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1. Purpose. To promulgate the Naval Academy Preparatory School (NAPS) Emergency Action
Plan (EAP), containing guidance, operational structure and assignment of responsibilities for
emergency management and response. This instruction supplements the direction provided in
reference (a).

2. Scope. This instruction applies to all staff and students assigned to NAPS.

3. Action. NAPS staff and students shall become familiar with the procedures and guidance

contained in enclosure (1 ).
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Section 1 - Emergency Preparations and Response Procedures 

Part lA - Basic Emergency Procedures: Emergency planning is the process of preparing for, 
responding to, and recovering from an emergency. The purpose of emergency planning is to 
minimize the potential for injury to personnel, to protect assets, and to ensure the organization 
can continue its mission following an emergency. It helps to remember that it is not feasible to 
eliminate all risk. Through effective preparation it is possible, however, to eliminate some risks, 
minimize some, and implement measures that can/may control others. The EAP is one 
component of a command's response to emergencies and details procedures that the command 
takes to safeguard lives in and around the facility during emergencies. An occupant emergency 
is an event that may require occupants to evacuate from the facility or to relocate to a safe area 
inside the facility. Examples of emergencies include fire, explosion, discovery of an explosive 
device, severe weather, earthquakes, and CBRNE terrorism events impacting building occupants 
or visitors. Persons with disabilities, or who recognize they will need assistance during an 
emergency should discuss their anticipated need with their supervisor and/or the building 
manager. Supervisory personnel can assign assistants, arrange for a dedicated evacuation chair, 
arrange for visual alarms, and make other accommodations to assist the individual. 

NAPS is a tenant command onboard Naval Station (NAVSTA) Newport and falls under the 
authority of Commanding Officer, Naval Station Newport for emergency response actions. 
NA VSTA response procedures are detailed in Naval Station Newport Instruction 3440. lA, 
Installation Emergency Management (EM) Plan, which is reference (a) to this instruction. 
NAVSTA first responders; police, fire, security force, EOD, emergency medical services, etc, 
will be the supported forces for all on base emergencies. NAPS' actions during emergencies will 
be predominantly focused the immediate safety and security of NAPS personnel (ie, evacuation, 
shelter in place). Hands-on damage control and security efforts will only be taken by NAPS' 
personnel in critical situations when Naval Station responders are not available. 
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Part lB - Emergency Contact Information: 

Command Information 

Naval Academy Preparatory School 

Address: 440 Meyerkord Ave Newport, RI 02841 

Central Phone Number: 401 841-6966 

Command Duty Officer : 401-641-0752 

SERVICE .LOCATION PHONE 

Dispatch Center Building 13 73 
911, (401) 841-3241, (401) 
841-3333

Fire and Emergency Services 
Building 1373 (401) 841-3333

(Emergency Medical) 

Naval Security Forces (NSF) Building 1373 (401) 841-3241

Command Duty Officer (CDO) Roving Watch ( 401) 862-8378

Port Operations Dispatch Building 68 (401) 841-2277

Pri: Command Conference 

NAPS Operations Center 
Room ( 401) 841-6961
Sec: Ripley Hall QD (for 
emergencies in Bldg 440 (401) 841-4303

NON-EMERGENCY 
Naval Security Force Admin (401) 841-2122 SECDIR (401) 841-3025 
Fire & Emergency Services Admin (401) 841-2225 Chief (401) 841-2373 
Dispatch (401) 841-4041 (401) 841-3241
Medical Treatment Facility (401) 841-3771 ore (401) 841-3236
Emergency Mgmt. Officer Desk (401) 841-3821 EOC (401) 841-7053 

Public Works Emereency Services Points of Contact 
For a Facility Emergency- Incidents in buildings or structures which require immediate 
action to prevent loss or damage to government property; restore an essential service that 
has been disrupted; or to eliminate a hazard to personnel. 
During Normal Working Hours Contact: 866-4 77-7206 (Centralized Service Desk in

Norfolk) 
After Hours Contact (Primary): 401-207-5403 (Public Works After Hours Cell

Phone)
After Hours Contact (Secondary): 401-862-8378 (NAVSTA Command Duty

Officer)
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After Hours Contact (Tertiary) 814-571-6258 (Assistant Public Works
Officer)

For a Utility System Emergency- For incidents such as: Power failure, steam line failure, 
water main failure, and sewage lift station alarm. 
During Normal Working Hours: 866-477-7206 (Centralized Service Desk in

Norfolk)
After Hours Contact (Primary): 401-248-3418 (Distribution Cell Phone)
After Hours Contact (Primary): 401-864-3089 (UEM Branch Cell Phone)
After Hours Contact (Secondary): 814-571-6258 (Assistant Public Works

Officer)

Part lC - NAPS Emergency Team Member Responsibilities: 

NAPS Commanding Officer: 
• Selects and ensures that NAPS Emergency Team members are trained.
• Ensures that appropriate procedures are followed during emergencies.
• Ensures that the NAPS Emergency Action Plan is reviewed at least annually, and updated as

· needed.

