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NOTE ON THE STRATEGIC CONTINUITY TEAM (SCT) 

The Northeastern University Strategic Continuity Team is the primary executive policy group for 
Northeastern University during times of emergency. The SCT provides executive-level direction and 
guidance in response to critical situations, including, but not limited to, delegation of authority, 
strategic decision-making, resource allocation of limited assets, operational impact review, 
internal/external communications, and authority over campus response strategies and plans. The 
SCT is comprised of key leadership across Northeastern University and coordinates with emergency 
Campus Operations Teams in the Global Network. The team includes two levels by function: Core 
(major critical functions) and Expanded (supporting critical functions - activated depending on 
situation).  
 

The SCT Core Team includes Emergency Management, Public Safety, Communications, General 
Counsel, and Student Affairs. The SCT Expanded Team can include any of the following Functions 
based on need: Academic Affairs & Provost’s Office, Compliance, DEI, Facilities & Building Services, 
Finance & Business Services, HR, Information Security, Internal Audit, Information Technology 
Services, International Safety, President’s Office, Regional Deans & Operations, Risk Services, Global 
Network, and Subject Matter Experts. 
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1. INTRODUCTION 

1.1. PURPOSE    

Northeastern University Mission Statement 

Northeastern seeks to contribute to the individual fulfillment of each member of the campus, to the 

welfare of the surrounding communities, and to solutions that will address global and societal needs. 

Purpose 

The purpose is to give clarification and guidance for students, faculty, staff, and guests and to 

coordinate activities in times of an emergency or crisis. The primary objectives of the 

Emergency Operation Plan are: 

Preparation: activities undertaken to provide the Vancouver campus with the 
operational capability to effectively respond to an emergency before it occurs. 

 
Mitigation: activities that may either prevent an emergency from occurring or reduce 
the campus’ vulnerability in ways that minimize the adverse effects of an emergency. 

 
 Response: activities that take immediate action to an emergency, which is either   
  imminent or occurring.  
 
Introduction 

This emergency management plan provides a campus strategy for preparing students, 

faculty, staff, and guests in responding to emergencies on the Northeastern University 

Vancouver Campus.   

An emergency is any event or condition that presents an imminent risk of death, serious 

injury or illness to persons, suspension, or significant disruption of university operations, 

significant physical or environmental damage, or significantly threatens the University’s 

regional operations. 

The Goal of the Plan 

The goal is to maximize human safety and survival, minimize danger, preserve, and protect 

property and critical infrastructure, provide for responsible communications with the 

campus community and the local public during and after an emergency, and restore normal 

activities. 
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Scope 

The EOP applies to all NU global networks, divisions, departments, and offices on the 

education centers; and other NU-related facilities. International travel and crises domestic 

and abroad are governed by plans through the Global Safety Office. The EOP does not 

supersede or replace the procedures for safety, hazardous materials response, or other 

procedures that are already in place at NU. It supplements those procedures with an 

emergency management structure, which provides for the immediate focus of management 

on response operations and the early transition to recovery operations. An emergency is 

defined as any incident, natural or human-caused, planned, or unplanned, that compels 

action to protect lives, public health, or property to best ensure the safety of the community. 

Emergencies include any incident that materially impacts or has the significant potential to 

impact, the ability of the university to carry out core functions. Impacts may include physical 

and/or mental harm to people; damage or disruption to campus property, facilities, roads, 

critical infrastructure, people, essential technology, access to commodities; or widespread 

impacts within the surrounding community that affect the university.  
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1.2. SITUATION OVERVIEW 

Vancouver Operations Team 

The Vancouver Operations Team is responsible to formulate and lead the campus response 

to an emergency. The campus operations teams consist of those staff members that the 

Dean and/or Operations Director delegate as responsible for daily campus operations, 

including safety and security. The team will:   

 Provide essential training and education for all Vancouver campus staff 
 

Maintain relationships with local and Boston based safety, health and emergency 
partners including NU Police, and Vancouver Emergency Management, Police and 
Fire Departments 
 

 Facilitate and promote the use of university resources when necessary, and 
 

 Promote awareness among students, staff, faculty, and guests utilizing the campus   
 

Emergency Notification and Communications 

The campus Dean or Campus Operations Director will initiate the communication plan to 

notify students, faculty, staff, and the public concerning all major emergencies (including 

weather and natural disasters), as well as other conditions that present a potential threat. If 

there is a potential impact to campus operations, the approach shall be as follows: 

1. Campus Dean and/or Campus Operations Director activate and request assistance. 

2. Strategic Continuity Team along with Campus Dean and/or Campus Operations 

Director accumulate information around issue, peer group approaches, local industry 

approaches, and send SVP for Global Network & Strategic Initiatives a 

recommendation for any campus outside of the BOS region to transition to remote 

operations.  

