City of Pasadena
Earthquake Plan
Chamber Building
Introduction
The mission of the Safety Division is to coordinate and manage City-wide efforts to
identify, address, and resolve occupational safety issues. Working with managers,
supervisors, and employees, the City, along with the Safety Office, strives to ensure that
employees are working as safely and efficiently as possible.
During times of disaster, the Planning and Development Department will lead in
inspecting and ensuring buildings are safe to occupy.
Table of Contents
General Information
Chain of Command and Responsibilities
Internal Disaster Plan
Floor Wardens
Missing Persons
Fire Safety and Evacuation Routes
Evacuation Procedures and Responsibilities
Bomb Threat
Emergency Generator Policy
Emergency Meals
Emergency Medical Plan
External Disaster Plan
Utility Emergency Plan
Medical Emergencies
Special Needs Employees

-1-

General Information
1.

This plan applies to the staff and facilities located at:
•

2.

Chamber Building, 117 E. Colorado Boulevard, Pasadena, CA 91105
626.744.4660
Location of the City Hall/Chamber Building Disaster:

•
•

The Plan is electronically located on the City of Pasadena’s City Website.
Hard copies are located in departmental offices.

The Disaster Plan will be updated as needed, including when locations and/or priorities
change for the Department’s disaster response.
3.

Location of disaster kit:

Each employee is responsible for maintaining his or her own personal disaster kit and
should contain items that the employee might need if called upon to work extended
hours. Items might include:
•
•
•
•
•
•
•
•
•

Flashlight
Water
Spare glasses
Comfortable/safe footwear to use walking around inspection sites
Spare over the counter medications
Chocolate/instant coffee and/or tea
Change of clothes that is practical for walking around inspection sites
Photos of friends/family/significant others
Current emergency telephone numbers for friends and family

Each Department has emergency medical supplies, over the counter medications, and
water stored in designated areas. Administration is responsible for ensuring that all
supplies are fresh and current.
4.

Chain of Command

In the event of a disaster, all employees are to report to the Evacuation Assembly Area
located on the northwest side of the Chamber Building in the alley between the parking
structure and area businesses, and north toward Union Street. (See definition below.)
The Department head, any division manager, or supervisor may assume charge of the
command post upon arrival. Preferred chain of command would be those managers
who are not ATC20-1 certified, as these individuals need to be in the field, and those
managers who have managed the command post in previous disasters or who have
building/construction expertise.
DISASTER RESPONSE TEAMS
The Command Post Leader is responsible for assigning staff to one of three teams:
•
•

Inspection
Information Processing
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•

Employee Needs

Employee Needs Team
Supervisor:
To be assigned at the Evacuation Assembly Area.
Team Members:
To be assigned at the Evacuation Assembly Area.
Disaster Response Duties:
Call employees personal contact telephone numbers. Employees will be notified on the
safety, whereabouts, and condition of family members. In the event the employee’s
home is damaged or a family member is injured, the employee's supervisor will
authorize the employee to be excused from duty. However, this will only occur when it
is safe and appropriate to do so.
Pre-disaster Responsibilities:
1.
2.
3.
4.

Ensure the lap top computers have Excel and/or Access to handle information
and create disaster inspection reports.
Maintain a list of employee family members and phone numbers (Role of
Administration).
Practice a post disaster response at least once per year.
Hold one "Make the Workplace Safe for Earthquakes" day per year to assemble
teams, anchor objects and clean under desks.

Executive Team
Supervision:
1.
2.
3.
4.
5.
6.
7.

Director of Planning and Development Department.
Permit Center Manager
Administrative Officer
Building and Neighborhood Revitalization Manager
Building Official
Planning Manager
Safety Officer

Disaster Response Duties:
Supervise the operation of the Planning and Development Department and other duties
as assigned.
Pre Disaster Duties:
1.
2.
3.
4.

