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A. INTRODUCTION
What is an “emergency?” It is any event that jeopardizes the tenants, the contents,
and/or the physical structure of the building.
The primary role of all building tenants in an emergency is to know what to do when
an emergency occurs and to react appropriately. The purpose of the Tenant
Emergency Preparedness & Life Safety Handbook (the “Handbook”) is to provide a
reference of all building procedures currently in place and use it as guide for our
tenants to establish their own business and emergency plans.
A crisis can happen without warning. Pre-planning measures, such as emergency
response plans, can be the difference between a minor incident and a major
catastrophe. This Handbook provides critical information and procedures that
include not only the basics of responding to an emergency but security tips and life
safety information as well.
It is our pleasure to have you as a tenant and hope that you will work with us to ensure
the safety and security of all tenants and employees at the 1515 & 1555 Poydras
Buildings. Please note that it is each tenant’s responsibility to train all of their
employees on all e mergency p rocedures o f the building and to be familiar with
the security and life safety system of the property.
The JLL Property Team will communicate with each designated Tenant Contact
through email correspondence and social media regarding tenant advisories and
emergency alerts. It is essential that this information be maintained and updated
when there is a change so that our JLL Team has the most current tenant contacts in
the event your firm needs to be contacted during any emergency. Send all
emergency tenant contact information updates/revisions to the Building
Management Office to the attention of our Tenant Service Rep (TSR) by emailing
them to tsrpoydras@am.jll.com.
If you have any questions, please feel free to contact Management Office at
(504)585-2670.

B. CALLING FOR EMERGENCY ASSISTANCE
For emergency situations, such as medical assistance or a situation involving smoke
or fire, call 911. When calling 911, make sure to provide the following information:
1. Building Address: 1515 & 1555 Poydras St.
2. Location in Building: Floor, Suite & Room Number and Company Name.
Provide any information that will assist first responders to locate situation the
easiest.
3. Nature of Call: Type of Emergency/Condition of Victim
4. Name of Caller and Phone Number
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Whenever a call is placed to 911, make a secondary call to Management Office at
(504)585-2670. During normal operating hours, onsite engineer will respond. If after
hours, onsite security courtesy officer will respond to the incident location and will
coordinate with the first responders (e.g. City of New Orleans Fire/ Police
Department). In the case of a medical incident, it is recommended to have an
employee meet the first responders at their floor’s elevator lobby and the building
entrance to assist in directing first responders to the specific incident location.

C. Tenant Emergency Teams
The basis for this section is understanding who will participate in building
emergencies and what their respective roles and responsibilities are relating to the
various emergency situations.
The individuals that will be participating in an emergency or potential emergency
include:
• Tenants
• Building Engineering
• Building Management
Federal, State and City authorities also compliment this team, when needed. City
of New Orleans responding agency (Fire, Police, Bomb Squad, etc.) has the ultimate
and full responsibility of ensuring the safety of the building and its occupants in cases
of emergencies. However, the Property Management Team of 1515 & 1555 Poydras
Buildings shares in this responsibility. For emergencies that have the potential to
affect the entire building, the decision-making rank is as follows:
• City responding agency (Fire, Police, Bomb Squad, etc.)
• General Manager (in cooperation with Owners)
• Onsite Engineer
During normal building business hours (M-F: 7AM to 6:00PM and SAT: 7AM to 12PM),
it is essential that each tenant provide various individuals (and alternates) to fill
safety roles as described below and in accordance with the number of employees
of each tenant relative to the total number of tenants on each floor.
The following chart illustrates the reporting structure of the tenant emergency teams
as described further in this section. Not all functions are applicable depending on
the type of emergency.
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Fire Wardens and Deptuy Fire Wardens are responsible for coordination and
reporting of any potential or actual emergency conditions to the Management
Office of the Building. Additionally, the (Deptuy) Fire Wardens shall:
• Appoint, organize and direct members of the emergency evacuation team
and fill vacant positions.
• Maintain an updated roster of all Searchers, Stairwell Monitors, Elevator
Monitors, Designated Buddies (for Persons in Need of Assistance) and
alternates. Provide this roster to the Management Office.
• Pre-plan the handling of Persons in Need of Assistance during evacuation by
pairing them with a Designated Buddy and develop a tenant-specific
evacuation plan, if required.
• Identify any non-English speaking tenants or visitors. Assist them in following
the evacuation plan.
• Know the locations of all stairwell exits leading from occupied areas.
• Ensure that all emergency team personnel know their assigned duties and
locations in case of an emergency through supervised training.
• Alert key personnel of potential emergencies.
• Remain with the team throughout the evacuation period.
• Give the “All Clear” call to once all team members have performed his/her
duties and evacuate with the team.
Emergency Evacuation Teams shall act at the direction of the Fire Warden(s) or
Deputy Fire Wardens and shall consist of a Searcher, Stairwell Monitor, Designated
Buddies, and Elevator Monitor as designated volunteers by the Fire Warden (or
Deputy). The team members will know the locations of all stairwell exits leading from
occupied areas. They will lead emergency evacuations and drills from occupied
areas as directed by a Fire Warden.
• Searchers, at the direction of the Fire Warden or Deputy Fire Warden, shall:
o Find and evacuate all personnel from his/her designated area.
o Direct all personnel to the stairwell.
o While the Fire Warden is evacuating the space, check all rooms including
coffee rooms, restrooms, storage rooms, coat closets, conference rooms,
reception areas and remote areas on the floor.
o Searchers must close but not lock all doors after being checked.
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After checking their designated rooms, Searchers should place the
“SEARCHED” stickers on the lower third of each closed door. Colored
adhesive Post-ItTM notes can be used as an alternative.
o Advise any remaining personnel on the floor of the emergency and insist
on their evacuation.
o Evacuate non-employees found on the floor.
o Report to Fire Warden when his/her area is clear.
Stairwell Monitors, at the direction of the Fire Warden or Deptuy Fire Warden,
shall:
o Take a position at his/her assigned stairwell exit post and stay there until
the searchers have cleared all personnel from the floor and the Fire
Warden has given the “All Clear”.
o Inspect stairwell entry for the presence of heat or smoke before allowing
anyone to pass. If the primary stairwell is impacted or obstructed by fire
or smoke, then redirect evacuees to the secondary stairwell.
o Direct personnel to form a single-file line into the stairwell exit and instruct
them to exit only along the right side of the stairwell to allow for fire
personnel to pass.
o Supervise and monitor the evacuation flow while remaining calm and
orderly including prohibiting evacuees from carrying food and drink
products into the hallways and stairwells.
Designated Buddies, as designated by the Fire Warden or Deputy Fire
Warden or as agreed to by both Person in Need of Assistance and the
volunteer shall:
o Maintain an up-to-date list of Persons in Need of Assistance and
employees on the floor and report this information to the Fire Warden.
o Stay with the individual in need of assistance.
o Evacuate this person to the nearest and safest exit stairwell and
coordinate a safe egress with the City and emergency responders.
o Report to Fire Warden after evacuating.
Elevator Monitors, as designated by the Fire Warden or Deputy Fire Warden
shall:
o Make sure no one uses the elevators in case of an emergency.
o Direct employees to the nearest stairwell exit.
o Be familiar with the building evacuation plan and location of all stairwell
exits.
o Stay at the designated post until instructed to evacuate by the Fire
Warden or Deputy Fire Warden.
o