3. SVP for Global Network & Strategic Initiatives would then calibrate, aka challenge, 

the recommendation with the team, update as necessary, and then send to Senior 

Leadership Team (SLT) for discussion and approval. 

4. SLT then updates the President on our approach for the impacted campus, as 

appropriate. 

5. SCT and Emergency Management assists in coordination of resources for on-ground 

operations  

Notifications will communicate specific instructions, or suggestions, to all involved parties 

responding to the emergency. This communications strategy will use media, including social 

media as soon as sufficient reliable information becomes available. 



   
 
   

6 
 

Facilities  

The Campus Dean and/or Campus Operations Director will work with building management 

to ensure that procedures are in place for the safe maintenance of the campus environment, 

as well as the critical utilities necessary for business continuity.    

The Campus Dean or Campus Operations Director will also work directly with the Senior 

Director of Global Site Security to ensure that the campus is following all protocols to 

promote and maintain the safety of students, faculty, and staff. Under the guidance of the 

Senior Director of Global Site Security, the campus will comply with The Jeanne Clery 
Disclosure of Campus Security Policy and Campus Crime Statistics Act (The Clery Act).  

The Clery Act requires colleges and universities; both public and private, participating in federal 
student aid programs to disclose campus safety information, and imposes certain basic requirements 
for handling incidents of sexual violence and emergency situations. Disclosures about crime statistics 
and summaries of security policies are made once a year in an Annual Security Report (ASR), and 
information about specific crimes and emergencies is made publicly available on an ongoing basis 
throughout the year. 

Information Services 

The Campus Dean and/or Campus Operations Director has developed a protocol with 

Information Services to maintain administrative systems; computer software, hardware, and 

network connections; and classroom technical support critical to business continuity on the 

campus.  

Interpersonal Violence Threats 

In the event of a threat of violence to an individual staff, faculty, or student on campus, the 

Campus Dean or Campus Operations Director will immediately refer the matter to the 

Vancouver Police Department and notify the appropriate university offices (NU Police, 

Global Site Security, HR, Student Affairs, etc.) so that potential violence may be prevented.   

Communication Plan 

The Campus Dean or Campus Operations Director will coordinate with the SVP for Global 

Network & Strategic Initiatives and the Strategic Continuity Team to establish standard 

language responses to any incident that potentially impacts campus operations. The Campus 

Dean or Campus Operations Director have the same resources available as any emergency 

response team for Northeastern University. 
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The Campus Dean and/or Campus Operations Director will develop a database of key 

contacts needed in a response to be stored on a shared database. Contacts should include: 

• Emergency Management Contacts 

• Law Enforcement & First Responders  

• Local Elected Officials 

• News Media 

• Operations Team Members 

• Students, Faculty, and Staff 

o Emergency Contact Information 

NU Alert System 

The University employs the NU Alert system to communicate emergency notifications and 

timely warnings to the affected University campus. A test of the NU Alert system is 

conducted on an annual basis to ensure proper functionality. Messages sent from the NU 

Alert system are sent to university email accounts and to enrolled mobile phone numbers via 

text message. NU Alert messages will be sent to all community members with contact 

information associated with the affected campus. The NU Alert system is updated daily 

through centralized University databases. Members of the community are reminded to 

update their university contact information at the beginning of each semester, or at any time, 

by visiting the Student Hub for students, and Workday for employees. The Office of 

Emergency Management (OEM) plans, publicizes, and conducts a test of the NU Alert 

emergency response and notification system at least annually, and maintains a record 

documenting each test, including a description of the test, date, and time of the test, and 

whether it was announced or unannounced. 
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Methods of NU Alert Communication 

Emergency Notifications: GSOC, NUPD, or Campus Operations Team receives 

information through local municipal law enforcement, and other media sources. 

