
Unico Properties LLC

400 Sixth Avenue, LLC

EMERGENCY PROCEDURES

IN CASE OF AN EMERGENCY,
CALL “911” 

GENERAL INFORMATION  
 

The 400 Sixth Avenue Building is designed to provide protection and a safe exit for occupants in 
the event of an emergency. 
 
The 400 Sixth Avenue Building is equipped with an automatic Fire/Life Safety system with 
smoke and water-flow detection alarms. Additionally, the building is fully sprinkled and has an 
emergency prerecorded messaging system. 
 
  

INJURY/ILLNESS

Medical Emergency Procedure:

1. Call “911”  
�9 Give Name  
�9 Give Telephone Number 
�9 Give Exact Location  
�9 Give Floor Number, suite and 
�9 The Approximate location on floor  

 
2. Notify Management (503) 275-7461

3. Notify the Answering Service at (503)275-4723

4. Staywith the sick or injured person until help arrives.

5. If needed, there is an AED unit in the following location: 

Main Floor, on wall between security desk and 
conference room, suite 110.



CPR IN THREE SIMPLE STEPS

1. CALL 

Check the victim for unresponsiveness. If there is no 
response, Call 911 and return to the victim. In most 

locations the emergency dispatcher can assist you with CPR 
instructions.

2. BLOW 

Tilt the head back and listen for breathing. If not breathing 
normally, pinch nose and cover the mouth with yours and 

blow until you see the chest rise. Give 2 breaths.Each 
breath should take 1 second.

3. PUMP 

If the victim is still not breathing normally, coughing or 
moving, begin chest compressions.Pushdown on the chest 
1½ to 2 inches 30 times right between the nipples.Pump at 

the rate of 100/minute, faster than once per second.

CONTINUE WITH 2 BREATHS AND 30 PUMPS UNTIL HELP ARRIV ES
NOTE: This ratio is the same for one-person & two-person CPR. In two-person 
CPR the person pumping the chest stops while the other gives mouth-to-mouth 
breathing.

SUSPICIOUS PACKAGE PROTOCOL

What makes a piece of mail suspicious? 
�9 It's unexpected or from someone you don't know. 
�9 It's addressed to someone no longer at your address. 
�9 It's handwritten and has no return address or bears one that you don’t know.

If package can't be confirmed as legitimate. 
�9 It's lopsided or lumpy in appearance. 
�9 It's sealed with excessive amounts of tape. 
�9 It's marked with restrictive endorsements such as "Personal" or "Confidential." 
�9 It has excessive postage. 
�9 What should I do with a suspicious piece of mail?
�9 Don't handle a letter or package that you suspect is

Contaminated
�9 Don't shake it, bump it, or sniff it. 
�9 Wash your hands thoroughly with soap and water. 
�9 Notify local law enforcement authorities and management

More information on this topic can be found at the following website. 
http://www.cdc.gov/index.htm



BOMB THREAT

Although the vast majority of bomb threats are false alarms, please take all bomb threats 
seriously. 

BOMB THREAT PROCEDURE
�9 Keep the caller on the line.
�9 Remain calm.
�9 Have another person call Management Office at 503-275-7461, or contact the 

Answering Service at 503-275-4723. 
�9 Answering Service will call the police. 
�9 A decision will be made to search the building and evacuate, if necessary.
�9 You will be advised if evacuation is necessary. Under these conditions, either stairwells 

or elevators may be used.
�9 If a suspicious object is found, clear the area. 
�9 See next page for Bomb Threat Procedures.

BOMB THREAT CHECKLIST

QUESTIONS TO ASK: CALLER’S VOICE:
1. WHEN will the bomb explode? Calm Nasal
2. WHERE is the bomb now? Angry Stutter
3. WHAT does the bomb look like? Excited Lisp
4. WHAT kind of bomb is it? Slow Raspy
5. WHAT will cause it to explode? Rapid Deep
6. WHAT is your name? Soft Ragged
7. WHAT is your address? Loud Clearing throat
8. WHO are you? Laughter Deep breathing
9. WHY are you doing this? Crying Cracking voice

Normal Disguised
EXACT WORDING OF THE THREAT: Distinct Accent

Slurred Familiar
BACKGROUND NOISE
Street noise Factory Machinery
Café/Bar Animal noises
Voices Clear
PA System Static
Music Local
House Noises Long distance
Booth Motor
Office Machinery
Other: 
THREAT LANGUAGE
Well spoken (educated)
Incoherent

Sex of Caller:                     Race: Taped
Age:                   Length of call: Foul
Number at which call is received: Message read by threat maker
Time:                               Date: Remarks: 
Your Name: 
Position: 
Phone Number:

 
Report the call IMMEDIATELY to 

Answering Service 
(503) 275-4723 

 
Unico Properties, LLC.  

