TRC Calendar 2011

Hotel Evacuation
Procedures for fire,
bomb threats

& mass distruction:
All Departments

Follow evacuation directions in hotel's emer-
gency/evacuation binder.

Front Office/PBX/M.0.D.

' Notify 911 operator, engineering personnel, hotel
security and hotel accounting of your intent and
reason for evacuating building. Give hotel address
and house count to operator.

' Hit “hot keys” to initiate printing of emergency back-
ups reports on high speed printer.

' Recall all elevators to ground floor.
' Activate evacuation annunciator/alarm.

' Make evacuation announcement on hotel public
address system.

0 Release E-Key (emergency key) from vault to hotel
security or fire/police chief at scene.

' Lock down all safes, vaults and cash drawers. Do not
take money or valuables with you!

0 Identify rooms with disabled guests. Send personnel
to assist them in evacuating or waiting for fire de-
partment assistance.

' Send personnel to each hotel floor to direct guests
and staff to emergency exits.

' Answer calls from guestroom phones only as time/
personnel permit.

0 Close pipeline to lobby gas fireplace (if applicable).

0 Move all bell carts away from lobby exits. Place
against walls.

' Have valets/door personnel move all vehicles away
from entrances and sides of building.

0 FOM/MOD collects the in-house registration bucket
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