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Emergency Action Plan 
 

Guidelines for actions to be taken by persons on VTCRC grounds in case of emergencies that 
have a reasonable likelihood to affect the VTCRC. These guidelines should supplement 

instructions from professional personnel such as police officers, firefighting units or emergency 
medical technicians (EMTs) and should in no way interfere with their professional judgment. 

 

In the event of an emergency, always dial 911 first. 
 

Virginia Tech Corporate Research Center 
(VTCRC or CRC) 
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1. Introduction 
 
1.1. PROMULGATION 
 
The Emergency Action Plan (EAP) for the Virginia Tech Corporate Research Center (VTCRC) 
will be made available online at www.vtcrc.com/about/eap. Printed copies of the EAP will be 
provided to current tenants upon request. Concurrent with online publication, a notice that 
indicates the location of the document as well as a request to provide updated emergency 
contact information will be sent to current tenants. Additionally, the VTCRC will make ongoing 
efforts to incorporate language in all lease documents concerning the EAP by adding it to 
existing lease agreements upon renewal and including it in new lease agreements upon initial 
execution. 
 
1.2. LEGAL 
 
Disclaimer 
The information contained in the Emergency Action Plan (EAP) for the Virginia Tech Corporate 
Research Center (VTCRC) has been prepared for instances concerning the people, offices, 
buildings, and grounds associated with the VTCRC. This information is intended for use when 
an emergency affects or has the potential to affect two or more tenants. The EAP consists of 
the best efforts of the VTCRC to provide a guide for emergency procedures, but it cannot be 
assumed that all potential scenarios have procedures listed within this document or that 
additional resources may not be required to respond appropriately. In any emergency, 911 
should always be the first resource used, the EAP is meant to be a document supplemental to 
the efforts of professional emergency responders. Individual experience, judgment and reason 
are important in considering how and when to use the EAP in response to an emergency. No 
guarantee or warranty is made by the VTCRC concerning the sufficiency and success of the 
EAP; therefore, the VTCRC assumes no responsibility in connection to the EAP. Note that this 
plan is intended to provide guidelines for action during major emergencies that affect multiple 
tenants and/or areas within the VTCRC. For smaller-scale matters that require urgent or 
immediate attention, the VTCRC Administrative Office should be contacted during the workday 
and after-hours situations should be directed to the VTCRC’s prompt response provider, G. J. 
Hopkins, Inc. Please visit www.vtcrc.com/after-hours-assistance/ for more information. Note 
that this plan can be updated and/or adjusted at any time without notice.  
 

http://www.vtcrc.com/about/eap
http://www.vtcrc.com/after-hours-assistance/
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1.3. PURPOSE 
 
The purpose of the VTCRC EAP is to provide guidelines for actions to be taken by the persons 
on VTCRC grounds in case of emergencies that have reasonable likelihood to affect the 
VTCRC. The VTCRC EAP supersedes all previous VTCRC-wide emergency response plans. 
Nothing in the EAP, or any associated documents, should be construed as limiting the use of 
good judgment and common sense in matters not foreseen or addressed by the EAP. These 
guidelines should supplement instructions from professional emergency management 
personnel such as police officers, firefighting units or emergency medical technicians (EMTs) 
and should in no way interfere with their professional judgment. 
 
 
1.4. SCOPE 
 
The EAP and its contents apply to all VTCRC tenants, their employees and visitors and any 
additional persons on VTCRC grounds such as contractors. The EAP applies to emergency 
scenarios where multiple tenants as well as public areas such as roads, parking lots, building 
lobbies, etc. are being affected. If an emergency is internal to a single office or tenant, it is 
expected the emergency will be handled as per the instructions specified in the Tenant 
Emergency Action Plan (TEAP). 
 
 
1.5. SITUATION OVERVIEW 
 
The main campus of the VTCRC is located in the Town of Blacksburg, within Montgomery 
County, in the New River Valley of southwest Virginia. Located adjacent to the Virginia 
Polytechnic Institute and State University (Virginia Tech) campus, the VTCRC consists of 
approximately 1.2 million square feet of office and lab space covering 230 acres of land and 
housing over 180 research, technology and support companies within 33 buildings. As of 
August 2018, the tenants of the VTCRC employ over 3,000 people. These numbers are subject 
to change; therefore, this section will be updated every six months. 
 
The central mission of the VTCRC is to grow businesses that matter. The VTCRC develops a 
growing, prestigious research park for high-technology companies. In collaboration with 
Virginia Tech, emphasis is placed on the advancement of the research, educational and 
technology transfer missions of the university. 
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The VTCRC advances the research mission by helping to create research relationships 
between companies at the VTCRC and Virginia Tech. The VTCRC advances the educational 
mission by working with faculty to identify student projects that can be done at the VTCRC. The 
VTCRC advances the technology transfer mission by having an incubator program called VT 
KnowledgeWorks that helps to create companies based on Virginia Tech-developed 
technology licensed by Virginia Tech Intellectual Properties, Inc. (VTIP). 
 
