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Principles of UN ARMS Emergency Plan

The United Nations Archives and Records Management Section, ARMS, attaches the highest importance to the safety and security of individuals and to the safekeeping of records and archives at its facilities in New York:

The overall aim of the UN ARMS Emergency Plan is:

1. to protect UN ARMS staff members
2. to protect internal and external researchers 
3. to protect the archives and records assets of the United Nations and related organizations stored at UN ARMS facilities
4. to ensure business continuity to United Nations headquarters and the global community
5. to communicate emergency needs and strategies to relevant partners inside and outside United Nations headquarters

UN Security has the primary responsibility for staff security.  Therefore, the ARMS Emergency  Plan complements the UN Emergency Preparedness - Guide to UN Staff in NY and deals with the specific details of ARMS.   As part of the United Nations Headquarters complex, ARMS and its staff members are familiar with the Headquarters Emergency Plan and cooperate on all current procedures and directives of Headquarters Security. ARMS management ensures that security focal point representation on the Security Annex Committee occurs proactively to represent the security risks of the ARMS individuals, facilities and assets.
In order to protect both staff and the record assets of the organization, the Emergency Plan is divided into three parts:

1. the Emergency Response Plan (which covers the protection of staff)

2. the Disaster Recovery Plan (which covers the protection of archives and records of the organization)

3. the Risk Mitigation and Disaster Preparedness Plan (which includes checklists to preventative measures to limit risk to the organization).

Under the oversight of the Chief of the Archives and Records Management Section, the Security Focal Point will review the Emergency Plan on an annual basis, during the first quarter of the calendar year or update as needed if there are major changes to the facilities.
A master copy will be stored and maintained in the TRIM data base and the plan is distributed and available to all ARMS staff as well as appropriate individuals involved in Emergency procedures including Department of Management (First and Second Reporting Officers, Executive Office), Department of Safety and Security (USG, Security Control Centre, Locksmith) and the Facilities Management Plant Engineering Chief.  
ARMS Emergency Response Plan 
The ARMS Emergency Response Plan explains
· Emergencies/threats to which this plan applies 

· First response fact sheet
· Evacuation instructions for FF and Q
· Evacuation and emergency teams
· Staff notification system

· Building protection systems
1. Emergencies/Threats
There are three types of threats to individuals to which this plan applies:
1. Fire
2. Accidents including natural disasters (flood, blizzard, hurricane) or other accidents (power failure)

3. Terrorist activity
The First Response Fact Sheet provides instructions on immediate actions and important contact information that deals with various emergency conditions, such as fire, power failure and flooding. The Evacuation Instructions lists the actions to take when evacuating the building. A copy of each of these sheets will be posted at each entrance and exit of all facilities.  
2. First Response Fact Sheet

	Emergency 24 hrs 
	
	UN Security Control Centre 24 hrs  
	

	UN Fire Control Centre
	
	Emergency Information Hotline 
	

	Un Medical Service Emergency
	
	Poison Information
	

	FF Building Engineer 
	
	Queens Building Engineer 
	


	Fire/Smoke

1. Activate the nearest fire alarm.

2. Call 9-911 and report location and source of fire, if known

3. If it is safe to do so, turn off computers and equipment, and close fire doors. 

4. Evacuate the building 

5. From a safe location, contact UN Fire Unit and other UN ARMS facility
	Bomb or other terrorist threat by phone
1. Remain calm

2. Call UN Security Control Centre
3. Keep the caller talking and get as much information as possible

4. Evacuate the building, if instructed to do so.

	Power Failure
1. Stay calm and switch off all electrical equipment
2. Determine extent of blackout by calling relevant building engineer 

3. Ensure that all doors remain locked before evacuation.  Consult with UN ARMS Emergency Team for direction if doors do not lock.

4. If you have a car offer rides to other staff members who live in your general area.
5. Initiate the telephone tree to ensure that everyone arrives at home safely. 

	Flood

1. Determine extent of the flood and its source 
2. Call the relevant Building Engineer to see if they may address the problem quickly
3. Inform the FMD office and report the problem for possible follow up with the Building Management
4. Inform ARMS management

5. Isolate the area as much as possible
6. As appropriate and possible, relocate the records which may be affected to a dry location
7. Depending on the scope of the problem, ARMS would initiate an Emergency Team response effort



	3. Evacuation instructions 


	· Remain calm


	· Assemble near the designated office exit or a fire tower stairs on your floor, close (but do not lock) all doors behind you


	· Be sure to respond to an evacuation order.  Follow instructions of emergency personnel or staff responsible for evacuation decisions.   