•

•

•

Emergency Team members play a key role in the evacuation process but they are
not designated first responders. In a life-threatening situation, team members must
evacuate as every occupant must and they should report any issues, such as
persons needing additional assistance to their Fire Warden.
It is encouraged that Tenant Emergency Team members should wear a reflective
safety vest when performing their duties (so others can recognize them) and must
be vocal when evacuating persons from a floor. In an emergency, seconds count
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and Tenant Emergency Team members play an important role in keeping floor
occupants safe.
Lastly, Tenant Emergency Teams are to be established and then maintained by the
tenant contact, sometimes also wearing the hat of the Fire Warden. Anytime there
is a member change in the Tenant Emergency Team or a person is identified as
needing evacuation assistance, this information needs to be communicated to
Building Management.

D. Life Safety Systems Overview
1515 & 1555 Poydras Buildings are equipped with a number of life safety and building
automation systems that are capable of rapidly detecting certain types of
emergencies such as the presence of fire and smoke, a power failure or an elevator
failure. Remember, early detection can make a difference between a small
incident and a major catastrophe. While early detection is key, quick and confident
responses by the tenants of an impending or immediate emergency is essential. This
comes from preparation and training. This allows for a verification process to occur
and eliminates unnecessary calls to City of New Orleans Emergency authorities.
It is very important that each tenant and respective members of the tenant’s
emergency team thoroughly understand his/her role and the roles of the other team
members. Building Management should be notified of the names of these
coordinators as they will be contacted regarding building safety procedures and
training meetings.
The Property Team schedules an evacuation fire drill each year. If, however,
additional instruction is needed, the Property Team is available to assist you with
organizing specific practice emergency evacuations sessions for your designated
employees. If you have any questions, please feel free to contact Management
Office at (504)585-2670.
Both buildings have several very important life safety features, most notably is the
fire communication system. The fire communication system contains a public
address capability from which instructions can be broadcast to each individual floor
or all floors. This allows for the broadcast of any special conditions when evacuation
is in progress.
An emergency generator is dedicated to continued operation of the life-safety
systems in the event of a power outage. Automatic sequencing enables the return
of all passenger elevators to the first floor eliminating lengthy entrapments and
provides the capability to utilize one elevator for evacuation purposes when
needed by emergency responders.
Interior fire extinguishers are located throughout the building.
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Each tenant needs to be familiar with the location of the following systems within
your suite:
• Fire extinguishers
• Strobes and speakers
1515 & 1555 Poydras Buildings has following life safety systems:
Fire Communication System (FCS) and
Public Address System (PAS)
FCS is the central nervous system of the fire alarm
system. It receives all alarms by location and can
distinguish by type of alarm (water flow, smoke or
fire). FCS also houses PAS and allows first responders
to direct and communicate with occupants via
horns/strobes and speakers.
Horns / Strobes and Speakers
Horns/strobes provide audible and visual alerts,
indicating building is under emergency conditions.
Speakers
allow
Building
Management
to
communicate with and provide directives to
occupants via public address announcements.
Smoke and Heat Detectors
Smoke and heat detectors recognize extreme
temperatures and/or fire particulates in atmosphere.
They communicate those conditions back to FCS.
Fail Safe Stairwell Locks
In conditions when there is a fire or water flow alarm,
FCS will automatically unlock all stairwell doors. By
unlocking doors, it allows free access out of stairwells
so occupants can exit stairwell at various levels if
directed to do so.
Sprinkler System / Sprinkler Head
Sprinkler Heads are located throughout building and
are directly linked to fire pump/fire sprinkler system.
Sprinkler heads are individually activated by fire/heat
only.
Evacuation Routes (EVAC PLAN)
Evacuation Routes are located in every passenger
and freight lobby. They provide direction to the
emergency EXITs located on the floor. Review
evacuation routes for your floor(s) and identify each
stairwell.
Overhead EXIT Signage
Overhead EXIT signs are located throughout building.
In an emergency, follow signs to closest exit/stairwell.
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Stairwell Signage
Stairwell signs are located on interior wall of stairwells
indicating stairwell location by floor, number and
direction (e.g. North/South or East/West). Signage
indicates where you are located and where you can
exit at (i.e. upper level floor level).

E. City of New Orleans Alert System
NOLAREADY is your connection to real-time updates with the City of New Orleans.
This alert system link, NOLAREADY, will give you instructions on where to go, what to
do or what not to do and who to contact during an emergency. Other important
information can be passed on to you through this notification system as well.
NOLAREADY is a free service. However, note that your wireless carrier may charge
you a fee to receive messages on your device.
NOLAREADY is an alert notification system that allows officials to immediately
contact you during a major crisis or emergency and can deliver important
emergency alerts, notifications and updates to you on all your devices:
• email account (work, home, other)
• cell phone
• smartphone and other handheld devices
Here are examples of when NOLAREADY may be used:
• Life-threatening weather
• Highly disruptive road shutdowns
• Evacuation or Shelter in Place information
• Boil water notices
• Information about emergency shelters
• Other emergency incident information
You can sign up for NOLAREADY by going to https://ready.nola.gov/home/ and
clicking on NOLAREADY icon or text your zip code to 888777.