Hold at least one "practice" disaster response per year.
Hold one "Make the Workplace Safe for Earthquakes" day per year to assemble
teams, anchor objects, and clean out under desks.
Develop policies and procedures to handle anticipated post disaster problems.
Ensure appropriate supplies are stored in designated locations.
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A backpack has been prepared for each inspection team containing:
•
•
•
•
•
•
•
•
•

Maps of the City of Pasadena
Flashlight
Crowbar
Batteries
Leather gloves
Red, Green and Yellow tape
Forms
Binoculars
ATC20-1 Handbook

Hardhats are available upon request for all team members.
Vendors
City Maps are available at designated locations.
Internal Disaster Plan
WHAT TO DO IN CASE OF AN EARTHQUAKE
SUMMARY
If you are at work:
1.

Don't Panic. Duck, Cover and Hold. Do not run.

2.

When the shaking stops - exit the building using the most accessible exit.

3.

Proceed to the Evacuation Assembly Area on northwest side of the
Chamber Building in the alley between the parking structure and area
businesses and as far north to Union Street.

If you are at home and the Earthquake is 5.0 in Los Angeles, or 6.0 or more
outside of the Los Angeles area:
1.

Secure your home and make sure your family is safe.

2.

Report to the Rendezvous Point on the south side of Thurgood Marshall
Street across the street from the Hale Building.

3.

If you have any doubts about whether or not to report to work, please call
1.800.969.2757. This is the Department’s Disaster Information telephone
number.
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WHAT TO DO IF THERE IS AN EARTHQUAKE DURING BUSINESS HOURS AND
YOU ARE:
In a Building
1.

Duck, cover and hold. Advise others to do the same. Do not run or panic.

2.

Do not leave the building until the motion stops and it is safe. Stay where you
are. If indoors stay indoors. Most injuries occur because people are trying to
enter or leave buildings in a state of panic.

3.

If inside the building, take cover under a desk, heavy table or bench, or against
inside walls and doorways, or in the corner of the room. Stay away from glass,
windows, and outside doors. Watch out for falling debris or tall equipment that
may topple or slide across the floor.

4.

Do not dash for exits since stairways may be broken or jammed with people. Do
not use elevators as the power may fail. Seek safety in the immediate area you
are in and then calmly evacuate the facility after the quake.

5.

Do not distress if you hear alarms going off or if the sprinklers begin to operate.
These systems will likely be activated in the event of a major tremor. Expect to
hear noise from breaking glass, cracks in walls, and falling objects.

6.

Prepare for more than one aftershock. Aftershocks are common after an
earthquake. After the first motion is felt, there may be a temporary decrease in
the motion followed by another shock. Aftershocks can occur several minutes,
hours, or days after an initial shock.

7.

Do not use candles, matches, or open flames during or after the tremor.
Extinguish any fires immediately with a fire extinguisher.

8.

When leaving be alert for possible falling objects.

9.

Assist people to safety.

10.

Administer first aid as needed.

11.

Make sure coworkers are safe.

12.

Report to the Department's Evacuation Assembly Area on northwest side of the
Chamber Building in the alley between the parking structure and area businesses
and as far north to Union Street.

Note: Each supervisor is responsible for assuring the safe evacuation of staff and
clients.
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On a Construction Site
1.

Duck, cover and hold.

2.

Do not evacuate the area until the ground motion stops.

3.

Assist people to safety.

4.

Administer first aid as needed.

5.

Make sure all co-workers are safe, protect tools and equipment, and secure the
site to protect the public from accidental injury.

6.

Report to the Department's Rendezvous point on the south side of Thurgood
Marshall Street between Marengo Avenue and Garfield Avenue.

Note: Each supervisor is responsible for the safe evacuation of staff and clients, the
security of equipment and tools, and the safety of the site.
Driving
1.

Stop as quickly as possible in a secure area to avoid accident and falling objects.

2.

Assess the situation before exiting the vehicle.

3.

Provide assistance to other motorists

4.

