Naval Station Norfolk
Building XXXX
Emergency Action Plan

(Command Name: LIST ALL COMMANDS IN FACILITY)
(Building Number and Address)
Norfolk, VA 23511
(Date)
EMERGENCY ACTION PLAN


     (Insert Command Seal Here *Not Required*)

Building Manager: __________________________ Ph #:___________ 
Tenant Command EM POC:__________________________
	Ph#________________________
E-mail:______________________________
	BUILDING ACCOUNTABILITY NUMBERS*

	COMMAND
	MILITARY
	CIVILIAN
	CONTRACTOR
	RESERVE
	SPECIAL NEEDS

	EM/TRNG/CUAS
	79
	3
	
	
	

	CNRMA Fire
	
	11
	
	
	

	NAVSTA Fire
	
	4
	
	
	

	CNRMA HG
	41
	
	
	
	


*NOTE: If more than one command; please separate numbers by each command. This is for us to have accountability for ALL tenant commands. 
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**NOTE: Please list description (i.e. wheelchair, blind, deaf) this is useful for responders. 
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[bookmark: _Toc425170919][bookmark: Reporting_Emergencies]EMERGENCY SERVICES CONTACT INFORMATION

Building Name and or Number: 
Address: 1176 Gilbert St,Norfolk, Virginia, 23511
Main Phone Number: _(757) XXX-XXXX
Alternate Phone Number:  (757) XXX-XXXX

	SERVICE
	NAME/ADDRESS
	PHONE

	EMERGENCY

	Region Dispatch Center
	Region Dispatch Center 
1084 Pocahontas St.
Bldg. V-29
Norfolk, VA 23511
	757-444-3333 (Emergency)
757-444-2324 (Non-Emergency)

	Medical Treatment Facility or
Base Medical Clinic
	1721 Tausig Blvd
Norfolk, VA 23511
	
757-444-3333 (Emergency)


	Naval Station Security Forces (NSF)
	CEP-161
1957 Admiral Taussig Blvd

Norfolk, VA 23511
	
757-444-3333 (Emergency)
444-2324 (Non-Emergency)


	Naval Criminal Investigative
Service (NCIS)
	1329 Bellinger Blvd
Norfolk, VA 23511
	Main :757-444-7327
After Hours: 757-322-2551

	NON-EMERGENCY

	Naval Security Force
	
	757- 444-2324

	Fire & Emergency Services
	
	757- 444-2324

	Medical Treatment Facility
	
	757-953-8883

	UTILITIES/SERVICE CONTRACTORS

	Gas
	Public Works
	1-866-477-7206   Option 1
(E-Call only)

	Electric
	Public Works
	1-866-477-7206   Option 1
(E-Call only)

	Water
	Public Works
	1-866-477-7206   Option 1
(E-Call only)

	Elevator service (if appropriate)
	Public Works
	1-866-477-7206

	Environmental
	Public Works
	1-866-477-7206

	Snow removal (if appropriate)
	Public Works
	1-866-477-7206

	Sprinkler system (if appropriate)
	Public Works
	1-866-477-7206

	Contact the NSN CDO after Normal working hours.
	
	757-438-3860



1. REPORTING EMERGENCIESNAVAL STATION NORFOLK
EMERGENCY DISPATCH
444-3333
*CALLING 911 WILL CAUSE A DELAYED RESPONSE

FIRE/MEDICAL
SECURITY/POLICE
SAFETY






When you call the Emergency Operator, be prepared to give this information:
· Give your name and phone number
· Give your command, building, floor and Room number
· If you know the Nature of emergency (injury, accident, etc)
· Send someone to the entrance of the building to direct emergency workers to the incident.
[bookmark: fire]FIRE
NAVAL STATION NORFOLK EMERGENCY DISPATCH 444-3333
(If you dial 911 you will reach the City of Norfolk dispatch, who will then have to call Naval Station Norfolk Dispatch.  THIS WILL RESULT IN A DELAYED RESPONSE.

