
FIRE RESPONSE (GENERAL)

FIRE RESPONSE (GENERAL)








Provide Emergency First Aid As Required - For severe injury call Ambulance _______________





First Aid Kit Locations


Front Desk Area: Inside wall cabinet (left side) on south wall


Line Shack: On west wall


Hangar 3: On the north wall near the men’s restroom


Hangar 4: North side of hangar 4, south wall by egress door


Hangar 7: On shelf in the office adjacent to reception area. 


GSE: South wall of shop area next to the office door.





Employee (Witnessing the incident) Responsibilities


Identify the level of injury.  Seek immediate medical treatment as needed


Contact the supervisor on duty and front desk to advise and call 911 


Complete the Confidential Self-Disclosure Form  within 24 hours of the incident


Supervisor Responsibilities  


Ensure employee receives medical attention


Immediately contact the Department Head the Safety Coordinator.  Also email details of the incident to the Main Office Administrative Assistant  


Minor injury - drive injured employee to nearest hospital, acute care clinic or emergency room


Complete the Event Reporting Form, submit it and  employee Confidential Self-Disclosure Forms to the Safety Coordinator within 24 hours 


Injured Employee Responsibilities


When practical, complete the ________________ ________________________.  Turn it in to the Main Office.  Also complete the Confidential Self-Disclosure Form within 24 hours.  Turn it in to the Supervisor.








Obtain following information from driver: 


Description of accident (brief)


Location of accident (street names, note traffic signs, signals, and anything that may be obstructing them).


Make, model, year, license number, and insurance company of other vehicle involved.


Are there injuries?  If so, status of injuries?


Others called (police, medical aid, and 911).


Time of accident and driving conditions.


Contact the following:


Immediate Supervisor


�����������Department Head & Safety Manager


CEO or COO


Insurance Carrier (Info ___________________).


If injuries, notify employee contact (HR database)








FIRE RESPONSE/EMERGENCY EVACUATION





NEVER ATTEMPT TO WASH DOWN A FUEL SPILL


Fuel spills less than 18 inches in any direction are considered minor.  They can be spread and left to evaporate or can be cleaned up with absorbent.  Absorbents should be used and placed in closed metal containers.  (Refer to the NATA Refueling & Quality Control Procedures for detailed spill and handling procedures.)


Contact Supervisor


Contact Emergency Response ________


Contain Spill, Secure Area


Clean up spill.  Use plastic shovel only.


Complete Fuel Spill Report 





NOTE: Clean-up equipment is located ______________________








FIRST AID RESPONSE and INJURY PROCEDURES





HAZARDOUS MATERIAL SPILL RESPONSE





VEHICLE ACCIDENT REPORT





HANGAR RASH/TOWING INCIDENT PROCEDURES





Employee Responsibilities


Do not move the aircraft, equipment or vehicle


Immediately contact Department Supervisor


Complete the Confidential Self-Disclosure Form


Supervisor Responsibilities


Ensure photos are taken of the aircraft, equipment and vehicles involved in the incident prior to moving the aircraft/equipment/vehicles


Immediately contact:  


Aircraft Maintenance


Department Head 


Safety Coordinator


Obtain all witness statements immediately following the incident


Immediately conduct a follow-up investigation with all employees


Ensure employees complete the Confidential Self-Disclosure Form before end of their shift


Complete the Event Reporting Form within 24 hours of the incident


Forward copies of the Event Reporting Form and all Confidential Self-Disclosure Forms to the Safety and Security Coordinator within 24 hours 











TORNADO WATCH and TORNADO WARNING





Keep all staff and customers advised of the situation


WATCH:      Monitor radio & TV stations for status


                    Move all aircraft into the hangars


WARNING:  Turn off main breakers for hangar & offices


	    Close and lock hangar doors


	    Evacuate to ____________________________ 





Sound fire alarm through overhead page.


Fight fire, but not at the risk of injury to yourself or others


For building fire call: XXX-XXX-XXXX


Evacuate building





Hangar 1                   Assembly Area:  East Parking Lot





Main Lobby Area: Exit either south or west door and proceed to the assembly area.





Line Services: Exit the southwest door off the entry hallway onto the ramp.  Proceed to the assembly area or assist in moving aircraft/equipment as directed.  


Hangar area exit east door or south door.  Proceed to assembly area.





Upstairs: Proceed down nearest stairwell, exit main lobby by south door next to front desk or exit north stairway using outside door between hangars 1&2. Proceed to assembly area.





Hangar 2                  Assembly Area:  East Parking Lot


East Side of Hangar:  Exit east doorway and proceed to assembly area





West Side of Hangar:  Exit to the ramp.  Line personnel assist in moving aircraft and equipment as directed or proceed to assembly area





Hangar 3        Assembly Area:  Ramp Area South Side


Main Level Hangar/Offices:  Exit south door and proceed to assembly area.





West side of Hangar:  Exit either south or east door and proceed to assembly area.





Upstairs Level:  Exit office area, break room and attic by stairwell to north side of Hangar 3 and out the northwest door. Proceed to assembly area.   





Hangar 4                            Assembly Areas:  See Below


South Side:  Exit either west door or southeast door.  Assemble on south side of Hangar 3.