NAPS Executive Officer: 
• Schedule drills and exercises to improve command readiness to respond to emergency

situations.
• Coordinate with NA VST A Newport and other base commands in preparing for and

responding to emergency situations.
• Ensure NAPS personnel are prepared to execute their assigned responsibilities with regard to

emergency management.

NAPS Disaster Preparedness Officer: 
• 

• 

• 

• 

• 

• 

• 

Train building personnel in evacuation procedures, as described in the Fire Prevention 
section, oversee fire drills, and coordinate actual evacuations. 
Train building personnel on shelter-in-place actions, oversee drill participation, and 
coordinate securing of doorways and control of the building populations during actual 
sheltering. Use signs to mark doors that are secured, and warn personnel to remain inside. 
Work with the chain of the command in the building to ensure good order and discipline 
during sheltering. 
Train building personnel on their responsibilities during security lockdowns, participate in 
exercises, and close and lock all building doors during lockdown. 
Coordinate training and exercising for building involvement in phased installation 
evacuations. 
Participate in the annual HURREX, and make appropriate preparations for hurricanes and 
tropical cyclones, and other severe weather. 
Maintain copies of evacuation route maps, sheltering and lockdown procedures, emergency 
phone lists, and any other written materials that are required to support EM efforts. 
Coordinate emergency management issues between organization and NA VSTA Newport 
Emergency Management Officer. 
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NAPS Command Services Director/ Building Manager: The Building Manager plays a role 
in emergency preparation and response and supports the Disaster Preparedness Officer in 
training for and executing the EAP. Specific responsibilities include: 
• 

• 

• 

• 

• 

• 

Take muster and make reports to the EOC during extended sheltering . 

Be prepared to shut down building ventilation systems as required during sheltering, and 
have alternates trained to perform this task in their absence. 

Coordinate snow and ice removal from sidewalks, stairs, entryways, dumpsters, fire 
department connections (such as fire hydrants, sprinkler/standpipe systems), which must be 
cleared during storms within a minimum of 50 feet arc around assigned buildings. 

Train staff personnel to assist in emergency duties. These personnel are referred to as EM 
Monitors, and provide an emergency organization for the building. These personnel will act 
as backups for the building monitors, assist in getting people out during building evacuations, 
assist in taking muster, and assist in securing doorways during lockdowns and sheltering 
where that is required. They will also assist in passing the word during emergencies, and in 
coordinating the release of personnel during phased base evacuations. 

Ensure that evacuation routes are clearly identified and posted on bulletin boards, corridor 
intersections, and office exits and are known to occupants. 

Using Attachment 3 of this document, review the NAPS emergency program at least 
annually, and update emergency procedures as required. 

NAPS Emergency Management (EM) Monitors: EM monitors fill a critical role in the 
efficient execution of emergency actions. They ensure the safe and orderly evacuation and 
accountability during emergencies. EM monitor assignments are as follows: 
Ripley Hall- Company Officers/Company Senior Enlisted Leaders (SEL) 
Perry Hall Ground Floor offices - 1 st Lieutenant Personnel 
Perry Hall Classrooms - Academic personnel 
Gym 302 - Athletic staff/coaches 
EM responsibilities include: 
• Become familiar with the contents of this instruction.
• Provide backup to Building Manager, and serve as alternate for emergency management

purposes as required.
• Direct orderly flow of persons during drills/emergencies, along prescribed evacuation routes.
• During fire evacuation, direct persons attempting to use elevator to appropriate stairway;

relinquish control of elevators to firefighting personnel when they arrive.
• Ensure that assigned areas are completely vacated, when required.
• Ensure that windows/doors are closed, lights on, and electrical appliances off during fire

evacuations.
• Leave windows and doors open and lights on during bomb threat evacuations.
• Control elevator use in emergencies, and if required, be familiar with manual operation of

elevators.
• Assist persons with disabilities from their workplaces during evacuations.
• Ensure the exits are open and free of hindrances.
• Deny unauthorized access to the building.
• Direct orderly movement of persons to safety areas.
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• Maintain communication with Facility Emergency Team during an emergency.
• Provide progress reports on evacuation.
• Notify Facility Emergency Team when assigned area is completely cleared.
• Control movement of persons between floors and on stairways, keeping them in single file

and moving steadily at a walking pace; instruct persons to grasp handrails. Keep door open
to stairway until the area/wing is clear. Restrict and monitor use of stairwells and escalators
as necessary.

