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Card 1 – Introduction
[bookmark: Introduction]Introduction 

This Emergency Response manual is designed to educate and guide Bridge employees during common emergency events and incidents that can interfere with day-to-day operations.  This manual will be available on the Bridge Intranet (HR  Resource Links  Emergency Procedures Guide) but a physical copy should also be kept in a visible location so that it is readily accessible when needed.  Employees should be familiar with the information contained in this manual and should review it regularly.
For more information regarding your department-specific emergency procedure or plan, contact your manager.
[image: Investor Relations :: Bridge Investment Group Holdings Inc ...]














Card 2 – Fire/Smoke
[bookmark: FireSmoke]Fire/Smoke
If You Smell Smoke, But Do Not See a Fire:
1.	Call or report to your Property Manager and give the following information:
	• Location.
	• Description of the situation.
If You See Fire or Smoke:
1.  Call 911 immediately
2.  Follow the RACER process.
R – Rescue anyone in danger of flames or smoke.
A – Alarm (pull) the fire alarm 
C – Contain the fire by closing doors and windows.
E – Extinguish the fire, if possible. 
R – Relocate or evacuate from the fire.
Follow PASS With an Extinguisher:
	P – Pull the pin.
	A – Aim the nozzle at the base of the fire.
	S – Squeeze the handle.
	S – Sweep from side to side until the fire is
  completely out or the extinguisher is empty.
2.	If the situation requires, relocate, or evacuate from the facility
3.	During relocation or evacuation:
•	Close all doors that do not shut automatically.
•	Turn off gas valves if applicable and accessible








Card 3 – Active Shooter/Active Threat
[bookmark: ActiveShooter]Active Shooter/Active THREAT

A person(s) actively engaged in lethal behavior or causing bodily harm with a weapon in hand or actively shooting a firearm.
The choice to Run, Hide, or Fight is always your decision. 
The key to ending an Active Shooter or an Active Threat is to call 911, but only after you are in a safe place.
RUN:
When there is a clear escape route:
1.	Direct other employees to the escape route.
2.	Once outside, notify police by calling 911.
•	Give the following information:
- Location.
- Type of incident.
- Number of people involved.
- Description of the person(s) involved.
- Weapon(s) involved.
HIDE:
When there is not a clear escape route:
1.	Lock/Barricade yourself in a room or move to a location that is out of the sight of the shooter
2.	Minimize anything that would attract the shooter’s attention:
•	Silence alarms and ringers on cell phones and electronic devices.
•	Be quiet (If you must talk, talk quietly. Do not give away where you are hiding).
•	Turn off lights and close window blinds.
3.	Remain calm.
4.	Remain in your position until released by police. 
FIGHT:
When you are directly threatened and will be a victim unless you neutralize the attacker. This is generally a last resort situation.
1.	Fight as though your life depends on it.
•	If you are in a group, decide what everyone will do if the attacker enters the room.
•	Use whatever is available as a weapon.
•	Fight until the attacker is neutralized.

ADDITIONAL INFORMATION:
1.	When you encounter law enforcement:
[bookmark: _Hlk136448251]•	Put your hands above your head and spread your fingers.
•	Follow all instructions.
•	Show you are not a threat.
























[bookmark: _Hlk135661306]
Card 4 – Employee Injuries
[bookmark: EmployeeInjuries]Employee Injuries
[bookmark: _Hlk135659347]Employee Injuries
· Are physical and mental injuries or illnesses that occur to Bridge Investment Group employees during designated work hours, while performing work related duties or functions.  
· Injuries and illnesses should be reported to your Property Manager immediately.
Deceased Person 
· In the event an employee has deceased on site, other employees should immediately call 911 and wait for authorities.
· After calling 911, employees should notify their Property Manager
· Property Manager to follow chain of command (and each manager to follow in notification). Notify Regional Manager  Vice President  Senior Vice President  President  Chief Executive Officer
Care or Treatment
· If locations for care have been identified for your site, employees should do their best to use these locations to receive care.  
· If locations for care have not already been determined for your site, employees can receive care at any urgent or health care facility.  Please retain any information or documentation that was received from the urgent or health care facility.  
· If the employee is severely injured or cannot not move, call 911 for ambulance assistance.
Reporting
· When an injury or illness occurs to a Bridge employee, employees should report to their Property Manager immediately.  
· Property Managers will submit the injury claim to the Risk Management team via https://riskonnectbrdg.my.site.com/bridgeriskincidentportal/s/ and select Employee Injury or go to Bridge Intranet  HR  Resource Links  Risk Connect Incident Portal and select Employee Injury
· The injury claim should be submitted within 48 hours of the injury or illness occurring, accompanied by any documentation that was received from the urgent or health care facility.  
· Upon receiving the injury claim, a member from the Risk Management team will reach out if anything further is required.

