that the sewage plumbing is intact, but this will not be a safe assumption. Nevertheless, you will need water for washing, cleaning, brushing teeth, and the like. The swimming pool water can be used for this purpose, if it hasn’t leaked into the commercial floors, but you will have to lug it up to your unit, and water is very heavy—8.34 pounds per gallon in fact.

Recommendations:

· Obtain four or five 6-8 gallon “jerry cans” from REI or Amazon, fill them in your tub, and store them in a closet such as near your water heater. Replace this water every six months. Or choose some other supply mechanism. The key point is to have a sufficient quantity no matter how you store it.

· Note that if you have a water heater (and not an on-demand heater), this is a great repository of potable water. Obtain a short hose to use to drain water from the heater. A hose from your washing machine will work nicely if you have no other.

· Obtain a camping filter and/or water treatment pills from REI as a backup to utilize more questionable sources of water.

· Pool water can be used to flush toilets if the sewer system is intact, but you should assume that it is not. It can also be used to drink if treated, though it should be viewed as no more pure than random stream water in the wild.

Food

Food supplies for the same duration—2 to 3 weeks—will be equally essential. Anyone who shops at Costco presumably already knows how to stock up, though an alternative is to buy  actual military surplus MREs (Meals Ready to Eat) from Amazon or another outlet.

Recommendations:

· Whatever the source and menu, make sure that you have food that does not require cooking, since you should assume that electricity and gas will be unavailable. Make sure that you have necessary mechanical can openers and other non-electrical tools.

· With the single exception of canned food, all food needs to be stored in your unit, not in your storage locker, in order to avoid attracting rodents into the storage areas.

· Add up the calories (from information on the nutrition labels) of your food stocks on hand. You should have at least 2,000 calories per day for each person in your unit. For a two week supply, you should have 28,000 calories per person. Assembling the needed calories is trivially easy in the Land of Costco. Consider: one 40 oz. bag dried figs (3,080 cals) plus one 2.5lb jar of mixed nuts (6,800 cals) plus one package of two 28 oz jars of Kirkland peanut butter (10,000 cals) plus one six-tin package of sardines (1,872 cals) provides 21,752 calories, which is sufficient for one person for ten days. Boring, perhaps, but that’s a simple, compact, easy-to-store, non-refrigerated, non-cooked recipe to survive and even thrive.

· NO cooking is allowed with gas appliances!

· Any cooking with camp stoves will need to be done on __________ plaza, as all stoves and fires are prohibited on unit decks due to the high risk of fire due to the EIFS siding that covers __________. 
· NO OPEN FLAME SHOULD BE USED IN ANY FASHION WITHIN ANY UNIT!

Clothing

Beyond your standard wardrobe, if you are physically capable you should have:

· Sturdy work shoes or boots (consider placing near bed in case windows break during the night placing shards of glass on floor)

· Heavy gauge jeans and work shirts

· Leather work gloves

· A hard hat wouldn’t be amiss either.

Gear

To cope with immediate issues in your unit, you should have the following:

· LED flashlights and lanterns

· Plenty of batteries (Costco once again comes to the rescue)

· Dust masks

· Ear plugs (since fire alarms may sound loudly in your unit)

· Tools: hammer, pry bar, screwdrivers, staple gun and staples, pliers, saw

· Hand crank-charged radios

· Solar USB chargers for cell phones

· Uninterruptible power supplies for your computer can also charge cell phones

· Ham radio equipment if you are a ham

· Emergency whistle

· Rope

· Water shut-off valve cranks (removable shut-off valve handles)

· Fire extinguishers (note that additional fire extinguishers are located just to the left of each floor’s utility room, plus under the _________ front desk, under the __________ kitchen sink, and in the _________kitchen)—very important! Each unit needs at least one fire extinguisher, and more is better!

Supplies

On general principles, you should have:

· Sharpie markers

· Duct tape

· Visqueen plastic—sufficient to cover all your windows; the heavier grade the better

· Legal or steno pads

· All prescription medications you need for a month
· Have an adequate supply of cash in small bills, since ATMs will not work for a long time.
· Cash in small denomination bills

· Antibacterial agents, disinfectants, peroxide, rubbing alcohol

· Garbage bags
· “Quality of life” supplies like booze, books, etc.
· NO matches, lighters, candles, gas lanterns, or other flame-using devices due to severe fire hazard
· Supplies for your pets
Other Safety Measures in Units

Tall unsecured furniture will fall over in a major earthquake, and items on shelves will bounce to the floor. Thus you should:

· Secure all tall items such as bookcases to the wall studs.

· Attach breakable objects to whatever they sit on with museum putty.

· Move any hanging items like art work from above beds.

· Bag and seal all trash and store in your unit until City services resume. DO NOT put any trash into the trash chutes in the utility rooms.

· Make sure that everyone in your unit knows an out-of-area contact with whom you will try to connect should you become separated during the crisis. (This assumes a there is a way to communicate out of our area; see your local ham radio operator.)
· Make and store copies of important records (insurance policies, identification like passports and visas, etc.) and other important items like photos. Digitize them in an easy-to-carry format, and store them in more than one location.