Reported emergencies will be confirmed by trained responders on the scene, by 

security cameras, or a combination of both. If NUPD/local officials confirm, based on 

information received from these sources, or others, that there is an emergency or 

dangerous situation that poses an immediate threat to the health or safety of the 

University community, the University will, through NUPD or Campus Operations, 

without delay, and taking into account the safety of the campus community, 

determine the content of the emergency notification and initiate the notification 

system. The only reason an emergency notification would not be immediately issued 

for a confirmed emergency or dangerous situation would be if doing so would 

compromise efforts to assist a victim, contain the emergency, respond to the 

emergency, or otherwise mitigate the emergency. The emergency notification will 

contain information regarding the event, as well as instructions regarding immediate 

protective action that should be taken. The NU Alert system will send emergency 

notifications to the affected population via text message to mobile phones and via 

university email. Follow up messaging will be sent to the University community when 

such instructions are required and/or emergency conditions have abated utilizing the 

same methods of notification as the initial message at minimum. 

Timely Warnings: The University, through NUPD, issues timely warnings concerning 

Clery Act crimes that occur on the University’s Clery geography, where those crimes 

pose a confirmed, ongoing threat to the safety of the campus community. The 

decision to issue a timely warning is made on a case-by-case basis, as soon as 

pertinent information becomes available, and in light of all known circumstances 

surrounding a crime, including factors such as whether there exists a continuing 

threat to the campus community, whether the perpetrator has been apprehended, 

and the possible risk of compromising law enforcement efforts. 

NUPD Advisories are a method of communication that may be used to facilitate mass 

email notifications to the University community, to specifically affected University 

populations, or through NUPD social media accounts. NUPD Advisories are utilized 

to share important information that does not necessarily rise to the level of an 

emergency notification or timely warning. They may also be used to inform the 

community about relevant safety awareness campaigns. 

 



   
 
   

9 
 

University Status 

The university categorizes emergencies in terms of their impact or potential impact to 
campus operations. Each category of emergency is named to identify what is happening 
and/or where it is happening. 

 

University Status Description Emergency 
Level 

Steady State Normal operations N/A 

Enhanced 
Monitoring 

Minor impact to campus operations, or the potential 
to impact campus operations; Vancouver Operations 
Team, OEM & IAT monitoring (e.g., water main break, 
facility utility disruption, snow emergency, weather 
emergency, etc.).  

Level 3 

Partial High potential to impact campus operations; 
Vancouver Operations Team, OEM & IAT monitoring 
and coordinating (e.g., demonstration, major weather 
emergency, Special Security Event).  

Level 2 

Full Major incident is occurring with high impact to 
campus operations; EOC is open, Vancouver 
Operations Team, OEM & IAT monitoring and 
coordinating (e.g., pandemic, active threat).  

Level 1 
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2. CAMPUS INFORMATION 

2.1. SITE INFORMATION/COORDINATS/STRUCTURES      
 

Vancouver Campus 

410 W Georgia St [1st floor, 2nd floor, 14th floor, 15th floor] 

Vancouver, BC V6B 1Z3 

Vancouver@northeastern.edu 

+1 604-328-7454 (Local campus inquiries and Prospective Student Inquiries)  

+1 844-688-6287 (Registrar, Student Financial Services and Disability Resources) 

Campus Coordinates 

49.28114163177779, -123.11589657670515 

 

 
Building Description 

Building name: Deloitte Summit 

Building address: 410 West Georgia 
Street 

Building type: Commercial 

 

Number of above grade stories: 25 

Number of below grade stories: 6 – 
Underground Parking 

Year of construction: 2021 

 

mailto:Vancouver@northeastern.edu
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2.2. EMERGENCY INFORMATION      
 

Vancouver Emergency Services | Police, Fire, and Medical 
 
Emergency – 911 
Non-emergency Crime Reporting – (604) 717-3321  
Non-emergency City Information – 311  
Poison Control Centre – (604) 682-5050 | 1-800-567-8911 
Visit – Vpd.ca/report-a-crime/ 