NAPS Command Duty Officer (CDO): 
• 

• 

• 

• 

All NAPS CDOs will be familiar with all aspects of this instruction. During an emergency 
the CDO will coordinate actions, receive reports and keep the NAPS Emergency team 
apprised of response efforts. 
The CDO will report to the NAPS Operations Center (as identified in Part ID below) to 
support the NAPS Emergency Team in directing emergency operations. 
In the event of an emergency at night, over the weekend, or on a holiday, the CDO will carry 
out all actions of the NAPS Emergency Team and make reports to NAVSTA response 
personnel. 
The CDO will keep the NAPS CO and XO informed of the situation . 

NAPS Emergency Team: 
• The NAPS Emergency Team consists of the CO, XO, Command Senior Chief, Command

Services Director, Disaster Preparedness Officer and First Lieutenant. This team will
coordinate emergency response procedures at NAPS.

• The NAPS Emergency Team will report to and receive direction from the Naval Station
emergency organizations (police, fire, security, etc) and, when manned, the Naval Station
Emergency Operations Center.

NAPS First Lieutenant/Damage Control Coordinator: 
• Maintains current plans/diagrams of the buildings and the building systems.

• Identifies utilities, alarm systems, communications equipment, and other pertinent
systems and equipment in the building.

• Ensures panels/valves are labeled for easy identification by emergency personnel.
• Coordinates with Public Works for technical assessment of any physical damage before,

during and/or after an emergency.
• Maintains emergency call list for utilities and hazardous substances.
• Directs Damage Control Team activities.

Damage Control Team: 
• The Damage Control Team consists of the First Lieutenant shop personnel and other

individuals familiar with the facility's construction, equipment, and overall operating system.
Team members report to the Damage Control Coordinator. The members of the Damage
Control Team should be thoroughly trained in any duties they are to perform.

• Generally, their role in an emergency is to:
• Ensure that appropriate response organizations (Fire Department, Police Department,

medical assistance, hazardous materials response, etc.) have been notified.
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• Limit damage and secure building systems and structures to reduce or eliminate the
escalation of the emergency.

• Initiate reasonable fire suppression or confinement (if properly trained) using facility
portable fire extinguishers.

• Assist emergency response personnel.
• Disconnect utilities or equipment.
• Protect or remove equipment, records, hazardous substances, etc.

Medical Coordinators - Battalion Corpsman and Athletic Trainers: 
• Identify, available medical emergency services.
• Provide initial medical response until EMT/paramedics arrive.
• Maintain first aid equipment.
• Arrange CPR, first aid, and other paramedical training.
• Maintains list of personnel in the unit with CPR and paramedical training.

Public Affairs: 
• Maintains a chronological log of events.
• Monitors the media/public information situation.
• Coordinates release of information with NAPS CO and NA VSTA Public Affairs Officer.
• Briefs other personnel on changing media events.
• Determines what information should be released to the media/public.
• As appropriate, conduct news briefings.
• Write and distribute bulletins, statements, fact sheets, and news releases.
• Participate in the critique session(s), upon termination of the emergency, and assess the

effectiveness of the Information Center.

Part 1D- NAPS Operations Center: Emergency operations may be directed from the NAPS 
Operations Center which is located in Bldg 440, Rm G 109, NAPS Command Conference Room. 
For emergencies within Bldg 440 the secondary NAPS Operations Center will be activated in 
Bldg 1372 on the Ripley Hall Quarterdeck. The members of the NAPS Emergency Team will 
gather at the NAPS Operations Center to coordinate their responses to emergency situations. 
Resources at the operations center locations include telephones, computers with network access, 
cable television access, portable radios, and access to the building intercom system (Ripley Hall 
only). 