1.6. ASSUMPTIONS 
 
The VTCRC has assumed the following during the formulation of this plan: 
 

• The VTCRC EAP is intended for use in situations where more than two tenants are 
affected or could be affected by an emergency or in situations where an emergency 
affects or has the potential to affect any public area that has the potential to be 
frequented by two or more tenants. 

• Individual offices have fulfilled, to the best of their ability, their obligation to provide a 
smaller- scale, tenant-based emergency action plan for emergencies limited in scope. 
This plan is referred to as the TEAP for the purposes of the EAP. 

• Each tenant has identified a Tenant Emergency Coordinator who has the responsibility 
of contacting the Emergency Leadership Team when an emergency arises. 

• Each tenant has provided the VTCRC Administrative Office with the contact information 
for their Tenant Emergency Coordinator. 

• An emergency may occur with little to no warning. 
• Tenants, staff, employees, visitors and contractors will fully cooperate with instructions 

given by first responders or the Emergency Leadership Team. 
 

2. Operations 
 
2.1. EMERGENCY ALERTS 

It is strongly encouraged that all persons working in the buildings or on the grounds of the 
VTCRC sign up to receive email alerts from the VTCRC. Registration for these alerts can be 
completed on the VTCRC homepage (www.vtcrc.com). At the bottom of the homepage, tenants 
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can enter their email address to register. Tenants have the option of only registering for the 
important alerts. 

Updates will also be posted to the dedicated Research Park Alerts page, 
http://www.vtcrc.com/resources/alert/. When a situation arises in which the research park 
determines that immediate action is required or if information impacts the park and employees, 
a notification will be posted on this web page. In addition to this method, announcements may 
be shared via the following (depending on the news item): 
 

1)    Scrolling banner on home page 
2)    Facebook: https://www.facebook.com/vtcrc/  
3)    Twitter: https://twitter.com/vtcrc  

Due to the proximity of the VTCRC to the Virginia Tech campus, tenants of the VTCRC may 
register for the Virginia Tech’s emergency alert system. The following alerts are available: 
 

• VT Alerts: Virginia Tech’s urgent notification system is comprised of a variety of 
methods by which the university can contact students, faculty and staff. Subscription 
to this system is strongly encouraged and can be done at 
https://subscribe.alerts.vt.edu/alerts-subscribe/guest/index.html. Alerts can be sent 
via text messages, instant messages, calls to home, office or mobile phones and 
emails to non-Virginia Tech addresses. 
 

• Emergency Alert Siren System: When emergency conditions present a danger to 
persons outdoors, Virginia Tech may activate the siren system. The sirens can 
broadcast both tone and voice messages. When the siren is heard, individuals 
should immediately go inside and seek more information. 

 
A variety of alerts are also available through Montgomery County. 

• Citizens Alert: Users can opt to receive Emergency Notifications as well as 
updates on general news and happenings around the Town. Please visit 
http://www.blacksburg.gov/departments/departments-a-k/community-
relations/citizens-alert for more information. 

  

http://www.vtcrc.com/resources/alert/
https://www.facebook.com/vtcrc/
https://twitter.com/vtcrc
http://www.blacksburg.gov/departments/departments-a-k/community-relations/citizens-alert
http://www.blacksburg.gov/departments/departments-a-k/community-relations/citizens-alert


 
 
 
 
 

8 
 
 
 
 
 

2.2. EMERGENCY LEADERSHIP TEAM: ROLES AND RESPONSIBILITIES 

 
Figure 2.1 This diagram is a visual representation of the Emergency Leadership Team used 
by the VTCRC. The Emergency Leadership Team is comprised of current positions within the 
VTCRC Administrative Office and is an adjusted implementation of the Incident Command 
System (ICS) described by FEMA. 
 
TENANT RESPONSIBILITIES 
 
• Tenant Emergency Coordinator 

o Small scale emergency 
 Responsible for alerting the authorities before taking any further steps. 
 Responsible for activating the Tenant Emergency Action Plan (TEAP), if 

necessary. 
 Responsible for informing the VTCRC Administrative Office by calling  

540-961-3600. 
 

o Large scale emergency 
 Responsible for alerting the authorities before taking any further steps. 
 Responsible for activating the Tenant Emergency Action Plan (TEAP). 
 Responsible for activating the Emergency Leadership Team phone tree (p. 24). 
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EMERGENCY LEADERSHIP TEAM RESPONSIBILITIES 
 

• Incident Commander / Liaison Officer – Buildings and Grounds Superintendent  
o Responsible for directing all emergency operations.  
o Plays an active role in every emergency scenario.  
o Responsible for focusing on the bigger picture of the VTCRC \  
o Responsible for communicating with the emergency responders.  
o Assists first responders by providing pertinent information that the responders 
may need.  