F. EVACUATION PROCEDURES
1.0 EVACUATIONS – GENERAL PROCEDURE
In cases of building emergencies, the Fire or Police Departments take complete
control of the building and environment upon their arrival.
In case of a fire, bomb threat or power outage, the City of New Orleans has the
authority to decide if an evacuation (partial or full) is needed.
Stay calm. Panic is the most harmful and most difficult element to control in an
emergency. Avoiding panic is accomplished through the following steps:
• Knowledge of procedures that must be followed.
• Confidence in responsible personnel's ability and guidance.
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•

Maintaining calmness and self-confidence to follow procedures and listen to
directives of emergency personnel.

2.0 ASSISTING THE PERSONS IN NEED OF ASSISTANCE
Each floor’s Fire Warden must collect the names and locations of all visitors and
regular building occupants who have voluntarily requested special assistance in
case of an emergency. Examples of these persons would include those with:
• Mental impairments, who might become confused or disoriented.
• Vision impairments, who may require assistance in locating exits.
• Hearing impairments who may not hear the alarms or announcement clearly.
• Individuals with cardiac or respiratory conditions who may require extended
time to evacuate.
• Varying degrees of mobility impairments such as a broken leg/arm or wheel
chair bound.
• Expectant mothers.
• None or very limited understanding of English language.
• Children.
Fire Wardens or Deputy Fire Wardens should update this list as necessary and at a
minimum of every 6 months. As additional Designated Buddies are needed, the Fire
Warden shall identify volunteers for each individual requiring assistance and
communicate these changes to the Management Office.
3.0 WHAT TO DO FOR SOMEONE WHO REFUSES TO EVACUATE
During an emergency where evacuation is required, if an occupant refuses to
evacuate, any tenant that encounters this person or is informed of this situation shall
immediately report the name (if able to obtain) and exact location of this individual
to the floor’s Fire Warden, Deputy Fire Warden or Building personnel.

G. EMERGENCY COMMUNICATIONS SYSTEM
Fire Communications System (FCS) consists of detection, reporting and control
functions. When an alarm is activated, certain automatic responses take place.
Some involve shutting down equipment. However, all provide notification to the Fire
Control Room on the 1st Floor and an automatic alert is transmitted to the Central
Alarm Service which then notifies the Fire Department.
There are a number of types of alarms which are recognized by the Fire
Communication System and each type has a specific response. These are as
follows:
ALARM TYPE

RESPONSE

Smoke in the elevator hallway
Elevators return to street level lobby

Voice EVAC sounds*

Smoke in the duct work
A/C unit shuts down

Voice EVAC sounds*
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Computer Room Fire Detection
Voice EVAC sounds*
Elevators and A/C units continue operating
*The fire alarm voice EVAC system and fire alarm strobes will be activated on the
alarming floor, the floor above and the floor below.
If a full building evacuation is determined to be necessary by the Fire Department,
then the fire alarm voice EVAC system and the fire alarm strobes will be activated
on all floors.
Voice communications are available from the Fire Control Room to one or all floors
by use of the public address speakers which are located in a number of areas on
each floor.
In addition, communication is also available from the Fire Control Room to each
individual floor by use of the red Fireman’s phone located in the elevator lobbies,
the freight elevator lobbies and several locations throughout the stairwells.
Fire Alarm
The Voice EVAC is transmitted over the speakers located on each floor. It is a
digitized voice evacuation message.
Public Address System
The Fire Communication System (FCS) contains a public address capability from
which instructions can be broadcast to each individual floor or all floors. This allows
for the broadcast of any special conditions when evacuation is in progress or during
any other type of emergency.

H. FIRE/SMOKE EMERGENCIES & EVACUATIONS
1.0 TYPES OF FIRES
The classification of fire relates to the fire’s fuel and what is burning, as follows:
CLASS A CLASS B CLASS C -

Fires that involve ordinary combustibles such as paper, wood, cloth,
rubber, textiles and many plastics.
Fires that involve flammable liquids such as grease, oil, paint, lacquers,
some plastics and gasoline.
Fires that involve energized electrical equipment such as appliances,
televisions, radios, computer equipment, wiring, circuit breakers or fuse
boxes.

2.0 PORTABLE FIRE EXTINGUISHERS
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If fire extinguishers are available for employee use, it is the employer's responsibility
to educate employees on the principles and practices of using a fire extinguisher
and the hazards associated with fighting small or developing fires. This education
must be provided annually and when a new employee is first hired.
Employees who have been designated to use fire extinguishers as part of the
emergency action plan, must be trained on how to use the fire extinguishers
appropriately in the workplace. This training is a specialized form of education that
focuses on developing or improving skills and it must be provided annually and
when employees are first assigned these duties.
Using a Fire Extinguisher
 Call 911 and call the Management Office.
 Identify a safe evacuation path before approaching the fire. Do not allow the fire,
heat or smoke to come between you and your evacuation path.
 Discharge the extinguisher within its effective range using the P.A.S.S. technique (pull,
aim, squeeze, sweep). See below picture.
 Back away from an extinguished fire, in case it flames up again.
 Evacuate immediately if the extinguisher is empty and the fire is not out.