Part lE - Communications Plan: Base-wide warnings will be issued via the Giant Voice 
announcing system controlled from the NA VSTA Newport Dispatch, or the Computer Desktop 
Notification System (CDNS), a web based system controlled by the NAVSTA EMO or CDO. 
Building fire alarm systems will not be used as a means of notifying the occupants unless there is 
a fire or immediate need to evacuate the building, unless approval is granted by Installation Fire 
& Emergency Services. Ripley Hall has a functioning Public Address (PA) System, which will 
be used to pass information during emergencies. Since there is no functioning PA system in 
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Perry Hall emergency communications will be spread by word of mouth. The following are 
sample emergency and all clear announcements: 

Emergency Announcement (Sample) 
May I have your attention please? 
May I have your attention please? 
This is an emergency announcement. It is not a drill. 
Please stop what you are doing and listen. 
Take action to [ evacuate the building/shelter-in-place/lockdown. Additional measures include 
remain at your workstation/move to safe room/secure doors and windows/secure ventilation.] 
The emergency is a [report of violence/hazardous material release/tornado/etc.] 
(Repeat at least once.) 

Announcement at the END of Emergency (Sample) 
May I have your attention please? 
May I have your attention please? 
The emergency is over. 
[Carry on with the plan of the day. OR: You are released to go home.] 
[Carry on with the plan of the day. OR: You are released to go home.] 
(Repeat)] 

Part lF - General Emergency Preparedness Measures: Building occupants can prepare for 
emergencies as follows: 
• Review emergency evacuation procedures. Know where fire exits are located.
• Keep fire extinguishers in working order. Know where they are located, and how to use

them.
• Learn first aid.
• Keep the following items in a designated place on each floor of the building.

• Portable, battery-operated radio and extra batteries located in the CDO shack and in the
1st Lieutenant shop.

• Several flashlights and extra batteries located in the CDO shack, 1st Lieutenant shop and
Command Conference Room.

• First aid kit and manual located in Command Secretary cabinet, Ripley Hall medical,
NAPS training room (Gym 1801) and NAPS training room (Gym 302).
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Section 2 - Basic Emergency Procedures 

Part 2A- Installation Mass Notification and Responses (Shelter-in-Place and Lockdown): 
As outlined in the Installation EM Plan, Functional Area Annex BB, Facility Emergency Teams 
and Building Managers play a vital role during sheltering and lockdown events, especially when 
the sheltering is protracted. During protracted sheltering, the NAPS CDO, Disaster Preparedness 
Officer and Building Manager will work to support the NAPS Commanding Officer, in ensuring 
the compliance and safety of all building occupants. In the event of an incident that requires 
protective action, personnel will be notified so they can take appropriate action. Base warnings 
will be issued via the Giant Voice announcing system controlled from the Fire and Security 
Dispatch Center and the Computer Desktop Notification System (CDNS), a web based system 
controlled by the NAVSTA EMO, and normally operated by the EMO or NAVSTA CDO. Upon 
receipt of a warning, NAPS will spread the word via the Ripley Hall PA system, phone calls to 
the Gym 1801 training room and by word of mouth throughout Perry Hall. Base closure notices 
and other warnings outside normal working hours will be aired on local television and radio 
stations, and passed via the NA VSTA closure information telephone number and installation 
website. The Base Information line (401-841-2211) and the NAVSTA Facebook page will be 
updated with Condition of Readiness and closure information as required. Emergency signals 
for Naval Station Newport, and the response actions they require, are as follows: 

• EMERGENCY ALERT. Long steady blast, at least 30-45 seconds in length, may be
repeated, generally accompanied by verbal instruction. Indicates an emergency situation is
taking place that requires personnel to take protective action and seek further information.
This signal corresponds with emergency alert signal used in surrounding towns, and indicates
there is an immediately dangerous situation, such as a natural or commercial disaster, which
may include severe weather, chemical spill or flood. Since a wide range of conditions may
trigger the sounding of this signal, once initial sheltering is accomplished, additional
protective measures may be required as follows:

FOR WEATHER EVENT: Shelter in windowless area, such as an interior corridor. For 
tornado, shelter in the lowest portion of the building possible. 

FOR HAZMAT: Take the following steps to protect occupants from airborne hazards: 
• Close and latch all exterior doors and entrances.
• Close and latch all windows.
• Tum off all heating, ventilating, and air conditioning systems (HV AC) or set systems to