  
• Public Information Officer – President/CEO  

o Responsible for initiating media communications.  
o Responsible for maintaining internal and external communications by being 
aware of incidents within and outside the VTCRC boundaries and communicating 
those to either the Incident Commander and/or an external resource.   
  

• Safety Team – Real Estate Manager and Sales & Relationship Manager  
o Responsible for receiving and compiling details reported by the Tenant 
Emergency Coordinators such as missing persons, specific building damages, etc. 
and communicating those to the Incident Commander.  
o Responsible for tenant communications   
o Supports the other branches of the Emergency Leadership Team in whatever way 
possible.   
  

• Logistics Team – Director of Accounting & Financial Reporting   
o Responsible for monitoring costs of the emergency such as damages, repairs, 
replacements, etc.   
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3. Emergency Response Actions 
 
In case of an emergency, each tenant will have an emergency contact, or a Tenant Emergency 
Coordinator, who will alert the Emergency Leadership Team of any emergency situations 
AFTER they have alerted the authorities. A phone tree (p. 24), found under emergency 
numbers, will be available to each of the Tenant Emergency Coordinators so that when an 
emergency happens, the Tenant Emergency Coordinator can contact the first numbers on the 
list and so on down the list until one of the Emergency Leadership Team members has been  
contacted and the team has been activated. Once activated, the first person on the Emergency 
Leadership Team who was reached acts as the Incident Commander until the pre-designated 
Incident Commander has been contacted and is available to take over. The Incident 
Commander is the only position that is always active and participates in resolving every 
emergency. Depending on the scope and scale of the emergency, the Incident Commander has 
the option of activating one or more of the other branches to assist with the restoration of 
VTCRC safety. 
 
When responding to various emergencies, one should keep in mind that this EAP is designed to 
respond to multi-tenant emergencies. A multi-tenant emergency consists of a situation that 
affects, or has the potential to affect, multiple offices, buildings, or public areas (such as parking 
lots, outdoor dumpsters, hallways, etc.). If the emergency can be or is contained within a room 
or an office, the Tenant Emergency Coordinator’s instructions and the emergency procedures 
laid out by that particular office in their TEAP should be followed. This EAP is designed to assist 
with emergencies that reach beyond the limits of one tenant and should only be used in 
scenarios that affect multiple offices or public spaces. Please be aware that 911 should 
always be the first resource notified in case of an emergency. 
 
3.1.  EVACUATION PROCEDURE 

Many emergencies have the potential to result in an evacuation. If an evacuation is necessary, 
each office should have an established assembly point where the tenants, their employees and 
their visitors should go for a roll call. After roll has been taken by the Tenant Emergency 
Coordinator, any missing persons should be reported to the Incident Commander. The Incident 
Commander will collect information about any missing persons and work with the authorities to 
help restore safety and update tenants with any pertinent information. 
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3.2.  MEDICAL PROCEDURE 

If a medical emergency occurs, the following steps are recommended. Proceed to the nearest 
phone and call 911. Be ready to report the following information: 
 

• Precise location of the victim 
• Nature and extent of the injury or illness 
• Gender of the victim 
• Approximate age of the victim 
• Pertinent medical history (if known) 

After giving as many details as possible to the dispatcher, protect the victim from further injury 
by removing any immediate threats. Designate another person in the area to direct emergency 
responders to the location of the medical emergency if possible. Do not move the victim unless 
there is immediate danger of further harm that cannot be avoided. Try to assist the victim by: 
 

• Keeping the victim warm 
• Providing First Aid if properly trained and it is safe to do so 

 
3.3.  PHYSICAL THREATS 
 
All physical threats should be reported to the Incident Commander. All physical threats have the 
potential to cross tenant boundaries. This EAP suggests procedures for emergencies such as a 
bomb threat, suspicious package, workplace violence and active shooters. 911 should always be 
the first resource notified in case of a physical threat. 
 
BOMB THREAT PROCEDURE 
 
The following steps are suggested in instances of a bomb threat. If a threatening call is received, it 
is important to remain calm and try to obtain as much information as possible from the caller. Bomb 
threats are always assumed to be real and are usually received by telephone. Asking questions of 
the caller is encouraged as long as the call recipient does not irritate and anger the caller. If 
possible, use the Bomb Threat Checklist (found under Quick Reference Guides) to record important 
information. Try to get the caller to reveal as much information as possible by asking the following 
questions: 
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 Where is the bomb? 
 When is the bomb going to explode? 
 What does the bomb look like? 
 What kind of bomb is it? 
 Did you place the bomb? 
 Why are you doing this? 
 What is your name? 
 Where are you now? 