 
Building Operations 
 
 Westbank 
 

Phone: (604) 685 8986 
 

 Fortis  
 

Phone: 1-800-663-9911 
 

 Electrical Trouble  
 

Phone: 1-800-224-9396 
 
Global Safety Operations Center [GSOC] 
 Phone – (617) 373-5000 

Toll-free Emergency – +1 833-373-3303 
 Email – NUglobalops@northeastern.edu  
 
Northeastern University Police Department [Boston] 

 
Emergency – (617) 373-3333 
Non-Emergency – (617) 373-2121 
Visit – Nupd.Northeastern.edu 
 

Local Emergency Health Resources 
 
Vancouver General Hospital 
899 W 12th Ave, Vancouver, BC  
(604) 875-4111 
 
St. Paul’s Hospital  
1081 Burrard Street, Vancouver, BC 
(604) 682-2344 
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2.3. THREATS AND HAZARDS     
 

Natural Hazards 
 
A natural hazard is a natural phenomenon that might have a negative effect on humans and 
other animals, or the environment. Natural hazard events can be classified into two broad 
categories: geophysical and biological. 

Human-related Hazards 

Anthropogenic hazards or human-made hazards can result in the form of a human-made 
disaster.  

Technological Hazards 

A hazard originating from technological or industrial conditions, including accidents, 
dangerous procedures, infrastructure failures or specific human activities, that may cause 
loss of life, injury, illness or other health impacts, property damage, loss of livelihoods and 
services, social and economic disruption, or environmental damage. 

Hazardous Materials Incident 

Hazardous Materials Incident is defined as any incident involving the release, abandonment, 

discharge, or deposit of any hazardous material from its intended container, which, unless 

otherwise provided herein, has the potential to harm persons, property, or the environment.  
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2.4. RESPONSE      

2.4.1. Initial Actions 

When an emergency occurs, the Vancouver Emergency Services must be contacted as soon 
as possible. Dialing 911 is the preferred method of reporting an emergency. 

When an emergency occurs, campus personnel must quickly determine what initial response 
actions are required. Determining the appropriate actions to take is a three-step process: 

1. Identify the type of emergency 
2. Identify the level of emergency: 

a. LEVEL 1 EMERGENCY: Major incident is occurring with high impact to 
campus operations; Vancouver Operations Team, OEM & SCT monitoring and 
coordinating (e.g., pandemic, active threat).  Typically requires assistance from 
outside agencies. For LEVEL 1 Emergencies it is important to remember that 
the response time of outside agencies may be seriously delayed. 

b. LEVEL 2 EMERGENCY: High potential to impact campus operations; 
Vancouver Operations Team, OEM & SCT monitoring and coordinating (e.g., 
demonstration, major weather emergency, Special Security Event). A 
moderate emergency that may require assistance from outside agencies.  

c. LEVEL 3 EMERGENCY: Minor impact to campus operations, or the potential 
to impact campus operations; Vancouver Operations Team, OEM & SCT 
monitoring (e.g., water main break, facility utility disruption, snow emergency, 
weather emergency, etc.). A minor emergency that is handled by school/office 
personnel without assistance from outside agencies. 

 3. Determine immediate action(s) that may be required 

Once the type and extent of an emergency has been identified, school personnel can 
determine if an immediate response action is required. The most common immediate actions 
initiated during school emergencies are: 

• Shelter-in-place 

o A condition where the recommended action is for all people in a building 

to stay in or seek a room/area that can be locked or secured.  

• Lock down. 

o A condition where a particular human threat exists, and a building or 

buildings needs to have exterior doors/entrances locked, to prevent an 

un-authorized person or persons from entering the building. 

• Evacuation 

o The urgent immediate egress or escape of people away from an area that 

contains an imminent threat, an ongoing threat or a hazard to lives or 

property.  
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2.4.2. Executing Decisions 

The Campus Dean and/or Campus Operations Director will serve as the Emergency 
Coordinator (EC) and decides whether to activate the emergency response procedure. Once 
initiated, the Campus Dean and/or Campus Operations Director briefs the SVP for Global 
Network & Strategic Initiatives. The Vancouver team will immediately assemble (in-person 
or virtually), assess the emergency, and determine the immediate staffing needs and 
response. The decision will be shared with the SVP for Global Network & Strategic Initiatives 
to calibrate, provide updates if necessary and send to SVP team for discussion and approval. 
SLT is responsible for updating the President on the approach for the impacted campus, as 
appropriate. The SCT and Emergency Management team will assist in coordination of 
resources for on-ground operations. 