· Know where the fire alarm activation stations are in your building/floor.  
· Know the location and type of fire extinguishers on your building/floor.
There is a simple acronym on how to use a fire extinguisher: P A S S (see figure 1.1).
                                            [image: ]Figure 1.1 How to use a fire extinguisher.



Helpful video: http://www.drc-group.com/project/jitt-fireextinguisher.html
Steps to take if there is a fire:
1. Pull fire alarm and verbally alert others of the fire.
2. Report the fire to NAVSTA Norfolk Dispatch 444-3333
3. If the fire is small, you can find the closest fire extinguisher and direct the discharge of the extinguisher at the base of the fire
4. If the fire is too large for a fire extinguisher or has grown rapidly, shut windows and doors (if time permits) and evacuate the building to your designated location.  Ensure that you instruct everyone to evacuate. DO NOT leave the building without sounding an alarm
5. Once outside, follow directions from emergency personnel
6. DO NOT re-enter the building until the all clear is given by your building manager with guidance from emergency personnel.
If you/someone’s clothes are on fire (see figure 1.2)
1. STOP THE PERSON FROM RUNNING
2. DROP THE PERSON TO THE GROUND
3. ROLL THEM ON THE FLOOR OR COVER THEM WITH SOMETHING TO SMOTHER THE FLAMES
4. CALL EMERGENCY DISPATCH 444-3333


Naval Station Norfolk
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[image: PPT442.jpg](INSERT: Fire floor plan showing fire extinguishers/pull-boxes & emergency exits for all floors)Insert your building floor plan here and identify locations for fire extinguishers, pull boxes and emergency exits.
First floor, Emergency plan
First Aid Kit and Stop-The-Bleed Kit
[Type a quote from the document or the summary of an interesting point. You can position the text box anywhere in the document. Use the Drawing Tools tab to change the formatting of the pull quote text box.]

                                                                              

First floor, Shelter in place
Shelter In Place 

[image: ]Second floor, Shelter in place

[image: C:\Users\rebecca.l.troelsen\Desktop\Shelter area tornado B30.png]Second floor, Shelter in place
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[bookmark: Evacuations]2.1 BUILDING EVACUATIONS

http://www.drc-group.com/project/jitt-emergencyevacuation.html

1. The muster POC will be the individual that has the current building/floor roster. 
2. Some emergencies may require evacuation of the building
3. Verbal notice will sound the evacuation
4. Seek out and assist disabled persons in your area (if necessary)
5. If time permits, turn off power to electrical equipment and secure sensitive materials.  Make sure you bring your belongings with you when you evacuate
6. In the event of an emergency, employees shall evacuate by means of the NEAREST available exit.  Take note of the wind.  Remain upwind if possible.  (If your primary muster location is in the smoke plume or is being affected by smoke, utilize your back up muster location.)  Report to your assigned muster area.  Move quickly, safely, calm, and orderly.  Muster with the appropriate representative from your command.  Building XXXXX personnel will muster at the primary muster location at (Provide location).  The secondary location will be (Provide location). (see figure 2.1.1)
Naval Station Norfolk
Building B-30
Emergency Action Plan

7. [image: PPT43A.png]Each department should provide the appropriate administrative department with a complete muster sheet for their respective department.  All personnel will remain at the designated muster station until the “ALL CLEAR” and re-entry is announced by emergency officials.DO NOT re-enter the building until permitted by your building manager after he/she has spoken emergency officials.  (INSERT: picture of your building muster locations here >)
Figure 2.1.1 Building evacuation routes.
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[bookmark: Base_evacuation]2.2. BASE EVACUATION 
Ref: NAVSTANORVAINST 3440.17A (NSN EM Plan) Support Annex 6
If you are directed to evacuate the base, specific instructions and directions will be given via Wide Area Alert Notification - Giant Voice, Pop-up messages, text messages and E-mail.  The specific directions (see figure 2.2.1) help to alleviate the bottle necks at the gates due to the large amount of people that are leaving at one time.  Example: All personnel in XXXXX are directed to exit XXXXX (see figure 2.2.2) via XXXXX to XXXXX. Continue to I-564 east bound.
*(NOTE: The gate that you are told to leave out of may not be the same gate that you normally leave from on a daily basis.  Resist the urge to use the regular gate that you normally use.)
Personnel in the following areas (identified by building number, e.g. Bldg B-30 is in “B” area) should proceed to their respective evacuation exit gates:

Gate 2:      Piers 6 through 14, Q, W, X, Y, Z areas
Gate 3A:   A, B, C, D, E, F, G, H, I, J, K, L, M, N, O, P, and LAG areas
Gate 4:      LF, MB, R, S, T, U, V area, LP area north of runway, SP area north of  
                  Bellinger Blvd (SP-123, 124 and 132)
Gate 5:      Piers 1 through 5, CEP area
Gate 22:    NM area, LP area south of runway, SP area south of Bellinger Blvd less SP 
                 123, 124 and 132.
· One inbound lane will be set up at Gates 2, 3A, 4, 5 and 22 to allow access for emergency responders and essential personnel.
· Traffic exiting Gate 5 will be directed south on Hampton Blvd.
· Traffic exiting Gate 2 and CD area will be directed east on Taussig Blvd towards I-564.
· Traffic exiting Gates 3A will be directed towards I-564 with no access west on Taussig Blvd. 
· Traffic exiting Gate 4 can enter I-64 east from Bay Ave, proceed to Oceanview via First Ave or access I-64 west from Fourth View
· Traffic exiting Gate 22 can enter I-64 east, or access I-64 west via Grandby St. 
· Traffic from the CD area will exit on Hammond Blvd to Taussig Blvd to I-564 
· Every effort has been made to minimize traffic merges in order to keep traffic moving smoothly. Personnel are asked to alternate vehicles when two lanes merge.


[image: ]BASE EVACUATION MAP 
Figure 2.2.1 Base evacuation routes.
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[image: ](INSERT: Emergency Evacuation Map will determine route for your building)    Figure 2.2.2 Building B-30 route to gate 3A.
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[bookmark: Bomb_threat]3.1. BOMB THREAT
https://www.youtube.com/watch?v=Mtb4mNJnSEk
BOMB THREATS:  Record critical information on the telephonic Threat Complaint Form (located on page 15 of this document)
REPORTING PROCEDURES
Immediately notify NAVSTA Norfolk Emergency Dispatch 444-3333 responding officials will initiate search procedures. DO NOT use a cell phone to call as this may detonate the device   
Telephonic Threat Procedures
1
1.   Remain calm and try to keep the caller on the line as long as possible.  Ask the caller to repeat the message and write down every word.
2. If the caller can be kept talking, ask specific questions as indicated on the bomb threat checklist, and fill out the Telephonic Threat Form (see figure 3.1).
3. Ensure all personnel in the area are notified of the threat by the quickest means possible.  Advise everyone not to activate or deactivate any electrical devices, use radios or cell phones.
4. If the caller does not indicate the location of the bomb or the time of detonation, ask for this information.
5. Advise caller that the building is occupied and detonation could result in death or serious injury to innocent people.
6. Pay particular attention to the background noises, such as motors running, music or any other noise that may indicate the location of the caller.
7. Listen closely to the voice to determine voice quality, accents, speech impediments, sex, or unusual characteristics, and complete the threat data from below.
8. It is desirable, but not always practicable, to have more than one person listen in on the bomb threat call.
9. When you hang up the phone DO NOT call anyone else on that phone.  Dial *57 (or 1157 on rotary dial phones) to initiate a call trace.  Follow the directions given on the phone.
10. Call emergency dispatch at 444-3333 from a different phone to report the incident.
11. If the caller states that the bomb is in your building you need to evacuate to a safe location (see figure 7.1). (Ensure you remain vigilant for a secondary device and any suspicious people in the area)
12. Take personnel muster.  Building POC will meet with security personnel upon arrival.
13. If time permits, Security will require building occupants to search the building as they know the contents in the building and can identify anything out of place.  