Card 5 – Resident/Tenant Injuries
[bookmark: ResidentTenantInjuries]RESIDENT/TENANT/vISITOR INJURIES & DAMAGES
Resident/Tenant/Visitor Injuries & Damages
· Are injuries and property damages that occur to persons who are residents, tenants, or visitors of Bridge Investment Group properties and locations.
Response
	Injuries
· When injuries occur to residents, tenants, or visitors, employees should refrain from touching or moving the injured person.  Instead call 911 where trained professionals can assist.
Deceased Person 
· In the event there is a deceased person at a Bridge property, employees should immediately call 911 and wait for authorities.
· After calling 911, employees should notify their Property Manager
· Property Manager to follow chain of command (and each manager to follow in notification) notify Regional Manager  Vice President  Senior Vice President  President  Chief Executive Officer
· Employees should not touch the deceased or anything within proximity of the deceased person
· Employees should remove themselves from the deceased person
Reporting
· When residents, tenants, or visitors inform of injury or property damages, site leadership should notify and submit a claim to the Risk Management team as soon as possible. 
· Property Managers will submit the injury claim to the Risk Management team via https://riskonnectbrdg.my.site.com/bridgeriskincidentportal/s/ and select Tenant/Resident/Other Injury or go to Bridge Intranet  HR  Resource Links  Risk Connect Incident Portal and select Tenant/Resident/Other Injury 
· Upon receiving the claim, a member from the Risk Management team will reach out if anything further is required.




Card 6 – Evacuation/Relocation
[bookmark: RelocationEvacuation]relocation/Evacuation 
Relocation
· To move employees or residents to a location that is within the facility/site but away from danger
Evacuation
· When relocation is not possible, employees or residents are moved to a location outside of the facility/site to be away from danger
Immediate Relocation/Evacuation
· If there is immediate danger that will cause harm to employees or residents, then the Property Manager at the facility will determine whether relocation or evacuation is necessary. 
· When in a safe location, the Property Manager should notify their Regional Manager. Notification should continue as necessary.
Directed or Planned Relocation/Evacuation
If a situation occurs where relocation or evacuation could be a possibility, the Property Manager at the location should notify their Regional Manager. Regional Manager will continue notification to VP, VP to SVP, SVP to President, President to CEO.  When reporting include:
•	Condition(s) that necessitated Relocation or Evacuation.
•	Type of movement (Relocation or Evacuation).
•	Report the area relocated or evacuated to.

1. Have employees assess safety of relocation or evacuation route.
2. [bookmark: _Hlk135652471]Continuously evaluate the need for further relocation or evacuation. 
3. Use the Emergency Preparedness Plan that has information specific to your site/location, if applicable store physical copy in this manual








Card 7 – Utility Failure
[bookmark: UtilityFailure]Utility failure

	Utility Name
	UTILITY PROVIDER
	Point of Contact
	Phone Number

	Water
	
	
	

	HVAC
	
	
	

	Electricity
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


						     *Include utilities and information relevant to your location

1. If facility is without a utility for an extended period, communications regarding the downtime should be shared with employees, residents, tenants, or vendors.
2. If lack of utility will cause harm or create uncomfortable conditions for employees, other accommodations should be made.  Property Manager should consult with their Regional and other Senior Leadership.










Card 8 – Bomb Threat
[bookmark: BombThreat]Bomb Threat
Take all Bomb Threats seriously.
If You Receive a Bomb Threat Via Telephone:
1.	Stay calm.
2.	Remain on the line with the caller and signal someone else to call 911.
3.	Use the Bomb Threat Checklist located in this guide
•	Get as much information as possible from the caller and write down the caller’s exact words.
If an Employee Signals You to Report a Bomb Threat:
1. Call 911 and give details of the call as they become available to you 
2. Notify your manager immediately.
If You Receive a Bomb Threat Via Email, Text, or social media:
1.	Maintain integrity of email, text, or social media:
•	DO NOT delete or close the message.
•	DO NOT exit from email or social media account.
•	DO NOT log off from computer.
•	DO NOT shut down computer or device.
2.	Notify your manager immediately via phone call or in person and verbally share what you received/viewed

NOTE: If you receive a bomb threat via email, be wary about potential presence of a virus. DO NOT touch any other keys or buttons on your computer.












Card 9 – Bomb Threat Checklist
[bookmark: BombThreatChecklist]BOMB THREAT CHECKLIST
The following is a checklist to be utilized by the person receiving a call which threatens the safety or security of the facility. 
Checklist: (Complete all possible items immediately following the call.)
1. Caller’s Name and Address (if known):
	
	
2. Sex: q Male q Female
3. Age: q Adult q Child
4. Bomb Facts:
a.	When will it go off?	
b.	In what building is it placed?	
c.	Exact location:	
5. Call: q Local q Long-Distance q Unknown
6. Voice Characteristics:
Tone	Speech	Language
q	Loud	q	Fast	q	Excellent
q	Soft	q	Slow	q	Good
q	High Pitch	q	Distorted	q	Fair
q	Low Pitch	q	Cursing	q	Poor
q	Stutter	q	Slurred
q	Raspy	q	Lisp
q	Nasal	q	Disguised
			q	Pleasant
Accent	Manner
q	Local	q	Poor Grammar	q	Emotional
q	Region:	q	Well-Spoken	q	Irrational
		___________	q	Taped	q	Deliberate
q	Ethnicity:	q	Message Read	q	Laughing
		___________
7. Background Noise:
q	Office Machines	q	Voices
q	Factory Machines	q	Music
q	Bedlam	q	PA System
q	Animals	q	Radios
q	Quiet	q	Party 
q	Street Traffic	q	Static
q	Airplanes	q	Cellular Phone






