North Side:  Offices exit nearest door (east side to the street or northeast at end of hall) and assemble on north side of hangar 4.  The main hangar area has four exits, use closest one.  Assemble on north side of Hangar 4.





Upper Level/Sleeping Rooms:  Exit north door to emergency stairs or use stairway to hangar and exit through east door in office area.  Assemble on north side of Hangar 4.












































FIRE RESPONSE (GENERAL)








FIRE RESPONSE/EMERGENCY EVACUATION 








Hangar 5  Assembly Area:_South Side Parking Lot





Exit nearest door, either west side or south side of building.  Proceed to assembly area.





Hangar 7   Assembly Area: South Side Parking Lot





Lower Level: All offices, lobby, showcase, restrooms, etc exit south door.  Proceed to assembly area





Hangar Area: Exit the west door and proceed to assembly area.





Upper Level: All offices on the east side exit down  interior stairway and use the east door to exit building.  Proceed to assembly area.  








CAP offices: Exit the west door and proceed down the outside stairs.  Go to the assembly area.





AIRCRAFT EMERGENCY RESPONSE





First point of contact should refer call to:


Flight Operations Department


Chief Executive Officer


Executive Management


Safety & Security Manager	


Appropriate after hours contact


Whoever receives the transferred call should obtain the following information and write down:


Date and time of report


Name of caller and phone number.


Date and time of occurrence


Aircraft type, description, tail number.


Aircraft location (city, state, nearest airport).


Names of injured and extent of injuries


Description of situation, extent of A/C damage.


Names official agencies that have been notified.


Are rescue teams on the scene? Who?


Remaining procedures are outlined in the SMS Manual.





POWER FAILURE RESPONSE








Stay calm – Stay put


Do NOT use open flames, matches or lighters


Contact (NAME) 


Ensure there is no other emergency (fire, electrical fault, etc.) or if problem is external.


Call for assistance


24-hour: XXX-XXX-XXXX


7:00 am – 6:00 PM: XXX-XXX-XXXX











EMERGENCY PHONE NUMBERS RESPONSE





Police/Ambulance/Fire . . . . . . . . . . . . . . . . . . . . . . .	________


     Law Enforcement


Police . . . . . . . . . . . . . . . . . . . . . . . . . . .  .	________


Sheriff . . . . . . . . . . . . . . . . . . . . . . . . . . . .  	________


Highway Patrol . . . . . . . . . . . . . . . . . . . . .   ________


FBI . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .	________


     Emergency Response


               Airport Fire Station . . . . . . . . . . . . . . . . . . .	________


               Other  . . . . . . . . . . . . . . . . 	________


               Helicopter . . . . . . . . . . . . . . . 	________


               Ambulance . . . . . . . . . . . . . . .	______


      Office (after hours __________________) . . . . . ________


      Security


                Cell . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 	________


	Checkpoint . . . . . . . . . . . . . . . . . . . . . . . . . ________


FAA – Control Tower . . . . . . . . . . . . . . . . . . . . . . . . .	________








EMERGENCY PHONE NUMBERS
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BOMB or PERSONAL THREAT RESPONSE





Keep the caller on the line as long as possible Dial 911 from another phone & call Supervisor


Be alert to background noises 


Note characteristics of the caller 


Use the Company Bomb/Personal Threat form to record items 3 & 4 (above) and the following info:


Exact time and date.


Exact words of caller.


When is it due to explode?


Where is the bomb?


What does the bomb look like?


What kind of bomb is it?


What will cause it to explode?


What is your name?


May I have your phone number?


If threat is determined to be legitimate, use the paging system to advise all personnel and customers to evacuate.


If possible remove aircraft from the hangar.


Limit access to emergency vehicles only.











GAS LEAK RESPONSE





Natural gas smells like rotten eggs. If you smell a strong odor of natural gas:


Evacuate building.  Anyone who does not have specific fire emergency responsibilities should evacuate the facility through evacuation route to the rally point.


Simultaneously extinguish any flames.


Do not use any devices that might create a spark such as light switches, phones, flashlights or even computers. The spark could ignite the gas. 


Go to a nearby phone and _________________ at �_______________________ to report the odor. 





NOTE: IF THE SITUATION APPEARS TO BE OUT OF CONTROL IMMEDIATELY CALL THE FIRE DEPARTMENT 911.








CPR RESPONSE





Tap and shout: “Are you okay?”  If no response, call 911.


Open airway with chin lift, use head tilt as needed.


Look, listen and feel for breathing.


If breathing absent, give 2 slow full rescue breaths.


Check for pulse or breath.


If victim has no pulse then find hand position on breastbone. Give 5 compressions followed by 2 slow breaths.


Do 3 more cycles of 5 compressions and 2 slow breaths.


Recheck for pulse or breath. Continue CPR until help arrives.








Additional address information





CIVIL DISORDER RESPONSE





Access limited to employees & emergency vehicles


May continue to operate until management determines that action should be taken.  Employees may go home if they ask to leave.  Non-essential staff may be dismissed.


If situation becomes volatile, the site manager may:


Call CEO or COO


Contact Airport Administration 


Contact Airport Security or Police 





YOUR COMPANY LOGO HERE








