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WILLIAMS TOWER

GENERAL INFORMATION FOR LEASEHOLDERS

BUILDING FACILITIES, FACTS, FEATURES AND SERVICES

A.
BUILDING ADDRESS

Williams Tower


2800 Post Oak Boulevard


Houston, Texas  77056

B.
FACILITIES AND SERVICES


1.
Entrance and Exit Doors


a.
Lobby Entrances
Level 1  -  The East and West entrances are open from 6:00 a.m. to 6:00 p.m., Monday through Friday.  Both entrances are locked on weekends and holidays.


Level 2  -  The West entrance is open from 6:00 a.m. to 6:00 p.m., Monday through Friday.  Access to Level 1 is via escalator.  This entrance is locked on weekends.

After Hours  -  Access to the building after normal hours of operation is via the electronic card reader located at the West entrance on Level 1.

To exit the building after hours, proceed through the door as usual.  A motion detector will sense the approach of a pedestrian and unlock the specified door.  The door will automatically lock when closed.  Exit doors may also be unlocked manually by pressing the exit button located next to the exit door.



b.
Parking Garage
The parking garage is open 24 hours, 7 days per week with a contract parking card.  Entry into the building can be made via the card reader at the West entrance.

c.
Loading Dock Area

The entrance to the loading dock area is just south of the parking garage.  Use the McCue Street entrance for deliveries.  Freight elevator hours of operation are 6:00 a.m. to 6:00 p.m., Monday through Friday.  Access to the loading dock and freight elevators after regular operating hours requires a written request from the tenant to the Property Management Office.


2.
Elevators


a.
Passenger Elevators 




1.
Podium  -  There are 3 elevators that serve floors 1 – 6.

2.
Low-Rise  -  There are 8 elevators that serve floors 2 and 5 – 10.




3.
Mid-Rise  -  There are 5 elevators that serve floors 2, 5, and 





20 – 29.




4.
Mid-Rise  -  There are 6 elevators that serve floors 2, 5, and 





29 – 40.

5.
High-Rise Express  -  There are 5 express elevators that serve floor 51 from level 1.




6.
Shuttles  -  There are 5 elevators that serve floors 41 – 51.




7.
Shuttles  -  There are 5 elevators that serve floors 51 – 64.




8.
Freight  -  There are 6 freight elevators:





1 freight serves B1 and 1 – 40.





2 freights serve B1 and 41 – 50.





1 freight serves 58 – 64.





1 freight serves B1 and B2.





1 freight serves B1 and 2 – 5.


3.
Emergency Stairwell Exits  



There are 4 stairwells in the Williams Tower:

North (N) Stairwell  -  B1 to Level 64, main exit onto the North end of Level 2 lobby. 

South (S) Stairwell  -  B2 to Level 64, main exit into the West lobby on the ground floor.




West Podium Stairwell  -  B2 to Level 5.




East Podium Stairwell  -  Levels 1 – 5.


4.
Escalators  

There are two escalators, 1 up-escalator and 1 down-escalator, that provide transport between Levels 1 and 2.


5.
Emergency Fire Protection Equipment
The building is equipped with a sophisticated life safety system composed of a complete sprinkler system for fire protection, a fire alarm and detection system and an emergency control station, which ensures tenants the utmost in office safety.  A voice communication system provides one-way communication between the emergency control station and all floors.  The fire safety control system will automatically shut off the air handling unit on the fire floor and activate the rest room exhaust fans and stairwell pressurization fans.


6.
Janitorial Services

Office, restroom and public area cleaning services are provided on a five day per week basis (Monday through Friday).  Janitorial Services include:  dusting, emptying recycle bins and wastebaskets and carpet vacuuming.  If additional services are required, please contact the Property Management Office.


7.
Maintenance Services


The following are provided to each tenant at no cost:




a.
Air conditioning adjustments.




b.
Replacement of missing standard building graphics.




c.
Elevator or escalator repairs or adjustments.

The following services are provided at a reasonable cost:




a. 
Over time air conditioning.




b.
Directory board listing.




c.
Installation of door closers.




d.
Installation of electrical outlets.




e.
Installation of additional light fixtures.




f.
Installation of additional lock sets.




g.
Duplicate keys.




h.
Removal of heavy trash or moving furniture (utilizing





building employees).




i.
Alterations or remodeling work.

Please contact the Property Management Office for any of the above services or for information about other building services.


8.
Parking Facilities


a.
Contract Parking  

Garage parking is available to tenants per individual lease agreement.  Each tenant will receive the number of spaces specified per individual lease agreement.  The garage is open 24 hours, 7 days per week to contract parkers.  Entry and exit are controlled by means of a magnetic card which opens the gate automatically.  There is a $7.50 replacement charge if the card is lost or damaged.  Possession of a parking card allows the card holder to park one vehicle within the garage.



b.
Visitor Parking
Visitor parking is available for visitors on a short term basis in the parking garage.  Contract parkers are not permitted to use visitor parking Monday through Friday, from 8 a.m. to 9 p.m.


9.
Security
After hours, building access is by security card key at the West entrance on the first level.  

Access to individual tenant space is controlled by a tenant key-activated alarm provided by the  building. This alarm is monitored off-site.

10.
Special Keys for Access to Locked Building Core Areas, Rooms and Offices
Occasionally, it may be necessary for certain persons to have access to locked areas of the building (i.e. telephone installation technicians, contractors, repairmen, etc.).  In order to maintain the security of the building, keys for this purpose may be acquired in the Property Management Office on a temporary basis.


11.
Alterations and Remodeling
All alterations and remodeling work must be approved by Hines Interests Limited Partnership prior to construction.  Please contact the Property Management Office for further information.


12.
Mail
A central postal service center is located on Level 1.  This postal center will provide:



a.
Individual tenant mail boxes



b.
Parcel post lockers



c.
Mail drop



d.
Postal vending service center



e.
Express courier station


13.
Rental Payments
Under the terms of each lease, rental payments are due on or before the first of every month.  A late payment penalty will be assessed, per the lease agreement, for rent received after the fifth (5th) of each month.  You will not receive a rental invoice or statement.  It is the tenant’s responsibility to forward the rental payment to the address provided in the lease agreement.  Any questions regarding rental payments should be referred to the Property Management Office.

C.
Property Management Office
The Property Management Office is open daily from 7:30 a.m. to 5:30 p.m., Monday through Friday.  After hours, the telephone will be answered by our security companies’ off-site answering service.  The telephone number for the Property Management Office is (713) 850-8841.  Report all after hours emergencies to this number.

WILLIAMS TOWER

BUILDING RULES AND REGULATIONS

1.
Sidewalks, doorways, skyways, vestibules, halls, stairways and other similar areas shall not be obstructed by tenants or used by any tenant for any purpose other than ingress and egress to and from the leased premises and for going from one part of the building to another part of the building.

2.
Plumbing, fixtures and appliances shall be used only for the purpose for which designated, and no sweeping, rubbish, rags or other unsuitable material including toxic or flammable products shall be thrown or placed therein.  Damage resulting to any such fixtures or appliances from misuse by a tenant shall be paid by him, and Landlord shall not in any case be responsible therefore.

3.
No sign, advertisements or notices shall be painted or affixed on or to any windows or doors or other part of the building visible from the exterior or any common area or public areas of the building.  No part of the building may be defaced by tenants.

4.
Landlord will provide and maintain an alphabetical directory for all tenants of the building on the first floor (main lobby) of the building; the size, design and location to be subject to Landlord’s review and consent, and no other directory shall be allowed.

5.
No tenant shall place any additional lock or locks on any door in its leased area without Landlord’s written consent.  Keys to the locks on the doors in each tenant’s leased area shall be furnished to each tenant per the lease agreement.  Additional keys can only be obtained through the Hines Interests Limited Partnership Management Office.

