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IN A 

MEDICAL 

EMERGENCY: 
 

 

1. Do not move the person.  If necessary, 

administer first aid. 

 

2. CALL PARAMEDICS: DAIL 911 

Tell them: 

 The building address  

 Your floor and suite number 

 Be prepared to give information 

regarding the victim: sex, age, 

condition, etc. 

 

3. CALL THE BUILDING OFFICE 

 Dial 415-543-3101  

 After regular business hours, your call 

will be routed to the lobby security 

console.  

 Lobby Direct:  415-543-5698 

 Security will reserve an elevator for 

the arriving emergency units. 

 

4. Post one person in the elevator 

lobby on your floor to lead paramedics 

to the person in distress. 

 Security does not have routine access 

through your locked suite doors. It is 

vital that someone meet them in the 

elevator lobby. 

 

IN  

CASE OF 

EARTHQUAKE: 
 

 

1. “DUCK, COVER, AND HOLD”: 

 Get under a table or desk to 

protect yourself from flying 

objects. 

 Stay away from windows. 

 DO NOT stand in doorways. 

 

2. Move toward the center “core” of 

the building when it is safe to do so. 

 

3. Check your immediate work area 

for injured persons, fire, flooding, or 

electrical hazards. 

 

4. REMAIN ON YOUR FLOOR unless: 

 Instructed to leave, or 

 You are in imminent danger. 

 During an earthquake, you are 

generally SAFER INSIDE the 

building than you are outside. 

 

5. Follow the instructions of your 

Floor Warden or company 

management. 

 

6. DO NOT USE ELEVATORS! During 

an earthquake, elevators will 

automatically descend to the next floor 

and open their doors. They will then 

go out of service. 

 

7. Refrain from using telephones, 

unless reporting emergencies. 

 Expect local phone service to be 

extremely limited or totally 

crippled due to the quake. 

 Use a battery-powered radio to 

obtain news information. 

 

IF YOU 

RECEIVE A 

BOMB THREAT: 

 

 

1. Get as much information as 

possible from the caller about: 

 The location and type of bomb. 

 Its detonation time and reason 

for placement. 

 The bomb’s appearance and who 

placed it. 

 

2. LISTEN for: 

 Background noises or 

distinguishing voice 

characteristics that might aid the 

police. 

 

3. CALL THE POLICE: Dial 911 

 Describe in detail the information 

you received over the phone. 

 

4. CALL THE BUILDING OFFICE: 

Dial 415-543-3101 

 

5. Be prepared to assist authorities 

in the search for the device, but do 

not touch or disturb any suspicious 

objects. 

 

6. The decision whether or not to 

evacuate is: 

 The responsibility of the senior 

officer of each company, or 

 The police department /or 

emergency agency in charge. 

 Building Management CANNOT 

make the determination whether 

or not your company should 

evacuate. 

 

EVACUATE 

TO STREET 

1. “DUCK, COVER, AND HOLD”: 

• Get under a table or desk to protect yourself from flying objects. 

• Stay away from windows. 

• DO NOT stand in doorways. 

2. Move toward the center “core” of the building when it is safe to do so. 

3. Check your immediate work area for injured persons, fire, flooding, or electrical hazards. 

4. REMAIN ON YOUR FLOOR unless: 

• Instructed to leave, or 

• You are in imminent danger. 

• During an earthquake, you are generally SAFER INSIDE the building than you are outside. 

5. Follow the instructions of your Floor Warden or company management. 

6. DO NOT USE ELEVATORS! During an earthquake, elevators will automatically descend to the next floor and open their 

doors. They will then go out of service. 

7. Refrain from using telephones, unless reporting emergencies. Use a battery-powered radio to obtain news information. 

If you hear alarms and see flashing lights: 

1. Stay Calm 

2. Listen for announcements to Evacuate or 

Relocate 

3. Calmly follow evacuation procedures for your 

floor (see left) 

4. Do not use elevators 

 

If there is an Earthquake 

Fire Evacuation 

FLOORS 18 - 8: 

Relocate down 4 floors and reenter the 

building on an unaffected floor.   

Those receiving evacuees from the upper 

building will hear an announcement and 

open stairwell doors for evacuees.  
 

FLOORS 7 AND BELOW: 

Totally evacuate the building to the Safe 

Refuge Area – the Surface Parking Lot 

behind the building.   
 

IF a FIRE occurs, 4 floors of the building’s 

occupants move away from the danger area: 

 The FIRE floor 

 One floor above fire floor 

 and the two floors below fire floor will 

evacuate downward. 
 

Earthquake Procedures 

IN EITHER 

EVENT, 

 DO NOT USE 

ELEVATORS! 

Proceed calmly 

through stairwells. 

201 SPEAR 

QUICK EMERGENCY GUIDE 

Where to go: 

FLOOR    EVACUATES TO 