· 

	· When instructed, leave the building as quickly as possible.  
· . Do not use elevators.

	· Help those who need special assistance, both staff and the public



	· Time permitting, turn off all electronic equipment, close windows, and close doors before leaving.  


	· Proceed to the outside the building using the planned evacuation route. 


	· Proceed directly to designated assembly areas noted below to ensure all staff and public have safely evacuated.  Use staff and researcher sign in registers to check that all individuals are accounted for.

	· Do not re-enter the building until emergency response personnel have instructed you to do so


	· In the case of a major event, you may be instructed to go home.  In this case you should be in contact with the Security Focal point or contact the Emergency Information hotline for further instructions.  Use the Telephone Tree to contact and account for your colleagues.



4. Evacuation Assembly Areas
	Type of evacuation
	Evacuation Procedure
	Designated gathering location

	Building evacuation


	
	

	Local area evacuation
	
	

	Widespread evacuation


	
	


5. Emergency Response and Disaster Recovery Team - Staff to be reviewed and updated regularly.
The ARMS Emergency Response and Disaster Recovery Team is a single team that would address the immediate first response as well as long term needs during an emergency or large catastrophe.  It includes staff with a range of specialists covering both facilities.  Fore details of Emergency Evacuation roles and responsibilities regarding first response see Annex 1.
	Responsibility


	Name 
	Contact info

	Emergency Team Leader
	
	 

	Security Focal Point
	
	

	Alternate Security Focal point
	
	

	Fire Warden
	
	

	Deputy Fire Warden
	
	

	Searcher/visitor sign in log
	
	

	Emergency Team member/ searcher
	
	

	Emergency Team member/ searcher
	
	

	Subject Specialist/

Collections Recovery Specialist
	
	

	Technology Coordinator
	
	

	Administrator/Supplies Coordinator
	
	

	Building Recovery Coordinator
	
	

	Documentation Coordinator
	
	

	Work Crew Coordinator
	
	


*All other staff at both locations will give additional support and assistance as required.

6. Building Protection Systems

(See annex 3 for detailed Protection Systems related info and annex 4 for Facilities and Building Contact numbers)
Fire Protection Systems

The fire protection system in both Buildings consists of 
· Smoke detectors in the HVAC system

· Wet pipe sprinklers

· Fire alarm pulls located throughout the facilities

· Fire extinguishers are also available and contain Dry Chemical (ABC type).  

Security Systems

The security system includes closed circuit television (CCTV) cameras, door contacts, magnetic locks, and perimeter and interior motion detectors. 

Building Access

Magnetic locks are installed on the perimeter doors (e.g., front and rear entrances). Access is through a card swipe. 
Water Protection

There is currently no water protection (e.g., water alarms in case of flooding) in the buildings. 

Annex 1

Emergency Evacuation Duties 

The Emergency Response and Disaster Recovery Team, includes a Fire Warden, Deputy Fire Wardens and Searchers, and act as a first response to an immediate emergency that affects the safety and well being of staff.  
The Emergency Response Team is composed of individuals to address the various requirements of a prolonged emergency condition such as a flood, a fire or similar disaster.  The team would be activated in the event of an emergency that affects the work of the Section, its collections or has long term effects on the core activities of the Section.  Depending on the conditions, the Emergency Team is comprised of the Evacuation Team with additional members supplementing the team with specialized fields such as Recovery Specialist, Technology Coordinator and Documentation Coordinator. 

Security Focal Points are the primary contacts with UN Security and Fire and Safety regarding emergency conditions and information.  The Security Focal Points and alternates are also designated with updating and maintaining information concerning the Emergency Plan and related activities.
Evacuation/Fire Warden Duties: 

Note: pre-emergency, warden(s) should obtain a Fire Warden/Evacuation Warden cap from UNHQ and keep it in readiness, along with a flashlight. 

1. In the event of fire or fire alarm, ascertain the location of the fire and direct the evacuation of the floor in accordance with directions received from the Fire Command Station via the loudspeakers on each floor. 

2. Keep in contact with the Deputy Fire Warden and all Searchers to receive the “all clear” and to identify any problems.