6.
All tenants will refer all contractors, contractor’s representatives and installation technicians tendering any service to them to Landlord for Landlord’s supervision, approval and control before the performance of any contractual services.  This provision shall apply to all work performed in the building, including, but not limited to, installations of telephones, telegraph equipment, electrical devices and attachments, and any and all installations of every nature affecting floors, walls, woodwork, trim, windows, ceilings, equipment and any other physical portion of the building.

7.
After initial occupancy, movement in or out of the building of furniture or office equipment, or dispatch or receipt by tenants of any bulky material, merchandise or materials which require use of elevators shall be restricted to the use of the freight elevators only.  Absolutely no carts or dollies are allowed through the main entrance or on passenger elevators.  All non-hand carried items must be delivered via the appropriate loading dock and freight elevator.

Deliveries requiring multiple hoists, such as the movement of quantities of furniture or office equipment shall be under supervision of Landlord and in the manner agreed between the tenant and Landlord by pre-arrangement before performance.  Such pre-arrangement initiated by a tenant will include after hours scheduling by Landlord, and subject to his decision and control, as to the exact time, method and routing of movement and as to limitations for safety or other concerns which may prohibit any article, equipment or any other item from being brought into the building.  The tenants are to assume all risks as to the damage to articles moved and injury to persons or public engaged or not engaged in such movement, including equipment, property and personnel of Landlord if damaged or injured as a result of an act in connection with carrying out this service for a tenant, from the time of entering property to completion of work; and landlord shall not be liable for an act of said property or persons resulting from any act in connection with such service performed for a tenant.

8.
Landlord has authority to prescribe the weight and position of safes and other heavy equipment, which shall in all cases, to distribute weight, stand on supporting devices approved by Landlord.  All damages done to the building by taking in or putting out any property of a tenant, or done by a tenant’s property while in the building, shall be repaired at the expense of such tenant.

9.
A tenant shall notify the Building Management when safes or other heavy equipment are to be taken in or out of the building, and the moving shall be done under the supervision of the Building Manager, after written permit from Landlord.  Persons employed to move such property must be acceptable to Landlord and meet minimum insurance requirements.

10.
Corridor doors, when not in use, shall be kept closed.

11.
Each tenant shall cooperate with Landlord’s employees in keeping its leased area neat and clean.  No tenant shall employ any person for the purpose of such cleaning other than the building’s cleaning and maintenance personnel without prior approval by Landlord.  Landlord shall be in no way responsible to the tenants, their agents, employees or invitees for any loss of property from the premises or public areas or for any damages to any property on the premises or public areas or for any damages to any property thereon from any cause whatsoever.

12.
To ensure orderly operation of the building, no ice, mineral or water, towels, newspapers, etc. shall be delivered to any leased area except by persons appointed or approved by Landlord in writing.

13.
Should a tenant require telegraphic, telephonic, enunciator or other communication service, Landlord will direct the electricians where and how wires are to be introduced or placed except as Landlord shall approve, which approval will not be unreasonably withheld.  Electric current shall not be used for power or heating without Landlord’s prior written permission.

14.
Tenants shall not make or permit any improper noises in the building or otherwise interfere in any way with other tenants or persons having business with them.

15.
Nothing shall be swept or thrown into the corridors, halls, elevator shafts or stairways.  No birds or animals (except Seeing Eye dogs) shall be brought into or kept in, on or about any tenant’s area.

16.
No machinery of any kind, other than normal office equipment, shall be operated by any tenant in its leased area without the prior written consent of Landlord, nor shall any tenant use, or keep in the building, any flammable or explosive fluid or substance, except in accordance with local fire codes and procedures approved by Landlord.

17.
No portion of any tenant’s leased area shall at any time be used or occupied as sleeping or lodging quarters.

18.
Landlord will not be responsible for lost or stolen personal property, money or jewelry from tenant’s leased area or public areas regardless of whether such loss occurs when area is locked against entry or not.

19.
Tenant will not tamper with or attempt to adjust temperature control thermostats on the premises.

20.
Absolutely no bicycles are to be brought into the building including through the lobby, parking garage or loading dock.  Bicycles are not allowed in stairwells, passenger elevators, freight elevators or escalators.

21.
In accordance with the City of Houston Ordinances, the following areas in Williams Tower are designated as No Smoking Areas:

A.
Building Common Area Lobbies



B.
Elevators



C.
Building Common Area Restrooms



D.
All Building Common Area Corridors



E.
All Stairwells

22. The carrying of firearms of any kind in any leased premises, the building in which such premises are situated, any related garage or any related complex of buildings of which the foregoing are a part, or any sidewalks, drives or other common areas related to any of the foregoing, is prohibited except in the case of unconcealed firearms carried by licensed security personnel hired or contracted for by tenants for security of their premises as permitted by such tenants’ leases or otherwise consented to by Landlord in writing.

23. Landlord reserves the right to rescind any of these rules and regulations and to make such other and further rules and regulations as, in its reasonable judgement, shall, from time to time, be required for the safety, protection, care and cleanliness of the Project, the operation thereof, the preservation of good order therein and the protection and comfort of the tenants and their agents, employees and invitees.  Such rules and regulations, when made and written notice thereof is given to Tenant, shall be binding upon it in like manner as if originally herein prescribed.

WILLIAMS TOWER

PARKING RULES AND REGULATIONS

The Williams Tower parking garage serves the parking needs of several independent businesses, including employees and visitors.  To ensure equitable fulfillment of each tenant’s parking requirements, all tenants are requested to cooperate in enforcement of the garage rules and regulations.  All contract parking areas are controlled by card access and respectively coded decals.

Parking Area Assignments

1.
The lower level area is designated for visitor and reserved parking only.  Access to the visitor area is gained via an automatic ticket dispenser gate located in the southeast corner of the garage.  Exit from the visitor area is through a staffed cashiering station located in the southwest corner of the garage.  

2.
The ground level and upper levels of the garage are for contract parkers displaying a decal only.  Identifying decals are to be displayed on all vehicles parked in these contract areas.  Unauthorized vehicles or vehicles without decals, parked in this area will be subject to tow-away at the owner’s expense.  Access to these areas is gained via the gates at the southwest and southeast corners of the garage.

3.
Most traffic aisles are two-way traffic.  Drive slowly, use your headlights and exercise extreme caution when rounding corners.

The northwest and northeast entrances and exits to and from the garage are designated for Williams Company employees only.

General Parking Rules

1.
Parking stickers must be applied to the lower left-hand corner of the rear window and the windshield on automobiles.  Stickers for motorcycles are to be applied to the fender of the cycle.

2.
Parking contracts will not be executed with individuals.  They will only be entered into with companies holding an effective lease agreement with Transco Tower Limited.  Accordingly, all billings will be directed to the company and will be the responsibility of the company per the lease terms.

3.
If a vehicle is being driven temporarily by a contract parker, the Garage Management Office must be notified.  The temporary vehicle must be parked in the contract parker’s regular designated area, and must display a temporary parking permit, which may be obtained at the Garage Management Office.

4.
Parking stickers and garage access cards are not transferable unless specifically approved in writing by the Garage Management Office.

5.
New employees and terminated employees must be reported immediately in writing to the Garage Management Office.

6.
Permits are issued in the name of the permit holder for specific vehicles ONLY, and are NOT transferable to other persons or other vehicles.

7.
Garage Management reserves the right, without formal notice, to void and/or remove permits from vehicles if said rules are violated.

8.
Only one vehicle will be permitted to park on the premises at any one time per keycard.

9.
Payments not received by the 5th of each month are considered past due and permits are subject to cancellation without notice.

10.
All payments MUST be current before any permit can be issued or cancelled.

11.
When entering or exiting the garage, please allow the gate arm to rise completely before proceeding forward with your vehicle.  Failure to do so may disrupt the normal gate sequencing, causing it to lower and possibly damage your vehicle.