Card 10 – Earthquake
[bookmark: Earthquake]EARTHQUAKE
Earthquake:
1.	DROP
•	Drop to the ground before the shaking knocks you off your feet.
2.	COVER
•	Take cover under a sturdy desk or table, against a solid interior wall, or in a doorway. Avoid cover near windows, hanging objects, or tall furniture.
3.	HOLD
•	Hold on to your cover until the ground stops shaking and it is safe to move.
After the Shaking Ends:
1.	REMAIN CALM and be prepared for aftershocks.
2.	REASSURE employees, residents, and visitors.
[bookmark: _Hlk141190405]3.	CHECK for injured people.
[bookmark: _Hlk141190301]•    Call 911 if there are any injured persons
•    Do not move seriously injured people unless they are in immediate danger
4.	ASSESS your environment and prepare for relocation or evacuation if necessary.
[bookmark: _Hlk135666689]•	Check for damage that may put employees, residents, and visitors in danger.
•	Open doors carefully, watching for objects that may fall.
•	Watch for fires that may have started. 
•	Check for leaking gases and close valves as necessary.
•	Check for hazardous spills and contain if able (see Hazardous Materials card for more information).
•	Do not use elevators
5. [bookmark: _Hlk141781519]REPORT to your Property Manager and when safety and time permits, manager should submit the incident to the Risk Management team via https://riskonnectbrdg.my.site.com/bridgeriskincidentportal/s/ and select the appropriate incident or Bridge Intranet  HR  Resource Links  Risk Connect Incident Portal and select the appropriate incident  
.






[bookmark: _Hlk136442447]Card 11 – General Security Issues
[bookmark: GeneralSecurityIssues]General security issues

At all Bridge Investment Group properties, we encourage the practice of “If you see something, say something”.  If you see anything that could potentially endanger or harm someone, please notify your Property Manager immediately. 
· Be vigilant of your surroundings.
· Avoid confrontation with all persons.
























Card 12 – Protest and Demonstrations
[bookmark: ProtestDemonstrations]protest and demonstrations

Bridge Investment Group has many employees, residents, tenants, visitors, and community members from diverse backgrounds, experiences, and political affiliations who exercise their right to free speech.  However, sometimes when these individuals assemble, peaceful gatherings and demonstrations can become confrontational and evolve into riots or violent events.  While Bridge does support wholesome, uplifting, and peaceful demonstrations, Bridge also reserves the right to end any demonstration at their sole discretion. 
If any protest or demonstrations become riotous, violent, or contentious:
· Call 911 and report and describe behavior to local police department.
· Employees to remain inside building or structures and away from windows or doors. 
· Lock all access points to public buildings or structures.
· Employees are not to engage in verbal or physical confrontations with protestors.



















[bookmark: _Hlk141782383]Card 13 – Hazardous Materials
[bookmark: HazardousMaterial]HAZARDOUS MATERIALS
[bookmark: _Hlk141781335][bookmark: _Hlk141782403][bookmark: _Hlk147931212]Safety Data Sheets (SDS) for Hazardous Materials can be accessed on the Bridge Intranet   Multifamily  Employee Resources  SDS Library.  If a hazardous spill or another emergency occurs and you are uncertain about how to proceed, you can call the 3E Safety Data Sheet (SDS) Hotline at 1-800-451-8346 for assistance.  3E can also fax or email guidelines and precautions on any materials specific at your facility.  Always remember to use special precautions when in contact with hazardous materials.
Hazardous Material Spill:
Follow the R A I N process to respond to chemical spill exposures
R – Recognize that an incident has occurred.
A – Avoid contamination. Keep all contaminated
  personnel and materials in the area until cleared.
I – Isolate the area. Do not allow other employees or 
	residents to get close.
N – Notify manager and whomever 
1.	If you are properly trained and familiar with the material AND the spill is small enough to manage, you may clean up the spill.
•	Follow SDS guidelines.
•	Use required personal protective equipment (PPE) such as gown, gloves, goggles, and masks.
2.	If the spill is too large to manage or if you have not received specific spill training, call SDS Hotline to receive instructions on how to proceed
Reporting
Once the incident has been managed, report the incident to the Risk Management team via https://riskonnectbrdg.my.site.com/bridgeriskincidentportal/s/ and select Property Damage to Asset or Bridge Intranet  HR  Resource Links  Risk Connect Incident Portal and select Property Damage to Asset









Card 14 – Main Phone System Down
[bookmark: MainPhoneSystem]Main Phone System Down
If there is a power or data disruption to the Main Phone System at your location:
1.	Use a cellular phone, or other device to report the outage to the operator/admin/IT contact for your facility
Additional Information:
Other forms of communication such as hand-held radio/two-way radios, satellite phones, and runners may be used depending on the magnitude of communication loss.
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