Most fire extinguishers operate using the following P.A.S.S. technique:
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1. PULL...Pull the pin. This will also break the tamper seal.
2. AIM...Aim low, pointing the extinguisher nozzle (or its horn or hose) at the base
of the fire.
NOTE: Do not touch the plastic discharge horn on CO2 extinguishers, it gets
very cold and may damage skin.
3. SQUEEZE...Squeeze the handle to release the extinguishing agent.
4. SWEEP...Sweep from side to side at the base of the fire until it appears to be
out. Watch the area. If the fire re-ignites, repeat steps 2-4.
If you have the slightest doubt about your ability to fight a fire with a fire
extinguisher...EVACUATE IMMEDIATELY!
3.0 FIRE/SMOKE TENANT EVACUATION PROCEDURES
1515 & 1555 Poydras Buildings takes every report of smoke and/or fire seriously. The
Buildings are 100% sprinkler protected and compartmentalized. It would be
extremely difficult for a fire to spread, especially after a sprinkler has been activated.
For any report of smoke, Engineering will respond to that location to inspect the
area.
If at any time an employee does not feel safe, they can proceed to the stairwell and
evacuate the building.
If you encounter smoke or fire, follow the below guidelines:
Smoke
1. If you smell or see smoke in your office area, call Management Office at
(504)585-2670 immediately.
2. Move away from the area and alert others of the condition.
3. Inform your Floor Warden or Deputy Fire Warden of the issue and await further
instruction.
4. If there is an abundance of smoke or if the smoke is getting worse, call 911.
Alert Building Management that 911 has been contacted.
5. When smoke is present, stay low by crawling since clean air is closest to the
floor.
6. Never re-enter a space until an “All Clear” is given.
Fire
1. If you see fire, regardless of how small the fire is call 911 and then call
Management Office at (504)585-2670.
2. Immediately alert others and leave the immediate area.
3. Close all doors behind you but do not lock them.
The last person leaving any enclosed office area should close the office suite
door, without locking it. This will help to confine any fire until the arrival of the
Fire Department.
4. Do not use elevators and proceed to the nearest stairwell.
5. Only utilize a fire extinguisher if the fire is small and only if you have received
fire extinguisher training.
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6. Before opening any door, check the door and doorknob for heat using the
back of your hand. If it is warm, stay in your office and, if possible, seal the
door seams using wet towels or duct tape. DO NOT OPEN THE DOOR!! Find
another exit to the corridor.
7. If both your door and doorknob are not hot and you leave your office check
for the following:
a. Check for smoke in the corridor.
b. Everyone should proceed quickly to the nearest stairwell. However, in the
event of heavy smoke accumulation, evacuate to a smoke-free stairwell.
Remain calm; do not run! All stairwells are constructed with fire-resistant
materials to provide safe evacuation for building occupants.
c. When smoke is present, stay low by crawling since clean air is closest to
the floor.
d. While in the stairwell, should you encounter smoke on your descent, get
out of the stairwell into any clear corridor and proceed to a different
stairwell.
e. Proceed to your designated meeting location outside of the building,
moving to areas outside a 300-foot perimeter of the building to ensure
you do not interfere with fire-fighting activities.
8. If the corridor and both stairwells are smoke filled, RETURN TO YOUR OFFICE.
When evacuation of an area is not possible because fire or thick smoke
blocks all escape routes, the following procedures should be observed:
a. Move as far away from the fire or smoke as possible. Close all doors as
you go. Every closed door between you and the fire provides a barrier
against smoke.
b. If a phone is accessible, call 911 and then Management Office at
(504)585-2670 with your precise location.
c. Stuff clothing or other material around ventilation ducts and cracks in the
doors to prevent smoke-filled air from penetrating the area.
d. DO NOT BREAK WINDOWS. Under certain conditions, an open window
may draw smoke into the area. If the glass has been broken, there will be
no way to stop the smoke from entering the room.

Evacuations
Depending on the situation, evacuations can take multiple forms. In most cases,
evacuations will be ordered by the New Orleans Fire Department, Building
Tenant Emergency Preparedness & Life Safety Handbook

Issue Date: 10/10/19
Page: 13 of 30

Management or first responders but Life Safety Team members can order a
floor/area evacuation if they are uncomfortable with a situation (e.g. smoke).
1. Partial Building Evacuation – A Partial Building Evacuation occurs when the
alarmed floor along with the floor above and the floor below signal with
audible and visual alarms. All parties on these alarmed floors should
evacuate to the first floor and out of the building. Tenants are not allowed
back into the building until given the “All Clear” from either Building
Management or City of New Orleans Fire Department.
2. Full Building Evacuation – In a full building evacuation, the entire building is
evacuated and tenants
are not allowed back into
the building until given the
“All Clear” from either
Building Management or
the City of New Orleans Fire
Department. A full building
evacuation
would
be
ordered for a situation such
as an uncontrollable fire or
a situation that makes the
property unsafe.
3. In an evacuation, never attempt to use an elevator.
4.
Once the evacuation has begun, no one
should attempt to re-enter the evacuated area
until it has been declared safe by the Fire
Department officials or Building Management.
5.
The Designated Buddies must help Persons
in Need of Assistance into the stairwell. The
Designated Buddy should notify the Fire Warden
or Fire Department of the location of Persons in
Need of Assistance so that personnel may
respond to assist their evacuation.
6. The (Deputy) Fire Warden should take a head count to determine if everyone
is accounted for. If someone is missing, this information should be relayed
immediately to the Fire Department authority that is onsite.
Stairwells
It is recommended that each occupant walk his/her floor(s), become familiar with
the floor layout and identify each EXIT/STAIRWELL. In an emergency, knowing
multiple routes to an EXIT/STAIRWELL can be a life saving measure.
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1515 & 1555 Poydras Buildings have a total of two (2) stairwells
on each floor at each building, all of which are identified by
stairwell. At 1515 Poydras, stairwells are labeled East “A” and
West “B” and floor number. At 1555 Poydras, stairwells are
labeled South “A” and North “B” and floor number. All stairwells
are fire rated protected enclosures, are clearly marked and
illuminated. Stairwell signage is located on the interior of the
stairwell doors.
When utilizing stairwells, follow guidelines below:
1. Remain calm and do not run or skip steps.
2. Do not take items with you, such as personal items including coffee/water
bottles. Traverse on right side of stairwell and use handrail for support.
3. Everyone should stay in a single-file line on the right side of the staircase to
allow the Fire Department to pass on the left side of the stairwell.
4. Listen to VOICE EVAC announcements and follow directives.
5. Keep noise levels down and conversations to a minimum.
6. Exit on first floor/ground level.
7. Upon exiting the stairwell, report to your firm’s predetermined offsite assembly
area and await further instructions from Building Management.
8. High-heel shoes are not recommended as they can cause a trip hazard. Tip
for females wearing heeled shoes: it is suggested to keep a pair of flats at
your desk for emergency situations.
9. Do not re-enter building unless directed to do so by an “ALL CLEAR”
announcement.
4.0 FIRE PREVENTION TIPS
1. Make sure appliances such as coffee makers are turned off at night.
2. If electrical equipment or a fluorescent light is not working properly or if it
gives off an unusual odor, turn off the light and call Management Office at
(504)585-2670.
3. Protect extension cords from damage by not pulling them across doorways
or any place where they will be stepped on. Do not plug more than one
extension cord into another and do not plug more than one extension cord
into one outlet. Be sure to check amperage load of the cord as specified by
the manufacturer and do not exceed it.
4. Leave plenty of space for air to circulate around electric office equipment
and other equipment that normally gives off heat.
5. At the close of business, make sure the power is shut off on all office
equipment.
6. Freight elevator lobbies on all floors should be kept clear at all times to
provide access for emergency team and/or equipment. Tenant belongings
and deliveries should not be stored in freight lobby areas.