12.
Standard or full sized automobiles should not use stalls labeled for compact cars only.  Violation may result in extremely close quarters and possible damage to a vehicle.  Vehicles in violation of this rule are subject to tow-away without notice at the owner’s expense.

13.
Always park between the lines that designate an individual parking space.  Do not park at the end of aisles, in drive lanes or in any other undesignated area.

14.
Please park in your assigned area only.  Vehicles in violation of parking regulations are subject to tow-away without notice at the owner’s expense.

15.
Please do not dump ashtrays or other trash in the garage.

16.
Lock your car at all times.

17.
All street areas are NO PARKING zones.

18.
The gate intercom is to be used if the access card does not operate the gate or if an access keycard 

is left at home or in the office.  

19.
The tallest oversized vehicle allowed in the garage is 7’.  Any lifted 250,350 and/or 2500, 3500 

series vehicle must be cleared by the parking team before parking in the parking garage to verify 

that the garage entrance /exit gate equipment will function appropriately.

PARKING ACCESS SYSTEM

Access to the contract parking areas is controlled by a computerized card access system.

To activate the control gate, the contract parker must insert their control card into the card reader.  Instructions for the control card used by contract parkers are listed below.  All tenant employees must use contract parking.

1.
Each contract parker must register their vehicle with the Parking Garage Office.

2.
A replacement charge of $11.00 per card is assessed for lost or damaged cards due to neglect.

3.
Should the control card not allow access to the parking facility, please return it to the Parking Garage Office.  If it is defective, it will be replaced at no cost.

4.
The control card must be used on each entry and exit to the parking facility. 

5.
Protect the card from direct exposure to sunlight and/or heat as either may damage the card.

6.
The card is inserted into the face of the card reader to activate the control gates.

7.
Parking keycard will allow access to the specific parking area assigned.  Each contract parker will be provided a decal identifying the authorized parking area by color code.

PARKING GATE INSTRUCTIONS

The following instructions are for operating the parking card access system:

OPERATING INSTRUCTIONS

1.
ENTRANCE GATE

A.
Have card ready before arrival at gate.

B.
Insert card into the face of the reader, holding the card in place until the gate arm lifts.


C.
Wait until gate is completely raised before driving through.

2.
EXIT GATE

A.
Have card ready before arrival at gate.

B.
Insert card into the face of the reader, holding the card in place until the gate arm lifts.

C.
Wait until the gate is completely raised before driving through.

3.
USAGE

The garage facility is open 24 hours, 7 days per week to contract parkers.


The parking card entitles you to park one vehicle in the Williams Tower garage.

For additional information, please contact the Parking Garage Office at (713) 985-3342.  The Parking Garage Office is located in the southeast corner, at ground level, across the drive from the visitors entrance3.
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WILLIAMS TOWER

EMERGENCY AND SECURITY PLAN
I.
ADMINISTRATION

A.
Purpose
The Emergency and Security Plan has been designed as an operational guide in a proactive measure to prevent an emergency, to minimize the possibility of an emergency and to respond effectively in the event of an emergency at Williams Tower.  

 B.
Scope

As outlined on the following pages, this Emergency and Security Plan establishes a sequential plan of response for initially recognizing, identifying and reporting the existence of specific emergency situations threatening the building and/or its inhabitants; and then provides for the safety and protection of endangered personnel and/or assets.


When implemented and supplemented with appropriate instructions from the building’s Property Management Team, this plan becomes an operational tool for effective and responsive action when occupants of the building are forced to cope with various emergency situations.

C.
Qualifications, Duties and Responsibilities of the Tenant Wardens and Their Deputy Wardens to Control an Emergency

Tenant appointed Wardens and their Deputy Wardens are a critical element in emergency and security planning at Williams Tower and are selected on the basis of two (2) principal criteria:


First  -  They must be intelligent, alert and resourceful individuals who would be capable of performing in a leadership role during an emergency situation;


Second  -  They must generally be working in their respective company areas within the building, rather than having primary duties and responsibilities elsewhere.


Tenant Wardens are the connecting links between the Property Management Office and their respective employees.  As such, they have direct control and responsibility for all decisive matters relating to the safety of all employees on their assigned floor.  

Tenant Wardens are responsible for selecting and training sufficient Deputy Wardens to effectively perform their emergency duties and responsibilities.


Tenant Wardens and their Deputies are responsible for communicating appropriate pre-planned emergency procedures to all employees under their jurisdiction through personnel orientation and/or company bulletin boards.


In the event of a bomb threat, Tenant Wardens and their Deputies must be knowledgeable of the normal environment of their respective company areas in order to assist in the search and identification of any suspicious items.

Tenant Wardens and their Deputies must assure that during their absences from the building other qualified personnel are trained and assigned to perform their emergency duties.

D.
Method for Reporting Changes in Tenant Wardens and Deputy Wardens
Because the Tenant Wardens are vital in the response to an emergency and the communication of emergency information, any changes in their employment status affecting their role as Tenant Warden must be reported to the Property Management Office (in writing) immediately.  Special efforts should also be made to inform all employees in their designated area as to any change in Tenant Warden Assignment.

E.
Tenant Supervisor’s Emergency Duties and Responsibilities
In order to ensure a safe and orderly response to any emergency situation, both employees and supervisory personnel must recognize the necessity to voluntarily subjugate themselves to emergency instructions given them by the Tenant Warden and/or their Deputies.        

Each tenant supervisor has two (2) principal emergency duties and responsibilities.

First  -  They must be calm and responsive and able to help eliminate confusion, fear and/or panic among their subordinates; and 

Second  -  They must faithfully execute any emergency duties and responsibilities assigned during any emergency situation.

F.
Tenant Employee’s Emergency Duties and Responsibilities

All tenant employees must remain calm, attentive, responsive and quiet so that they are able to hear all emergency instructions and orders, and they will not add confusion or dangerous panic to the emergency procedures initiated for their personal safety.


All tenant employees must respond to official emergency instructions as if their lives depended upon strict compliance with those instructions, because the Emergency Plan Procedures were established to save lives.

G.
Testing of the Building’s Emergency and Security Plan Procedures

Various aspects of the building’s Emergency and Security Plan Procedures will be tested on a deliberate, systematic and periodic basis, in accordance with instructions from the Property Manager or the Fire Department.


Such testing will familiarize key personnel with their emergency duties and responsibilities, as well as evaluate the Emergency and Security Plan Procedures to identify deficiencies and make official adjustments if necessary.

H.
Conduct With the News Media


Recent experience has proven that the company that makes the headlines frequently becomes the target for prank callers and the various machinations of demented persons.


Thus, for the protection and safety of all occupants of the building, tenant employees are requested to refer news media inquiries to their respective company’s public relations representative or to the Property Manager.  

II.
EMERGENCY PERSONNEL’S RESPONSIBILITIES


Safety Director  -  Property Manager

The Safety Director’s primary responsibility is to coordinate and implement an effective evacuation of the building’s tenants in case of a serious fire or other situations that might require evacuation.  Further responsibility stems from his preparation, monitoring and implementation (with the approval and assistance of the Houston Fire Department) of a training program for all members of the fire emergency team, fire plan(s) of action and related records.

Assistant Safety Directors  -  Assistant Property Managers

The Assistant Safety Directors are responsible for the effective implementation of the Fire Evacuation Plan(s) and actions taken by the building’s Emergency Assistance Team prior to the arrival of the Houston Fire Department.  Upon the arrival of the Houston Fire Department, the Assistant Safety Directors should assist the Fire Department Supervisor in briefing him as to the seriousness, location and type of fire, in addition to explaining actions taken prior to the arrival of the Fire Department.

Tenant Wardens  -  Tenant Representative

The Tenant Wardens are responsible for following the strict orders of the Tenant Contact, the Safety Director or representatives of the Property Management Office to implement the approved Evacuation Plan in an orderly manner upon notification from the Property Manager or Houston Fire Department.