· Every unit needs one or more dual-power smoke alarms—alarms that are both connected to electrical wiring and also have a backup battery. Seattle Fire Code also requires a carbon monoxide alarm.
Plumbing and Sewage

During an unknown but likely long period of time, we will not have water pressure and the integrity of the sewage side of our plumbing will be undetermined. How will we deal with our personal wastes? Unfortunately, we likely will not know that there is a rupture of the sewers until someone above us has flushed and cause their wastes to rain down upon the floor below them. Fortunately, unless they are willing to carry water (which weighs 8.4 pounds per gallon) all the way up from the swimming pool to their bathrooms, they will not be able to perform more than one flush. Further, there is no public space where people could reasonably haul and deposit their wastes. Thus:

· If there is no water pressure in your unit, DO NOT USE OR FLUSH your toilet. There may be damage to the sewer discharge pipes, and you will risk flushing your wastes down on your neighbor below.

· Each unit will need to construct or purchase their own form of latrine, consisting at least of garbage bags, a bucket, and some way to position themselves while using this.

· Obtain kitty litter to sprinkle onto each “deposit” into a garbage bag to absorb fluids and reduce odors.

· Each unit will have to select a location in their own unit to store such bags of waste until whatever time that real sewage services are back online—presumably after the City has restored water pressure and the integrity of both our water supply and waste plumbing pipes have been assured and/or repairs made. Do not bring your bags of sewage down to __________. Do not store on your deck either, as the bags will likely blow off onto your neighbors below with any significant wind.

· To stop major leaks from broken pipes immediately after a quake while water pressure persists or to forestall leaks from broken pipes at whatever point the City restores water pressure, the water mains to the building will need to be controlled/shut-off. This is a Board-level action, though the locations for this are listed below.

Suggested Items and Sources

· Water containers: stackable, high capacity, get 4-5 and refill every 6 months https://www.rei.com/product/618168/reliance-aqua-tainer-7-gal

· Water purification tablets: https://www.rei.com/product/736898/potable-aqua-chlorine-dioxide-tablets-package-of-30

· LED lanterns: https://www.rei.com/product/106694/ultimate-survival-technologies-30-day-duro-lantern

· LED headlamps: https://www.rei.com/product/890322/black-diamond-spot-headlamp-2016

Preparations We Need to Make Collectively For __________
Some larger items cannot be stored within residential units or are for a more general purpose. These will have been purchased by the __________ home owners’ association and placed in storage areas _________.
Building Supplies

· Visqueen and duct tape for covering broken windows (unit owners may probably want their own); the heavier grade, the better

· Ladder (in pool equipment room accessed with _________ key)

Medical Supplies

We have a trauma kit stored in waterproof plastic bins to be located in _________ storage. Source: http://www.emergencykits.com/first-responder-kits/trauma-kits/deluxe-trauma-kit-100-person/. It contains items such as these:

· Basic dressings

· Splints for hands, arms, legs

· Slings

· Neck braces

· Suture kits and steri-strips

· Local anesthetic

· Antiseptic solution

· Backboards and stretchers

· Neck braces

We also have a flexible stretcher stored with the trauma kit. This stretcher will be useful for moving people up and down stairs if necessary. However, we expect to take medical supplies to people in their units rather than transport people to __________. This of course will depend on the nature of the problem and who is available to help.

There are also ____ automatic external defibrillators (AEDs) located ________.

Procedures For Handling A Major Disaster

Once the shaking has stopped and you are in your unit, follow these steps:

· Deal with any fires in your unit if you can.

· Deal with any injuries in your unit if you can.

· Deal with any damage to your unit if you can.

· Put a sign on the hallway side of your door stating your status: for example, “2 home and all OK” or “4 home and 2 need help.”

· Check your floor for injuries and fires if you can.

· Then if you are able to help others or if you need additional help and are able to walk there, come to __________ __________.

· Unless you see a major fire, DO NOT RUN OUTSIDE THE BUILDING even if the fire alarms are blaring since at this point we will not know if the alarms are false or real. You could get injured by falling material if you exit the building.

· If you are injured or otherwise cannot move, stay in your unit and expect that someone will be around soon. If possible, unlock your door so help can reach you.

The __________ on __________ is where we will organize and run our operations center from here on.  

Roles

As people arrive in the __________, staff and/or Board members will lead the initial organizational efforts. We will organize ourselves into teams to fill certain roles to manage the needs that we face. These roles are:

· Operations Coordinator(s): Located in __________ __________, they will organize the activities, personnel, and record keeping around which all interventions will revolve. They will also provide the central link in our communications.

· _________ Coordinator(s): Located in the __________, they will monitor the Fire Panel, make directed announcements to residents via the public address system in the Fire Panel, and control who enters and exits the building.

· Floor Rounders: They will patrol through their designated floors to perform the initial census of each unit’s status and then periodically check back to watch for fire and other developments. The floors will be divided into ______ groups, each of which needs its own rounder: ____________________________. Floor Rounders need to carry paper, Sharpies, and tape on the first circuit to post records of the status of each unit.

Whether these roles are each filled by a single individual or several will depend on the preferences and abilities of the people available. Regardless, each role will carry a radio, and __________ has five: one for the Operations Coordinator, one for the _________ Coordinator, and one each for the ______ Floor Rounders.