I. BOMB THREATS/SUSPICIOUS PACKAGES/MAIL
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A bomb threat can be received in multiple ways, such as letter, phone, email and/or
word of mouth. Even though the majority of bomb threats are hoaxes, all threats
should be considered serious and Building Management should be contacted at
(504) 585-2670 upon receipt of such. Do not ignore the threat.
In addition, if a suspicious item is discovered, it should never be handled. The
immediate area should be evacuated and law enforcement should be
immediately made aware of the item. If a bomb threat is received via phone, follow
the below procedures:
Remaining calm can assist in gathering more useful information.
• Talk to the caller to obtain as much information as possible.
• Fill out the bomb threat checklist included in this section. Tip: Have this
checklist handy at each reception/employee desk.
• Repeat questions, if necessary.
• Don't hang up; stretch out the conversation as long as possible.
• Signal a co-worker to pick up an extension to listen (co-worker should not
speak).
• Ask the caller to repeat the message and write down any additional
information.
• Note any background noise as well as the caller’s gender, voice pitch and
accent.
• Have a co-worker call Building Management at (504)585-2670 to alert the
Property Team.
• Don't allow the phone line to be used again so that law enforcement can
properly investigate.
• Notify your immediate supervisor.
Note: A bomb threat will not automatically result in an evacuation. A decision to
evacuate will be made in collaboration with the New Orleans Police Department
and Building Management. Ultimately, it is up to each tenant firm to determine if
they want to evacuate, unless directed by City of New Orleans Emergency officials.

Bomb Threat Call Procedures and Check List
follows on the next page.
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SUSPICIOUS PACKAGES/MAIL
A suspicious item or package, as described below, should never be handled.
Building Management should be notified immediately once a suspicious item is
identified. It is difficult to ascertain what is suspicious and what is not but some
common characteristics of a suspicious package may include:
Excessive postage
• Misspellings of common words
Handwritten or poorly typed
• Excessive weight, lopsided, rigid
or uneven packaging
address
• Misspelling of name
• Oily stains, discolorations or
• Incorrect titles or misspelled titles
strange odor
• Title, but no name
• Protruding wires or tin foil and/or
• No return address
ticking sound
• Excessive securing-tape or string
• Shows a city or state in postmark
that does not match the return
• Restrictive markings-Confidential
address
or Personal
If you consider a parcel or letter suspect, do NOT open, move or cover it.
•
•

Immediately call Building Management at (504)585-2670 using a land line. DO NOT
USE A CELL PHONE OR TWO-WAY RADIO. CELL PHONES AND RADIO SIGNALS CAN
DETONATE A BOMB.
The immediate area should be cleared of employees and secured. Do not
evacuate until New Orleans Police Department or first responders arrive and
evaluate the threat.
SIGNS OF SUSPICIOUS MAIL
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J. ACTIVE SHOOTER / WORKPLACE VIOLENCE/SHELTER IN PLACE

An active shooter/hostile intruder is an individual actively engaged in killing or
attempting to kill people in a confined and populated area by any means including
but not limited to firearms (most frequently used), bladed weapons, vehicles or any
tool that in the circumstance in which it is used constitutes deadly physical force. In
most cases, there is no pattern or method to their selection of victims. Most active
shooter situations are unpredictable, evolve quickly and are over within minutes.
A great tool was created by the
City of Houston in conjunction
with
the
Department
of
Homeland Security. It is a training
video titled, “RUN > HIDE > FIGHT
>> Surviving an Active Shooter
Event”, and can be viewed on
the following link:
http://www.youtube.com/watch?v=5VcSwejU2D0

See below for information from the DHS regarding Active Shooter events:
http://www.dhs.gov/xlibrary/assets/active_shooter_booklet.pdf

For a workplace active shooter event, occupants should follow their company’s
protocol and/or the New Orleans Police Department. When in a safe location, call
911 along with Building Management at (504)585-2670.
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IN THE EVENT OF AN ACTIVE SHOOTER - RUN – HIDE - FIGHT
EVACUATE – RUN
If there is an accessible escape path, attempt to evacuate the premises. Be sure to:
• Have an escape route and plan in mind.
• Evacuate regardless of whether others agree to follow.
• Leave your belongings behind.
• Help others evacuate, if possible.
• Call 911 when you are safe.
• Prevent individuals from entering an area where the active shooter may be.
• Keep your hands visible.
• Follow the instructions of any police officers.
• Do not attempt to move wounded people.
SHELTER-IN-PLACE – HIDE
If evacuation is not possible, find a place to hide where the active shooter is less
likely to find you. Your hiding place should:
• Be out of the active shooter’s view.
• Provide protection if shots are fired in your direction (e.g., an office with a
closed and locked door).
• Not trap you or restrict your options for movement.
To prevent an active shooter from entering your hiding place:
• Lock the door.
• Blockade the door with heavy furniture.
If the active shooter is nearby:
• Lock the door.
• Silence your cell phone and/or pager.
• Turn off any source of noise (i.e. radio, television).
• Hide behind large items (i.e. cabinets, desks).
• Remain quiet.
If evacuations and hiding are not possible:
• Remain calm.
• Call 911 if possible, to alert sheriff’s office to active shooter’s location.
• If you cannot speak, leave the line open and allow the dispatcher to listen.
PROTECT YOURSELF – FIGHT
As a last resort and only when your life is in imminent danger, attempt to disrupt
and/or incapacitate the active shooter by:
• Acting as aggressively as possible against him/her.
• Throwing items and improvising weapons.
• Yelling.
• Committing to your actions.
WHEN SHERIFF’S OFFICER ARRIVE
• Put down any items in your hands.
• Keep hands visible.
• Follow all instructions.
• Avoid making quick movements towards officers.
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•

Do not stop to ask officers for help or direction when evacuating, just
proceed in the direction from which officers are entering the premises.