The Tenant Warden is appointed by the Tenant Contact representing each firm.  If a firm occupies more than one floor, one Tenant Warden should be designated for each floor.  Tenant Wardens or their alternates (Deputy Wardens) must be present at all times during normal building hours.  Wardens must be familiar with the building Evacuation Plan(s), floor layouts and location and use of fire equipment.

Deputy Wardens

The Deputy Warden shall take direction from the Tenant Warden and shall perform as the acting Warden in the Tenant Warden’s absence.

Emergency Assistance Team

The Emergency Assistance Team is comprised of all building engineering and security personnel.  Their responsibilities are preliminary fire fighting procedures and the implementation of emergency plans as directed by the Safety Director in charge.

WILLIAMS TOWER

EMERGENCY AND SAFETY ORGANIZATIONAL CHART

(Emergency Response Team)

Safety Director

Property Manager

Assistant Safety Directors

1st Assistant Property Manager

2nd Assistant Property Manager

General Engineering Manager

	Emergency Assistance Team
	Tenant Wardens
	Evacuation Supervisor

	Williams Tower
	Appointed by Tenants
	(after business hours)

	Operating Engineers
	on each floor
	Operating Engineers

	
	
	or

	Security Supervisors and Guard Staff

Utility Crew
	
	Security Officer on Duty


Deputy Tenant Wardens

Appointed by Tenants 

on each floor

III.
SECURITY PERSONNEL AND RESPONSIBILITIES

Current Security Staff Detail

	Positions
	7am – 3pm

(7/365)
	3pm – 11pm

(7/365)
	11pm – 7am

(7/365)
	6am – 6 pm

(5/260)

	Level One Security Desk
	X
	X
	X
	

	Rover
	X
	X
	X
	

	East Lobby 
	
	
	
	X

	Loading Dock Ramp
	
	
	
	X


The following security related information is included in the Appendix of this Plan:

· Security Guard Orders

· Security Post Orders

· Current Building/Parking Garage/Loading Dock Access Control Procedures

· Current Heightened Security and Access Control Status

IV.
EMERGENCY AND SECURITY PLAN

In recent years, the term security has been accorded new emphasis, as it affects all aspects of our daily living.  In order to keep pace with the hazards of our times and to offer a secure environment, concerned office building managers and owners have found it necessary to initiate certain protective measures.

Thus, Hines has prepared this Emergency and Security Plan as an integral element of Williams Tower building operations.

When most people are confronted with an emergency, inspiration is seldom a substitute for forethought.  These Emergency and Security Procedures are, however, only an operational guide or tool.  To be effectively implemented by the Building Manager, Property Management staff, Tenant Wardens and Tenant Contacts, these procedures must be combined with a vital personal ingredient – common sense.

The successful execution of the Emergency and Security Procedures will depend upon the degree of confidence, cooperation and coordination mutually achieved by the Tenant Contact, Area Fire Warden and their fellow employees and the Property Management Team.

In that regard, each Tenant Contact must manifest an unselfish responsibility toward the safety of all occupants in the building.  This can be achieved if the appropriate tenant executives:

1.
Assign responsible personnel to function as Tenant Wardens and Deputy Wardens,

2.
Insist that the wardens read and understand this Emergency and Security Procedure and Evacuation Plan in its entirety,

3.
Assure that applicable portions of this Emergency and Security Procedure Plan are adequately disseminated to each of their employees,

4.
Allow all Tenant Wardens and Deputy Wardens to participate in periodic training sessions, so that they are equipped to perform specialized emergency assignments, and

5.
Enthusiastically support the overall objectives of the building’s Emergency and Security Procedures.

Tenant executives are encouraged to include specific emergency procedures applicable only to their individual operations, such as procedures to safeguard monies, negotiable instruments, original contracts, etc.

V. 
EVACUATIONS

A.
Evacuation Plan and Procedure

When the decision to evacuate has been made by the Safety Director or the Houston Fire Department, the Fire Command Center will notify the tenants.  Notification will be communicated via telephone, general alarm or voice communication in each lobby.

The appropriate evacuation plan will be given at this time.

Elevators will be used for evacuation only by orders from Houston Fire Department or the Safety Director.  Stairwells are to be considered the primary means of evacuation at all times.

VI.
MEDIA INQUIRIES
A. Please contact the Property Management office at 713-966-7845 with any media related questions or needs. 

VII. 
FIRES
The Property Manager is responsible for insuring that all appropriate personnel (i. e., Fire Wardens, management staff, security staff, utility staff, etc.) are provided with instruction in the use of all life safety equipment and any general training needs.  The property management staff and building tenants should rehearse fire alarm procedures at least twice annually.  Remember – Never use elevators if there may be a fire, USE STAIRWELLS.
A. During Normal Business Hours

1. Tenant Responsibilities

a. Attempt to isolate the fire.  If possible, shut the doors surrounding the fire area.

b. Activate the nearest pull station.

c. Call 911.

1. Tell the operator the exact location of the fire.

2. If possible tell the operator the source and size of the fire.

3. Provide the operator with a name, telephone number, and property address.





d.
The Fire Wardens will:

a. Verify that all employees within their designated areas are near the stairwells and prepared to evacuate.

b. Await further instructions from the Fire Safety Director via public address announcement.

c. If evacuation is ordered, verify it proceeds in an orderly fashion and that all disabled and mobility-impaired persons receive any necessary assistance.

2. Property Management Responsibilities

a. The Fire Safety Director will report to the FCC to initiate fire response procedures and await a situation assessment from the Fire Brigade.  The Fire Safety Director should:

1. Verify that the fire department has been notified.

2. Make any necessary public address announcements to building tenants and Fire Wardens.  Be prepared to make the announcements in English and any other predominant language spoken by the property’s tenants and/or contractors.

3. Verify that the Elevator Technician (or security) has put all elevators in recall mode and will be available to assist the fire department.

4. Verify the Security Supervisor will direct the fire department to the Fire Command Center (FCC).

5. Verify that a set of building-master keys is readily available for the fire department.

6. Start evacuation procedures if determined necessary.

7. Upon arrival of the fire department, provide them with a situational assessment and Pre-Fire Checklist information.

8. Let the fire department take over.

B. After Hours (without property management on site)

1. If a fire or smoke is detected by a tenant, he/she should follow these important steps:

a. Attempt to isolate the fire.  If possible, shut the doors surrounding the fire area.

b. Activate the nearest pull station.

c. Call 911.

1. Tell the operator the exact location of the fire.

2. If possible, tell the operator the source and size of the fire.

3. Provide the operator with a name, telephone number, and property address.

d. Notify building security.

e. Proceed to the nearest stairwell and prepare to evacuate.

f. Evacuate in an orderly manner if instructed or immediate danger exists.

2. Security will:

a. Proceed to the area of incident via the stairwell.

b. Return to the FCC and verify that the fire department and Property Manager is notified.

PROCEDURES FLOWCHART - FIRE – TENANTS

	DURING

BUSINESS HOURS
	
	AFTER

HOURS

	(
	
	(

	Discover smoke or fire
	
	Discover smoke or a fire

	(
	
	(

	Activate the nearest pull station
	
	Activate the nearest pull station

	(
	
	(

	Immediately call 911
	
	Immediately call 911

	(
	
	(

	Call management office
	
	Call building security


PROCEDURES FLOWCHART - FIRE – FIRE WARDENS

	FIRE IS REPORTED OR ALARM SOUNDS



	(

	Notify the fire department and Fire Safety Director

	(

	Direct occupants to nearest stairwell and await

further instruction

	(

	If evacuation is ordered, follow outlined building instruction

	(

	Insure all disabled and mobility-impaired individuals receive

the necessary assistance

	


EXHIBIT 1

FIRE WARDEN DESIGNATION / TRAINING

A. The tenant or tenants of each floor shall, upon request of the owner or person in charge of the building, make responsible and dependable employees available for designation by the Fire Safety Director as Fire Warden.

