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August 21, 2003
Information Bulletin No.  UT 2003-072
To:

All USO Employees

From:

DSD, Division of Support Services

Subject:  
Emergency Evacuation Information for Visitors

The State Office has had several emergency alarms over the last six months that have allowed the SO Safety Committee to identify improvements to our evacuation procedures.  As a result, emergency lighting has been tested and evacuation route signage has been improved.  Addressing visitor safety will require the assistance of all SO employees.  

Visitors to our office are not familiar with our emergency evacuation routes, procedures, or meeting places; they could easily become detached from the group in an emergency evacuation.  An important part of our procedure is that our floor wardens verify when everyone in each of our office areas has left and the area is clear, then account for everyone at the evacuation meeting site.  For the safety of all, and in particular to assure that floor wardens are able to accomplish their tasks and exit quickly and safely, we need to assure that groups of visitors to our offices know where to exit, where to gather, and how to be sure they are accounted for at the meeting site.  The concern is not high when only one or two visitors are involved, but risk increases with group size.

To improve our process and reduce risk in an emergency, the SO Safety Committee has prepared brief evacuation instructions and posted them in the 3rd floor conference room, the computer training room, the State Director’s conference room, the 4th floor meeting room (near the copier) and the employee break room.  Each person convening a meeting or training session should convey the instructions to attendees at the outset of the session when other administrative information is covered (locations of bathrooms, vending facilities, timing of breaks, etc.).
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Your help in implementing this change and the SO safety program is appreciated.  If you have other suggestions for safety, please contact Sharon Andrews, the SO Safety Committee chair.

Signed by:






Authenticated by:

Linda S. Colville





Rosie Geren

DSD, Support Services




Records Manager

Attachments (5)

Standard Briefing for Evacuation of Unescorted Visitor Groups

 at the Utah State Office
3d floor training room:

Prepare a roster of all personnel who are in attendance. 

When a fire alarm sounds, or when an announcement is made to exit, leave the training room by the West doorway (away from the main hallway). [Point out the exit]  Take keys, coats, phones, with you.  Turn right toward the stairwell door marked with the lighted green “EXIT” sign.  Proceed down the stairs and exit the building on 300 South.  Turn left (west) and walk approximately 1 block to the alley.  Turn left at the alley and proceed to Exchange Place.  Meet with the floor warden in the orange mesh vest to report the status of your group.  

Alternate instructions:  If this back exit door is blocked, exit the room through the front doorway and turn right to exit the office. [Point out the alternate exit]  In the hallway, turn left and proceed toward the elevators.  DO NOT USE THE ELEVATORS, but use the stairwell to the left of the elevators.  Proceed down the stairs and exit the building on State Street.  Turn right (south) and walk approximately 1 block to Exchange Place. Turn right and walk approximately 1 block to meet with the floor warden in the orange mesh vest to report the status of your group.  

Standard Briefing for Evacuation of Unescorted Visitor Groups

 at the Utah State Office
3d floor (Main) conference room:

Prepare a roster of all personnel who are in attendance.

When a fire alarm sounds, or when an announcement is made to exit, proceed out the front doorway of the conference room (door alarm may sound).  [Point out the exit] Take keys, coats, phones, and the attendance roster with you. Turn left toward the stairwell door marked with the lighted green “EXIT”sign.  Proceed down the stairs and exit the building on 300 South.  Turn left (west) and walk approximately 1 block to the alley.  Turn left at the alley and proceed to Exchange Place.  Meet with the floor warden in the orange mesh vest to report the status of your group.  

Alternate instructions:  If the front exit door is blocked, exit the room through the back doorway. [Point out the alternate exit]  In the hallway, proceed forward toward the elevators.  DO NOT USE THE ELEVATORS, but use the stairwell to the left of the elevators.  Proceed down the stairs and exit the building on State Street.  Turn right (south) and walk approximately 1 block west to Exchange Place. Turn right and walk approximately 1 block to meet with the floor warden in the orange mesh vest to report the status of your group.  

Standard Briefing for Evacuation of Unescorted Visitor Groups

 at the Utah State Office
State Director’s conference room:

Prepare a roster of all personnel who are in attendance.

When a fire alarm sounds, or when an announcement is made to exit, proceed out either door of the conference room and walk to the main entrance of the state office. [Point out the exit]  Take keys, coats, phones, and the attendance roster with you.  Exit through the main door into the hallway and turn left toward the elevators. DO NOT USE THE ELEVATORS, but use the stairwell to the left of the elevators.  Proceed down the stairs and exit the building on State Street.  Turn right (south) and walk approximately 1 block to Exchange Place. Turn right and walk approximately 1/2 block to meet with the floor warden in the orange mesh vest to report the status of your group.  

Alternate instructions:

If the main door to the hallway is blocked, proceed back to the Support Services offices and exit through the doorway on the west wall, marked with a lighted green “EXIT” sign. [Point out the alternate exit] Proceed down the stairs and exit the building on 300 South.  Turn left (west) and walk approximately 1/2 block to the alley.  Turn left at the alley and proceed to Exchange Place.  Meet with the floor warden in the orange mesh vest to report the status of your group.  

Standard Briefing for Evacuation of Unescorted Visitor Groups

 at the Utah State Office
4th floor (Minerals) conference room:

Prepare a roster of all personnel who are in attendance.  When a fire alarm sounds, or when an announcement is made to exit, proceed out the door and turn left.  Take keys, coats, phone, and the attendance roster with you.  Follow the arrows on the lighted green “EXIT” sign to the stairwell on the west wall. [Point out the exit] Proceed down the stairs and exit the building on 300 South.  Turn left (west) and walk approximately 1 block to the alley.  Turn left at the alley and proceed to Exchange Place.  Meet wit the floor warden in the orange mesh vest to report the status of your group.

Alternate Instructions:
If the west stairwell is blocked, turn right out of the conference room and proceed through the hallway door that leads to the elevators. [Point out the exit]  DO NOT USE THE ELEVATORS, but use the stairwell to the left of the elevators.  Proceed down the stairs and exit the building on State Street.  Turn right (south) and walk approximately 1 block to Exchange Place.  Turn right and walk approximately 1 block to meet with the floor warden in the orange mesh vest to report the status of your group. 
Standard Briefing for Evacuation of Unescorted Visitor Groups

 at the Utah State Office
4th floor break  room:

Prepare a roster of all personnel who are in attendance.  When a fire alarm sounds, or when an announcement is made to exit, proceed out the door and turn left.  Take keys, coats, phone, and the attendance roster with you.  Proceed down the hall, pass the orange file cabinets, and continue towards the stairs next to the mezzanine elevator. [Point out the exit] DO NOT USE THE MEZZANINE ELEVATOR OR THE PARKING GARAGE STAIRS.  Proceed down the stairs and exit the building on State Street.  Turn right (south) and walk approximately 1 block to Exchange Place. Turn right and walk approximately 1/2 block to meet with the floor warden in the orange mesh vest to report the status of your group.  
Alternate Instructions:
If the mezzanine stairwell is blocked, proceed back to the orange file cabinets and turn north and follow the lighted exit signs towards the emergency exit on the west wall with the lighted green “EXIT” sign. [Point out the exit]  Proceed down the stairs and exit the building on 300 South.  Turn left (west) and walk approximately 1/2 block to the alley.  Turn left at the alley and proceed to Exchange Place.  Meet with the floor warden in the orange mesh vest to report the status of your group.  