As soon as it is safe to do so proceed to the Department's Evacuation Assembly
Area in the vehicle or on foot.

5.

If you come into contact with fallen electrical lines, assume they are hot, stay in
your car (the tires are good insulators).

6.

Avoid stopping near or under buildings, overpasses, bridges, and utility wires.

In a City Building
1.

Duck, cover and hold. Advise others to do the same.

2.

Do not leave the building until the motion stops and it is safe.

3.

When leaving be alert for possible falling objects.

4.

Take this handbook and your disaster pack with you as you leave the building.
Those who have cellular phones or lap top computers should bring them.

5.

Help clients and staff to exit the building. Advise that services will be interrupted
for at least that day.

6.

Each supervisor should secure his or her area from flying/falling objects.

7.

All Planning & Development staff should report to the Rendezvous point.
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IF THE DISASTER OCCURS DURING NON-BUSINESS HOURS:
1.

Take care of your home and family first.

2.

Report for duty to the following areas: (If no one is at the location, then report to
the next area):
1)

Hale Building/City Hall

2)

Command Post (northwest side of the Chamber Building in the
alley between the parking structure and area businesses and as far
north to Union Street.

3)

EOC (Emergency Operating Center) at the Police Department
(for an earthquake) or at the Yards for non-earthquake
disasters

4)

Local Fire Station (Even if it is not a Pasadena Fire Department
Station)

If the earthquake is mild and you are uncertain if your presence at work is required,
please call the Department’s Disaster Information number 1.800.969.2757.
If you are uncertain about the size of the earthquake, listen to the radio and/or watch the
television for the latest information. Remember: an earthquake may seem mild where
you are, but it may be devastating elsewhere in the Los Angeles area.
As a general rule, if the quake is rated 5.0 or above on the Richter Scale
with the epicenter in Los Angeles County, or if rated at 6.0 or above on the
Richter Scale in Southern California, report to the Department's
Rendezvous Point.
WHAT TO DO AFTER AN EARTHQUAKE HAS OCCURRED:
1.

Be prepared for additional tremors or aftershocks.

2.

Evacuate the facility taking care to avoid hazards inside and outside the facility
such as broken glass, gas leakage, chemical spillage, unsafe structures, falling
debris, trip hazards, downed power lines, etc.

3.

Use great caution when moving about or entering a damaged building as
collapses can occur without warning. There also may be other dangers such as
gas leaks, electrical wiring, broken glass, etc. If you can smell a gas leak,
immediately leave the facility, warn others, and notify the Maintenance
Department or Security as the gas must be shut off at the main.

4.

CPR/first aid trained personnel will provide first responder care to any injured
personnel and notify the Supervisor or Manager. Notify the medical emergency
response personnel by telephone if the phones are operating.
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5.

Check for fires and fire hazards. Any fires discovered must be out immediately if
safe to do so with the use of the nearest fire extinguisher. The Fire Department
should be contacted of any fires not extinguished in case the telephones are
inoperable.

6.

Do not light matches, use any open flames, or turn on electrical switches or
appliances – there may be gas leaks in the facility after an earthquake, and doing
so could create an ignition source resulting in an explosion.

7.

Never tough power lines or anything resembling electrical wiring, or any objects
that may be in contact with electrical wires.

8.

Only use the telephone to call Emergency Services for help. Tying up telephone
lines may delay emergency response personnel.

MAINTENANCE DEPARTMENT/BUILDING SERVICES FUNCTIONS:
If it is safe to do so, the Maintenance Department will conduct a thorough inspection of
the building after an earthquake for the following conditions:
1.

Structural damage of the facility and major pieces of equipment

2.

Leaking or damaged water, gas, and electrical lines. (The gas supply must be
immediately shut-off due to the possibility of a fire or explosion if a leak is
suspected or found, or if structural damage to the facility is severe. In the event
of a gas leak, the Fire Department and gas company must immediately be
notified. Shut off water mains if breakage has occurred)

3.