B. For the evacuation of occupants in the event of a fire, each floor of the building should be under the direction of a designated Fire Warden.

C. Each Fire Warden should be familiar with the Fire Safety Plan and evacuation procedures. 

D. Each Fire Warden should receive formal response procedure training at least once annually.

Note:
Additional building specific training and building information is included in the City of Houston approved Evacuation Plan included in the Appendix.

 EXHIBIT 2

SPECIAL INSTRUCTIONS FOR THE MOBILITY-IMPAIRED

Persons having any mobility impairment must be considered prior to any need for evacuation.  It is necessary for Fire Wardens to notify the Fire Safety Director of any mobility-impaired persons that may require special assistance in the event of an evacuation.  A list of such persons is maintained and updated as necessary.  This information is included in the Building Fire Evacuation Plan in the Appendix of this Plan.

Tenants not requiring assistance and that are not going to assist will evacuate first.  This avoids the possibility of persons in need of assistance being bumped and falling down, thus impeding evacuation progress and/or causing injury.  

If there is evidence of a fire, persons having mobility impairment should be positioned near fire exit stairs that are located farthest away from the fire.  The Fire Brigade may assist in evacuation of the person(s) if danger is imminent and the fire department has not yet arrived.

VIII.
MEDICAL EMERGENCIES
A. During normal business hours, after following the procedures below, notify the management office at 713-850-8841.

B. After hours, after following the procedures below, call the security desk on level 1 at 713-985-3333. 

a. Identify decision-making body to determine response to the Medical Emergency.

b. Identify contact person for property management to communicate with if different from the person on the list.

c. Find out information of individuals medical history.

d. Ask victim if there is anyone they would like to have contacted.


PROCEDURES FLOWCHART

MEDICAL EMERGENCY
	PROPERTY MANAGEMENT
	
	ENGINEERING
	
	SECURITY
	
	TENANT

	(
	
	(
	
	(
	
	(

	Verify if 911 has been called. If not call 911
	
	Stand by to assist either Property Manager or Security


	
	Prepare to meet EMS to direct them to the Medical Emergency
	
	Identify decision-making body to determine response to Medical Emergency

	(
	
	
	
	(
	
	(

	Proceed to building
	
	
	
	Verify location of

Medical Emergency
	
	Identify contact person for property management to communicate with if different than the person on the list

	(
	
	
	
	(
	
	(

	Meet with the emergency personnel and available members of the  Response Team
	
	
	
	Proceed to elevator bank which services the floor of the Medical Emergency
	
	Find out information about victim’s medical history

	(
	
	
	
	(
	
	(

	Find out as much information about the victim’s medical history
	
	
	
	Put one elevator cab in manual override
	
	Ask victim if there is anyone they would like to have contacted

	(
	
	
	
	(
	
	

	Ask victim if there is anyone that they would like to have contacted
	
	
	
	Hold elevator on the emergency floor until the emergency personnel return and escort them out of the building
	
	

	(
	
	
	
	(
	
	

	Question witnesses and collect information for your report to the

Insurance company
	
	
	
	Collect as much information as possible for an incident report
	
	

	(
	
	
	
	
	
	

	Collect information for your report to the insurance company
	
	
	
	
	
	




IX.
ELECTRICAL EXPLOSIONS
In the event of an electrical explosion the Property Manager is responsible for insuring that all appropriate personnel (i.e. Fire Wardens, property management staff, security staff, utility staff, etc.) are provided with instruction in the use of all life safety equipment and any general training needs.  The property management staff and building tenants should rehearse electrical explosion in conjunction with fire alarm procedures at least twice annually.  Remember – Never use elevators if there has been an electrical explosion, USE STAIRWELLS.
A. During Normal Business Hours

1. Tenant Responsibilities - If an electric explosion is detected by a tenant, he/she should follow these important steps:

a. Attempt to isolate the electrical explosion.  If possible, shut the doors surrounding the electrical explosion.

b. Activate the nearest pull station.

c. Call 911

1. Tell the operator the exact location of the electrical explosion.

2. If possible, tell the operator the source of the electrical explosion.

3. Provide the operator with the name, telephone number, and property address.

2. The Fire Wardens will:

a. Verify that all employees within their designated areas are near the stairwells and prepared to evacuate.

b. Await further instructions from the Fire Safety Director via public address announcement.

c. If evacuation is ordered, verify it proceeds in an orderly manner and that all disabled and mobility-impaired persons receive any necessary assistance (see Exhibit 2).

d. Notify Property Management at 713-850-8841.

B. After Hours (without property management on site)

1. If an electrical explosion is detected by a tenant, follow these important steps:

a. Attempt to isolate the electrical explosion.  If possible, shut the doors surrounding the electrical explosion area.

b. Activate the nearest pull station.

c. Call 911

1. Tell the operator the exact location of the electrical explosion.

2. If possible, tell the operator the source of the electrical explosion.

3. Provide the operator with a name, telephone number, and property address.

d. Notify building security at 713-985-3333.

e. Proceed to the nearest stairwell and prepare to evacuate.

f. Evacuate in an orderly manner if instructed or immediate danger exists.

2. Security will:

a. Proceed to the area of incident via the stairwell.

b. Return to the FCC and verify notification of the Property Manager.

c. Await the arrival of the fire department and assist as necessary.

PROCEDURES FLOWCHART

ELECTRICAL EXPLOSION – TENANTS

	      DURING

BUSINESS HOURS
	
	AFTER

 HOURS

	(
	
	(

	Discover smoke or fire
	
	Discover smoke or fire

	(
	
	(

	Activate the nearest pull station
	
	Activate the nearest pull station

	(
	
	(

	Immediately call 911
	
	Immediately call 911

	(
	
	(

	Call management office

713-850-8841
	
	Call building security

713-985-3333

	
	
	



PROCEDURES FLOWCHART

ELECTRICAL EXPLOSION – FIRE WARDENS

	
	
	

	
	FIRE IS REPORTED OR ALARM SOUNDS


	

	
	(
	

	
	Notify the fire department and Fire Safety Director


	

	
	(
	

	
	Direct occupants to nearest stairwell and await 

further instruction


	

	
	(
	

	
	If evacuation is ordered, follow outlined building instructions
	

	
	(
	

	
	Insure all disabled and mobility- impaired individuals receive necessary assistance
	

	
	
	


EXHIBIT 1

FIRE WARDEN DESIGNATION/TRAINING

· The tenant or tenants of each floor shall, upon request of the owner or person in charge of the building, make responsible and dependable employees available for designation by the Safety Director as Fire Warden.

· Each floor of the building should be under the direction of a designated Fire Warden for the evacuation of occupants in the event of an Electrical Explosion. 

· Each Fire Warden should be familiar with the Fire Safety Plan and evacuation procedures. 

· Each Fire Warden should receive formal response procedure training at least once annually.

Note:
Additional training and building information is included in the City of Houston approved Evacuation Plan included in the Appendix of this plan..

EXHIBIT 2

SPECIAL INSTRUCTIONS FOR

THE MOBILITY-IMPAIRED

Persons having any mobility impairment must be considered prior to any need for evacuation.  It is necessary for Fire Wardens to notify the Safety Director of any mobility-impaired persons that may require special assistance in the event of an evacuation.  A list of such persons must be maintained and updated as necessary.

Tenants not requiring assistance and those that are not going to assist will evacuate first.  This avoids the possibility of persons in need of assistance being bumped and falling down, thus impeding evacuation progress and/or causing injury.  

If there is evidence of an Electrical Explosion, persons having mobility impairment should be positioned near exit stairs that are located farthest away from the danger area.  The Fire Brigade may assist in evacuation of the person(s) if danger is imminent and the fire department has not yet arrived.