K. POWER FAILURE
In the event of a utility interruption, such as a power outage, contact Building
Management at (504)585-2670. Building Management will check into the situation
as quickly as possible. Wait for instruction from Building Management. Most outages
are temporary and the building is equipped with emergency power for all life safety
components (lighting, fire communication system, PA system.)
If a power failure affects the
entire building for a long period
of time, evacuation could be
imposed. Similarly, if an isolated
or temporary outage occurs, a
partial evacuation of the
affected floor(s) could be
conducted.
Evacuation
directions will be provided
through direct communication
or over the PA System. Do not
use elevators but rather the
lighted stairwells to exit the
building.
1515 & 1555 Poydras Buildings are designed to minimize the risk of a general power
failure resulting from causes within the building. An emergency generator is
dedicated to continue operation of the life-safety systems in a power outage.
Building Management will attempt to advise you regarding the length and cause
of the power failure as soon as possible.
For a power outage or utility issue, refer to the procedures below if it is safe to do so:
• Assist others in your immediate area and proceed with caution to an area
with lighting (natural lighting or emergency lighting).
• Open draperies and/or raise blinds to let in outside light.
• Turn “OFF” all computers and electrical devices at your workstation.
• If you are on an elevator during an outage, the elevator will lower to the main
lobby. If you experience an issue, press the emergency call button to reach
the lobby security courtesy officer.
• If you are instructed to evacuate, the (Deputy) Fire Wardens must conduct
an evacuation, pursuant to this manual.
• Do not congregate in lobby areas or in the street; proceed to your meeting
location, as designated by the (Deputy) Fire Warden.
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L. MEDICAL EMERGENCY
Building tenants and their guests may become injured or ill due to a variety of
circumstances.
1. Do not move the injured or ill person or assist them without proper training.
2. Quickly check for breathing pattern, blood and the presence of any jewelry
indicating medical information.
Regardless of the type, immediately call 911 for medical emergencies:
1. Provide the following information:
a. Nature of the emergency.
b. Building Address: 1515 Poydras St. or 1555 Poydras St.
c. Floor Number
d. Specific location of injured/ill person on the floor
e. State of consciousness
f. Respiratory state
g. Injured or ill person’s name, if known
h. Any medical inscriptions you can locate on the person
2. Keep the victim warm, comfortable and as calm as possible.
3. Manage the crowd around the injured/ill person. Have a team member meet
first responders (e.g. New Orleans Fire Department/New Orleans Police
Department) at the building entrance(s) and floor elevator lobby to direct to
the location of injured/ill person.
Whenever calling 911, make a secondary call to Management Office at
(504)585-2670. By calling Building Management, the Property Team is alerted to the
situation for additional assistance.
AMBULANCE SERVICES
Ambulance Service will automatically take the patient to the nearest medical
facility. If another hospital is desired in non-emergency situations, the injured/ill
person may request to be taken to a different facility. The ambulance service has
control over accepting that request.

M. ELEVATOR FAILURE
The elevators at 1515 & 1555 Poydras Buildings are extremely
safe but unfortunately, they do encounter service interruptions
from time to time. If you encounter an elevator stoppage, follow
the procedures below:
• Press the emergency call button on the panel.
• Open the door on the right-hand side panel and lift the
telephone receiver. This will ring at the security console in
the Main Lobby. Note that the elevator car # is located
on the inside of the door.
• The security courtesy officer will gather information from
you and contact the elevator company.
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•
•
•
•

If you feel claustrophobic or ill, sit down on the floor. If you need medical
attention, let the courtesy officer know and 911 will be contacted.
The courtesy officer will stay in contact with you during the entrapment and
can call your supervisor to inform them of the situation.
At NO TIME should you ever attempt to exit the cab on your own. It is always
safer to stay in the cab until assistance arrives.
Always report elevator service issues to Building Management, even if the
issue does not result in an entrapment.

N. CRIME and SECURITY THREATS
Every property can be a potential target for crime. Security matters such as burglary,
vandalism, graffiti, unwanted solicitors, suspicious persons, suspicious activities or
intoxicated persons should be reported to Management Office (504)585-2670.
In cases of emergencies, these should be reported first to 911 and then to the
Management Office.
Crime Prevention Tips:
1. Be aware of your surroundings.
2. Do not ignore but question strangers encountered in your space.
3. Promptly inform Building Management of employee terminations or layoffs so
their access to the property can be discontinued.
4. To prevent office thefts, keep entrance doors locked at all times. All personal
items should be stored in a locked desk drawer.
5. Inventory all valuable property.
6. Engrave or permanently mark the company name along with serial number
on your property.
7. Lock laptop computers.
1.0 DESCRIBING A SUSPICIOUS PERSON OR INTRUDER
If you notice a suspicious person or identify an intruder, it is imperative to provide an
accurate description to aid the New Orleans Police Department in apprehending
the suspect. To do so, observe and remember the following:
• General description/physical features such as male or female, approximate
age, height, build, etc
• Clothing, such as colors and styles
• Hair color and style
• Ears such as size and prominence
• Mouth
• Neck
• Expressions
TIP:
COMPARE THE INTRUDER'S PHYSICAL FEATURES TO YOUR OWN (HEIGHT,
WEIGHT, ETC.) TO HELP YOU REMEMBER PHYSICAL FEATURES MORE CLEARLY.
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2.0 TENANT SECURITY RESPONSIBILITIES
The best way to improve security is for each tenant in the Building to take an active
role just as you would in the neighborhood where you live. Use the following
suggestions:
1. Make sure all doors to your offices are locked and secured at the close of
your business day. This is extremely important on the weekends.
2. Do not hesitate to report any suspicious or disorderly individuals to
Management Office (504)585-2670.
3. Solicitation is not permitted in the building and any individual who enters your
offices for this purpose should be reported to the Management Office.
4. Inform Management Team of any Building keys that are lost. This includes keys
to your suite, washroom keys and storeroom keys.
5. Keep restroom codes for your employees and guest use only. Restroom
codes can easily be changed and redistributed on a floor.
3.0 THEFT
Should you suspect that your offices have been broken into or if items are found to
be missing, contact the Management Office and the New Orleans Police
Department. In the meantime, try to avoid disturbing anything in areas that you feel
might have been affected by an intruder.