DO NOT ATTEMPT TO MOVE A SUSPICIOUS DEVICE OR PACKAGE
BOMB THREAT CHECKLIST
1. When is the bomb going to explode?
2. Where is the bomb located?
3. How many bombs are there?
4. What does it look like?
5. What kind of bomb is it?
6. What will cause it to explode?
7. Did you place the bomb?
8. What is your name?
Naval Station Norfolk
Building XXXX
Emergency Action Plan

9. What is your address
15

Suspicious Package
Determine whether the package is suspicious in nature or an unattended package.
· Unattended Package: A package that the owner has left, and you don’t know who that may be; the package does not look suspicious in nature.
· Suspicious Package: A package that looks/sounds suspicious.  Some examples are: unusual noises coming from package, leaking fluids, or the box/package are wet, wires coming from the package.
	If a package has been found, evacuate the building; DO NOT sound the fire alarm.  Ensure that everyone in the building gets the word to evacuate.  When you evacuate be vigilant for a secondary device and keep an eye out for suspicious people in the area.  
· Call emergency dispatch at 444-3333
· Give package location
· Describe the package as best you can
· Explain why you think the package is suspicious
· Building POC meet with Security upon arrival
· Security will call EOD (if required)

DO NOT ATTEMPT TO MOVE A SUSPICIOUS DEVICE OR PACKAGE
Naval Station Norfolk
Building XXXX
Emergency Action Plan
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[bookmark: Destructive_weather]4.1. DESTRUCTIVE WEATHER
Commands should consider purchasing a NOAA Weather Alert Radio to ensure that they can receive weather alerts quickly. This could mean the difference between life or death during rapidly developing weather situations such as a tornado.
Video: http://www.drc-group.com/project/jitt-weatherradio.html 
Severe weather phenomena such as hurricanes, Nor’easters, Severe thunderstorms, and tornados can occur anytime in the Hampton Roads area.  Preparedness for each of these situations varies with the nature and severity of the event.  Naval Station Norfolk receives guidance from Commander Navy Region Mid-Atlantic.  COMNAVREG MIDLANT releases all destructive weather and winter storm condition information to the following media sources:
	RADIO STATIONS
	TELEVSION CHANNELS

	WHRO
	FM 89.5
	WTKR (CBS)
	3

	WWSO
	FM 92.9
	WAVY (NBC)
	10

	WKOC
	FM 93.7
	WVEC (ABC)
	13

	WVRV
	FM 94.5
	
	

	WPTE
	FM 95.7

	WROX
	FM 96.1

	EAGLE
	FM 97.3

	WCMS
	FM 100.5

	WWDE
	FM 101.3

	WJCD
	FM 105.3

	WTAR
	AM 790

	WNIS
	AM 850

	ESPN
	AM 1310



NAVSTA Norfolk uses the following methods to disseminate weather information to tenants: 
· Wide Area Alert Notification system (WAAN)
· Giant Voice Mass Notification System
· E-mail distribution lists
· NAVSTANORVANOTE 3400, DESTRUCTIVE WEATHER TELEPHONE TREE
Naval Station Norfolk also maintains a Facebook page http://www.facebook.com/navalstationnorfolk where information on weather conditions and base closures are posted.
Naval Station Norfolk
Building XXXX
Emergency Action Plan