(503) 275-7461 



ELEVATOR MALFUNCTION 

Elevators are a safe mode of transportation. However, as do all other devices, they can 
occasionally experience minor maintenance problems. Be prepared for such an occurrence. As it 
may take time to repair the sophisticated controls, you may be detained in the elevators. 
BE CALM!!

ELEVATOR MALFUNCTION PROCEDURE
�9 Locate the emergency telephone behind the small door on the lower right of the 

elevator panel. 
�9 Push the “CALL BUTTON” on the phone. This calls direct to Elevator dispatch.
�9 When they answer, explain the nature of the problem. 
�9 If there is more than one person in the elevator, only one person should talk at a 

time. 
�9 You will be asked to identify the passengers and to give any other pertinent 

information. 
�9 Do not try to force the elevator doors open. 
�9 Do not attempt to leave the elevator unless it is level with a lobby floor. 
�9 Sit on the floor of the elevator and relax. Qualified personnel will be notified and 

correct the problem. 

LIFE SUPPORT AND FIRE SAFETY SYSTEM

The Complex operates on a fully computerized Fire/Life Safety System. Alarm Central Station 
monitors this system and will notify authorities and management depending on the type of alarm. 
All alarms are investigated for all alarm conditions. The building system is designed to evacuate 
all floors in an actual event.

In case of a fire, the following actions will be triggered automatically:

1. All floors will alarm with sound and strobes, signaling the evacuation process. 
2. Sprinkler water will be released if a fire develops. 
3. To clear smoke from the alarmed floors, smoke evacuation fans will be activated. 
4. To keep smoke out, all stairwells will be pressurized. 
5. Elevators will not be available to all floors.
6. If smoke enters any lobby area, all fire doors/gate will close.
7. Once the fire alarm has been investigated, an all clear will be given by the Authorities or 

Incident Commander, then by the floor wardens assigned to your group.

EVACUATION PROCEDURE

�9 Follow your Floor Warden, a Manager or Emergency Personnel’s instructions.
�9 Remain calm.
�9 Listen carefully to any messages being announced.
�9 Walk briskly to the nearest stairway or exit.
�9 If there is smoke in the stairwell, proceed to an alternative stairwell.
�9 In the event of a fire and/or if smoke is present, get down on the floor and crawl 

to the nearest stairwell. Use a wet cloth, if possible, to cover your nose and 
mouth. 

�9 Go down the stairs in single file, using the right-side handrail.
�9 Proceed to your group’s designated meeting area for a head count by the 

designated floor warden. Please be aware that in the event of an alarm, emergency 
personnel will be entering your floor.  

�9 In the event of a street level fire, proceed beyond the fire lines to your designated 
meeting area.

�9 DO NOT REENTER your floor and DO NOT LEAVE ANY DOORS 
PROPPED OPEN.

�9 If you leave the building DO NOT REENTER. Return to your work area only 
after authorized personnel have given an “All Clear” notification.



THINGS TO REMEMBER

�9 React immediately to the alert—assume it is a real emergency.
�9 Follow instructions given by your Floor Warden, Manager or Emergency 

Personnel.  In his/her absence, follow public address system announcement. 
�9 DO NOT use elevators, unless Emergency Personnel specifically directs you to do 

so. 
�9 Be alert and cautious when evacuating via the stairwells.
�9 Proceed in an orderly manner to the designated area.
�9 Listen for an “all clear” notification.

EMERGENCY COMMUNICATON DURING FIRE ALARM

A pre-alert tone will be sounded, strobes will flash. And a pre-recorded emergency evacuation 
notices will be repeated.

The following is a typical recorded announcement:
“May I have your attention please; a smoke detector has been activated on your floor. Use the 
nearest stairway and proceed down. Do not stay in the stairwell. You will be notified as soon as 

the situation is verified.”