100% re-circulation.
• Close as many interior doors as possible.
• Move to interior spaces if possible. Do not shelter in the basement, as some gases are

heavier than air.
• Minimize use of elevators in buildings. Elevators tend to "pump" outdoor air in and out

of a building as they travel up and down.
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FOR EXTREMELY DANGEROUS HAZMAT OR CHEMICAL THREAT: Take the 
following additional steps to protect occupants from airborne hazards: 
• Move to a windowless room or other sheltered area, preferably on higher floors, since

many hazardous airborne materials are heavier than air.
• If necessary, seal any remaining cracks or openings with available materials such as

towels, blankets, plastic sheeting, etc.
• If necessary, advise people to cover their nose and mouth with a wet cloth.
• Per FEMA guidelines, if you are sealing off a room, ten square feet of floor space per

person will provide sufficient air to prevent carbon dioxide build-up for up to five hours,
assuming a normal breathing rate while resting. However, sheltering in a completely
sealed room will not normally be ordered for more than 2-3 hours because the
effectiveness of such sheltering diminishes with time as the contaminated outside air
gradually seeps into the shelter. At this point, evacuation from the area will probably be
ordered. Also, rooms used to shelter should be fully ventilated when the emergency has
passed to avoid breathing contaminated air still inside the shelter.

• AIR RAID ALERT. Wavering tone or siren, at least 30-45 seconds in length, may be
repeated, generally accompanied by verbal instruction. Indicates very dangerous situation,
such as military or nuclear attack. Personnel should immediately take shelter in basement or
windowless area.

• SECURITY LOCKDOWN ALERT. Series of two three-second blasts every five seconds,
at least 30-45 seconds in length, may be repeated, generally accompanied by verbal
instruction. Indicates that measures are being implemented to prevent or respond to an act of
violence. Personnel should immediately close and lock all doors and windows, and take
shelter in areas not visible from outside the building. If you are in a building where an active
shooter is present, or an act of violence has taken place:
• Evacuate if it is safe to do so. Have an escape route and plan in mind. Leave your

belongings behind. Keep your hands visible.
• Hide out if possible. Hide in an area out of the shooter's view. Block entry to your

hiding place and lock the doors. Silence your cell phone and/or pager.
• Take action as a last resort and only when your life is in imminent danger. Attempt to

incapacitate the shooter. Act with physical aggression and throw items at the active
shooter.

• When law enforcement arrives, remain calm and follow instructions. Put down any items
in your hands (i.e., bags, jackets). Raise hands and spread fingers. Keep hands visible at
all times. A void quick movements toward officers such as holding on to them for safety.
A void pointing, screaming or yelling. Do not stop to ask officers for help or direction
when evacuating. Law enforcement will need information that includes location of the
active shooter, number of shooters, physical description of shooters, number and type of
weapons held by shooters, and number of potential victims at the location.
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Part 2B - Shelter-in-Place/Lockdown: As described above, shelter-in-place (SIP) is a short­
term protective action (the target will be eight hours or less) taken where NAPS personnel 
remain inside the facility with doors and window closed. Security lockdown procedures, also 
described above, are similar to sheltering, but with added protective measures involved. The 
decision to shelter-in-place will be based on the most currently available information that due to 
events in the vicinity of NAPS, it is safer for personnel to remain inside the facility than to exit 
it. Additional measures during sheltering-in-place help protect personnel during emergencies 
that range from severe weather to hazardous material releases. Each building should have a 
primary and secondary sheltering location identified, where occupants can gather when 
sheltering from a severe hazard. 

The primary shelter locations for Perry Hall are the interior, windowless areas of the ground 
floor office spaces. The secondary shelter locations for Perry Hall are the physics and chemistry 
laboratories. The primary shelter locations for Ripley Hall are in the first floor rooms. The 
secondary shelter locations for Ripley Hall are the second floor rooms. 

Part 2C - Installation Access Control and Access Restriction Procedures: There are a 
number of emergency situations where the number of personnel on the base must be limited, 
such as extreme weather conditions, heightened Force Protection conditions (FPCON), or large 
scale disasters, either natural or man-made. In the event of a catastrophic emergency which 
restricts base access to emergency-essential personnel only, immediate notification will be made 
via the chain of command and mass notification systems. Commanding Officer, NAVSTA 
Newport has the authority to restrict access to the installation and prevent entry of non­
emergency-essential personnel from work in preparation for or in an actual emergency. This 
includes military, military family members, DoD civilian employees and DoD contract 
employees who work on or and any visitors on the installation. While the entire installation will 
not be closed, certain non-essential organizations on the installation may be ordered to close for 
business to reduce traffic on and off the installation, including the Exchange, Commissary, 
MWR activities, credit union, and non-emergency medical treatment facilities. Other activities 
on the installation, such as classes, meetings, presentations, etc., might be cancelled or 
postponed. Non-emergency-essential emergency military personnel will normally be granted 
liberty coincident with the imposition of access restrictions. Non-emergency-essential DoD 
civilian employees who are excused from duty will normally be granted administrative leave 
coincident with the imposition of access restrictions. Contract employee pay and time is 
governed by the terms of their individual contract. 