We should be familiar with this site: http://www.virginiadot.org/alpha/2012hurricaneswf/12048_newGuide.html
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[bookmark: Destructive_weather_tornado]4.2. DESTRUCTIVE WEATHER: TORNADO SPECIFIC
http://www.drc-group.com/project/jitt-tornado-workplacesafety.html
https://youtu.be/_5TiTfuvotc
Ref: NAVSTANORVAINST 3440.17A, Hazard Specific Appendix One, Tab F
There have been tornados that have affected Naval Station Norfolk in the past.  On 28 April 2008, a tornado crossed over NAVSTA Norfolk causing $256K damage and injuring one personnel. Despite the “Take Cover” siren sounding over Giant Voice, personnel were still seen walking out to their cars to leave. If a Tornado Warning is issued for NAVSTA or you hear the Take Cover siren, seek shelter inside the nearest sturdy building. 
The purchase of a NOAA all hazards weather radio will give you advanced warning that a storm is possible.
· Weather Watch: Conditions are favorable for the formation of a tornado and usually covers a large area
· Weather Warning: A tornado has been spotted or is apparent on a Doppler Radar

1. When you encounter inclement weather.
a. Listen to the NOAA weather radio for frequent updates
b. During thunderstorm/tornado warning STAY PUT.  DO NOT venture outside, or attempt to leave in your vehicle or on foot.
2. What to do if a tornado is in the immediate area or the take cover siren is sounded.(Similar to Air Raid siren)
a. DO NOT go outside. If you are in a vehicle find a sturdy building and get inside for cover.  DO NOT stay in your vehicle.
b. The basement or a windowless room is a safe place to muster/ride out the storm.
c. Take refuge under a sturdy piece of furniture.
If you are in the building during a tornado proceed to a room that contains no windows (if possible) and take cover.
Once danger has passed, the “All Clear” will be sounded over Giant Voice and passed via the Wide Area Alert Notification system. The “All Clear” signal is a 10 second hi/low siren that sounds similar to a European emergency vehicle siren.


Rooms in XXXXX that can be used as shelter are (see figure 4.2.1):
1. (Provide room locations)
a.  (Can hold 3-4 people. Fire inspectors could go here first)
2. 2nd option (Provide other options, i.e passageways)
a.  (Can hold 4-8 people. Fire inspectors and chiefs can use this room first)

No rooms on the 3rd floor of Building XXXX should be used as shelter, if you are on the 3rd floor go out the north staircase to the first floor.
Those are just a few examples on where you can go.  Each instance will be different and your location in the building may not be the same.  Use the closest room at your given time and location.
The picture below shows areas/rooms on the 2nd floor where you can go during a tornado emergency
19

[image: ]Figure 4.2.1 Tornado shelter rooms.
Insert copy of your building floor plan and show locations for shelter rooms.

(INSERT: Floor plan showing areas/rooms on the XX floor where you can go during a tornado)
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[bookmark: Destructive_weather_earthquake]4.3. EARTHQUAKE
https://www.youtube.com/watch?v=j8mUZFeMwhE#t=10
	Earthquakes are not common occurrences in Hampton Roads; however we are not exempt from having to deal with an earthquake.
During an earthquake:
1. Stay calm.
2. Drop, Take cover, and Hold on (see figure 4.3.1).  Get under a table or desk and hold on to it. If none available, drop and crawl to a corner of the room.
3. If you are near windows, face away from them and away from other glass.
4. Cover your head.
5. If you are caught outside, go to the nearest open space away from buildings or overhangs.
After the earthquake stops:
1. Check for personnel injuries
2. Evacuate the building using the closest, safest exit and muster at your assigned location. (See pg. 3 for Bldg evacuation)   
3. Building manager conduct external visual inspection for any damage, if no external damage is found then conduct internal inspection.  If damage is found, make reports to the Naval Station Norfolk Emergency Operations Center at  navsta_norfolk_eoc@us.navy.mil and to your NAVFAC Facility Management Specialist (FMS). If unsafe, do not allow personnel to re-enter the building until NAVFAC has completed a thorough inspection.
If no damage found, you may re-enter the building.
                     [image: ]Figure 4.3.1 DROP, COVER, & HOLD ON!