O. “If You See Something, Say Something” Campaign
1515 & 1555 Poydras Buildings support the missions of the
Department of Homeland Security (DHS). Building
Management meets with local and federal law
enforcement officials on a regular basis and is constantly
evaluating these types of programs and procedures. One
critical aspect of this program is the education and
awareness of our tenants of national threats/issues. Below is
a link to the Department of Homeland Security’s “If You See
Something, Say Something” campaign. All tenants are
asked to review the below link and contact 911 and Building
Management at (504)585-2670 if they ever come upon a
suspicious item, circumstance and/or behavior of a person
as well as suspicious unknown individuals on your floor. If you
see something, say something Campaign

P. WEATHER-RELATED EMERGENCIES
Not all emergencies will require occupants to evacuate the building. In fact, in some
emergencies, such as severe weather, it may be safer for building occupants to
relocate to a safe area within the building, such as the stairwells, interior corridors or
building core, away from glass, windows or flying debris. Typically, there is advance
notice of impending severe weather. Local weather service, National Weather
Service will keep you informed. When there is a potential for storms, the Property
Team will keep all of our Tenants abreast with updates via tenant advisories as
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applicable and appropriate. Your support and cooperation are greatly
appreciated and necessary in helping to ensure the safety of all Tenants of the
Building.
Severe weather-related emergencies can include flash flooding, thunderstorms,
windstorms, lighting, hail, snow, ice, tornadoes and hurricanes. The first priority is
ensuring the safety of building occupants. Second priority is limiting the damage to
the building and its contents. The 1515 & 1555 Poydras Buildings will always follow
the City of New Orleans’ instructions during sever weather events and you are
advised to follow your company’s severe weather policies.
The following sections describe general advice and specific information from the
National Weather Service and City of New Orleans NOLAREADY. CNO utilizes the
NOLAREADY system that will alert you to various weather emergencies.
You can sign up for NOLAREADY by going to https://ready.nola.gov/home/ and
clicking on the NOLAREADY icon or text your zip code to 888777. Refer to Section E
of this Handbook for additional information. Tips on how to interpret this information
as it relates to emergency response at 1515 & 1555 Poydras Buildings is included in
this section.
Send any and all emergency contact information updates/revisions to Building
Management Office to the attention of our Tenant Service Rep (TSR) at this email,
tsrpoydras@am.jll.com. It is essential that this information be maintained and
updated when there is a change so that our JLL Team has the most current contacts
in the event your firm needs to be contacted during an emergency.
During severe weather, services to the property are likely to be affected:
Janitorial – Janitorial services may be minimally staff pending their availability.
Services could be limited to trash pick-up in kitchens only.
Elevator – Elevator technicians may not be available to reach the properties,
causing elevator services at the building to be limited and/or cease.
Parking – Garage will be monitored for potential weather-related concerns.
1.0 FLOODING
Flooding can cause significant damage to the building and its contents, as well as
pose a threat to building occupants. This section focuses on flooding that can result
from severe, heavy rain.
For weather-related flooding, look for National Weather Service and City of New
Orleans Department of Emergency Management statements/alerts including Flood
Watches and Flood Warnings.
If a flood is predicted, the Property Team follows the protocol of City of New Orleans
Department of Emergency Management. However, once the flooding begins,
tenants are urged to stay in the building, as it is typically much safer than the streets.
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2.0 TORNADOES
Tornado winds can be 75 mph or greater. The NOLAREADY System will send out
announcements to your mobile devices (provided you signed up for the free
service). The alerts will provide the approximate time and direction of the
movement of a tornado and/or severe storm. If any of these conditions occur or is
imminent in the area and may threaten the building, tenants should do the
following:
1. After receiving a warning alert, check for further details and follow
accordingly.
2. The (Deputy) Fire Wardens will follow these guidelines:
• Move away from the exterior of the building to a corridor, elevator lobby
or stairwells. DO NOT USE THE ELEVATORS.
• Close doors between outer offices and inner spaces.
• Disconnect all computer, telecommunications, and office equipment,
and appliances to protect them from possible power surges.
3. Do not exit the building until storm has passed.
3.0 HURRICANE
The information below shall serve as a reminder of the Building’s policies and
procedures. Hurricane Season brings challenges in planning, preparation,
communication, potential Building closures and evacuations, as well as re-entry into
New Orleans and the Building.
All Tenants should have their own company emergency plans in place and should
be familiar with the Building Emergency Procedures. Listed below are several key
important facts and/or considerations:
• Revisit your company’s emergency procedures. Make sure your company’s
emergency procedures coincide with the Building’s Emergency Procedures.
• It is equally important to have a Business Continuity Plan (BCP) as part of your
company’s Emergency Plan. This contingency plan should include the
evacuation of all essential data and files necessary to conduct your business
offsite. It should also include how your employees are going to contact your
firm during an emergency and where they are to meet and/or location of
offsite office.
• In the case of evacuation and an extended period of time out of the
building, you should be prepared to conduct your business from an area
outside of this office building.
As always, the safety and security of our Tenants and the personnel who work for
our building is our number one priority. With your safety in mind, all Tenants will be
requested to timely evacuate the property in accordance with direction from City
of New Orleans Department of Emergency Management, so that the building may
be closed and secured in a timely manner. The building and the buildings’ parking
garage cannot and will not be used as shelter.
For those tenants that operate 24/7, prior arrangements, including signing an
authorized legal release form, are required. The building cannot be used as
evacuation center for employees or family members.
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The website below from the State of Louisiana provides Hurricane Guides that can
be found by logging into http://www.getagameplan.org/citizenCorps.htm Please
share this site with your employees and make it a part of your company hurricane
plan.
Always remember that in the event of an evacuation, the Building will be re-opened
as soon as safe conditions exist, Building Management, janitorial and elevator
