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	EMERGENCY EVACUATION


1.0. References: Local Policy

2.0. General:   This SOP outlines the procedures to follow when the Command Operations Center (COC) room must be evacuated due to fire, bomb threat or any other emergency situation.  Tasks to be completed and your actions will be dictated by the nature of the emergency.  Remember, personal safety is paramount!     
3.0.  Procedures:
3.1.  Fire:  Use the following procedures in case of a fire in the building.

3.1.1.  If you are the first individual to see the fire or smoke immediately yell, “FIRE, FIRE, FIRE,” and pull the fire alarm.  

3.1.2.  Time permitting, call the fire department (117), and if feasible, extinguish the fire.  If you are concerned for your safety at any time, evacuate!!

3.1.3.  If you are forced to evacuate, follow paragraph 4.0. for relocating to the safe room in the 607 WS squadron building (Bldg 1506)
3.2. Bomb Threat:  Use the following procedures in case of a bomb threat.

3.2.1.  If you see a suspicious package immediately notify the watch officer.  If the watch officer is not available, notify the Military Police (724-8177/8179).
3.2.2.  If you receive a bomb threat phone call, use the yellow bomb threat aid card (AF Form 44).
3.2.3.  If you are required to evacuate don’t waste time! Evacuate immediately and relocate to the safe room in the 607 WS squadron building (Bldg 1506).
3.3.  Relocating to safe room (Bldg 1506).  

3.3.1.  Relocate with the following (Place classified materials in a two-sealed manila envelop and mark with appropriate classification):
3.3.1.1.  SOP Binder.
3.3.1.2.  Log book
3.3.1.3.  Passwords document

3.3.1.4.  Laptop Computer

3.3.2.  Upon arrival at Bldg 1506:

3.3.2.1.  During duty hours (0730 – 1630hrs, M-F), inform DOX (Plans) NCOIC you will be working out of the safe room until further notice.

3.3.2.2.  During non-duty hours, use the key in this binder to open DOX office. You will then need to open the safe door’s combination lock, and finally the quick access combination lock. You must memorize both combinations, because they will not be written down in an unsecured location.
3.3.3.  Notify the following personnel/agencies:

3.3.3.1.  607 WS DOW NCOIC/OIC

3.3.3.2.  20th OWS (DSN 225-4898)

3.3.3.3.  Emergency Operations Center/C3 Watch Officer (723-3030)

3.3.3.4.  AFN Network Operations Control (NOC) Center (724-8365)
3.3.4.  Start GCCS-K computer and resume operations.
3.4..  Return to normal operations.  Upon notification of return to normal operations:

3.4.1.  Secure the safe room and DOX office.

3.4.2.  Return to CC Seoul with all items originally evacuated with from CC Seoul.
3.4.3.  Notify all personnel/agencies in section 3.3.3. you have resumed normal operations back in CC Seoul.
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