5. SHELTER-IN-PLACE
Training Video http://www.drc-group.com/project/jitt-workplacesip.html
ref: NAVSTANORVAINST 3440.17A Support Annex 9
	To “Shelter-in-Place” means selecting an interior room or rooms within the building, or ones with no or few windows, and taking refuge there. In many cases, the Regional Operations Center or the Naval Station Norfolk Emergency Operations Center will announce via Giant Voice, text message, pop up or a combination of all three.
	Depending on the circumstances will determine if you are to shelter in place or evacuate.  You need to understand and plan for both actions.  Training and running drills is important.  Know where you are going to go before something happens.
If you are going to Shelter-in-Place you need to alert everyone in the building/floor where you work.  
1. Lock all doors and close windows if they are open.  In the event of a hazardous materials (HAZMAT) or Chemical, Biological, Radiological, or Nuclear (CBRN), cover the windows and doors with plastic and tape off at the seams, close all vents, turn off A/C and heaters (see figure 5.2).
2. If there are visitors in the building or floor that you work on ensure that they are aware of what is going on and what steps they need to take.
3. If possible notify your emergency contact to let them know of the situation.
4. Go to your designated shelter-in-place location (see figure 5.1) and wait there until the all clear is given.
5. If you have access to a radio/internet/cell phone listen to reports for information about the situation.
6. Conduct Personnel Muster:
a. Command Name
b. Give location (Bldg number, room number)
c. Number of personnel in room
d. Any special needs personnel
Naval Station Norfolk
Building XXXX
Emergency Action Plan

e. Email to  navsta_norfolk_eoc@us.navy.mil 
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Figure 5.1 Shelter-in-Place location.

[image: PPT5C3.png](INSERT: Shelter-in-Place locations here)
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[image: ]Example:

Figure 5.2 FEMA Shelter-in-Place Recommendations

[bookmark: FIRST_AID]6. FIRST AID
NAVAL STATION NORFOLK EMERGENCY DISPATCH 444-3333
DO NOT MOVE THE VICTIM UNLESS ABSOLUTELY NECESSARY.
*Check for Medical alert bracelets, tags, or necklaces and give appropriate first aid until assistance arrives.
	

	FAINTING / UNCONSCIOUSNESS
· If conscious, have victim sit with head between knees or lie down.
· If unconscious, check for breathing.  If breathing, place victim on side.  If not breathing, provide mouth to mouth resuscitation.

CARDIOPULMONARY RESUSCITAITON
· Place victim on their back.

DETERMINE RESPONSIVENESS
YES: Keep responsive, wait for help.
NO: Open airway, head tilt, and chin lift.

CHECK FOR BREATHING
· Look for rise and fall of chest.  Listen for exhaled air. 

YES: Maintain airway, monitor breathing
NO: Rescue breathing.  Seal mouth with yours, pinch victim’s nose, give two slow full breaths

CHECK FOR CIRCULATION
· Place two fingers over carotid artery, check for pulse up to 10 seconds.

YES:  Resume rescue breathing 1 breath every 5 seconds
NO:  Begin chest compressions.  Locate proper hand position (lower half of sternum, two hands and 1.5 to 2 inches deep, 15 compressions at the rate of 80 to 100 per minute.  Give victim two rescue breaths. Recheck pulse.  If no pulse, continue until help arrives.
	
	SEVERE BLEEDING AND WOUNDS
· Apply direct pressure on wound with clean cloth or hand.
· Apply firm, steady direct pressure for 5 to 15 minutes.  Most bleeding will stop within a few minutes.
· If bleeding is from a foot, hand, leg, or arm, use gravity to help slow the flow of blood.  If there are no broken bones, elevate the limb so that it is above the victim’s heart.

BURNS
· Immerse minor burn in cool water.
· Flood chemical burn with cool water for at least 15 minutes.
· Cover burn with dry bandage, clean sheet, or clean handkerchief.