__________ Board members have special responsibilities during these activities, as they are the only individuals authorized to access and use keys that open a variety of locations containing infrastructural components like the fire panel, generator and fuel tank, and fire pumps. Also, they are the only ones who have access to the master key that can open most of the units and the storage area that contains keys to those units whose owners have installed locks not on the master key. Board members are the only ones with liability coverage to protect them from issues arising from the use of these keys. A Board member may deputize individuals to take a key for a specific function, but that Board member is responsible to retrieve that key and insure that its use was appropriate. The willingness and availability to take this role during a disaster is a key requirement for Board membership, as these keys are the __________ equivalent of the “nuclear codes” upon which the security of our building and individual units relies.

Radios

Since clear communications amongst the people serving these roles is essential to the success of all subsequent activities, here is brief explanation of how to use a radio. 

· Set the channel: Before leaving the __________ operations center, make sure that your radio is set to the same channel as the other radios. There is a knob on the top of the unit where this is set. Select a channel where you do not hear other people talking. Our radios are actually commercial radios that require a license to use (__________ has this license) so they are not the same sort of GMRS or FRS radios that likely other people in other buildings will be using. Still, you need a clear channel.

· Identify yourself: When you push the switch to talk in a new conversation, start by saying “This is [your role] calling [the role you want to talk to].” You can use your name, but it will be clearer to use the roles since different people will be using the radios at different times.

· Repeat information to confirm: If someone has called in some important information, make sure you got it right by repeating it back to the caller.

· Make clear when you’re done: When you’ve completed a speech, say “Over.” When you’re done with a whole conversation, say “Clear.” Thus: “__________, this is Rounder 1. I hear cries for help in unit 801. Over.” “Rounder 1, I copy cries for help in unit 801. Anything else for now? Over.” “__________, that’s all the new information. Clear.”

· Let go of the push-to-talk button: When you’re transmitting, you cannot hear, and likely no one else can talk either because your signal is blocking the frequency. Make certain to stop transmitting when you stop speaking!

· Do not use names: Anyone with a radio tuned to our frequencies will be able to hear anything you transmit. The radio is not private communication, and our radios will carry well outside our building. Refer to unit numbers, situations, and locations but NEVER to anyone by name.

Census

The next and most critical activity is to conduct a survey of the entire building to identify what needs doing—who is injured and whether there are fires. These tasks need to be completed in the first hour after the shaking stops if at all possible:

· The Operations Coordinator should create a grid on the __________ whiteboard listing all the units plus other commons areas and infrastructure locations. As information comes in about the status of each location, this information should be added to this grid. This information should also be written on paper forms printed from the spreadsheet “BayVista-census.xls” (distributed along with this Handbook).

· The Floor Rounders should ascend to their assigned floors and walk them sequentially, calling down their findings by radio, and posting a sheet on each door ( if not already there) to record this status. The Rounders should perform these tasks:

· Look for fire, the biggest danger after any quake. Reporting any detected smoke or heat takes precedence over all other reports.

· Determine the status of each unit: a) Empty; b) All OK; c) Needs help; d) Unknown. Ideally residents in each unit will have already posted their status or will answer the door and report it directly when the Rounder knocks on the door. If there is no response, though, then that unit will need to be unlocked and searched during the next phase, as the unit could be empty or the residents could be incapacitated. Either way, we need to know definitively the status of each unit. The Floor Rounder should update the status on the hallway side of the unit door.

· Distribute "Earthquake Instructions" on each floor (stored in __________).

· Post "Closed" signs on trash chutes (stored in __________).

· Ensure that internal stairwell doors remain closed (for fire safety).

· Call all findings down to Operations Coordinator via radio.

· If an evacuation is called by the Operations Coordinator, tell people on each floor to leave the building and assemble in the __________. If someone needs helping evacuating, call this need to the Operations Coordinator.

· The _________ Coordinator should descend to the first floor—which if the elevators are not working will require going ___________. The _________ Coordinator should then start managing the front door, dealing with the panels if the glass is broken, and handling the fire panel. A Board member or staff will need to provide access to the fire panel room and _________ if necessary.

Note that there are two sorts of censuses that the Floor Rounders will need to perform:

· All-unit Census: The initial census will need to check every unit to search for injured or uncommunicative inhabitants as well as initial damage/fire. This will require the attendance of a Board member or staff with the proper keys to open up units where no one opens the door. The indications for when this all-unit census needs to be repeated include: a) after every major new development—significant aftershocks where new injuries or damage (broken windows letting in weather or new fire risks) might have occurred; and b) when the City restarts electrical power such that damaged wiring may cause shorts and fire risks. Because Board or staff must attend these rounds, we will want to minimize the number of times we open all units as much as is prudent.

· Hallway Census: The other more common form of census will be to look for signs of fire. Because if there is no fire initially, the power has not come back on, and people are not using flames in their units, the risk of fire will be quite low, and simply looking for smoke and feeling for heat should be sufficient. These rounds will not require Board or staff to open units, so should go much quicker and can be done by anyone.

Additional Interventions

Once the Floor Rounders have completed their floors—or during the census if sufficient volunteers are available—the Operations Coordinators then need to direct the next phase of activities, to be done by whoever is available—Floor Rounders or other volunteers. This phase includes these missions:

· Any reports of fire or potential fire will need immediate attention. Since in a major quake, the fire department is going to be unavailable for days or potentially weeks, we will have to deal with fire as best we can or abandon the building. At this writing, we are still waiting for guidance from the SFD on this matter.