X.
BOMB THREATS – STANDARD OPERATING PROCEDURE
It is proven that the majority of these calls are indeed false alarms, meant only to disturb or disrupt the normal work of a person or company.  However, never regard a call as "just another" false alarm.  When a call is received, there are several things to do:

A. Keep the caller on the line as long as possible.  Ask the caller to repeat the message.  Record the information on the Bomb Threat Checklist (see Exhibit 3) if available.

B. Obtain as much information from the caller as possible:

1. Location of bomb

2. Time of detonation

3. Outside appearance or description of bomb

4. Reason for planting the bomb

C. Listen for background noises that might help determine from where the call originated.

D. At the conclusion of the call, the tenant should immediately report the call to the property management office of the building, providing  as much of the following information as possible:

1. Name of the person calling.

2. Location of the person calling, telephone number.

3. Name of the initial recipient of the threat.

4. Name of anyone listening in to the threat.

5. Name of any employee threatened by the caller.

6. Normal work location of any threatened person.

7. Time the “bomb” is supposed to explode.

8. Exact location where the “bomb” is supposed to be.

9. Outside appearance or description of the “bomb.”

10. Reason given for the “bomb.”

11. Name of person taking the call.

12. Time of report.

E. Notify management about the bomb threat.

1. Have Bomb Threat Checklist (see Exhibit 3) available for the Property Manager.

2. Open telephone lines are essential to effectively control this emergency situation – only make necessary telephone calls.

F. Quickly and thoroughly, search the area for suspicious, unusual, or foreign items (suspected bombs).  Report any findings to property management, but do not touch, move, jar, disturb, or cover any suspicious item discovered.
1. If evacuation is necessary, or is chosen, the property management office will notify tenants of the evacuation plan to use.

2. If it is determined that a company’s employees and visitors are in imminent danger, and the property management office cannot be reached in a reasonable length of time, exercise independent judgement and move, or evacuate, all personnel without being given specific routes to follow.

3. Identify and give priority to the movement and/or evacuation of nervous, emotional, ill and disabled personnel.

4. Before evacuating, establish and announce a rendezvous point on the street level for the safety and control of personnel, as well as communication of information.

G. Follow up and review

1. Ask employees and any emergency assistants if any special problems or incidents were encountered while performing emergency duties.  If so, ask for a brief written report, prepared as quickly as possible, for prompt submission to the Property Manager.

2. As soon as possible, prepare a brief written report (see Exhibit 4) of efforts and actions taken in response to the bomb threat emergency, including any special problems or incidents.

3. Promptly take all of the reports prepared about the emergency to the property management office.

4. Retain copies of these reports for future reference and documentation.


PROCEDURES FLOWCHART

BOMB THREAT – DURING BUSINESS HOURS

	TENANT ROLE:
	
	PROPERTY MANAGEMENT/

SECURITY ROLE:

	(
	
	(

	Receive bomb threat


	
	Receive bomb threat

or call from tenant



	(
	
	(

	Immediately fill out

Bomb Threat Checklist
	
	Notify tenant contacts

	(
	
	(

	Notify police,

property management

engineering and security
	
	Notify

personnel/contractors

	
	
	(

	
	
	Secure and post the

perimeter of the building

	
	
	(

	
	
	Search the public or common areas of the building for any suspicious objects

	
	
	(

	
	
	Assist fire department and/or police in their investigation

and provide support should evacuation of the building

 be mandated


NOTE:
Tenants are responsible for any search proceedings in their space unless determined otherwise by the local authorities.  Tenants may evacuate at any time, but should consult with the Property Manager to ensure the safest route. 

PROCEDURES FLOWCHART

BOMB THREAT – AFTER HOURS

	TENANT ROLE:
	
	PROPERTY MANAGEMENT/

SECURITY ROLE:

	(
	
	(

	Receive bomb threat


	
	Receive bomb threat

or call from tenant



	(
	
	(

	Immediately fill out

Bomb Threat Checklist
	
	Notify building population

via public address system

	(
	
	(

	Notify police,

property management

engineering and security
	
	Ensure a designated entrance

is unlocked and someone

is prepared to escort

police to the ECC

	
	
	(

	
	
	Secure and post the

perimeter of the building

	
	
	(

	
	
	Search the public or common areas of the building for any suspicious objects

	
	
	(

	
	
	Assist fire department and/or police in their investigation

and provide support should evacuation of the building

 be mandated


NOTE:
Tenants are responsible for any search proceedings in their space unless determined otherwise by the local authorities.  Tenants may evacuate at any time, but should consult with the Property Manager to ensure the safest route. 


EXHIBIT 2

TENANT PREPARATION

BOMB THREAT CHECKLIST

INSTRUCTIONS:  BE CALM AND COURTEOUS.  LISTEN.

DO NOT INTERRUPT CALLER.
Name of operator: _________________________________________Time: _________a.m./p.m.

Exact words of caller: ____________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Caller identity: (circle one)
Male/Female

Adult/Child

Voice characteristics: (circle all that apply)

Type of Accent:___________________


Slow / Fast  Deep / High

Angry / Normal  Loud / Quiet

Background noise: ______________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PRETEND DIFFICULTY WITH HEARING.  Keep caller talking.  If caller seems agreeable to further conversation, ask questions like:

When will it go off: _____________Certain hour: _____________Time remaining: ___________

Where is it located: ________________Building: ________________Area: _________________

What kind of bomb is it: ____________________Where are you now: _____________________

How do you know so much about the bomb: __________________________________________
VIII. What is your name and address: ____________________________________________________

IX. ______________________________________________________________________________

Does the caller appear familiar with the building by their description of the bomb location?  Write out the message in its entirety and any other comments on a separate sheet of paper and attach to this sheet.

POLICE NOTIFIED AT: _________a.m./p.m.

Operator Badge number: __________

 XI.
SUSPECTED BOMB – SAFETY PRECAUTIONS
The Safety Precautions enumerated below are designated to acquaint you with the dangers inherent in the search, discovery and handling of “Suspected Bombs”, upon either notification of a bomb, or if you have other reason to be suspect.

While some of the following Safety Precautions may seem elementary, do not dismiss them as unimportant, nor take them for granted – because adequate knowledge of their precautionary provisions may save your life, the lives of your fellow employees and tenants, and the lives of the individual Customers and Visitors who daily frequent the building.

1.
Do not use radio equipment to transmit messages.

2.
Do not “change the lighting conditions”. (Turn switches on/off)

3.
Do not smoke!

4.
Do not accept the contents of any container as “bona fide”, simply because it was delivered by “routine means!”

5.
Do not accept container markings and/or appearance as sole evidence of their contents, identification and legitimacy!

6.
Do not touch a “suspected bomb!”

7.
Do not shake, shock, or jar a “suspected bomb!”

8.
Do not cover a “suspected bomb”.

9.
Do not carry a “suspected bomb”.

10.
Do not assume that a “suspected bomb” is of a specific (high-explosive or incendiary) type!

11.
Do not open any “suspicious” container or object!

12.
Do not cut a string, cord, or wire on a “suspicious” container or object!

13.
Do not cut or remove the wrapper on a “suspicious” container!

14.
Do not unscrew the cover of a “suspicious” container of object!

15.
Do not move the “latch” or “hook” on the cover of a “suspicious” container or object.

16. 
Do not raise or remove the cover of a “suspicious” container!

17.
Do not change the position of a “suspicious” container or bottle!

18.
Do not place a “suspicious” container or object into water.

XII.
EXPLOSIONS
If an explosion occurs, report the explosion to the Management Office at 713-850-8841. Give the manager the following information:

1.
Your name, location and phone number

2.
Your company’s name

3.
Exact location of explosion

4.
Cause of explosion

5.
Any reasons you have to believe explosion was caused by a bomb

6.

Extent of casualties and number and type of injuries

7.
Whether explosion caused fires, if so, location of fire

The building Management Office will immediately contact the Fire and Police departments, as well as dispatching emergency personnel to the scene.