Downed power lines (restrict access to downed power lines or objects in contact
with downed lines)

4.

Electrical wiring which is shorting out (in this case, shut off the current at the
main box)

5.

Report any utility damage to the utility companies and follow their instructions.

6.

Prepare for remedial measures by contacting the necessary contractors as soon
as possible.

DEPARTMENT-WIDE
1.
2.

3.
4.
5.
6.

Cancel meetings that could be a risk to the public.
Department Head will decide, based upon best available information, whether
to stay inside the building or evacuate to the MASH building on the East side
of Pasadena
Days off may be canceled and staff on vacation may be recalled in order to
work on emergency assignments
Determine what resources will be needed to assess any damage to property.
Staff will be assigned to call employees’ emergency notification contacts and
give them the status of their family member
Staff will be briefed on expected duties should an event occur
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7.
8.

Work schedules may fluctuate should an event occur
Department staff will work with personnel to ensure that child/elder/terminal
care needs are met during periods of extended work hours or when regular
service providers are unavailable
Permit Center may be closed

9.

ADMINISTRATION
•

If EOC is activated, plan for alternative staffing needs.

Evacuation Floor Wardens

Floor

Department

Primary

Secondary

ADA Accom.

Basement
1
2

Finance (Printing Serv.)
Human Resources
Human Resources

Mario Romero
Yolanda Aviles
Jessie Ramirez

None
None
None

2

Development

Maria Storts

2

Public Works
(Engineering)

Donna Winters

3

Finance (ITSD)

Dan Augustyn

3

Finance (WC/Safety)

Lorna Jones

4

Public Works (Admin)

Darren Shah

Frank Gomez
Lisa Carter
Mary Walker
Elidia
Gonzalez
Morley
Saraiya
Enrique
Arroyo
Clarence
Rowell
Miriam
Scudder

4

Public Works (Admin)

Jim Valentine

John Samarin

5

Finance

Josephine
Lewis

Patty Romo

6

City Manager

6

City Clerk

Espe Gurrola
(Alicia Clark)
Jane
Rodriguez

None
None
None
None
None
1 Employee
Kathi Faulkner
2 Employees
Jeff Thacker
Carol Woodrow