· Volunteers should go to any unit that needs help. Who responds depends on the nature of the help needed and the abilities of the volunteers responding.

· Any unit whose status is “unknown” will need to be unlocked and searched. This will require keys available only to staff and Board members, so how this step is accomplished will depend on who is there to do it. It will be essential to determine whether the unit is empty or if residents are present but incapacitated—and of course fire must be investigated. Staff or Board members will be the only individuals who can hold and use these keys. If no staff or Board members are available, there will be big problems, so Board members should be selected based on their willingness to be available.

· There are also infrastructure-related steps that need to be done initially:

· Have staff or a Board member get necessary keys from their storage area.

· Manually turn off the two gas main valves on _________; they have automatic shutoff valves, but manually closing the valve is prudent. These valves should also be padlocked closed to prevent someone from inadvertently opening them before professionals have inspected and approved turning the gas back on.

· Check fire pumps on _________.

· Get the trauma kit and stretcher from _________storage and move to __________.

· Get construction supplies and tools from _________storage as needed.

· Inspect the diesel tank on _________ and the generator on _________ to see if there are leaks.

· Distribute the battery-operated lanterns and instruction sheets to each floor’s table.

· Install the plywood panels (in _________) over the _________ windows and doors if they have broken.

· Check that exterior doors are locked.

· Post "closed" signs on pool/spa doors and fitness room.

· Crack pool windows 6" open; lock locker room doors to pool (via _________ key).

· Shut off all power mains to all equipment in Pool Equipment Room.

· Manage Pool Room alarm.

Ongoing Management Issues

Fire, the Fire Panel, and Fire Alarms

Fire is the most important complication of an earthquake. We are almost certain to survive the quake itself, so if anyone dies after a quake, it is usually because of fire. Therefore fire management is the KEY ongoing management issue. Let’s repeat that with added emphasis: FIRE MANAGEMENT IS THE KEY ONGOING MANAGEMENT ISSUE.
The good news is that the risk of a major fire after an earthquake is relatively low. The __________ gas main has an automatic seismic shut-off valve that should stop gas flow to the entire building immediately after a quake. Most units do not have gas service. The main reason that fire might develop is if an electrical short ignites something, or if people act supremely stupidly by lighting a candle or camp stove and letting that fire get out of control.

UNDER NO CIRCUMSTANCES should you EVER use anything with an open flame or spark or any other device that could start a fire. DO NOT use candles, matches, fire starters, lighters, natural gas appliances, natural gas fireplaces, etc. A subsequent after-shock could easily knock over any source of flame no matter how carefully you think you are using it. NO FLAMES EVER. PERIOD.
Our units are separated from each other by double-thick sheetrock rated as “two hour” fire barriers. The solid-core unit doors also have a two hour rating. This means that although fire in one unit could eventually spread throughout an entire floor, that would take a matter of hours to happen—which provides time for us to evaluate and respond. If a fire reaches the building’s outside EIFS cladding through broken windows, it might spread considerably faster up the exterior. 

Thus prevention and rapid detection and intervention are absolutely essential!

__________ has smoke sensors on all floors (hallways and utility rooms) that connect to a main control panel on the first floor adjacent to the front desk. This Fire Panel includes a reporting mechanism that indicates what these sensors have detected as well as a public address system that connects to speakers located in each unit. The fire sensors will trigger from dust as well as from smoke, so it is almost certain that the fire alarms will go off during a major earthquake. What will be unclear—and what must be determined—is whether there is really a fire or if the alarms are merely sensing dust. The only way to tell is through repetitive manual searches for fires, which must be done if the fire panel alerts or if there is no power to the panel:

· Floor Rounders should cover their specified floors once every 15 minutes if the fire panel down for longer than 8 hours (per Seattle Fire Code), and once per hour before then: ___________________
· Floor Rounders should report findings by radio to the Operations Coordinator.

While the fire alarms are sounding, protect your hearing by use of ear plugs or other hearing protection! Once we are confident that there is no fire, we can turn off the alarms to keep us all from going deaf and crazy. However the Floor Rounders will have to increase their surveillance to once every 15 minutes to detect any new fires—per fire code. Likely this pace will not be sustained for days to weeks, so we will have to evaluate this as time goes on.

__________ has fire sprinklers in all units, hallways, and common areas like utility rooms and __________. The sprinklers will function if there is power to the fire pumps on _________ from the regular electric service or from our generator. If there is no power to the pumps, then the only water pressure we will have will reach the 5th floor and not higher. Thus if there is a real fire and regular power is out, we will need to run the generator if at all possible to run the fire pumps.