services are able to return to the site, all building systems have been confirmed
operational, normal services have been restored and the premises are safe for
occupancy.
EFFECTS OF LOSS OF ELECTRICAL POWER OR WATER SUPPLY
During emergencies or situations which can cause loss of electrical power and
interruption of water supply pressure from Entergy or Sewerage & Water Board, the
following conditions can be expected:
1. All HVAC systems will be out of service including chillers, air-handling units and
exhaust fans.
2. All elevators except those operating off emergency power from the
generator will be out of service.
3. All tenant power and lighting, except emergency, will be out with exception
of service provided by emergency generators.
4. Domestic water pressure will be limited (depending on pressure supplied by
the pumps of the Sewerage & Water Board).
IN CASE OF A HURRICANE
1. Do not tape the windows.
2. Close all office doors inside your suite.
3. Any window coverings (drapes or mini-blinds) should be in the open position.
4. Be prepared to protect offices that have exterior glass that could be broken
by flying debris. Loose papers should be filed or stored away from the
windows. Any small items in an office facing the window should be stored.
5. Unplug all computers, telecommunications equipment, microwaves, etc. so
as to protect them from possible power surges.
6. It is advisable to cover computers with plastic bags to help prevent possible
water damage.
7. Secure or remove any valuables, lock file cabinets and desks, turn off the
lights in your office and lock the entrance doors to your suite.
8. Empty refrigerator of all perishables before leaving your office to evacuate.
9. Do not attempt to return to your office until notified by the appropriate local
governmental agency and by the Property Management Team.
4.0 WINTER STORMS (SNOW, COLD, ICE)
When an arctic cold front moves through the area, it can bring frigid temperatures
and wintry precipitation. Local weather service and the National Weather Service
will monitor and issue applicable advisories and warnings. The Property Team will
monitor the city and state advisories for the latest updates. The buildings remain
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open unless officials call for a mandatory closure. To monitor road closures, you may
follow www.511LA.org.
As always, it is each firm’s decision to follow your company’s procedures for
openings and closures.
5.0 EARTHQUAKES
Earthquakes are one of the nation's most frightening natural phenomena.
When an earthquake occurs, the ground will shake perceptibly for a
relatively short time. Earthquakes generally last for a few seconds but major
earthquakes can last up to a minute.
PRECAUTIONS TO TAKE DURING THE EARTHQUAKE
If you are indoors, move immediately to a safe place. Get under a desk,
table or work bench if possible. Stand in an interior doorway or in the corner
of a room. Watch out for falling debris or tall furniture. Stay away from
windows and heavy objects (such as refrigerators and machinery) that may
topple or slide across the floor.
Do not dash for exits since stairways may be broken and jammed with
people. Power for elevators may fail and stop operating. Seek safety where
you are at the time of the incident and then leave calmly if evacuation is
necessary.
Do not be surprised if the electricity goes out or if elevator, fire and burglar
alarms start ringing or if sprinkler systems go on. Expect to hear noise from
breaking glass, cracks in walls and falling objects.
If you are outdoors, try to get into an open area away from buildings and
power lines.
Do not be surprised if you feel more than one tremor or aftershock. After the
first tremor is felt, there may be a temporary decrease in the tremor followed
by another aftershock. (This phenomenon is merely the arrival of different
seismic waves from the same earthquake). Aftershocks may occur over
several minutes, several hours or even several days afterwards. Sometimes
aftershocks will cause damage or collapse of structures that were already
weakened by the main earthquake.
PRECAUTIONS TO BE TAKEN AFTER THE EARTHQUAKE
When the shaking stops, there may be considerable damage and people
may be injured. It is especially important that everyone remains calm and
begins the task of taking care of one another. The first concern is for those
who are hurt, the next concern is to prevent fires. After that, damage can be
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assessed and remedial measures begun. Here are some safety guidelines to
follow:
Seek medical help for those who need it. Cover injured persons with blankets
or any available extra clothing to keep them warm.
Check for damage to utilities and appliances. Shut off electricity if there is
any chance of damage to wiring.
Shut off water mains if breakage has occurred. In due time, report utility
damage to the utility companies and follow their instructions.
Do not light matches, use any open flames or turn on electrical switches or
appliances until you are certain there are no gas leaks.
Do not touch power lines, electric wiring or objects in contact with them.
Do not use the telephone except to call for help or to report serious
emergencies (medical, fire, or criminal) or to perform some essential service.
Jammed telephone lines interfere with emergency services and it is
thoughtless to use the phone for personal reasons or to satisfy curiosity. When
the emergency is clearly over, contact relatives and friends so they will know
you are safe and where you are.
Be certain that sewer lines are not broken before resuming regular use of
toilets.
Clean up and warn others of any spilled materials that are dangerous, such
as chemicals, gasoline, etc.
Listen to the radio for information about the earthquake and disaster
procedures.
Be prepared to experience aftershocks. They often do additional damage to
buildings weakened by the main shock.
Use great caution when entering or moving about in a damaged building.
Collapses can occur without much warning and there may be dangers from
gas leaks, electric wiring, broken glass, etc.
There are no procedures which can eliminate all earthquake danger.
Observing the above precautions can help reduce injuries and damage.

Q. MEDIA INQUIRIES

When a major event that is likely to draw media and public attention to the
property occurs, the Building Management Team works with ownership to
provide accurate information to the media in a timely manner. The Building
Management Team will also be prepared to assist the media in any way
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possible but not to the extent that such assistance infringes on a Tenant’s
rights or hinders the Building Team’s ability to handle the crisis at hand.
The General Manager has the primary responsibility for dealing with the
media. He/she will deliver all public statements and conduct all interviews
once the approval from ownership is obtained.
Tenants should refer all inquiries to the General Manager. If the media
inquiries pertain specifically to a Tenant and their operations, then the tenant
should follow their internal policies and procedures. The Tenant should notify
the Building Management immediately on how they will respond to media
inquiries.
All media inquiries for information should be forwarded to Building
Management Office at (504) 585-2670.
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