
Emergency Preparedness @ Caltech
Floor Wardens and Building Coordinators Training
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Emergency Action Plans

Identifies:

• Emergency Procedures

• Emergency Assembly Area

• DCC Location

• Key Personnel and Succession

• Roster of Floor Wardens, Building 
Coordinators & Building Assessment 

Team members

• Location of critical equipment & supplies

• Key forms 

• Personnel contact information



Team Resources



Building Coordinators

Before an Emergency 
• Know location of emergency assembly areas

• Become familiar with occupants and develop a roster

• Identify those who may need additional assistance

• Know who the floor wardens are 

• Identify yourself to Bldg. occupants as the Bldg. Coordinator

• Keep the Orange Trauma Bag current

• Notify FWs when you will be on vacation

• Know exits, pull stations, potentially hazardous areas

• Determine how you will communicate with floor wardens, 

bldg. occupants and your Division Control Center



Floor Wardens

Before an Emergency 
• Know location of emergency assembly areas

• Become familiar with occupants and develop a roster

• Identify those who may need additional assistance

• Know where the ‘Orange bag’ is kept

• Know who the other floor wardens are 

• Identify yourself to others in your area as a floor warden

• Know exits, pull stations, potentially hazardous areas, 

emergency supplies

• Let people in your area know they will need to check in with a 

floor warden before leaving the assembly area 

• Determine how you will communicate emergency information 

to the Bldg. Coordinator



Building Coordinators
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1. Puts on 
Green Vest 

& grabs 
orange bag

2. Safely 
exit the 
building

3. Identify 
yourself to 
emergency 
response 
personnel

4. obtains 
reports from 

Floor 
Wardens

5. Informs 
Emergency 
responders 

and the 
DCC of 

pertinent 
information

6. Keeps 
Assembly 

Area 
informed on 
personnel  
and bldg 
Status

Each building has a Building Coordinator 
In the absence, a FW should step in.

Never compromise your own safety

During an Emergency



Floor Wardens
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1. Put on 
orange 

vest, gets 
roster

2. Advise 
occupants 

to exit

3. Sweeps 
area 

looking for 
those 

remaining

4. Safely 
exits the 
building

5. Direct 
individuals 

to 
assembly 

area

6. Inform 
the Building 
Coordinator 

of any 
pertinent 

information

7. Account 
for 

individuals

8. Prevent 
occupants 
from re-

entry

One Floor Warden Per Floor 
(minimum) 

Never compromise your own safety

During an Emergency



Bldg. Coordinators or DCC’s send to the EOC via Runner



What about shared buildings?

• There is 1 Building Coordinator (and alternates) 

per building 

• The Building Coordinator collects status on all 

building occupants regardless of Division

• If your group reports to a different Division than 

your Building Coordinator, report to Division after 

you’ve check in with the Bldg. Coordinator



Building Re-entry

• If the Fire Dept. has responded, they will give 

the Institute the “All Clear” when it is deemed 

safe for bldg. occupants to enter.

• Should the alarm be triggered by a non 

hazardous source (a “false alarm”), Campus 

Security will silence the alarm and advise the 

Bldg. Coordinator that re-entry can occur.
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When the ground starts to rumble and 

shake……..

Stay covered for 60 seconds after the shaking stops to 
allow for overhead hazards to finish falling.



Earthquake Safety

IF THERE ARE NO TABLES

Get low, and protect your neck 

and head with your arms.



Earthquake Safety
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The most dangerous thing you can do is to run

The powerful motion may                                                    

knock you to the ground

• Falling debris

• Facades crumble

Avoid glass and any unrestrained objects that could topple



What’s your role during earthquakes?

• Protect yourself first. Drop cover and hold on 

before having people egress for buildings to be 

assessed.

• Account for people as best as possible 

Assess conditions of the building.

• Provide status of people and buildings to DCC or 

EOC

• Work with response teams 

• Help secure a building that cannot be re-entered



Active Shooter

If you are in immediate danger decide what your 

best course of action would be.



Active Shooter

• Know your exits and places that could be 

used for shelter

• Make a choice to run or hide

• Leave everything behind

• Follow instructions by law enforcement 

• Keep your hands visible to police



Lockdown Procedures 

You’ve received a Caltech Alert to Lock Down

“THIS IS NOT A DRILL. The campus is in lockdown due 

to a situation at or near Caltech.  Seek shelter and lock 

or barricade doors. If you are currently off-campus, 

remain off-campus. Look for further instructions from 

Campus Security and local authorities.  Updated 

information will follow. THIS IS NOT A DRILL..” 



Lockdown Procedures

• Seek Shelter indoors

• Close and lock doors

• Turn off lights and close blinds

• Stay away from windows

• Remain inside until ‘All Clear’ is given

• Remain Alert



www.emergencypreparedness.caltech.edu
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