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Client Emergency Preparations & Actions
	Safety First

	[bookmark: _GoBack]First and foremost is the safety of guests, exhibitors and contracted service employees.  Whenever an emergency situation is detected and announced, everyone is expected to evacuate the facility and safely assemble outside until the “All Clear” is given.

	Medical Emergency

	Contact the Convention Services Manager (CSM) on-duty for assistance by cell phone/radio or pick-up a white house phone to report the medical emergency.
Describe the exact location of the incident and the nature of the emergency (i.e., chest pains, ankle injury, etc.).
When a paramedic is on-duty, they can be dispatched to the location via Tampa Convention Center (TCC) radio.  If there is no paramedic on duty, 911 will be called to respond if needed.
TCC Security Command will be notified to complete an Incident Report.  The designated contact for the event will be notified so that they will be able to prepare their own documentation for their records since TCC cannot share its incident reports.

	AED – Automated External Defibrillator Locations

	The on-duty paramedic will have a portable AED with them when dispatched inside the building.  TCC staff has been trained in the use of AED units.  TCC has four (4) AED units mounted on the wall with an AED locator sign in these locations.

	First Floor
•  Franklin Street Entrance inside the alcove area near Ballroom D.
· Inside the Rotunda between Meeting Room 17 and Ballroom A
	Third Floor
· Outside the Central Hall Entrance doors near the Business Center.
· Inside the back of the West Hall near Dock Door #2

	Fire Alarm

	Please evacuate the building if the alarm goes off and the announcement says to evacuate.  The CSM on-duty will be in communication with the Event Organizer/Show Manager regarding the status of the alarm.  The designated area for safe assembly outside the building is Cotanchobee Park.  Persons with disabilities will be directed to the Sail Pavilion or areas of safe refuge.  These designated areas can be reviewed in a walk through prior to the event.

	Severe Weather Emergencies

	The CSM will remain in close contact with the Event Organizer/Show Manager regarding the status of severe weather conditions to determine  an  appropriate  plan of action.  A discussion of possible weather related scenarios can be reviewed in advance.

	Power Outage

	TCC is equipped with an emergency generator that will activate all emergency lighting and circuits within approximately 5 seconds of a power interruption.  An adequate level of emergency lighting is available in hallways, stairwells, restrooms, ballrooms, meeting rooms and exhibit halls for at least 24 hours.

	Bomb Threats

	The person answering the phone call will secure as much detail as possible from the caller.  911 will be notified immediately to have police support dispatched to the Security Command Office.  The CSM and Event Organizer/Show Management will remain in close contact for updates.  The police supervisor-in-charge will assess the threat and determine appropriate actions.
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	Active Shooter

	Active shooter situations are unpredictable and evolve quickly.  Remain calm.  Be aware of your environment, escape routes and get away from the location of the active shooter as quickly as possible.  Your three best options recommended by Homeland Security are:  RUN, HIDE, FIGHT.    Report suspicious behavior or activities to TCC Security to be investigated.  “See Something, Say Something”!

	Preparations for Emergencies  –  What You Can Do?

	· Start conversations early with your Convention Services Manager (CSM) about reviewing Emergency Procedures for the Tampa Convention Center (TCC).  Your CSM will be able to provide helpful advice on how to keep your event safe for attendees and exhibitors.

· Effective communication is key in keeping activities safe and contingency plans in place for a successful event or conference.  Share the details about potentially hazardous exhibits or unusual activities that may be involved in producing your event.

· Be thinking about how your event will safely fit into each space your event is contracted to use.  Audio visual set-ups and displays must not block emergency exits or fire safety equipment.

· Have you identified a means of providing reasonable accommodations for persons with special needs to safely evacuate in case of an emergency?  Providing easy access to emergency exits, stages, exhibits and transportation.

· Who will be the primary and back-up contacts for your event in case of emergency situations?  What are the best ways to ensure immediate access to these contact persons?

· Do you have a clear chain of communication with one primary spokesperson relaying a consistent message for your website, social media channels and in person?

· Do you maintain updated contact information (phone, email and text) for your attendees, exhibitors, presenters and service providers at your on-site/off-site offices?  Communication of emergency updates will be more efficient when these preparations can be arranged in advance.

· Can you remotely access your website to provide updates on the schedule of events, speaker changes and severe weather/emergency situations?

· We are here to help you with exploring contingency plans and creating flexible options. Should changes occur, we will adapt with you to develop the best possible contingency plan.



Have a Safe and Enjoyable Event!
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