3. Report to ARMS Management and UNHQ regarding any areas that could not be searched. 

4. Ensure that all staff and visitors proceed to the designated meeting place to check in (see Assembly Areas in the main body of the plan) and wait for the “all clear” (from the Building Manager or ARMS Management or UNHQ) to re-enter the building.  
5. Make sure all staff are accounted for.
Alternate Evacuation/Deputy Fire Warden: 

1. The alternate takes the place of the Evacuation Warden if the Evacuation Warden is not present when an emergency occurs. 
2. Supervise the assembly of Evacuation Personnel in the affected area.
3. As may be instructed, make sure no one uses the elevator.
4. Inspect the assigned stairwell exit for possible heat and smoke conditions to ensure safe evacuation by that stairwell.

5. Assist in the orderly evacuation of people down the stairwell; instruct people to form single file lines into the stairwell, direct them to exit along the right side of the stairwell, and encourage calm evacuation. 

6. Report any problems to the Evacuation Warden. 

7. Assist the Fire Warden to ensure that all staff and visitors proceed to the designated meeting place to check in.  
Evacuation/Searcher(s) and Alternate Searcher(s) Duties:

1. Check all rooms, offices, records storage areas, security vault (at Q), rest rooms, conference rooms, and remote areas, closing doors of areas that have been searched. 

2.  Advise staff or other persons on the floor about the emergency and the requirement to evacuate. 
3. Discourage people from taking heavy or awkward items with them. Personal belongings only.
4. As appropriate, take sign-in sheets (Staff and Visitor) to check that all visitors and all staff on duty at the time of evacuation can be accounted for. 
5. Assist any physically handicapped individuals (possibly researchers) into the stairwell or other predetermined area of refuge.
6. Report any persons refusing to leave or other problems to the Fire/Evacuation Warden. 
7. Notify the Fire Warden and Deputy Fire Warden that the floor is “clear” and proceed out of the building. 

Security Focal Points
1. Ensure that basic security and evacuation plans are up to date and carried out; 

2. Inform staff of Hotline information; contact staff with authorized messages concerning any crisis;
3. After any evacuation of the building, either directly or through the Telephone Tree, speak to each staff member to ensure that all have reached home safely and ensure that ARMS management is advised that all staff are accounted for;

4. Brief new staff members, consultants, or other individuals, within a week of arrival, on emergency procedures

Annex 2

Related Evacuation Procedures and systems

Evacuation Procedures for Nearby U.N. Buildings

See the following documents (attached): 

. 

The U.N. Emergency Notification System

The Staff Notification System is an important element of the overall emergency plan and a way in which general announcements are made during an emergency.  The system enables operators the ability to notify employees through ceiling paging speakers within a defined location to:

· Inform all staff simultaneously on necessary safety and security actions and situations, depending on the nature of the situation they are being alerted;

· Avoid panic by alerting or assuring staff simultaneously of security situations in other buildings.  

Depending on your location, the following procedures should be followed:

Staff should follow the instructions given over the Notification System
The Security Focal Point, Fire Warden or Deputy Fire Warden or searchers may also use the SNS within ARMS premises to make any necessary announcements concerning emergencies.

See the following document (attached):

“Protocol for Use of the United Nations Employee Notification System,” 23 August 2004.  
 Annex 3
Protection systems and related information

Fire Protection Systems

Describe Fire Protection System
Fire alarm pulls are located:

Note locations
Fire extinguishers are all Dry Chemical (ABC type), and are located:

Note locations
Smoke detectors are located : 

Note locations
Wet-pipe sprinklers are located :
Note locations
Water Protection

Describe any water protection system
Security Systems

Describe Security System 
Building Access

Describe any Building Access during normal working hours and after working hours
Utility/Shut-Off Control Locations and Procedures

Utilities and other services (e.g., water, electric, sprinklers, heating system) can be shut down only by building management. 
Annex 4
Facilities and Buildings Contact Numbers

	Urgent or routine 

Facilities support


	Requests for Building Services,

Plant Engineering, FMS
	

	Building Mgt

Heating, loading dock, alarm testing g, etc.
	Building engineer


	

	Computer assistance
	UN Information Technology Services Division (ITSD)
	

	Locksmith


	UN Locksmith Unit


	

	Security System
	UN Security
	


Annex 5
Emergency Telephone Tree 
Confidential Personal Information
Only to be used during an emergency
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