The Campus Dean and/or Campus Operations Director will monitor major incidents in the 
Vancouver community. Decisions affecting the Vancouver campus or immediate vicinity will 
be communicated to all essential personnel in Vancouver along with Boston personnel to 
include SVP for Global Network & Strategic Initiatives.  
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2.4.3. Specific Hazard Response 

2.4.3.1. Fire, Alarm, or Explosion Response 
 
Upon discovering a fire, explosion, or smoke in the building: 
 

1. Activate the fire alarm system by pulling the nearest fire alarm 
a. Check the integrity of the exit stairwells to ensure they are clear of smoke or any 

obstructions. 
 

2. Immediately DIAL 911. 

Secondary notification to on-site security and GSOC. 
 

3. Be prepared to provide:  
a. Your Location 
b. Location of fire/smoke 
c. Type of incident (chemicals present, etc.). 

 
In the event of a fire, alarm, or explosion: 
 
BUILDING SPECIFIC INFORMATION 
 

1. The building alarm system will be activated. 
a. The affected floors will be immediately notified to evacuate via Evacuate Tone, 

and strobe activation. 
 

2. Begin evacuation immediately by exiting the building via the exit system. 
a. The use of elevators when the building is in alarm is prohibited except by 

guidelines set forth by the Fire Department. 
i. Elevators recall to the lobby level during building alarm. 

b. Be familiar with the location of all exits / stairwells and select the safest 
exit/stairwell to use for evacuation based on the location of the fire and any 
information available. If affected by smoke, an alternate exit/stairwell shall be 
selected. 

i. In the event of a fire, all doors above street level will unlock 
automatically. 

3. If possible, take your personal belongings and proceed to the nearest exit quickly. DO 
NOT RUN. Please exit to the right side of the door leaving room for evacuation crews 
to enter. 
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a. Exit Systems: 
 
PARKING LEVEL STAIRWELLS 
 
Stair # 1 

• Location: Southeast corner of the parking levels 
• Floors served: Parking Level P6 through Parking Level P2 
• Exit location: Continuing up via Stair #3 through an exit corridor 

Stair #2 
• Location: Centre core of the building 
• Floors served: Parking Level P6 through Parking Level P2 
• Exit location: Continuing up via Stair #2B through an exit corridor 

Stair #2B 
• Location: West of the centre core of the building 
• Floors served: Parking Level P2 through Parking Level P1 
• Exit location: Continuing up via Stair #2C through an exit corridor 

Stair #2C 
• Location: West of the centre core of the building 
• Floors served: Parking Level P1 through 1st Floor 
• Exit location: West exterior side of the building into the lane 

Stair #3 
• Location: South of the centre core of the building 
• Floors served: Parking Level P2 through Parking Level P1 
• Exit location: Continuing up via Stair #3B through an exit corridor 

Stair #3B 
• Location: South of the centre core of the building 
• Floors served: Parking Level P1 through 1St Floor 
• Exit location: West exterior side of the building into the lane 
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OFFICE TOWER STAIRWELL 
 
Stair #4 

• Location: Center core of the building (south side) 
• Floors served: 1st Floor through 25th Floor 
• Exit location: 1st Floor – Through corridor and out to the east exterior 

side of the building into the lane 
Stair #5 

• Location: Center core of the building (north side) 
• Floors served: 1st Floor through 25th Floor 
• Exit location: 1st Floor – Through corridor and out to the east exterior 

side of the building into the lane 
Crossover Floors 

• Exit stairwell doors are unlocked on crossover floors as to allow 
persons evacuating to transfer from one stairwell to another. 
 

Cross over floors are located on the 5th, 10th, 15th, 19th and 24th Floors. 
 

ELEVATORS 
 
The elevators are incorporated into the Fire Alarm Panel; however, they will continue 
to operator under alarm condition. The elevators will automatically recall upon smoke 
or heat detections in the elevator lobby only. DO NOT USER ELEVATORS DURING 
AN ALARM CONDITION. There are multiple elevators that serve the building. They 
are designated as follows: 
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4. Assist individuals with mobility limitations to the area of refuge located in Stair #4 or 
Stair #5 stairwell. Notify on-scene first responders of the individual in need of 
assistance. The Fire Department will dispatch firefighters throughout the building to 
evacuate those who need additional assistance, if necessary.  