We have met with the Seattle Fire Department about how to handle any fires we find, given that the fire personnel will almost certainly not be able to help us for days to weeks after a major quake. They are not able to provide prescriptive advice given the unpredictable circumstances we might face, but here is our current best understanding of what Floor Rounders and residents should do if they suspect fire because of smoke coming from under a door and the fire sprinklers are not functional:

· If there is smoke and the door is cool, then the fire is most likely small and extinguishable. Arm yourself with a fire extinguisher (from your unit or from the hallway) or the fire hose (though if the sprinklers aren’t working, then the fire hose probably won’t either). Then open the door, enter the unit, find the fire, and if at all possible, extinguish it as fast as you can. You may also be able to smother the fire with a blanket or throw rug. Make sure to shut all doors as you leave the unit.
· If there is smoke and the door is hot, then the fire is most likely large and beyond our ability to fight it—and we will have to evacuate. DO NOT open the door, since that could provide the fire with fresh oxygen increasing its intensity as well as enable its spread to the hallway. Radio this development immediately to the Operations Coordinator if you have a radio. If you are able to warn higher floors, do so as quickly as possible by a) confirming with the Operations Coordinator that someone above you has a radio and can spread the evacuation order to those floors; or b) ascending to those floors yourself if you can. Then descend and evacuate yourself, providing as much help to others as you can along the way.

· __________ residents should participate in the periodic training programs that the SFD offers to learn proper fire assessment and fire extinguisher use skills. See the instructions in the checklist section below.
If we have to evacuate __________, meet in the __________ so that we can inventory who is out and who is not. Eventually we will have to seek alternative shelter presumably in _________.

Injuries and Other Health Needs

Injured residents should be treated and left in their units if appropriate and preferred by the injured person. If for some reason the injured person wants to be transported to __________, then they should be put in the _________. The _________can serve as a morgue if needed.

Volunteers may also need to help any semi- or non-ambulatory residents. An up-to-date list of special needs is kept by staff on first floor in the Fire Panel room. Any new needs identified by Floor Rounders or others should be communicated by radio to the Operations Coordinator without using any names during transmissions.

Exterior Security

Seattle code requires that any exterior doors with electronic locks, such as __________’s, default to being unlocked when a fire panel triggers. Officially, a fire marshal needs to rescind the fire alert and allow the doors to re-lock. However in an earthquake, it is highly unlikely that a fire marshal will show up for days or weeks. If we have power—or if we have backup power from our generator—and are confident that there are no fires, then we can turn off the fire alert and use the electronic locks to secure the doors. If we have no power and the backup generator has shut down because of the quake shutoff on its fuel line, then we will have to lock the exterior doors with the manual locks using ______________. This situation will require periodic reevaluation, but all exterior doors should be manually locked by default.

If the front windows in our _________ shatter, we have plywood panels already cut and ready to screw into place in such a circumstance. These panels are stored in the _________ on the Loading Dock (SMD key—from the same key rings as the _________ key). There are as yet no similar panels for the commercial unit windows, however.

The _________ Coordinator will be responsible for controlling who enters and exits the building. Only residents, staff, residents’ guests and family, and emergency workers will be allowed into the _________. Others should be directed to the commercial _________ (probably) or to whatever Belltown HUB is set up (if any).

Stairways

The two stairways in the residential tower lead to different locations. It is crucial that you remember this so that you don’t get confused and lost during a crisis. In the event that we’re without power and the elevators don’t run, this information will be essential to get you to and from your unit. Most people find these connections confusing, so you should spend some time exploring each stairway to see where they lead. Make sure to take your unit key and _________key when you do! The _______ stairway on the plaza is an important escape route that you should also know.

· The ________ stairway by _______ units connects to __________ where the __________, pool, etc are located. It ends on the first floor in a space from which there are three further routes: a) an external door to the loading dock; b) an external door to the street; and c) a further stairway that descends to the parking levels, which you can enter with your outdoor _________key but not without it. Note that once you have left the main stairway into that first floor space and the door closes, you cannot reenter the stairway to ascend the tower; since there is no door knob or keyhole in that door. It shuts and locks. To get back into the building, you must go around to the front _________ door. It is possible to reach the loading dock from here, but the door into the building from the loading dock requires a key that only the Board can access; residents’ _________key will not work here.

· The “south” stairway by _______ units does not open onto __________ at all. If you try to get to the __________ etc via this stairway, you will not be able to get there. It ends on the first floor in the broom closet behind the elevators on the hallway to the loading dock. To enter that broom closet requires your external _________key. Thus the only way to ascend to any of the residential units from the first floor is via this stairway, and it requires that you have your _________key. 

· The “plaza” stairway on __________ at the ________ end of the garden is an emergency exit only. Once through the doorway by the pickleball court, no reentry is possible without a Board key; your unit and _________keys will not work. The stairway then connects to the commercial floors and into a hallway on the ground floor. There is no reentry from that hallway into the ascending stairway. There is a descending stairway that leads to the commercial parking levels and requires no key to enter any of the parking areas. This ground floor hallway also exits to the street, but there is no reentry from the street back into this hallway. 

Commercial Unit

Unfortunately, the commercial side of __________ has not as yet created plans and procedures similar to those we have on the residential side, though they are working with consultants to develop something. Depending on when a disaster might hit, there will either be lots of workers and customers there whose needs will add to the burden in the building, or else there will be no one there to monitor and deal with issues on their side. Either way, __________ residents will need to step up, at the very least to monitor for fires and to secure the perimeter.

The _________ of the commercial unit can be used as a sheltering location for nonresidents.