Part 2D - Emergency-EssentiaJ Personnel Categories. Emergency-essential personnel 
includes those who will require immediate access to NA VSTA in emergencies, such as staff of 
the NA VSTA Emergency Operations Center, security, fire, emergency medical, public safety 
and Auxiliary Security Force personnel, public works personnel, senior leadership personnel and 
command cadres. This category also includes personnel who are essential to the operation and 
missions of the NAVSTA, such as port operations, public works, supply, communications and 
medical personnel. This category also includes personnel who are assigned to afloat units at 
NAVSTA such as the U.S. Coast Guard. Personnel who reside on NAVSTA also require 
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unrestricted access to the installation. Because of their duties, Building Managers and 
Emergency Management Monitors are considered emergency essential personnel for base access 
purposes. Not every essential person is required to report to work in every emergency situation. 
Designation of emergency personnel at NA VSTA is not centralized. 

NAPS will determine which of its personnel are required onboard, and those requirements will 
vary depending on the situation. NAPS will utilize the phone tree to notify personnel when they 
are required to report to carry out their emergency roles. Access restrictions are not enforced at 
the gates during emergencies. A military or civilian employee showing valid ID and stating they 
are emergency essential will be allowed entry into the installation. 

Part 2E - Ventilation SecuringProced.ures: As stated above, ventilation systems on buildings 
should be secured whenever there is an airborne hazard present. This will definitely occur 
during EMERGENCY ALERTS where a hazardous gas or material has been released. 

Ventilation in Ripley Hall is secured by pressing the large red button on the quarterdeck. 
Ventilation in Perry Hall is secured in the classrooms by turning the fan to the off position on the 
classroom thermostatic controllers. Ventilation the Perry Hall office spaces is securing by 
securing breakers on the power panels in the electrical rooms. This action will be accomplished 
by 1st Lieutenant shop personnel. 

Part 2F- Base-Wide Evacuations:· Commanding Officer, NAVSTA Newport has the authority 
to curtail selected operations aboard the installation and evacuate non-emergency-essential 
personnel from work in preparation for or during an actual emergency. In a situation where 
immediate departure is not required, word may be passed via e-mail, mass notification, and the 
chain of command, and personnel may simply be directed to leave via gates that are normally 
open at that time. In an urgent emergency, in order to establish initial control of personnel and 
vehicle movement around NA VSTA, an evacuation of the installation will be preceded by an 
order to shelter in place. Non-emergency-essential personnel will then be released to leave the 
installation, generally on a building by building basis. Personnel in each building will also be 
directed to a particular gate. If any organization or tenant needs to muster personnel prior to 
release, this should be accomplished during the sheltering phase. There are two gates offering 
egress from main base NAVSTA, the Main Gate (Gate 1) and Gate 17, the Hospital Gate (Gate 
7) for the Naval Health Clinic New England (NHCNE), and Gate 23 for the Naval Undersea
Warfare Center (if ordered to evacuate). In urgent situations, all of the aforementioned gates will
be open to aid the evacuation, and personnel will be directed to leave via the gate nearest their
building. In a situation where a hazard (such as a chemical plume) hampers travel on base,
personnel will be directed to the nearest gate that offers them a safe route to travel. Once they
have departed the installation, personnel will follow any traffic restrictions imposed by civil
officials, or follow evacuation routes established by these officials. These restrictions or routes,
when possible, will be passed to personnel along with notification that the installation is being
evacuated. Commanding Officer, NAVSTA Newport will send an emergency evacuation
ALLNA V ACTS message providing directions for the evacuation, and word on the evacuation
will be passed via Giant Voice, CDNS, e-mail and the chain of command.
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Part 2G - Building Evacuations: The purpose of evacuation is to safely and quickly lead 
occupants out of the facility to an assembly point located a safe distance away from the facility. 
The type of emergency may determine how far away the assembly point is from the facility. 
Building evacuations will generally be ordered by using the building fire alarm. When 
necessary, Installation Naval Security Forces (NSF) may be called in to control traffic and 
crowds during an evacuation. If an evacuation is ordered because of a fire, the senior fire official 
responding assumes command. Properly trained personnel such as the Disaster Preparedness 
Officer, Building Manager and 1st Lieutenant shop personnel will lead the evacuation of the 
facility, coordinating efforts on floors, stairways and elevators. Supervisors will be cognizant of 
any of their personnel who require assistance in evacuation due to disabilities. Assistance will be 
provided to these personnel to ensure safe and timely evacuation. 

