Emergency PROCEDURES & Evacuation

Fire Alarm at The Rose: The Omaha Fire Department will respond immediately if an alarm is reported at or by the Theater.  

All personnel, both paid staff and volunteers, must have an understanding of emergency procedures for the theater. For paid staff, a clear understanding of their role is a requirement.  For volunteers, (i.e. ushers) a formal training will take place, followed up by each volunteer having a 3X5 card with emergency instructions they carry with them each time they work. 
FIRE ALARM: MAINSTAGE PERFORMANCES  

It is standard operating procedure to assume every alarm is “hot” and evacuation will begin immediately once the alarm goes off.  

If a fire alarm sounds during a main stage public performance, the Stage Manager will make a stage announcement with a live microphone over the PA system informing the audience to calmly evacuate the auditorium. 

The Stage Manager will remain on the stage to maintain calm and provide direction until the audience is entirely evacuated.  Unless this instruction exposes audience members to the fire, the audience will be instructed to use either the south doors to the alley or the north doors to Farnam Street so the main lobby entrances will not block the firefighters.

The House Manager will be aware if there are people in the audience who need special assistance in exiting and direct Box Office staff to provide such assistance. 

During the evacuation, the House Manager will check the fire control panel by the first floor elevator off the lobby to determine the location of the alarm.  The evacuation proceeds during this step and the building is cleared.  The House Manager will remain in the main lobby or outside the main lobby doors to serve as the primary contact when the fire department arrives.
The Box Office Staff will exit the box office, manning stations at the top of the balcony stairs, routing the audience out the south balcony exit or down the north stairs and out the north exit.  The box office staff will take responsibility for ensuring the Mezzanine level restrooms are clear.  

The cast will remove any costume pieces that may inhibit movement and will assist with the evacuation at assigned exits.  If there are backstage technical personnel, they will assist the Stage Manager as directed. Any unsecured rigging is to be secured.  The fire curtain should only be lowered (manually or by quick-release) if the “fire” is immediately in proximity of the stage/audience areas.

Once the auditorium is empty, the House Manager will assign a staff member to check the lower level restrooms. 
OTHER STAFF IN BUILDING: The above scenario constitutes the staffing present for most public performances.  On school performance days, for example, there is generally more staff support available.  With this scenario, all staff is to report to the Lobby to assist schools in carefully leaving the building and keeping their groups together.  Staging areas for this purpose would be 1) the Federal Reserve grass area directly West of The Rose; 2) the parking lot next door at the Jensen Tire store (South). 

OTHER VARIATIONS: Pre-show/Post-show.  If the house has not yet been opened or the audience has left the auditorium, the Box Office or House Manager will announce exit routes to the audience in the lobby using the fire panel PA system.  The Stage Manager, House Manager and Box Office Staff will double-check the house and balcony, and then proceed to the main lobby to assist with the evacuation.

ALL STAFF.  It is up to all staff to remain professional and calm, and assist where needed.  

FIRE ALARM: HITCHCOCK PERFORMANCES
It is standard operating procedure to assume every alarm is “hot” and evacuation will begin immediately once the alarm goes off.  

If a fire alarm sounds during a Hitchcock public performance the House Manager will check the fire control panel by the first floor elevator off the lobby to determine the location of the alarm.  

With the alarm sounding, the House Manager will notify the Director by radio, regarding where the alarm is indicated on the panel.  This knowledge is needed to ensure we are evacuating away from the source of the alarm and/or fire.  

The building will be evacuated. The Director will make a stage announcement informing the audience to calmly evacuate the auditorium, with any specific instructions as appropriate depending on the location of the alarm.  The Director will calmly direct audience members down the north stairs and the south lobby exit if possible.  The elevator is not to be used.  The Director or designated usher is to lead the way.  The Director is to be the last one out of the theater.  The determination must be made first, however, regarding the location of the fire via two-way radio communications with the House Manager.  If the path down the north stairs is impeded or threatened in any way, the alternative will be the south fire escape from the 4th floor, just outside of the Hitchcock.  

The House Manager will remain in the main lobby to serve as the primary contact when the fire department arrives.
The building remains evacuated until the Fire Department has given the “all clear.”  

GUESTS NEEDING ASSISTANCE FROM THE HITCHCOCK.  The elevator is not to be used in the event of a fire (or fire alarm).  Guests in wheelchairs or needing assistance are the top priority of the Director, and any cast and crew working the production.  It is appropriate to enlist the help of other audience members if needed.  

As the evacuation passes the Mezzanine level, the Director will check the restrooms and ensure they are cleared.  