You should move or evacuate employees and visitors from your tenant areas(s) if necessary.

Within 24 hours, prepare a brief written report describing the emergency including any special problems or incidents experienced.

XIII. ARMED INTRUDER

A. During Normal Business Hours, notify the management office at 713-850-8841.

B. After hours, notify the security desk on level 1 at 713-985-3333.


 EXHIBIT 1

ARMED INTRUDER CHECKLIST

DESCRIPTION OF PERSONS

	PHYSICAL
	

	Name or alias, if known 
	

	Sex/Race
	

	Height
	

	Weigh
	

	Hair – color, texture, length, etc.
	

	Eyes – shape, color
	

	Complexion – dark, light, skin texture, etc.
	

	Speech - accent, impediment, voice tone, etc.
	

	Build – heavy, slim, etc.
	

	CLOTHING – Type, Color
	

	Hat
	

	Coat
	

	Shirt
	

	Tie
	

	Trousers
	

	Belt
	

	Gloves
	

	Shoes
	

	PECULIARITIES
	

	Glasses
	

	Eyebrows
	

	Baldness
	

	Nose
	

	Teeth
	

	Mustache
	

	Scars or marks
	

	Ears
	

	Neck
	

	Hands
	

	Jewelry
	

	TOOLS
	

	Gun – Automatic or revolver; rifle, shotgun; etc.; large or small, etc.
	


XIV. 
CIVIL DISTURBANCES
A. Level One Condition – If a circumstance or series of events should provide evidence of a civil disturbance, the following plan will be implemented:

1. Tenants

a. Monitor media.

b. Establish contingency plans for operations, personnel and parking.

c. Identify decision-making body to determine response to civil unrest.

d. Identify a company representative as a communication contact for property management.

e. Procure emergency supplies.

f. Communicate tenant contingency plan to employees, as deemed appropriate by tenant.

B. Level Two Condition – Serious confirmed threat of civil unrest in the area, beginning stages of wide spread outbreak of protesting violence or property damage in the area, but not evident in the immediate local area.

1. Tenants

a. Implement contingency plan.

b. Maintain communication with property management.

c. Monitor media reports.

d. Consider operation shutdown, cutback, or relocation.

C. Level Three Condition – Clear and present danger has been identified within the immediate local area.

1. Tenants

a. Make final decisions whether to suspend operations.

b. Make accommodations for employees remaining in building.

c. Arrange carpool and off-site parking shuttle.



D.
Level Four Condition – The building is under siege.
1. Tenants

a. Relocate to safe location until danger has passed.

b. Maintain contact with property management.


CIVIL DISTURBANCE SUMMARY

A. Tenant and building security:


The threat of civil disturbance has been broken down into four levels of alert.  The responses by property management, engineering, security and parking staff vary and sometimes overlap, depending on the level of alertness.

1. Level 1 Alert – Pre-disturbance preparation.

2. Level 2 Alert – Greater area disturbance.

3. Level 3 Alert – Local area disturbance.

4. Level 4 Alert – On site disturbance.

B. The property management office shall orchestrate the execution of the contingency plan and coordinate the resources available.  The office itself shall act as the communication center, collecting media reports, and disseminating information to staff, tenants, and media.

PROCEDURES FLOWCHART

CIVIL DISTURBANCE – LEVEL 1

SERIES OF EVENTS PROVIDES EVIDENCE OF CIVIL DISTURBANCE

	PROPERTY MANAGEMENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Coordinate plans with other buildings, security, law enforcement
	
	Procure supplies listed on exhibit B-1 for building repairs
	
	Maintain alert status and cancel 

leave requests
	
	Test/verify operation of roll down gate, fire doors and emergency systems
	
	Monitor media

	(
	
	(
	
	(
	
	(
	
	(

	Procure

Emergency supplies
	
	Rehearse

emergency procedures
	
	Identify back up personnel
	
	Rehearse fire evacuation plan
	
	Establish contingency plans. Identify decision-making body to determine response to civil unrest

	(
	
	(
	
	(
	
	(
	
	(

	Rehearse emergency procedures with security, parking and engineering
	
	Test and verify security and emergency systems
	
	Test and verify operations of building security systems
	
	Procure

emergency supplies
	
	Identify person responsible for communicating with property management

	(
	
	
	
	
	
	
	
	(

	Monitor media

And police
	
	
	
	
	
	
	
	Procure

emergency supplies

	(
	
	
	
	
	
	
	
	(

	Coordinate Individual tenant and building contingency plans and identify potential security issues
	
	
	
	
	
	
	
	Communicate contingency plan to employees

	(
	
	
	
	
	
	
	
	

	Make readily available Exhibits A-3 and D-1
	
	
	
	
	
	
	
	



PROCEDURES FLOWCHART

CIVIL DISTURBANCE – LEVEL 2

SERIOUS CONFIRMED THREAT OF CIVIL UNREST

WIDESPREAD BREAKOUT OF VIOLENCE OR PROPERTY DAMAGE

	PROPERTY MANAGEMENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Monitor radio, TV, and police contacts
	
	Monitor and maintain building systems
	
	Employ 12 hour guard shifts
	
	Increase surveillance of incoming traffic
	
	Implement contingency plan

	(
	
	(
	
	(
	
	(
	
	(

	Discuss heightened threat with tenant contacts
	
	Arrange for shift holdover if necessary
	
	Have guard on floor X with binoculars
	
	Control orderly flow of outgoing traffic
	
	Maintain communication with property management

	(
	
	(
	
	(
	
	(
	
	(

	Implement any additional security measures that are requested
	
	Shut down non-essential building services
	
	Clear loading dock of unnecessary vehicles
	
	Arrange for off-site parking to park

in the building
	
	Monitor media reports

	(
	
	(
	
	(
	
	
	
	(

	Maintain a 

24 hour readiness accommodations floor
	
	Set up emergency shop cart
	
	Remove exterior furniture with janitorial assistance
	
	
	
	Consider shutting down, cutting back, or relocating operations

	
	
	(
	
	(
	
	
	
	

	
	
	Activate exhaust fans in garage if necessary
	
	Deploy guards according to security post priority list
	
	
	
	

	
	
	(
	
	(
	
	
	
	

	
	
	Pre-cut plywood for window repairs 

as needed
	
	Secure elevators, including additional floors at

tenant request
	
	
	
	

	
	
	
	
	(
	
	
	
	

	
	
	
	
	Restrict access to freight elevators and require tenant verification
	
	
	
	


PROCEDURES FLOWCHART

CIVIL DISTURBANCE – LEVEL 3

CLEAR AND PRESENT DANGER HAS BEEN IDENTIFIED IN IMMEDIATE AREA

	PROPERTY MANAGEMENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Secure building
	
	Monitor critical building operations
	
	Employ security procedures
	
	Initiate garage evacuation plans
	
	Decide whether to suspend operations

	(
	
	(
	
	(
	
	(
	
	(

	Collaborate with tenant contacts regarding security measures
	
	Prepare to respond to building damage
	
	Deploy security officers using security post priority list
	
	Deploy available staff to lower levels to assist with 

orderly exit
	
	Arrange accommodations

 for employees staying on-site

	(
	
	(
	
	(
	
	(
	
	(

	Secure elevators
	
	Prepare for interior lock-down
	
	Assist with parking evacuation
	
	Close parking

garage gates
	
	Arrange carpool

and off-site

parking shuttle

	(
	
	(
	
	
	
	
	
	

	Coordinate with

law enforcement
	
	Distribute emergency food and water

to emergency command post
	
	
	
	
	
	

	(
	
	(
	
	
	
	
	
	

	Monitor engineering, security and parking
	
	Establish secondary command post
	
	
	
	
	
	

	(
	
	
	
	
	
	
	
	

	Arrange accommodations for staff required

to stay on-site
	
	
	
	
	
	
	
	

	(
	
	
	