Communications

Communications inside of __________ will be handled thus:

· The public address system provides one-way communication from the _________ fire panel into each individual unit. Residents are not able to communicate back to the _________ through it. The Communications Coordinator located on the first floor should:

· Deliver fire announcements (every 5 minutes for 30 minutes then every 1 hour if no fire).

· Deliver hourly PA announcements.

· Use PA system scripts (see page 17 for examples).

· Radio: there are four (soon five) rechargeable units. We will obtain a solar recharging system.

· Posted notices: If all else fails, we will post notices in the _________, the __________, and on floors 15 and 21.

Communications between __________ and City entities will be handled thus:

· Ham radio: Currently, __________ resident _____________ has a ham license and is a member of the Seattle Auxiliary Communication Service (http://seattleacs.org). We need more ham radio operators at __________! Ham radio can be used to communicate by voice and digital modes with Seattle’s Emergency Operations Center. It can also be used to send emails to distant family and friends—which will be extremely useful in a prolonged emergency.

· Satellite phone: At this point, no one at __________ appears to have such a device, perhaps due to the steep monthly fees of such a service. It would be ideal if someone with an independent need for such a connection would obtain one and let us know.

Power and the Generator

The generator powers the following:

· The _____ elevator (unless its quake sensor has tripped)

· The fire pumps

· Partial lighting in the stairways, parking levels, and building exterior 

The following will not work even with the generator running:

· Electric power inside residential and commercial units

· Heat pumps and baseboard heaters in units

· Lighting in utility rooms

· ______ rooms: _______, __________, kitchen, _________, locker rooms, powder rooms, pool area, and outdoor plaza lights

· Security cameras

· Garage gates (can only be opened/closed by hand, which takes about an hour)

The generator is located on _________ and runs on diesel fuel stored in a tank above it on _________. This system has an earthquake shut-off switch that will make it inoperative initially. If we can determine that the tank and fuel lines are intact, then we can reset that switch to run the generator. If not, then we will need to turn off the fuel line valve manually where it enters the engine room. 

Presuming that we can run the generator, we will need to ration its use. The tank contains sufficient fuel to run for only several days. To maximize the number of days that power might be available during a potentially multi-week crisis, we will need to start and stop the engine to run it, for example, from 12noon to 1pm each day—which would be particularly useful to run the one elevator to get people to and from their units. The generator’s starter motor is battery operated, and there are switches to start and stop it though as of this writing, we need to obtain and post instructions about how to do this.

Evacuation

Unless absolutely necessary, we will not leave __________. Fire is the chief reason that we might have to. In the absence of the fire department, the decision to evacuate will be made by the Operations Coordinator(s) and communicated by the _________ Coordinator to all residents via the PA system (if working) or by radio to the Floor Rounders. Given the limited number of people in the building, there is no need to coordinate exit via the stairways, as our population cannot possibly clog egress. Either stairway can be used to leave the building.

Further Information

The __________ management/staff have compiled a thorough set of procedures for handling the second and third objectives: taking care of the building and its people. These documents are aimed at staff, and this handbook restates this information in a form more useful to residents. However it may be useful to consult these binders for further details if questions arise. Copies of this Emergency Operations Plan are kept ________. 

Here are some other contacts:

· Gas meters: PSE 888-225-5773

· Elevators: ThyssenKrup 425-828-3110

· Generator: NW Cummins 425-277-5343

· Seattle’s Emergency Management department: http://www.seattle.gov/emergency-management

· SNAP program: http://www.seattle.gov/emergency-management/working-together/seattle-neighborhoods-actively-prepare

· HUB program:  http://www.seattle.gov/emergency-management/working-together/community-emergency-hubs

Simulations and Drills

We will hold periodic exercises to test these plans—initially quarterly until we find that we are adept enough that we can reduce the frequency. The exercises used are located at the end of this handbook.

Locations of Important Stuff

Here is a list of important items and where they are located:

	Item
	Location

	Walkie-talkies
	___________

	Office supplies for operation management
	___________

	Instruction sheets for floor tables
	___________

	Master keys
	___________

	Screwdriver for _________storage doors
	___________

	Construction supplies (visqueen etc)
	___________

	Construction tools
	___________

	Trauma kit and stretcher
	___________

	LED lamps for hallways
	___________

	Plywood panels and bolts for _________ windows
	___________

	Wrench to lock _________ doors
	___________

	PA system
	___________

	Tools
	___________


Utility Shutoffs

Staff presumably will be available to deal with shutting things down immediately after a major disaster. Further details about these items are in the staff handbook. However residents should at least know that these shutoffs exist, where they are located, and something about how they’re used.

	Utility
	Location
	Instructions

	Water
	___________
	___________

	Irrigation
	___________
	___________

	Fire Alarm
	___________
	___________

	Fire Water
	___________
	___________

	Gas A
	___________
	___________

	Gas B
	___________
	___________

	Electric
	___________
	___________

	Communication
	___________
	___________

	1st Floor Fire Sprinkler
	___________
	___________


Checklists

	What To Do When The Shaking Stops:

❑
	Deal with any fires in your unit if you can.

	❑
	Deal with any injuries in your unit if you can.

	❑
	Deal with any damage to your unit if you can.

	❑
	Put a sign on the hallway side of your door stating your status: for example, “2 home and all OK” or “4 home and 2 need help.”