Alba Iraheta

None

Silvia Flores

None

Missing Persons
All employees are to report to the Command Post in the event of a disaster.
Supervisors are responsible for accounting for the whereabouts of each and every staff
person who works for them. If a staff person is missing, the Command Post Manager
will be notified and the Employee Needs Team will be assigned to finding the employee
and/or notifying the employee’s emergency contact person.
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Fire Safety and Evacuation Route Plans
The Chamber Building is to be evacuated in the event the fire alarm is sounded, or if
undetected by the alarm system, a fire occurs. Please see evacuation plans and routes
for each floor of the Chamber Building.
All employees are to evacuate the Chamber Building and report to the Command Post
on the northwest side of the Chamber Building in the alley between the parking
structure and area businesses and as far north to Union Street.
Re-entry to the Chamber Building will occur when the Fire Marshall has declared the
building to be safe to occupy.
Evacuation Procedures and Responsibilities
Once an alarm has sounded or a supervisor has asked staff to evacuate the building all
staff and customers must exit in a safe and orderly manner. All staff should report to the
Evacuation Assembly Area on the northwest side of the Chamber Building in the alley
between the parking structure and area businesses and as far north to Union Street.
Evacuation Floor wardens should establish special priority evacuation plans for any
employees and/or customers with special needs.
Evacuation Floor wardens will be responsible for ensuring that all employees and
customers exit the building quickly and safely.
Supervisors are responsible for assembling all of their staff at the Command Post and
accounting for all staff. Any missing staff and/or customers should be reported
immediately to the Command Post Manager. The Command Post Manger will direct the
Employee Needs Team to find the missing employee and or customer and notify the
employee’s emergency contact if the employee cannot be located in a timely manner.
Bomb Threat
In the event of a bomb threat, staff will contact 9-911 immediately.
The building will be evacuated and all staff will report to the Command Post northwest
side of the Chamber Building in the alley between the parking structure and area
businesses and as far north to Union Street.
If you should receive a bomb threat, follow the procedures below:
1. Notify your supervisor immediately. Do not use radio communications. Control
access to other entrances to prevent people from entering the building.
2. Notify the local authorities using the emergency call sheet.
3. Document everything you can remember about the threat, using the Bomb
Threat Checklist and give all the information to your supervisor and local
authorities.
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4. Evacuate the building(s) of affected area and proceed to your designated
assembly area.
5. Stay in a safe meeting place until directed otherwise by your supervisor.
6. DO NOT re-enter the building until given an ‘all clear’ by the authorities
investigating the threat.
Emergency Generator Policy
The Chamber Building has an emergency generator located in the basement. The
purpose of the generator is to keep a minimum number of lights working during a
disaster. The generator uses regular automotive gasoline and will be filled with fuel
from available city vehicles.
Emergency Meals
The Employee Needs team will be assigned the responsibility of ensuring meals are
available, if necessary, for staff responding to a disaster. The department will work with
the local restaurant community in procuring emergency meals needed for staff. City
credit cards have been issued to most support staff and division managers which can
be used to pay for such food.
Emergency Medical Plan
Employees are responsible for ensuring that they have back up supplies of over the
counter medications and/or regularly required prescriptions.
If an employee has a special medical need that may be impacted by a disaster, he or
she may choose to share that information with his or her supervisor.
Staff is to use 9-911 if any medical emergencies occur.
External Disaster Plan
In the event of a disaster in a neighboring jurisdiction, those staff who are ATC 20-1
certified may be asked to report to work in a different locality for the duration. Staff will
be requested to provide such assistance by the Department Head, the Building and
Neighborhood Revitalization Manager, the Building Official and/or the Code Compliance
Manager for Building.
Staff will be reimbursed for all eligible travel expenses, consistent with City policy and
procedures, and staff should maintain careful records about both time spent and
expenses during an away assignment.
Utility Emergency Plan
•

TO BE DETERMINED In the event of a loss of utilities, the problem should be
reported to Building Services and Fleet Management Division by the Planning
and Development Department Administrative staff.
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Medical Emergencies
Dial 9-911.
Send staff out to the building entrances to wait for the emergency medical staff to arrive
and guide them to where the sick and/or injured employee is.
Staff should not attempt to diagnose and/or treat medical emergencies on their own.
Department staff will contact the employee’s emergency contact if an employee
becomes seriously ill or injured while at work.
Special Needs Employees
Special needs employees should discuss with their supervisors and make plans for any
accommodations that they feel they may need in the event of a disaster. Designated
response personnel shall obtain the “Evacuation Stair Chair” and report to the
workstation of special needs employee’s for evacuation assistance.
THINGS TO DO BEFORE AN EARTHQUAKE
1.

Identify the safest spots inside your home (i.e. under a strong table, central hall).
These are areas you should go to when an earthquake starts.

2.

Eliminate the most prominent earthquake hazards in your home, such as
unlatched cupboards, unstrained water heaters, bookcases or wall units.

3.

Designate safe refuges — outdoor meeting places near your home. Agree in
advance about the route you and family members will take from work or school to
your rendezvous point. In case family members become separated, you will know
where to start looking.

4.

Assemble an Earthquake Kit (for two to four people):
•
•

•
•
•
•
•
•
•
•
•

One gallon water per person per day for five days
First aid kit: (including first-aid manual, bandages, Antiseptic soap, (such as Dial)
antibiotic ointment, antiseptic solution, table salt, aspirin, scissors, safety pins,
tweezers, thermometer, matches, pocket knife)
Portable radio and extra batteries
Flashlights and extra batteries
One Day’s supply of high energy, ready-to-eat food, such as granola bars, ready
to eat soup, canned pre-cooked meats or pork and beans
Large plastic trash bags
Local map and directions to community services
Blankets
Food/water for pets
Portable cooking source (i.e. BBQ or Stern) for use outside ONLY.
Pot or container for water

Note: When compiling supplies, plan on self-directed survival for up to one-week’s
time, with the appropriate provisions.
5.