	
	
	
	
	

	Prepare to disable elevators
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


PROCEDURES FLOWCHART

CIVIL DISTURBANCE – THE BUILDING IS UNDER SIEGE

	PROPERTY MANAGEMENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Observe and assess danger to tenants and damage to building, evacuate lobby

if necessary
	
	Relocate to secondary command post

to monitor

building systems
	
	Secure stairwell 

doors on all floors
	
	Relocate to safe area
	
	Relocate to safe area

	(
	
	(
	
	(
	
	(
	
	(

	Coordinate with law enforcement for additional security
	
	Prepare to repair broken windows
	
	Regroup at alternate command post floor
	
	Secure parking gates, close fire doors between levels

if necessary
	
	Maintain contact with Property Manager

	(
	
	(
	
	(
	
	
	
	

	Relocate anyone who is in the lobby
	
	Respond to building safety needs
	
	Deploy one security guard to FCC and one to control plant
	
	
	
	

	(
	
	(
	
	(
	
	
	
	

	Verify accommodations for people remaining

On-site
	
	Deactivate security console and elevators
	
	Secure elevators
	
	
	
	

	(
	
	(
	
	
	
	
	
	

	Direct security to put elevators on independent, including freight elevator
	
	Deploy one engineer to ECC and one to central plant
	
	
	
	
	
	

	(
	
	(
	
	
	
	
	
	

	Direct engineering to disable main call buttons, including dock call buttons
	
	Secure fire doors and disable main call buttons, including dock call button
	
	
	
	
	
	

	
	
	(
	
	
	
	
	
	

	
	
	Activate exhaust fans
	
	
	
	
	


XV.
ELEVATORS

In the event you are in an elevator that stops between floors, or if the doors will not open, do not attempt to force the doors open.  Pick-up the “Emergency Phone”.  It will ring automatically to a security company monitoring the phones.  A security officer will immediately respond, and advise them of the nature of the problem.  He will summon elevator personnel to assist you.

The elevators are equipped with numerous safety devices which prohibit them from falling under emergency conditions.  Under no circumstances should you attempt to exit a car through the doors which have not opened level with a floor.  Do not try to climb out and jump to a floor below should the doors open between floors.

In the event of a power interruption to the building, the elevators will be automatically lowered to the lower landing, and the door will open.

XVI.
NATURAL DISASTERS AND OTHER EMERGENCIES
A. Level One Condition – In advance of a pending natural disaster the following plan will be implemented:

1. Tenants

a. Monitor media.

b. Establish contingency plans for operations, personnel and parking.

c. Identify decision-making body to determine response to natural disaster.

d. Identify contact person for property management to communicate with if different from the person on the list.

e. Procure and/or verify emergency supplies.

f. Rehearse emergency evacuation plan.

g. Communicate tenant contingency plan to employees, as deemed appropriate by tenant.

B. Level Two Condition – Threat of natural disaster in greater area.

1. Tenants

a. Implement contingency plan.

b. Maintain communication with property management.

c. Monitor media reports.

d. Consider operation shutdown, cutback, or relocation.

e. Activate the emergency evacuation plan for those employees not needed to provide essential services to tenants operations.

C. Level Three Condition – The building is directly affected by the Natural Disaster

1. Tenants

a. Relocate to safe location until danger has passed.

b. Maintain contact with property management.


PROCEDURES FLOWCHART

NATURAL DISASTER – LEVEL 1

	PROPERTY MANAGE-MENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Coordinate plans with other buildings, security, and law enforcement officials
	
	Procure supplies for building repairs 

(see Exhibit 4)
	
	Maintain alert status and cancel 

leave requests
	
	Test and verify operation of roll down gate, fire doors and emergency systems
	
	Monitor media

	(
	
	(
	
	(
	
	(
	
	(

	Procure

Emergency supplies
	
	Rehearse emergency procedures
	
	Identify back-up personnel
	
	Rehearse fire evacuation plan
	
	Establish contingency plans. Identify decision making body to determine response to natural disasters

	(
	
	(
	
	(
	
	(
	
	(

	Rehearse emergency procedures with security, parking and engineering
	
	Test and verify security and emergency systems
	
	Test and verify operations of building security systems
	
	Procure

emergency supplies
	
	Identify person responsible for communicating with property management

	(
	
	
	
	
	
	
	
	(

	Monitor media

and police
	
	
	
	
	
	
	
	Procure

emergency supplies

	(
	
	
	
	
	
	
	
	(

	Coordinate individual tenant and building contingency plans and identify potential security issues
	
	
	
	
	
	
	
	Rehearse emergency evacuation plan

	
	
	
	
	
	
	
	
	(

	
	
	
	
	
	
	
	
	Communicate contingency plan

to employees


PROCEDURES FLOWCHART

NATURAL DISASTER – LEVEL 2
	PROPERTY MANAGE-MENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Monitor radio, TV, and police contacts
	
	Monitor and maintain building

Systems
	
	Employ 12-hour guard shifts
	
	Increase surveillance of incoming traffic
	
	Implement contingency plan

	(
	
	(
	
	(
	
	(
	
	(

	Discuss heightened threat with

Tenant contacts
	
	Arrange for 

Shift holdover

if necessary
	
	Have guard on floor X with binoculars
	
	Control orderly flow of

outgoing traffic
	
	Maintain communication with property management

	(
	
	(
	
	(
	
	(
	
	(

	Implement any additional security measures that

are requested
	
	Shut down

Non-essential

Building services
	
	Clear loading

dock of unnecessary vehicles
	
	Arrange for off-site parking to park in the building
	
	Monitor media reports

	(
	
	(
	
	(
	
	
	
	(

	Maintain a 24-hour readiness accommodations floor
	
	Set up emergency shop cart
	
	Remove exterior furniture with janitorial assistance
	
	
	
	Consider shutting down, cutting back, or relocating operations

	
	
	(
	
	(
	
	
	
	(

	
	
	Activate exhaust fans in garage

if necessary
	
	Deploy guards according to security post priority list
	
	
	
	Activate the emergency evacuation plan

	
	
	(
	
	(
	
	
	
	

	
	
	Pre-cut plywood for window repairs as needed
	
	Secure elevators, including additional floors at tenant request
	
	
	
	

	
	
	
	
	(
	
	
	
	

	
	
	
	
	Restrict deliveries to the freight elevators and require tenant verification
	
	
	
	

	
	
	
	
	
	
	
	
	


PROCEDURAL FLOWCHART

NATURAL DISASTER - LEVEL 3

	PROPERTY MANAGE-MENT
	
	ENGINEERING
	
	SECURITY
	
	PARKING
	
	TENANT

	(
	
	(
	
	(
	
	(
	
	(

	Observe and assess danger to tenants and damage to building, evacuate lobby if necessary
	
	Activate the secondary command post to monitor building systems
	
	Check stairwell doors on all floors
	
	Relocate to

safe area
	
	Relocate to

 safe area

	(
	
	(
	
	(
	
	(
	
	(

	Coordinate with law enforcement for additional security
	
	Prepare to repair broken windows
	
	Regroup at alternate command post floor
	
	Secure parking gates, close fire doors between levels if necessary
	
	Maintain contact with Property Manager

	(
	
	(
	
	(
	
	
	
	

	Relocate anyone who is in the lobby
	
	Respond to building safety needs
	
	Deploy one security guard to ECC and one to central plant
	
	
	
	

	(
	
	(
	
	(
	
	
	
	

	Verify accommodations for people remaining on-site
	
	Deploy one engineer to FCC and one to central plant
	
	Secure elevators per property management schedule
	
	
	
	

	(
	
	(
	
	
	
	
	
	

	Direct security to put one elevator per bank  on independent, including freight elevator
	
	Secure fire doors
	
	
	
	
	
	

	
	
	(
	
	
	
	
	
	

	
	
	Activate exhaust fans
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