When listening to the caller, try to determine the following: 

 The exact time of the call 
 The mood of the caller (calm, angry, excited, etc.) 
 The speed of the voice of the caller 
 Any speech identifiers (lisps, stutters, etc.) 
 Gender of the caller 
 Any accents the caller might have 
 Any background noises (machinery, water, etc.) 

Immediately after the call is completed, call 911. Provide the police with the following: 

 Context of the threat 
 The telephone number on which it was received 
 Your name, your room number and a telephone number where you can be 

reached 

Follow the instructions of the Emergency Personnel. Notify the Tenant Emergency 
Coordinator in your office that you have received a bomb threat and have called the police. 
Do not state the nature of the call to anyone else. Complete the Bomb Threat Checklist and 
remain at your location until the police arrive. 

The Tenant Emergency Coordinator will activate the phone tree (p. 24) for the Emergency 
Leadership Team to inform the Incident Commander that a bomb threat has been received. 
The Incident Commander will be available to assist the office that received the threat, work 
with the authorities to restore safety and inform surrounding offices of the situation if 
necessary. 
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SUSPICIOUS PACKAGE PROCEDURE 

The following guidelines are intended to help identify suspicious packages and mail. A 
diagram can also be found under the Quick Reference Guides section. A suspicious letter or 
package is one that is unexpected or unknown and has some or all of the following 
characteristics: 

 Excessive postage 
 Misspellings of common words 
 Excessive weight 
 Rigid envelope 
 Foreign mail, airmail, or special delivery 
 Handwritten or poorly typed address 
 Restrictive markings such as confidential, personal, etc. 
 Excessive securing 
 Incorrect titles 
 Oily stains or discolorations 
 Visual distractions 
 Lopsided or uneven 
 Titles but no names 
 No return address 
 Protruding wires or tinfoil 

If a suspicious package is received or if you encounter an unattended package, bag, or 
luggage, it is suggested to immediately call 911. It is recommended that you do not touch, 
move or open the package. Do not investigate the package. Do not cover, insulate or place 
the package into a cabinet or drawer. You should leave the area and notify local law 
enforcement as well as your supervisor. Law enforcement will give you the instruction to 
evacuate as well as any other pertinent instructions. 

The Tenant Emergency Coordinator will activate the phone tree (p. 24) to inform the Incident 
Commander that a suspicious package or letter has been received and the Incident 
Commander will be available to assist the office that received the threat, work with the 
authorities to restore safety and inform surrounding offices of the situation if necessary. 
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ARMED INDIVIDUAL 

If an active shooter is on the property, it is recommended that you quickly determine the most 
reasonable way to protect your own life. Some options are as follows:  

 Evacuate 
o Be sure to keep your hands visible in case you happen upon law enforcement 

authorities. 
 

 Stay in place 
o If you are outdoors, seek immediate shelter. 
o Stay inside a room or an office until otherwise directed or the danger has subsided. 
o Close all windows and doors. Block entry to your hiding place and lock the doors if 

possible. 
o Remain calm and quiet. 
o Call emergency personnel when it is safe to do so. 

After the authorities have deemed it safe to leave your hiding place, inform the 
Tenant Emergency Coordinator of any pertinent information you may have such as 
shooter identifiers, injured coworkers, building damage, continuous threats, etc. 
 
The Tenant Emergency Coordinator will activate the phone tree (p. 24) and relay all 
pertinent information to the Incident Commander. The Tenant Emergency Coordinator 
should be ready to report incident as well as missing and/or injured persons to the Incident 
Commander. The Incident Commander will be available to assist the affected offices in the 
VTCRC, work with the authorities to restore safety and inform surrounding offices of any 
necessary updates. 

CIVIL DISTURBANCES AND WORKPLACE VIOLENCE  

If a disturbance or demonstration is taking place outside your building, know that 
these actions, in general, offer little danger to building occupants. However, it is still 
advisable to close any window coverings and stay away from the windows. Do not 
take action against any individuals unless your personal safety is threatened. If 
necessary, notify law enforcement personnel. 

If workplace violence occurs, immediately report the incident to the police and then 
to your Tenant Emergency Coordinator. The Tenant Emergency Coordinator should 
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then activate the phone tree (p. 24) to alert the Incident Commander of the situation 
and who will then assist with any necessary further action. After notifying the 
authorities and your supervisor, the following actions are suggested: 

 Secure the area where the disturbance occurred. The area may be considered a 
crime scene, so leave everything untouched. 