FIRE ALARM: NON-PERFORMANCE TIMES 

1. If an alarm goes off during regular business hours, the staff evacuates the building.  Facility Director or Senior Management will serve as the primary contact for the First Department. 
2. If an alarm goes off before or after regular business hours, or on the weekend when limited staff and activities are taking place, whatever staff is present, be they paid or contracted, must ensure the evacuation of their activities and all people from the building.  The senior most person present, paid staff or contractor, would serve as the primary contact for the Omaha Fire Department.  
3. Classrooms.  Teachers will respond to a fire alarm with the assumption there is real danger.  Students will be directed to move in a calm and orderly fashion to the nearest exit and wait outside the building at the driveway into the Federal Reserve property to the west (if a north exit was most convenient) or at the corner of 20th and Harney (if a south or east exit was used) to wait for the fire department’s arrival.  All main level classrooms (1-4) will exit out and to the south 20th Street doors.  Classes held in the basement rehearsal hall will exit up the south stairs to the lobby and out the south door.  Any parents waiting in the lower lobby will be directed by the teacher of the rehearsal hall class exit using the south doors.  Box office employees will check the restrooms on both the Mezzanine and in the basement for occupants at the first sound of alarm.  Classes held in the upper classrooms will exit to the south down the fire escape, unless the way is obstructed and the north stairs must be used.

FIRE ALARM: RENTALS

If the rental includes the auditorium, the senior staff member on duty will take on the house manager duties as previously described.  If the rental does not include the auditorium, the senior staff member on duty will go to the fire panel PA system to direct the evacuation and act as the contact person for the fire department.

FIRE ALARM: SCENE SHOP

The scene shop has posted an evacuation procedure and all staff working in the scene shop will be familiar with it.  
FIRE ALARM: BROADWAY STUDIO AT BELAIR PLAZA
The Broadway studio has posted an evacuation procedure and all staff working in the Broadway studio will be familiar with it, and ensure the safe evacuation of students and guests as appropriate.  Teachers will direct students to move in a calm and orderly fashion out the front door to the north unless that exit is obstructed; in which case the class will use the back door. The class will go to the parking lot until the fire department arrives or the teacher has received notification about a false alarm.
OTHER EMERGENCY SITUATIONS

Tornado Evacuation during Performance Operations: In the event of a tornado watch, the house manager will tune a battery-powered radio to a reliable weather channel tracking the progress of the storm.  If the house manager/box office manager determines the Theater and its patrons are in imminent danger, that information should be relayed to the stage manager who will make a stage announcement and begin evacuation to the lower level of the building using the middle and south exits from the house and the south stairs to the lower lobby.  The north lobby should be avoided in any route to the basement due to the glass doors.  Box Office personnel will take the north stairs to the rehearsal hall and any cast members not involved in assisting the audience evacuation will take the northwest stairs to the tech area beneath the stage.  All patrons and employees will be encouraged to stay until the storm has passed as reported on the radio.  If any adult insists on leaving, a south exit will be recommended. 
Tornado Evacuation during EDUCATION-ONLY Operations: In the event of a tornado watch, the teacher will tune a battery-powered radio to a reliable weather channel tracking the progress of the storm.  If the teacher determines that the students are in imminent danger, the class will be led to the basement or safe area.  

Tornado Evacuation during REGULAR BUSINESS Operations: In the event of a tornado watch, the Box Office will tune a battery- powered radio to a reliable weather channel tracking the progress of the storm.  If an imminent danger exists, the Box Office staff will notify senior Company management and all staff will be directed to the basement for safety until the storm has passed.
TORNADO EVACUATION OF OTHER COMPANY FACILITIES: It is up to the supervisor or senior on-duty employee at each satellite location (Broadway studio, scene shop, satellite classrooms, etc.) to be aware of potentially dangerous weather conditions and be prepared to respond if conditions warrant seeking shelter.  The scene shop offers a basement where protection could be sought.  Other buildings we use should have “safe” areas we know about.  It is up to the education staff working those buildings to know where these “safe” areas are. 

HEART ATTACK:  In the event of a heart attack, the first responder designates someone to call 911 and designates someone else to get the AED. A staff person administers the AED while waiting for emergency personnel to arrive. 

AED’s are located on the main floor on the pillar closest to the box office, on the 4th floor just inside and to the right of the Hitchcock lobby. 

At the Scene Shop, the AED is located on the main floor, in the hallway, closest to the door to the paint deck. 

Bomb Threat: Whoever receives the threat should follow these steps:

1. Write down the exact time of the call. Record the phone number of the caller using Mixie if possible. 
2. Record the caller’s exact words. Allow the caller to say as much as possible without interruption.

3. Ask the caller these questions and record the answers:


- When will it explode?


- Where is it located?


- What does it look like?


- Who is calling?

5. Notify management and call 911 to report a bomb threat. 

6. Do not evacuate the building unless an object is found that is suspected to be a bomb. 

7. If a suspected bomb is found, evacuate the building. Get at least two blocks away from the building. Do not touch the object. 
8. The senior most member of the staff onsite will be the contact person for the policy and bomb squad. 
Make the following announcement:

We have an emergency situation. 

Please exit the building using standard fire evacuation procedures.
EMERGENCY EQUIPMENT

To facilitate evacuations due to fire or tornado, the following equipment will be available:

3 battery powered radios: one at box office, one at Broadway studio, one at shop

4 flashlights: one at box office, one at Broadway studio, one at shop, one backstage

3 2-way radios: one at box office, one backstage, one in Hitchcock

1 fire panel PA system: on north wall near elevator

First Aid kits are located in the box office, the Broadway studio, the shop, the first classroom, the green room, backstage, costume construction.