SEIZURE
· Call for medical help at once.
· Let the seizure run its course.
· DO NOT attempt to force anything into the victim’s mouth.
· There is little you can do to stop a seizure.
· Help victim lie down and keep from falling and getting injured.
· Loosen restrictive clothing.
· DO NOT use force or attempt to restrain a seizure victim.
· Provide opportunity to rest after seizure.




An Automatic External Defibrillator (AED) is located in room XXXX (see figure 6.1).
Naval Station Norfolk
Building XXXX
Emergency Action Plan

                      [image: ]Figure 6.1 Rm: 200/AED Location

24

[bookmark: Active_shooter]7. ACTIVE SHOOTER
http://www.drc-group.com/project/jitt-militarybaseactiveshootersafety.html
Ref (a) NAVSTANORVAINST 3440.17A NAVSTA NORFOLK EM PLAN, Hazard Specific Appendix 24, Active Shooter
Ref (b) NAVSTANORVAINST 3440.17A NAVSTA NORFOLK EM PLAN, Support Annex 9, Tab I, Lockdown Procedures
	An active shooter is an individual actively engaged in killing or attempting to kill people in a confined and populated area; in most cases, active shooters use a firearm(s) and there is no pattern or method to their selection of victims.
	Quickly determine the most reasonable way to protect your own life.  Remember that employees are likely to follow the lead of someone that knows what they are doing.
1. RUN:  If there is an escape path, attempt to evacuate the premises.  Be sure to:
· Have an escape path and plan in mind.  Always have two routes
· Evacuate regardless if others don’t leave
· Leave your belongings behind. Don’t waste time going back
· Help others escape if possible
· Prevent personnel from entering an area where the shooter may be
· Keep your hands visible.  Police/security will easily identify that you don’t have a weapon
· Do not attempt to move wounded people
· When you are safe call 444-3333 (calling 911 will work, but your call will be directed to the City of Norfolk
· When possible, move to your building’s designated rally point for accountability.  The designated rally point for EOC personnel Identify where spot is (see figure 7.1).
       [image: H:\Evac Route b-30 map.JPG]Figure 7.1 Evacuation route to building A-125.


1. HIDE:  If evacuation is not possible, find a place to hide where the active shooter is less likely to find you.  Your hiding place should:
0. Be out of view of the active shooter
0. Provide protection if shots are fired in your direction
0. Consider locking yourself in an office or closet
0. To prevent an active shooter from entering your hiding place, lock the door and blockade the door with heavy furniture
0. Call the Naval Station Dispatch at 444-3333, if you cannot talk, just leave the line open so the dispatcher can hear what is going on
0. DO NOT TRAP OR RESTRICT YOUR OPTIONS FOR MOVEMENT 
 If the shooter is nearby, lock the door, silence (or turn off) your cell phone, and turn off any source of noise.  Remain quite as long as you can.


1. FIGHT:  As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or incapacitate the active shooter by:
0. Acting as aggressively as possible against him/her.
0. Throwing items and improvising weapons
0. Yelling
0. Committing to your actions

[bookmark: Lock_down]8. LOCKDOWN
http://www.ready.navy.mil/be_informed/emergency_actions/lockdown_procedures.html
“Lockdown” is a temporary sheltering technique, (e.g. 30 minutes to several hours, utilized to limit personnel exposure to an “Active Shooter” or similar incident).  When alerted to initiate lockdown, all occupants of any building within the subject area will lock all doors and windows not allowing entry or exit to ANYONE until the “All Clear” signal or message has been given.  This procedure converts any building into a large “Safe Room”.
Notification
 Notification of “Lockdown” will be issued by one of the following means:
· Giant Voice/Inside Voice message.
· Wide Area Alert Network message via pop-up, e-mail, SMS text.
· Direct notification from emergency first responders.
     *Sample Message:  “There is a report of shots fired in Building ____. Unless able to evacuate, personnel in Bldg ____ should remain in your office and lock and barricade the door.  Do not lock outer doors to the building.  All other facilities onboard Naval Station Norfolk go into lockdown procedures. Lock all outer doors. Close and remain clear of all windows. Remain in lockdown until the situation is neutralized and the ALL CLEAR signal is given.”
Actions  
When word to initiate “Lockdown” is received:
· If you hear shots fired inside your building, DO NOT lock outer doors to your building.  Security personnel will need to access your building to neutralize the situation.  Follow the actions for an Active Shooter found in NAVSTA Norfolk EM Plan, Hazard Specific Appendix 24 or your facilities Emergency Action Plan (EAP).