 Make sure there is no potential for additional injury. 
 Call medical assistance if necessary or administer first aid if properly trained. 
 If business must continue, shift personnel as needed to cover essential work 

functions. 
 
The Tenant Emergency Coordinator will relay all pertinent information, such as building 
damage and missing or injured persons, to the Incident Commander. The Incident 
Commander will be available to assist the office, work with the authorities to restore safety 
and inform surrounding offices of any necessary updates. 
 

3.4. ENVIRONMENT RELATED THREATS 

Weather emergencies can pose serious threats to the VTCRC community. When severe 
weather occurs, VTCRC Administration will determine whether VTCRC buildings will be open 
or closed. Check your email for any VTCRC alerts or the VTCRC webpage for this 
information. You may also check with the local Forecast Office of the National Weather 
Service, www.weather.gov/rnk. 

Damage caused by weather-related events can vary. For instances where weather affects, or 
has the potential to affect, more than one tenant, office or building, the following guidelines 
should be followed. 911 should always be the first resource notified in case of an emergency. 

EARTHQUAKE 

While earth tremors do occur in Virginia, it is extremely unusual for one to occur that is 
noticeable to building occupants and even rarer for one to be dangerous or destructive. 

If an earthquake does occur, the following guidelines are recommended:  

 Take cover immediately: under a desk, table or chair or against corridor walls. 
 Drop your body low to the ground and cover your head, protecting it from material 

that might fall from the ceiling, walls or bookshelves. 
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 If you are outdoors, keep away from buildings, poles or other structures that could 
overturn. 

 Be alert for aftershocks. 

After a minor quake (brief rolling motion): 

 Restore calm. 
 Report damage and/or hazardous material releases immediately to your Tenant 

Emergency Coordinator. 
 Await further instructions. 

After a major quake (violent shaking): 

 Restore calm. 
 Report injuries to 911. 
 Report damage to your Tenant Emergency Coordinator. 
 Evacuate carefully. 
 Be alert for aftershocks. 
 Meet at your company’s designated assembly point (not specified in this EAP). 
 Await instructions, be patient, help others. 
 Do not enter buildings until they have been examined and cleared by professional 

emergency personnel. 

The Tenant Emergency Coordinator should report all damage, hazardous material escapes, 
missing persons and relevant information to the Incident Commander as soon as possible. 
The Incident Commander will be available to communicate with the authorities to restore 
safety and update the tenants with any pertinent information. 

SEVERE WEATHER 

Severe weather emergencies can pose serious threats to VTCRC personnel. Some 
examples of severe weather storms are tornadoes, hurricanes, polar vortices, etc. A severe 
weather watch, such as a tornado watch or a hurricane watch, means that weather 
conditions are favorable for the development of severe weather and the situation should be 
closely monitored for worsening conditions. A severe weather warning, such as a tornado 
warning or a hurricane warning, means that severe weather has been spotted and safety 
measures should be taken. 



 
 
 
 
 

17 
 
 
 
 
 

In severe weather situations, the VTCRC Administrative Office will determine whether 
the buildings will remain open or be closed. If severe conditions arise during the work 
day, the following actions are recommended: 

 If you are outdoors, move indoors as soon as possible. 
 Avoid upper floors, large glassed areas and windows. 
 Stay away from electrical service panels and appliances. 
 Stay calm and alert. 

More serious conditions can require a shelter-in-place type response. Under these 
circumstances, administration will call for shelter-in-place protocol to be put in place. When 
this happens, follow the following steps: 

 Remain calm. 
 Immediately seek shelter inside the closest sturdy building. Do not wait until you 

physically see a tornado or severe weather event to react. 
 Resist the temptation to go outside and check the weather conditions yourself. 
 Once inside, stay away from windows, glass and unsecured objects that may fall. 
 Seek shelter in interior rooms and corridors. 
 Avoid large, free-standing expanses such as auditoriums and gymnasiums. 
 Do not use elevators. 
 Protect yourself from free-flying debris by taking shelter under a desk or heavy table 

and covering your head. 
 Await further instruction from the alert systems and emergency personnel. 
 Do not leave until professional emergency personnel indicates that it is safe to do 

so. 

After a severe storm has happened and it is safe to leave your shelter, any damages to 
buildings should be reported to the Tenant Emergency Coordinator. Watch for gas leaks, 
electrical system damage and sewer and water damage. Downed power lines can also be 
common; NEVER handle live electrical equipment, especially in wet areas. Help injured 
persons if you can do so without putting yourself at risk of injury. The Tenant Emergency 
Coordinator should collect all reports of building damage as well as missing or injured 
persons and report them to the Incident Commander. The Incident Commander will be 
available to communicate with the authorities to restore safety and update the tenants with 
any pertinent information. 
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3.5. FACILITY RELATED THREATS 

Facility emergencies can vary in severity and scope. After the proper safety measures have 
been taken and it is safe to do so, the Incident Commander should be notified of any building 
damage. 911 should always be the first resource notified in case of an emergency. 