Order of Evacuation:
Please regulate the number of people on the stairwells at any one time and follow any instruction 
given by your Floor Warden, Manager or Emergency Personnel.

ELEVATOR PASSENGERS

If smoke is detected in the elevator lobby area, the elevators will automatically return to the 
ground floor or lowest level of their rise and open.  Passengers should calmly exit when the 
doors open and be alert for other instructions.

DISABLED PERSONS

In the event of an emergency, select trained personnel from the Fire Department will assist with 
the evacuation of any disabled person. Contact Building Management for more information. 

MAJOR NATURAL DISASTERS

Disasters and emergencies affecting large areas and many people can sometimes develop 
quickly. For example, flash floods and earthquakes can strike with little or no warning. 

You can do certain things to get ready for and cope with almost any emergency.  Emergency 
Personnel will provide leadership in the event of an emergency.

Perhaps the most basic and best thing to remember is to STAY CALM!! This will allow you 
to take time to think about your next move. 

DO’s AND DON’Ts

�9 Whenever a major storm or other peacetime disaster threatens, keep your radio or 
television tuned to weather reports and forecasts issued by the National Weather 
Service, as well as other information and advice that may be broadcast by your 
local government.

�9 IMPORTANT! Use your telephone only to report disasters to Security. If you tie 
up the telephone lines simply to get information, you may prevent emergency 
calls from being completed. 

�9 Stay away from disaster area. 
�9 Follow advice and instructions broadcast over the building’s public address 

system.
�9 Obey all instructions from Emergency Personnel (Fire Department and/or Police).

EARTHQUAKE

�9 Don’t panic.
�9 Try to remain calm and set an example for others. 
�9 Look to your Floor Warden, Manager or Emergency Personnel for leadership and 

assistance.
�9 Remain in your location.
�9 Take shelter under desks or tables for protection from flying debris.
�9 Stay away from windows, doors containing glass and bookshelves.
�9 Evacuation procedures will be announced, if necessary. 
�9 DO NOT attempt to leave the building if you are inside, until authorized. 
�9 DO NOT attempt to reenter the building if you are out on the street. 
�9 DO NOT use the stairwells or elevators until instructed to do so.
�9 If the building structure in your immediate area looks unstable—STAY THERE!! 

Wait for help to arrive to assist you away from the area. 



ASSEMBLY AREA

Once you have reached your designated assembly area, stay with your group or department until 
further notice. DO NOT LEAVE THE AREA UNLESS INSTRUCTED TO DO SO.

It is important that you remain at your Assembly Area because Emergency Personnel will 
attempt to account for all persons evacuated from the building.

Please have your Safety Director or designated floor representative check-in 
with Unico Management Office Personnel at building’s main lobby.

DO NOT ATTEMPT TO REENTER THE BUILDING YOU HAVE JUST 
LEFT OR ANY OTHER BUILDING IN THE AREA UNTIL AUTHORIZED 

PERSONNEL HAVE INSTRUCTED YOU TO DO SO.

AIR QUALITY

GENERAL INFORMATION

Your workplace has been designed and maintained to circulate the proper airflow, as established 
by the Federal Occupational Safety and Health Administration (OSHA). Occasionally, because 
of equipment malfunction or construction, there may be a need to contact Management or 
Building Maintenance to check the quality of the air. If you suspect something is wrong with the 
air in your area, follow the procedures listed below to address the situation. 

�9 Stay calm.
�9 Alert your manager and floor warden.
�9 Your manager or floor warden will assess the situation.
�9 If the situation warrants evacuation, please take the necessary steps to evacuate. 

Use the list below to contact the proper area for assistance. Be prepared to provide 
your floor number and the area in which you are working.

IF EMPLOYEES ARE BECOMING ILL OR LOSING CONSCIOUSNESS as a result of the air 
quality, which include “ordinary smells” evacuate the area immediately and contact all the 
following:

1. Unico Management Office/Building Maintenance  .........503-275-7461 
2. Answering Service  ...........................................................503-275-4723 

After the immediate situation has been resolved, be sure to contact the following areas. They 
may need to take additional steps in order for you to resume business:

1. Unico Management Office/Building Maintenance  .........503-275-7461 
2. Answering Service  ...........................................................503-275-4723 
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