· If the aggressor is outside of your building, close and lock all outer doors.  Hang a sign in door that says Building ___ is in Lockdown.  Close and lock all windows.  Close all window blinds.  No one should enter or exit the building.  Supervisors should account for all personnel inside the building and e-mail the Naval Station Norfolk Emergency Operations Center at  navsta_norfolk_eoc@us.navy.mil with the following info in the e-mail: 
Subject Line:  Bldg ___ is in Lockdown (i.e. Bldg N-26 is in Lockdown)
Body: Bldg ___ is in Lockdown, # personnel assigned, # accounted for, # in lockdown, POC name and phone number.  
	*Note: If unable to combine info for all floors of a building then list the floor you are providing information for. It is preferred to have all floors of the building combined so floor managers should report their info to a building manager.
      (1) Once an unaffected building has been locked down and all personnel in the building accounted for, personnel can move around inside the building as long as they remain away from windows and out of view.
      (2)	If outside when the Lockdown order is received, seek immediate cover and concealment while waiting for instructions via public address.  If challenged by a Police Officer, keep hands in plain sight, and avoid pointing.  If able, alternate shelters should be identified and personnel given locations and safe corridors of travel to get to the shelter.  If able, alternate shelters will be manned by Security personnel.  
(3) Security personnel posted at the shelter will screen all individuals as they enter by having them:
· Stop at the entrance to the shelter.
· Identify themselves
· Leave all parcels, briefcases, backpacks and gym bags outside at a minimum distance of 20-30 feet from the structure.
· The person seeking shelter will then open all outer garments for a visual inspection before being allowed to enter the shelter.
(4) In case of a medical or other emergency in a building that is in lockdown, the building POC will be notified of: 
· The entry point to the building that the emergency responders will use. 
· The time of arrival for emergency personnel. 
· A one-time use challenge and password.


[bookmark: Drone_Sighting]10. Drone Sighting
Any sightings of drones (aerial, surface or sub-surface) should be reported immediately to the Regional Dispatch Center (RDC) (757)444-3333. Be prepared to give the location of the drone, direction of travel, approximate size, type (quad copter, fixed wing), color, and any other discernable information, (e.g. spraying liquid, carrying a package). Any drone found on the Installation should be treated as an improvised explosive device (IED) until it has been cleared by Security personnel. Evacuate personnel away from the device at least 300 ft and await instructions from Security personnel.
[bookmark: LINKS_AND_REFERENCES]11. HELPFUL LINKS:
· Pet Friendly Hotels: www.petfriendlyhotels.com/ 
· NFAAS Accountability: www.navyfamily.navy.mil/ 
· Telephone Threat Complaint Form: auth.cnic.navy.mil/navycni/groups/public/@cmrma/@norfolksta/documents/document/cnic_054621.pdf
· Naval Station Norfolk Facebook Page: www.facebook.com/NavalStationNorfolk 
· Ready Hampton Roads: readyhamptonroads.org/ 
· Ready Navy: www.ready.navy.mil/ 
· Virginia Emergency Management: http://www.vaemergency.gov/ReadyVirginia
· Naval Station Norfolk Emergency Operations Center: http://www.cnic.navy.mil/regions/cnrma/installations/ns_norfolk/om/emergency_management.html

REFERENCES:
· NAVSTANORVAINST 3440.17C (NAVSTA Norfolk EM Plan)
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