 
5. Assembly Points: 

 
East of the building towards the Vancouver Public Library Square 

 
 

6. Remain in Evacuation Assembly Point until you are given further instructions. 
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2.4.3.2. Medical Emergency Response 

Do not move a seriously injured person unless he/she is in a life-threatening situation. If the 
victim must be moved, support the head and the neck. Do not bend or twist the victim’s body. Do not 
approach victims of electrocution or toxic exposure unless you are sure it is safe to do so.  

1. Remain calm. Alert your First Aid Attendant/Security. 

2. Enlist help to call 911 and Building Personnel or Security. 

3. Provide information about the nature of the emergency: 

a. The exact location 

b. Number of persons involved 

c. Condition and information of the patient (conscious and alert, age, gender, 

etc.) 

4. Attend to the person and administer First Aid. 

a. Instruction will be provided by 911 Call-taker. 

5. Appoint someone to ensure that an elevator has been secured for arriving Emergency 

Responders. 

6. Direct someone to meet arriving Emergency Responders to escort them to the 

location of the patient. 

 

Life Sustaining Resources: 

 

• A First Aid is in the 1405B Storage Closest 

• AED is located on the 14th floor near the fire exit 
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2.4.3.3. Severe Weather Response 

• Inform students, faculty, staff, and guests of the location of the nearest emergency 

shelter. 

• Severe Weather Watch: 

o Conditions are favorable for severe weather in or near the area. Continue 

with normal campus operations but monitor the situation. 

• Severe Weather Warning: 

o Severe weather event is imminent or occurring in the warned area. Act based 

on the emergency at hand. 

 

2.4.3.4. On-Campus Violence Response 

Active Threat & Weapons on Campus 
 

• The University prohibits the use, possession, or sale of firearms, whether loaded or 
unloaded on campus, including residence hall rooms, by anyone other than University 
police or other law enforcement personnel, even if the person has a legal license or 
permit to carry the firearm. 

• The University strictly prohibits the use or possession of all other dangerous 
weapons, including replicas. 

• If you observe a suspicious person with a firearm or other weapon, whether actively 
shooting or acting in a suspicious/threatening manner, immediately DIAL 911 and 
alert on-site security. 

• If someone is actively shooting, quickly assess the situation and consider one of the 
following options: 

o Run: Evacuate, if possible. 
o Hide: Hide silently in as safe a place as possible, lock and barricade entryways. 
o Fight: Take action to disrupt or incapacitate the shooter, if necessary. 

 

When Vancouver Police Department or other emergency personnel arrive on the scene, 

follow their instructions exactly.  

Remember that in these situations, the responding police officers do not know who the 

shooter(s) are, and they do not know who you are. They must take certain precautions for 

everyone’s safety.  
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2.4.3.5. Bomb Threats and Suspicious Packages 

 

Bomb Threat 

 Bomb Threat Checklist & Suspicious Package Worksheet attached to packet. 

 

When a bomb threat is received: 

1. Listen. Remain calm and courteous. 

2. Do not interrupt the caller. 

3. Obtain as much information as possible. 

4. Do not hang up.  

a. If possible, enlist the help of co-workers to call 911 from another phone to 

advise them of the situation. 

5. Complete the Bomb Threat Checklist. 

   

If a suspicious package or object is located, DO NOT TOUCH IT. Immediately DIAL 911. 

 

1. Do not handle the written communication more than necessary.  

2. Immediately notify emergency services via 911. 

3. Complete Suspicious Package Worksheet Instruction. 
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2.4.3.6. Regional Emergency 
 

 
Ministry of Emergency Management and Climate Readiness 

24-hour Emergency Reporting: 1-800-663-3456 

Email: emergency.management@vancouver.ca  

 
Current hazards for the City of Vancouver can be found at: 

www.vancouver.ca/beprepared 
 
Earthquakes 

 
Vancouver is vulnerable to many different types of earthquakes. Earthquake science 
and modelling in this region continues to evolve providing more opportunities to get 
better prepared. 
 