Part 2H -Assembly Points, Emergency Relocation Sites and Accountability: 
• 

• 

• 

Assembly points, which are locations where occupants gather after evacuation, are as 
follows: 

o Staff and Faculty - Chapel parking lot
o Ripley Hall staff and midshipman candidates - Nimitz Field

Emergency relocation sites, which are alternate locations where employees can go to perform 
work during extended emergencies, will be established/designated as the situation dictates. 

Supervisors will conduct full accountability when personnel gather at the assembly point and 
will report the results to the NAPS Emergency Team (if during working hours) or to the 
NAPS CDO (during non-working hours). Information on any missing persons will be passed 
to emergency responders. 

Part 21 - Recovery Procedu .. es: Once the disaster has occurred and actions are taken to 
respond to it, the next phase is the recovery phase. This section explains the process of 
recovering from an emergency with as minimal amount of loss as possible so that normal 
operations may be resumed as soon as is feasible. 
• If you are trapped in debris.

• Use a flashlight.
• Stay in your area so that you don't kick up dust. Cover your mouth with a handkerchief or

clothing.
• Tap on a pipe or wall so that rescuers can hear where you are. Use a whistle if one is

available. Shout only as a last resort--shouting can cause a person to inhale dust.
• Untrained persons should not attempt to rescue people who are inside a collapsed

building. Wait for emergency personnel to arrive.
• Stay tuned to local radio and be alert to Giant Voice and CDNS updates for information.
• Help injured or trapped persons. Give first aid where appropriate.
• Do not move seriously injured persons unless they are in immediate danger. Call for help.
• Return to the facility only after authorities advise that it is safe to do so. If the building was

flooded, beware of snakes, insects, and animals.
• Note any issues with utilities systems, including gas, electric, water, sewer, or steam lines,

and if any exist, inform Public Works. If the smell of gas is noticed, leave immediately and
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Section 3 - Accidents and Manmade Hazards 

Part 3A - Medical .Emergenci'es: When medical assistance is needed, the primary resource for 
emergency medical attention is to contact the NAVSTA Fire and Emergency Services (F&ES) 
organization via the Installation Dispatch Center (dial 911 or 841-3241 or 841-3333). NAPS 
Corpsmen, Athletic Trainers and other identified occupants may be the fastest source of first 
aid/cardiopulmonary resuscitation. NAVSTA F&ES Emergency Medical Services (EMS) 
personnel will determine and provide the appropriate care/treatment, and if any assistance is 
required from mutual aid or NHCNE Newport, will request that support via the Dispatch Center. 

Part 3B - Fires: Occupants should be familiar with the location and operation of fire alarm pull 
stations and fire extinguishers in their workspace. Occupants should know the procedures to 
follow when the fire alarm sounds. During a fire: 
• Activate the fire alarm (if it hasn't already been activated).
• Evacuate the building.
• From a safe location, contact the Dispatch Center (dial 911 or 841-3241 or 841-3333).
• Once evacuated, notify the Commanding Officer and Building Manager.
• The person pulling the alarm and/or the Building Manager should meet and brief emergency

responders.
• Once evacuated, make any required chain of command notifications.
• If confronted with smoke, stay low to the floor and exit the building as quickly as possible.
• When approaching a closed door, use the palm of your hand to feel lower, middle and upper

parts of the door. If it is not hot, open it slowly. If it is hot to the touch, do not open door-­
seek an alternate escape route, and call the emergency number to give your location.

Part 3C - Hazardous Material Incidents: A hazardous material spill or release may pose a risk 
to life, health, or property. An incident within NAPS may result in the evacuation or sheltering­
in-place of the entire facility, one building, or one section of a building. An incident in the 
geographical area can result in the evacuation or sheltering-in-place of large numbers of people 
and/or tenant commands. If a spill/release is noticed, the following actions will be taken: 
• Contact the Dispatch Center (dial 911 or 841-3241 or 841-3333), and give the approximate

location of the spill/release.
• If the smell of gas is present, do NOT use the phone. Calmly alert occupants in the area and

evacuate. Go to a phone outside the immediate area and call the emergency number.
• The person noticing the smell/spill should meet and brief emergency responders.

19 



This page intentionally blank. 

20 







Environmental Branch for disposal planning. Ensure that any contractors in the 
building are informed of, and participate in, storm preparations. 