	❑
	Check your floor for injuries and fires if you can.

	❑
	If you are able to help others or if you need additional help and are able to walk there, come to __________ __________.

	❑
	Unless you see a major fire, DO NOT RUN OUTSIDE THE BUILDING even if the fire alarms are blaring.

	❑
	If you are injured or otherwise cannot move, stay in your unit and expect that someone will be around soon. Unlock your door so help can reach you.


How to Handle Suspected Fire:

	❑
	If smoke is coming from under a door, feel the door.

	❑
	If the door is cool, equip yourself with a fire extinguisher and/or fire hose, open the door, and find and extinguish the fire.

	❑
	If the door is hot, DO NOT open the door. We will have to evacuate the building. Report the fire to the Operations Coordinator by radio if you have a radio. If you have no radio, ascend to warn higher floors if you can. Enlist others to help spread the evacuation order.


For Floor Rounders:

	❑
	Determine the status of each unit: a) Empty; b) All OK; c) Needs help; d) Unknown. Knock on door as needed.

	❑
	Look for fire, the biggest danger after any quake. Any detected smoke or heat takes precedence over all other reports.

	❑
	Distribute "Earthquake Instructions" on each floor.

	❑
	Post "closed" signs on trash chutes.

	❑
	Ensure that internal stairwell doors remain closed.

	❑
	Call all findings to Operations Coordinator via radio.


Initial Steps:

	❑
	Have staff or a Board member get necessary keys from their storage area.

	❑
	Get supplies and instruction materials from 6th floor library cabinets.

	❑
	Manually turn off the two gas main valves on _________. Secure valves with padlocks to prevent inadvertent reopening by anyone before professional technicians/staff certify it is safe to do so and handle this.

	❑
	Check the fire pumps on _________.

	❑
	Inspect the diesel tank on _________ and the generator on _________ to see if there are leaks.

	❑
	Distribute the battery-operated lanterns and instruction sheets to each floor’s table.

	❑
	Install the plywood panels (from _________) over the _________ windows and doors if they have broken.

	❑
	Get the trauma kit and stretcher from _________storage and move to __________.

	❑
	Get construction supplies and tools from _________storage as needed.

	❑
	Check and lock the exterior doors.

	❑
	Post "closed" signs on pool/spa doors and fitness room.

	❑
	Crack pool windows 6" open; lock locker room doors to pool (via _________ key)

	❑
	Shut off all power mains to all equipment in Pool Equipment Room.

	❑
	Manage Pool Room alarm.


Using the Radio:

	❑
	Set the channel to be the same as other radios.

	❑
	Identify yourself when starting to transmit and say who you’re trying to reach.

	❑
	Repeat received information to confirm it is correct.

	❑
	Say “Over” at the end of a transmission and “Clear” at the end of a conversation.

	❑
	Do not say personal names on air.


How to Use a Fire Extinguisher:
	❑
	Make certain always to keep your back to your escape route. NEVER PUT A FIRE BETWEEN YOU AND YOUR EXIT ROUTE.

	❑
	Stand approximately 10 feet from the fire.

	❑
	Remember “PASS”: Pull, Aim, Squeeze, Sweep
(see more information at http://www.seattle.gov/fire/pubed/marine/extinguishers.htm and demo video at https://vimeo.com/203197666/1ca9f38374)

	❑
	Pull: place the extinguisher on the floor with the nozzle pointing away from you, and then pull the pin straight out.

	❑
	Aim: point the extinguisher at the base of the flame nearest to you.

	❑
	Squeeze: squeeze the lever on the extinguisher slowly and evenly.

	❑
	Sweep: sweep the nozzle from side to side, moving in slowly until the first is out. Use the entire contents of the extinguisher, since it will only contain enough material for 10-30 seconds and there will not be enough left for use on a second fire. Make sure that this one is out, if possible.

	❑
	IF YOU ARE NOT SUCCESSFUL, YOU WILL NEED TO EVACUATE EVERYONE IN THE BUILDING UNLESS THE FIRE IS VERY SMALL AND YOU HAVE ANOTHER EXTINGUISHER IMMEDIATELY AT HAND. CLOSE ALL DOORS AS YOU EXIT TO SLOW THE SPREAD OF THE FIRE.


Public Address Scripts

Here are suggested scripts from the __________ staff manual; use as appropriate (omitting the probably inapplicable mention of the fire department and 911 for instance). Use these as examples and inspiration, but tailor any announcements to the realities of the situation.

	Situation
	Script

	False alarm

Important note: this is be used only when you are certain that no emergency exists.
	Attention attention. The fire alarm you may hear sounding on your floor is a false alarm. The elevators have shut down. If it were a real alarm, you would need to listen for specific instructions for your floor. However, this is a false alarm and no action is needed at this time. We will make another announcement when the elevators are functioning normally.

	False alarm with elevators back in service
	Attention attention. The building’s elevators are back in service. Thank you for your patience.

	Fire alarm with possible fire
	Attention attention. We believe there may be a fire on the ______ floor. The elevators have shut down. Alarms are sounding on ___, ___, and ___ (the fire floor, one above and one below). If you are on ___, ___, or ___, please go to one of the stairs at either end of the hall outside your unit. Proceed down the stairwell and out of the building, keeping the _________ clear for the fire department. The fire department will check stair landings for residents who are not able to go down the stairs. If you are unable to get to the landing and must shelter in place in your unit, please call 911 and report your location. [Actually, report this to the Floor Rounders.]