The bulk of potential damage from a major earthquake may come from building 
collapse, landslides, fires, land subsidence, and even a tsunami (a large oscillation in an 
enclosed body of water). After an earthquake you may experience aftershocks, which 
can occur minutes, hours, or even days after the earthquake. 
 
Immediately following an earthquake, Building Staff will be checking the integrity of the 
building and shutting down utilities if necessary. Be prepared to stabilize and take control of 
your own floor space until Building staff can assist or provide direction. 
 
As soon as it is safe to do so, evaluate your floor space by initiating and assigning individuals to 
do the following: 
 
1. Assess for damage 

a. Physical damage to the office and its contents, check for potential hazards.  
2. Fire Control Team 

a. Check for and extinguish small spot fires, gas leaks, etc. 
b. If you detect a gas leak or large fire, immediately evacuate the area, take all injured 

occupants and emergency supplies with you. 
3. Sanitation 

a. Do not flush toilets!  
4. Listen for emergency updates 

a. Radio or phone contact 
5. Once the floor has been stabilized, contact the Building Personnel to report: 

a. Status of the floor 
b. Number of injured 
c. Amount of emergency supplies 

6. Follow directions of building personnel and/or first responders on scene.  
 

 

mailto:emergency.management@vancouver.ca
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Fires 
 

Workplace fires spread extremely fast and emit heavy smoke that can cause 
suffocation. Following a tornado, broken gas lines and power lines may cause 
widespread fires. 
 
If a fire occurs within the building, immediately locate the safest emergency exit, and 
follow evacuation instruction.  
 
There are three elements of fire: 

1. Fuel (furniture, plastics, grease, etc.) 
2. Heat (matches, cigarettes, sparks, electric, etc.) 
3. Oxygen 

 
Fire needs all three elements. If you remove one, you can eliminate or reduce the fire. 
For example: 

a. Closing doors – reduces the amount of oxygen 
b. Dousing with water – reduces heat 
c. Using an ABC Type Fire Extinguisher – smothers the fire, reducing oxygen. 
d. Removing nearby draperies, papers, furniture – removes the source of fuel 

 
Fire Safety Tips: 

1. In an emergency, use stairwells. Do not use elevators, unless instructed 
otherwise. 

2. Feel the stairwell door with the back of your hand for heat, before opening the 
door. 

3. If you encounter heavy smoke and heat, close the door, and proceed to 
another safe stairwell exit. 

4. Most fatalities are a result of smoke inhalation, poisonous gases, and panic. 
Panic, a sudden overpowering terror, is usually the result of not knowing what 
to do. 

5. Smoke detectors serve as an early-warning system. Smoke detectors save 
lives. 

6. A sprinkler system is designed to suppress a fire. Sprinkler heads are activated 
one at a time by temperature. 
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Floods 
 
Vancouver is susceptible to floods, and the rainstorms can cause localized flooding. 
During floods, home and essential infrastructure may be damaged, sewers overflow, 
and public transit can be disrupted. With climate change, expect more flooding, 
especially along the waterfront and street storm drains due to the sea level rise, 
intense windstorms, and heavy rain. 
 
If flooding does occur, remain on-campus until it is deemed safe to leave. Do not go to 
underground parking structures or loading docks. If on lower level, relocate to higher 
ground/floor of building using stairwell. 
 

 
 Flood Preparation: 
 

• Create a Communications Plan 
• Assemble an emergency kit 
• Know your risk 
• Sign up for notifications 
• Prepare your home, family, pets, workplace, etc. 
• Charge your essential items 
• Leave when necessary 

 
During: 
 

• Stay informed 
• Get to higher ground 
• Obey evacuation orders 
• Practice electrical safety 
• Avoid flood waters 

 
Recovery: 
 

• Stay informed 
• Avoid flood waters 
• Avoid disaster areas 
• Heed road closed and cautionary signs 
• Be patient and wait for all clear notification 
• Make contact your emergency contacts 

 
If flooding does occur, remain on-campus until it is deemed safe to leave. Do not go to 
underground parking structures or loading docks. If on lower level, relocate to higher 
ground/floor of building using stairwell. 
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Earthquake Emergency Instruction Sheet 
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Suspicious Package Work Sheet 
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Active Shooter Work Sheet 
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Bomb Threat Work Sheet 
 

 
 