EXPLOSIONS 

If an explosion occurs in the workplace, the following steps are recommended: 

If an earthquake does occur, the following guidelines are recommended:  

 Leave the building quickly and calmly. 
 Notify emergency personnel by calling 911. 
 If you are unable to exit the area, take refuge under a sturdy desk or table. 
 If there is a fire, stay low to the floor. 
 If you are trapped in debris, tap on a pipe or wall so that rescuers can hear where 

you are. 
 

When it is safe to re-enter the building, take note of all damages as well as missing or 
injured persons and report them to The Tenant Emergency Coordinator. All reports should 
be collected and given to the Incident Commander. The Incident Commander will be 
available to communicate with the authorities to restore safety and update the tenants with 
any pertinent information. 
 
BUILDING FIRES 

If a fire is suspected or a fire alarm sounds, your first reaction should be to alert the people 
around you. The following protocol is suggested to maintain personal safety: 

 Act immediately but stay calm. 
 Stay low in case of smoke or fumes. 
 Do not waste time searching for valuables. 
 Do not attempt to extinguish a fire unless you are trained to do so. 
 Feel the doorknob or higher on the door with the back of your hand. If it feels hot, 

fire maybe on the other side of the door, so keep it shut. Stuff clothing, towels or 
newspapers in the door’s cracks to keep smoke out. 
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 Even if the door is cool, open it slowly. Stand low and to one side of the door in case 
smoke or fumes seep around it. 

 If heat and smoke come in, slam the door tightly. 
 If you open a window for your escape, be sure the other windows and doors in the 

room are closed tightly. Otherwise, the draft from the open window may draw smoke 
and fire into the room. 

 If the hallway is clear of smoke, walk in a calm manner to the nearest fire exit and 
evacuate the building. Use the stairs to exit, never use the elevators. 

  Close doors as you leave to confine the fire as much as possible. 
 If the alarm is not already sounding, pull it on your way out of the building. If there is 

no alarm, yell “Fire” as you leave. 
 Move quickly to an open area, away from buildings, trees, power lines and 

roadways. Head to your office’s designated assembly area (not specified in the 
EAP) if it is safe. 

 Alert Emergency Responders as soon as you are safe by calling 911. 
 

After the office has met at the designated evacuation location, the Tenant Emergency 
Coordinator will report the incident as well as missing persons to the Incident Commander. 
They should be prepared to report as many details as possible concerning the emergency 
and any persons that remain unaccounted for. The Incident Commander will be available to 
communicate with the authorities to restore safety and update the tenants with any pertinent 
information. 
 
LOSS OF ELECTRIC POWER 

The VTCRC has a maintained infrastructure of utilities that is generally uninterrupted. 
However, emergencies such as a loss of electric power can occur. During this type of 
emergency, remaining calm and following the listed recommendations will help minimize the 
disruption to everyday activities. 
 

 Stay low in case of smoke or fumes. 
 Take actions to preserve human and animal safety and health. 
 Take actions to preserve research. 
 Turn off and/or unplug non-essential electrical equipment, computer equipment and 

appliances. 
 Keep refrigerators and freezers closed throughout the outage. 
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 Evacuate the building if instructed to do so. Emergency lighting is provided in halls 
and stairways to ensure occupants can evacuate safely. 

 Do not use candles or open flame. 
 

All power outages should be reported to the Incident Commander by the Tenant Emergency 
Coordinator. The Incident Commander will communicate with the necessary resources to 
restore safety and update the tenants with any pertinent information. 

3.6. HAZARDOUS MATERIAL SPILLS AND EXPOSURES 
 

Due to the research aspect of the VTCRC mission, this EAP takes into consideration the 
presence of certain hazardous materials that can be found in the VTCRC. Proximity to the local 
highways (Interstate 81, U.S. Route 460, and Interstate 77) has also been considered. The 
EAP provides suggested responses to allow for hazardous material emergencies due to the 
aforementioned major highways where large trucks routinely carry certain hazardous materials 
as well as any hazardous materials that may be present in the VTCRC research facilities. 