• Report attainment of COR FOUR via the chain of command .

COR Onset of destructive winds possible within 48 hours. 

THREE • Building Managers should attend COR Coordination Meetings, generally held

(3) in Conference Center each day as storms approaches.
• Proceed with preliminary precautionary measures and continue routine

operations.
• Ensure all gas-powered tools are fueled and sufficient fuel on hand for three

days of operation. This equipment includes chainsaws, small generators, light
pumps, pumps, etc.

• Gather inventory and charge all available portable radios to ensure availability
for work crews and emergency vehicles.

• Inform the NA VSTA CDO or EOC of any personnel who will be weathering
the storm in offices or work spaces.

• Secure all loose gear .
• For all lower base occupants, begin securing lay-down areas and materials

stored on piers, quay walls, and lay-down areas.
• Contact NA VSUP Newport (CHRIMP) for disposal of all hazardous material,

and PW Environmental Branch for disposal of hazardous waste, in areas
threatened by flooding. Materials will be prepared for movement at COR
THREE, but not be moved until COR TWO. Departments and Tenants will
support deployment of sandbags and removal of valuable and high priority
equipment and materials of buildings where the first floor is below the hundred
year flood line.

• Ensure that any contractors employed in the building are informed of, and
participate, in storm preparations.

• Report attainment of COR THREE via the chain of command .

COR Onset of destructive winds anticipated within 24 hours. 

TWO (2) • Building Managers should attend COR Coordination Meetings, generally held
in Conference Center each day as storms approaches.

• Essential personnel with storm preparation duties will be in a 24-hour on-base
duty status for emergency working party support.

• Fill emergency water containers with potable water .
• Commence sandbagging doorways and equipment, and plugging of deck drains

in buildings where there is danger of flooding. Arrange removal of valuable
and high priority equipment and materials from lower floors of buildings where
first floor is below the hundred year flood line. As doorways are closed, brief
building occupants, put up temporary exit signs at doors that remain open.

• Buildings will be secured and protected to withstand high winds, torrential
rains, and rising water. This will involve closing and locking all doors and
windows. Taping windows is not necessary or recommended, as NOAA has
found that this practice does little to strengthen windows or protect from flying
glass. The best protection from broken windows is for personnel to shelter from
the storm in windowless rooms, such as interior corridors, during the height of
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the storm. 
• Perform all COR ONE actions if personnel or sufficient time will not be

available to complete all activities sufficiently in advance of high winds and
water.

• Ensure that CHRIMP has removed all hazardous material, and PW
Environmental has disposed of hazardous waste. Materials should have been
prepared for movement at COR THREE, and will be moved as COR TWO is
implemented. Plan to release non-emergency personnel per direction of CO
NAVSTA.

• Report attainment of COR TWO via the chain of command .

COR Onset of destructive winds anticipated within 12 hours.

ONE (1) • Building Managers should attend COR Coordination Meetings, generally held
in Conference Center each day as storm approaches.

• Make final preparations in all buildings .
(1) Turn off all electrical equipment and cover with plastic.
(2) Move small electrical appliances away from windows and doors.
(3) Shut down and unplug all computers.

(a) Save all work.
(b) Close all applications.
(c) Power down workstation by clicking START, then SHUT DOWN and
select OK when window appears.

( d) Once workstation is powered down (Power lights are off) disconnect all
cables from workstation to include power cord, mouse, network cable,
printers, and any other devices that are connected to workstation.

( e) When all cables are disconnected, move workstations and monitor to an
elevated (i.e. off the floor) location within a secure room with no
windows.

(f) Cover workstations and monitors with plastic.
(g) Label workstations and monitors with user names prior to storage.

(4) Board windows as appropriate.
( 5) Coordinate with Public Works to have gas, water and electrical service

secured for buildings to be evacuated.
• Distribute evacuation information to all personnel. Release non-essential

personnel from work as NA VSTA is closed.
• Complete removal of valuable and high priority equipment and materials from

lower floors of buildings where sand bags would be deployed. Evacuate
buildings and sandbag last doors on those buildings.

• Finish securing building doors and windows. Taping windows is not necessary
or recommended, as NOAA has found that this practice does little to strengthen
windows or protect from flying glass.

• Instruct all personnel remaining onboard NA VST A to shelter in place during
the storm. The best protection from broken windows is for personnel to shelter
from the storm in windowless rooms, such as interior corridors, during the
height of the storm. Personnel should not leave buildings when winds in excess
of 50 knots are experienced.

• Report attainment of COR ONE via the chain of command .
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