In a secure and easily accessible location, stock your home with:
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•
•
•
•
•

Fire extinguishers
Additional flashlights
Tools for turning off utilities & crowbar
Extra food and water
Food and water for pets
Remember that the kitchen is not the safest location to store your disaster
supplies!

6.

At your bedside, keep shoes, flashlight, bathrobe or comfortable clothes, and
glasses. Also, keep an emergency supply of any essential medications.

7.

Identify potential earthquake hazards in your community. Locate the nearest fire
station and report there if you cannot get to work.

8.

Keep comfortable shoes in your car

9.

Make sure that your water heater is strapped to the wall so it will not fall. The
water in your heater may be used as a source of drinking water.

10.

If you have an electrical hot water heater, mark the electrical circuit breaker panel
so you can locate the breaker switch for your heater.

11.

Secure upper kitchen cabinets with "child proof latches". They will help keep your
upper cabinets closed during an earthquake.

12.

Have a pre-arranged out-of-state phone number for you and your family to call in
the event of a disaster. Tell your family to use this number to locate separated
family members. This number should also be used to inform the other members
of your family about your location condition and needs. Make sure the person
whom you have chosen is prepared to accept collect calls and knows the
important nature of the service he or she is performing. Make sure small children
know what the number is for and have it in their wallets, lunch box and books.
Make sure all essential phone numbers are recorded in the back of this book.

WATER HEATER NOTES
a)

To use the water in your hot water tank for drinking, follow these steps:
a.

Turn off the electricity (at the main electrical panel) or, if you have a
gas heater, turn off the gas to the heater (the gas valve at the water
tank).

b.

Turn off the cold-water valve to the hot water tank. This is located
near the tank, usually just above it.

c.

Turn on a hot water faucet to release the vacuum in your water
heater and leave it on. (Only a small amount will come out of your
faucet.)

d.

You can now draw water from the tank by using the drain valve
located at the bottom of the tank.
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b)

The first bit of water may be cloudy with rust and sediment from the bottom of the
tank; do not drink this water, save it for other uses like flushing the toilet.

c)

After the safety of your water supply has been verified, take the following steps:
1. Tightly close the drainage valve at the bottom of the tank.
2. Turn on the water supply at the top of the tank. (I.e. cold water valve)
3. Turn off all hot water faucets in the system after they begin to run with water.

d)

Turn on the electricity and restore the gas pilot light if necessary. (It is safer if you
have the gas company redingote the gas pilot light).
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BOMB THREAT CHECKLIST

Date:
Time:

A.M.

P.M.

Received/Discovered by:
Exact Words of a telephoned bomb threat:

Questions to Ask:
1. When is bomb going to explode?
2. Where is it located?
3. What does it look like?
4. What kind of bomb is it?
5. Why did you place the bomb?
6. What do you hope to accomplish?
7. What is your name?
8. Where are you calling from?
INFORMATION REGARDING
THE CALL AND CALLER

Voice Characteristics:
 Familiar
 Nasal

 Child
 Loud

 Raspy

 Soft






Male
Female
Pleasant
Other

 High
 Deep

PERSONS CONTACTED:
General Manager

 Yes/Time:

 No

Police Department  Yes/Time:

 No

Fire Department

 Yes/Time:

 No

Other

 Yes/Time:

 No
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Exact Words of a written bomb threat:

Questions to Ask:
When is bomb going to explode?
Where is it located?
What does it look like?
What kind of bomb is it?
Is there a reason indicated for the presence of the bomb?
What is the goal of the bomber?
Is there a name/signature?
LIST OTHER PERTINENT INFORMATION:

- 16 -

