
NVAR Emergency Protective MeasuresNVAR Emergency Protective MeasuresNVAR Emergency Protective Measures   
This employee guide summarizes protective measure for life threatening, no notice events 

 

• Time—reduce the amount of time you are exposed to the hazard 
• Distance—increase the distance between you and the hazard 
• Shielding—place an effective barrier between you and the hazard 
 
• Call 9-9-1-1 and then your supervisor 
• When reporting an emergency, provide: 

⇒ Type of emergency 
⇒ Suite, floor, room number and/or location 
⇒ Building address 
⇒ Telephone number 

 
• Immediately activate the fire alarm by pulling a pull station. Familiarize yourself with their 

locations on your floor. 
• Evacuate all rooms. Close all doors to confine and reduce fire. 
• DO NOT LOCK DOORS 
 
• Walk quickly to the nearest marked exit to use the stairs and alert others to do the same 
• If you must pass through a smoke-filled room, stay near the floor where the air may be less 

toxic as smoke is the greatest danger of fire 
• Once outside the building, move to your designated assembly area and report to your su-

pervisor 
• Do not stop to get personal possessions or make phone calls 
• DO NOT RETURN TO THE BUILDING UNTIL NOTIFIED TO DO SO 
 
• Go to a room with an outside window and a telephone—stay there 
• Close doors between you and the fire. Stuff the cracks around doors using clothing, towels, 

paper or whatever is available to keep the smoke out 
• If you are able, call your supervisor and tell them exactly where you are 
• Wait at a window and signal for help; use a flashlight, wave a light colored cloth or tape a 

white sheet of paper to the window 
• If you must pass through a smoke-filled room, stay near the floor where the air may be less 

toxic as smoke is the greatest danger of fire 
• Remain calm 
• CAUTION: DO NOT BREAK ANY WINDOWS. AN OPEN WINDOW WILL 

DRAW SMOKE INTO THE ROOM 
 
• Attempt to keep the caller on the line as long as possible. Write down every word.  
• Ask for the exact location where bomb has been or is going to be placed. 
• Get as much information about the caller, i.e. vocal characteristic, ethnicity, sex, etc 
• Record clues from background noises 
• As soon as caller hangs up call 9-9-1-1 and then your supervisor 

ALL  
HAZARDS 

 
 

MEDICAL 
EMERGENCIES 

 
 
 

UPON  
DISCOVERING 

A FIRE 
 
 
 

FIRE ALARM 
EVACUATION 

 
 
 
 
 

TRAPPED  
IN FIRE 

 
 
 
 
 
 
 
 

BOMB  
THREAT 

If the event is:   Protective measures are: 

Additional Resources 
 
 

Department of Homeland Security 
www.ready.gov 
 
 
Fairfax County 
www.fairfaxcount.gov/emergency 
www.fairfaxcount.gov/hd/ 
 
 
American Red Cross 
www.redcross.org 
 
 
Inova Health System 
www.inova.org 
 
 
Family Disaster Plan 
www.disastercenter.com 
 
 
 
 
 
 
 
 
 
 
 
 
 

Special thanks go to the Fairfax County Government for providing us with  
numerous resources and information, much of which is used herein. 



• When things stop falling around you, evacuate through the nearest stairway 
• Do not stop to get personal possessions or make phone calls 
• Watch for weakened floors and stairways and falling debris 
• Once you are out of the building… 

⇒ Do not stand in front of windows, glass doors or other potentially hazardous areas 
⇒ Move away from sidewalks or streets so that others may exit and emergency officials 

can enter 
⇒ Go to your designated external assembly area and report to your supervisor 

 
• Remain calm. Shout only as a last resort. Shouting can cause inhalation of dangerous 

amounts of dust. 
• Cover your nose and mouth. (Dense-weave cotton material can act as a good filter. Try to 

breathe through the material.) 
• Avoid unnecessary movement so you don't’ stir up dust 
• Tap on a pipe or wall so rescuers can hear where you are. 
• If possible, use a flashlight or whistle to signal your location to rescuers. 
 
• Proceed to shelter locations in: 

⇒ Bathrooms 
⇒ Mailroom 
⇒ Interior stairwells 
⇒ Interior rooms with no windows, including storage rooms, closets, employee lounge 
 

Interior Chemical Release or Threat: 
• Move away from the affected area (visible material, odor, people experiencing symptoms of 

exposure i.e. eye/skin irritation, difficulty breathing) 
• Isolate the area if possible, warn others to leave the area, and close the door as you leave 
• Call 9-9-1-1 first and then your supervisor 
• If exposed to material or suffering from effects of exposure, proceed to a nearby restroom 

in a safe area and flush eyes and wash skin 
• If this is a large-scale release or event (odor on multiple floors, large number of people ex-

periencing symptoms of exposure) activate the fire alarm by pulling the nearest pull station 
and evacuate the building 

• Avoid passing through the affected area if possible 
• Management will manage the heating, ventilation and air conditioning 
 
Outside Chemical Release or Threat (Shelter in Place): 
• Stay inside the building 
• Listen closely to instructions over the building announcement system 
• Management will close the exterior doors and manage the heating, ventilation and air con-

ditioning system 
• Remain inside until the threat passes or other instructions are issued, i.e. evacuate the 

building 
• Help visitors 

 
EXPLOSION 

 
 
 
 
 
 
 

TRAPPED IN 
DEBRIS 

 
 
 
 

SEVERE 
WEATHER 
(Tornado or 
Hurricane) 

 
 
 
 

CHEMICAL 
THREAT /  

HAZARDOUS 
MATERIALS 
(HAZMAT) 

 
May be liquid, 
powder or gas  
Accidental or 

otherwise 

Call 9-9-1-1 first and then your Supervisor 
⇒ Report type of emergency, location of emergency, building address, telephone number 
⇒ Look for cover, a place that will protect you from attack; and concealment,  

a place to hide 
⇒ Go to the nearest location where you can find cover and concealment,  

which may NOT be your office 
 
During lock down procedures: 

⇒ Call 9-9-1-1 if threats move to your area so the Police can track the intruder’s location 
⇒ Ignore fire alarms 
⇒ Advise visitors to lock down with you 

 
To alert employees of an emergency: 

⇒ Dial 7-0 and make a broadcast announcement (note: if you are on your phone you will 
not hear the announcement) 

⇒ Send a Novell announcement to all personnel, if you are able to do so 
 
Once an announcement is made, Floor Captains will sweep the facility to insure that offices are 
being vacated or that employees and visitors are moving to the proper location. 
 
Signals to listen for: 
⇒ Fire alarm - always evacuate building 
⇒ Siren - move quickly to an interior or basement location 
⇒ Listen for further announcements from Floor Captains 
 
Floor Captains 
First/Classroom Level Vika Egorova 
    Renee Brown (alternate) 
    Sunnie Poloskey 
    Bonnie Schendell (alternate) 
 
Second Level  Maggie Mueller-Tyler 
   Sue Mandel (alternate) 
   Joe Rominiecki 
   Lisa May (alternate) 
 
Third Level Jim Foster 
  Erick Campos (alternate) 
  Pathway Homes designee 
 
In the event that a building lockdown is necessary Genelle Rawlins at the front desk has the 
building lockdown keys. (Ainsley McDougal, alternate) 
 
 
Police  703-691-2131 
Fire  703-691-2131 
 
Dominion Power 1-888-667-3200  account# 240-033502 
Building Engineer 202-497-1130 
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IN CASE OF EMERGENCY, DIAL 9-9-1-1 and then your Supervisor 
STAY CALM - HELP EACH OTHER AND VISITORS 