	After an alarm when elevators have been reset and there is no danger
	Attention attention. The building has been cleared by the fire department and the elevators are back in service. Thank you for your patience.

	Earthquake
	Attention attention. There has been an earthquake. Please avoid leaving the building until the danger of aftershocks has passed. If you are able to check on others on your floor, please do so now. If you have an injured person in your unit, please put a large sign saying “Help” on the unit door and in a window that can be seen from the street below. If all are OK or if residents are away, post a note saying “OK” on the unit door. Staff and volunteers will be doing rounds of the building to assess injuries and danger zones as soon as possible. We will make announcements as important news is received, or approximately on the hour from 8am to 8pm, until phone service is reestablished in the _________.


To-do List

Here is a list of items that still need doing, with completed items checked off:

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	

	❑
	


Board Responsibilities

Here is a list of steps/actions that BV Board members need to perform:

	❑
	Be the first to arrive at the __________ during the initial response to a disaster, and ensure that all response protocols are organized and underway.

	❑
	Provide and control access residential units.

	❑
	Provide and control access to commercial sections of the building.

	❑
	Provide and control access to  _________ generator area where front door panels are stored.

	❑
	Provide and control access to  _________ generator fuel tank area.

	❑
	Provide and control access to  _________ fire pumps area.

	❑
	Provide and control access from loading dock into _________ area.

	❑
	Provide and control access to  _________.

	❑
	Provide and control access to  Fire Panel room by _________.

	❑
	Manage all utility shut-off activities.

	❑
	Manage starting and stopping _________ generator.


Exercises for Simulations and Drills

Here is a of activities used in our quarterly exercises/drills. These events are conducted in two parts: first, a set of table-top exercises where participants discuss specific issues to identify their state of knowledge and preparation; and second, a series of practical missions whereby they demonstrate their ability to perform specific crucial tasks.

Table Discussion Topic #1

Scenario: You wake up in the middle of the night because the building is shaking, shaking, shaking. You hear banging and crashing in your unit as well as above and below. 

When the shaking stops, what will you do first? What next? 

– What if you discover there is no electricty?

– What if you find that a window has shattered in your unit?

– What if there is no water from the tap or in the toilet bowl?

– What if the fire alarm is going off?

Share your thoughts with others at your table. You will have 20 minutes to discuss this topic.   

Table Discussion Topic #2

Keep in mind everything that you’ve just talked about. Now think about what you will want on hand in your unit, if this scenario ever happens.

If an earthquake hits, what do you want in place in your unit?

– What will you want to have in your unit if all stores are closed, and all streets impassable?

– If you don’t have adequate supplies on hand, what will that mean for you?

– What supplies do you have now, how many days do you think these supplies will last?

Share your thoughts with others at your table. You will have 15 minutes to discuss this topic. 

Challenge #1 – Walkie-Talkies

Walkie-talkies are in the closet in back of the first-floor _________ elevators. For this exercise we will assume that the elevators are being powered by our back-up generator, so you can use the elevator. What key(s) will you need?

Also, figure out how you would get to the first floor _________ without using the elevator. Which stairs would you use?  

PLEASE BRING ALL THE WALKIE-TALKIES UP TO THE __________
Challenge #2 – Supplies: LED lanterns and Trauma Kit

LED lanterns are in the cabinet under the TV in the __________. Find them and pull out at least one and see if it works. If this was for real, where do you think these lanterns should be placed?

The trauma kit is in the storage area underneath the outside pool deck, and accessed by a hatch-door to the right of the pool deck stairs. Find the door and figure out what you need to open it. 

Bonus points for actually opening the door and bringing the kit to the __________.

Challenge #3 – Gas Shut Off Valves on _________
__________ has automatic gas shut-off valves for our natural gas lines. But after a big earthquake we will also want to manually shut off gas lines. 

Find one gas shut-off valve on _________ to the left of the elevators.  Find the second one in the corner half-way between _________ and _________. Take a picture to prove you were there! 

You can use the elevator, but if you do, figure out a route from the __________ to _________ without using the elevator. Which stairs would you use? 

Challenge #4 – Generator Fuel Leaks & Boards for Front Door

__________ has a back-up generator that will power the elevators if electricity is out. We will need to make sure our generator fuel tank is not leaking after a quake. Also, the wooden boards that we need to replace any broken glass in our front doors is stored in the generator room. 

Find the door to the generator room on _________. If you have a Board member with you with a key, open it to go see the generator and boards for the front door. Take a picture to prove you were there! 

Also, figure out how you would get to _________ without using the elevator. Which stairs would you use? 

Challenge #5 – __________ “Big Board” for Floor-by-Floor Census

Use the white board in the __________ to set up a “big board” for tracking information about all units in __________. Once the walkie-talkies get up to the __________, send a team with a walkie-talkie up to the 8th floor to report on what you find at each of the doors to the units there.

Use the walkie-talkie to radio down to the __________. In the __________, record the information the team on the 8th floor has learned.
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