HAZARDOUS MATERIALS 

Minor spills of hazardous chemicals that pose little or no threat to the safety and health of 
personnel can be cleaned by competent personnel that have been trained to do so. 
Procedures for laboratory personnel to handle chemical, biological or radiological spills should 
be included in the laboratory safety plans as a part of the TEAP. Trained laboratory personnel 
are authorized to determine appropriate emergency responses for their laboratories. A 
hazardous material emergency exists when cleanup of a spill of a hazardous material is 
beyond the level of knowledge, training or ability of the staff in the immediate spill area or the 
spill creates a situation that is immediately dangerous to the life and health of persons in the 
spill area or facility. When this type of spill occurs, the following steps are recommended: 

 Alert people in the immediate area of the spill and evacuate the room. 
 Confine the hazard by closing doors as you leave the room. 
 Use eyewash or safety showers as needed to rinse spilled chemicals off of 

individuals. 
 Evacuate any nearby rooms that may be affected. If the hazard will affect the entire 

building, everyone should be evacuated. 
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When all personnel are safely evacuated, 911 should be called so that the Blacksburg Police 
or Fire Department is notified of the spill. Be prepared to report the following information: 

• Type of chemical 
• Location of spill 
• Size of spill 
• Name and telephone number of the caller 
• Extent of any injuries 

After the authorities have been notified, the Tenant Emergency Coordinator should update the 
Incident Commander of the situation. The Tenant Emergency Coordinator should be ready to 
report any damages as well as missing or injured persons. The Incident Commander will be 
available to assist the authorities to restore safety to the VTCRC and update tenants of any 
pertinent information. Note that any and all spills should be communicated to the 
Administrative Office. 

TRANSPORTATION ACCIDENTS 

In the event of a major accident such as an airplane crash or a large truck collision where 
harmful chemicals are released into the air, an evacuation of the VTCRC may be necessary. 
The Incident Commander will notify the Tenant Emergency Coordinators of any necessary 
actions. It is imperative that all instructions from the Incident Commander, Emergency 
Leadership Team or other professional emergency personnel be followed. 

 

4. Miscellaneous Information 
4.1. GLOSSARY 

Demonstration 

A demonstration consists of a group of people meeting or marching in public as a protest an 
issue or in order to express views on a political issue. 
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Disturbance 

A disturbance is anything that interrupts the peaceful atmosphere of the office, building or the 
VTCRC as a whole. 

Emergency Leadership Team 

The Emergency Leadership Team is a group of people from the VTCRC Administrative Office 
that play the roles necessary to restore safety to the park in case of an emergency. 

Employee 

An employee is any person being paid by the tenant for a skill or service. This includes, but is 
not limited to, full time employees, part time employees, interns and contractors. 

Evacuation Assembly Point 

The Evacuation Assembly Point is a location designated by the Tenant Emergency 
Coordinator. This location is outside of the building and serves as a meeting location in case of 
an evacuation so an accurate roll can be called and any pertinent information can be collected. 

FEMA (Federal Emergency Management Agency) 

FEMA is a government agency specializing in the preparation of the government, organizations 
and individuals for emergency situations. 

Hazards 

A hazard is something that can cause additional damage in an emergency. Some examples 
include biohazards, chemicals and heavy machinery. 

Multi-Tenant Emergency 

A multi-tenant emergency occurs when more than one tenant is affected or has the potential to 
be affected by an emergency situation. In cases where public spaces are affected or have the 
potential to be affected, it is considered to be a multi-tenant emergency. 

Severe Weather Warning 

A severe weather warning occurs when severe weather has been spotted or noticed. 
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Severe Weather Watch 

A severe weather watch is when severe weather has not been spotted or noticed, but 
conditions favor the development of severe weather. 

Tenant 

A tenant is considered to be a company that occupies space that is managed by the VTCRC 
per a mutually agreed-upon contract. 

Visitor 

Anyone who is not considered staff or an employee of a tenant and is on VTCRC- managed 
property is considered to be a visitor. 

Workday 

Days Monday through Friday from 8:00 a.m. to 5:00 p.m. are considered to be workdays. 
National holidays are not considered to be workdays. 

4.2. ACRONYMS 
 

CRC  Corporate Research Center (short for VTCRC, see below) 
 
EAP  Emergency Action Plan 
 
EMT  Emergency Medical Technician 
 
FEMA  Federal Emergency Management Agency 
 
ICS  Incident Command System 
 
MSDS Material Safety Data Sheet 
 
TEAP  Tenant Emergency Action Plan 
 
VTCRC Virginia Tech Corporate Research Center 
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4.3. EMERGENCY NUMBERS 
 
Local Emergency Response Authorities: 

• Emergency Responders  911 
• Blacksburg Police Department 540-961-1150 
• Blacksburg Fire Department 540-961-1175 
• Virginia Tech Police Department 540-231-6411 

 
Current Emergency Leadership Team Phone Tree (Alpha order by last name):  

• Harris, Terri - Director of Accounting and Financial Reporting  
o Office Number: 540-961-3600, ext. 2102  
o Mobile Number: 540-392-6726  

  
• Malone, Brett – President and CEO  

o Office Number: 540-961-3600, ext. 2103  
o Mobile Number: 540-250-1628  

  
• Morris, Pat - Real Estate Manager  

o Office Number: 540-961-3600, ext. 2123  
o Mobile Number: 540-750-6762  

  
• Williams, Eddie - Buildings and Grounds Superintendent  

o Office Number: 540-961-3600, ext. 2104  
o Mobile Number: 540-750-1338  
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5. Tenant Emergency Action Plan (TEAP)  
 
Tenants and the Tenant Emergency Coordinators of the VTCRC should be familiar with the 
procedures laid out by the Emergency Action Plan as it describes pertinent steps to take under 
a variety of emergency situations. Tenants along with their Tenant Emergency Coordinators 
should also prepare individual Tenant Emergency Action Plans (TEAPs) for their specific 
buildings or offices. All building and office occupants should be familiar with their TEAP and 
knowledgeable of the EAP set forth by the VTCRC. Any questions concerning the TEAP should 
be directed toward the Tenant Emergency Coordinator and those concerning the EAP should be 
directed toward the Incident Commander. Please note that neither the Administrative Office nor 
the Incident commander will be collecting or maintaining records of individual TEAPs. 

The TEAP, at the very least, should include the following information: 
 

• The physical address of your building/suite. 
• Evacuation routes, exit points and an evacuation assembly point for post-emergency 

roll call. 
• A list of building or office occupants with disabilities and procedures that allow their 

specific needs to be met during an emergency. 
• When and how to evacuate the building. 
• Locations of emergency materials such as fire extinguishers and fire pull alarms. 
• Proper procedure for notifying emergency responders about an emergency in 

the building or work area (Call 911). 
• An updated staff roster and visitor procedures in case of an emergency. 
• Unique hazards for the office or building such as specific biohazards or chemicals. 
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6. Quick Reference Guides 
 
6.1. BOMB THREAT CHECKLIST 

 
 

Bomb Threat Checklist 
 
TELEPHONED THREAT 

As soon as a telephoned bomb threat is received, the person answering the telephone should 
signal a fellow employee to inform the Police Department by calling 911. The person receiving 
the call should be guided by the following instructions: 

1. Remain calm and try to hold the caller on the phone as long as possible. 

2. Record exact time and date of call. Date: Time: 

3. Record the exact words of the caller. 

4. If the caller is interested in talking, encourage him or her to do so by asking questions. 

5. When possible, ask caller:   

a. The time the bomb is set to go off: 
b. The location of the bomb (the exact spot if possible), and why it was placed there: 

 
c. The kind of explosive material in the bomb (dynamite, black powder, TNT): 
d. How the device will be set off (timing mechanism, heat, radio, etc.): 
e. If there is any special way to identify the bomb: 
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6. From the voice of the caller, try to determine: 

a. Sex: 
b. Age (child, teenager, adult): 
c. Race: 
d. Accent: 
e. Any speech defects or peculiarities (lisp, stutter, slurred, etc.): 
f. What is the manner of the caller (calm, angry, emotional, etc.)? 
g. Is the caller drunk or on drugs? 
h. Is the caller calm, excited, in a hurry? 
i. Does the caller seem educated or uneducated (speech habits, word use, language, 

etc.)? 
j. Does the caller repeat words or phrases? 

7. Note any background noises that might help determine the origin of the call, such as: 

a. Silence 
b. Animals (dogs barking, farm noise, etc.) 
c. Street noises 
d. Airplanes (jet overhead, plane taking off, etc.) 
e. Motor running 
f. Office machines 
g. Music, television or radio program 
h. Dishes rattling 
i. Baby crying, or 
j. People laughing, partying, etc. 

8. When call is complete, notify the police department (911) if it has not already been 
contacted. Write down everything about the call while it is fresh in your memory. Do not 
discuss the call with anyone unless authorized to do so. The police department will respond 
immediately. Contact the dean, director or building supervisor and have them meet the police 
at a predetermined location at the building. 

  9. Follow the instructions from the Police Department. 
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WRITTEN THREAT 

If a written threat of an explosive device or other danger is received, contact the police 
department immediately by calling 911. The threat should never be ignored. Save all 
materials, including any envelope or container. Once the message is recognized as a threat, 
further unnecessary handling should be avoided. Every effort must be made to retain 
evidence, such as fingerprints, handwriting or typewriting, paper, and postal marks, which are 
essential to tracing the threat and identifying the writer. 

 
6.2.     SUSPICIOUS PACKAGE DIAGRAM 
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6.3. TENANT EMERGENCY COORDINATOR ACTION FLOW CHART 
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6.4. MAPS 
 
Map of Phase I Campus
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Map of Phase II Campus 
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Map of VTTI Campus  
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