  Version September 2016

	[image: image1.wmf]
	EUROPEAN UNION

Delegation to Japan




27 September 2016
To All Delegation Staff, 

Basic Emergency Procedures
In case of EARTHQUAKE in Europa House building
· Don't immediately leave the building; get under your desk and stay calm – especially during tremor.  

· Follow the instructions broadcasted through the indoor speakers or by your floor leader.
· In case your floor leader is absent, anyone can act as a floor leader. Therefore this person should turn on the transceiver (Channel 10) and communicate on the following:
· Any injury, damages?

· Any fire? 

· Evacuation instructions?

· Is help needed on your /other floor? 
· Do not act individually.
· Europa House building is deemed to be safe as the highest building standards and technologies are applied in the construction of the building. It is unlikely that the building collapses from an earthquake immediately. 

· Evacuation will likely occur after an earthquake when fires are spreading or buildings are in danger of being destroyed by landslides, etc. City police and fire authorities will issue evacuation advice when necessary. 
· In case of evacuation, do not use the elevators and SAS doors. Exit from the nearest emergency door. Wear your helmet if available.
· Security officer (or her/his replacement) will conduct headcount at the meeting point on the street.
· The nearest evacuation area designated by Minato-ward is Arisugawa Park and the premises of the nursing home next to Europa House. 
In case of FIRE in the building
· When you witness a fire, call out in a loud voice and let people around know that there is a fire first. 
· The fire alarm must be activated by breaking the glass and pushing the button on the fire-hydrant cabinets located on each floor. 
· Take the following steps if possible:
· If the fire has not reached the ceiling, try to put it out with an extinguisher near you (located on each floor);
· If the fire has reached the ceiling, inform your colleagues about the fire again in a loud voice and immediately evacuate the building. 
· In case at least one of the sensors detects a potential fire, the fire-warning alarm is activated and will continue for four minutes, then: 
· Cause of the smoke will be checked by the security guards and Administration; 

· When a real fire is confirmed, the evacuation announcement is activated;
· When no fire situation is confirmed, the alarm is deactivated. 
· In case more than two sensors detect smoke at the same time, the evacuation alarm is activated immediately.  

· Make an emergency call to the fire station by calling 119. You may call 119 from your mobile phone or dial 9 119 from the desk phones. 
· You should take the following steps in order to evacuate the building safely:
· Protect your nose and mouth from inhaling smoke with a handkerchief or a moist towel and proceed by keeping yourself as low as possible;
· If you are the last person to leave the room, close the door; 
· Help external visitors;

· Do not use the lift and the central staircase, always take the emergency staircase and exit near you.
· Security officer will conduct headcount at the meeting point on the front street.
Each staff member must be familiar with

· Basic emergency procedure described in this note and the designated evacuation routes in the building.

· Locations and use of  

· Fire alarm buttons
· Fire extinguishers
· Transceivers
Floor Leaders

Following colleagues have volunteered for Floor Leaders or Back-ups. Please be reminded that the above procedures must be understood and shared by all Delegation staff. Anyone can replace the listed colleagues in case of their absence.
Basement


Security Guards

FL 1(Office Area)

 

FL = Fumiko Nishida 





BK= Kazumi Hanawa 
FL 1(Conference Room, Reception Room, Public Area) 





FL = Staff member in charge of on-going events 
+ Security Guards

FL 2:



FL = Dominic Al-Badri





BK= Megumi Kobayashi, Miki Ota
FL 3:



FL = Mari Koseki 






BK= Samantha Reidy, Naoko Shinomiya  

FL 4:



FL = Hiroaki Yamanaka





BK= Tom Kuczynski
Fire Confirmation and Alarm System Operation Team

Guido Salvatore 
Noriaki Obayashi






Hiroaki Yamanaka 






Security Guard Team
Calling Ambulance or Fire Department
1. In case of injury, sickness requiring an AMBULANCE or FIRE, any members of Delegation staff or Security Guards may seek assistance by calling 119 (Dial 9 119 from office phones).

If you are not able to speak Japanese at all, tell the telephone operator

ENGLISH OPERATOR PLEASE! 

The fire department will do its best to connect the line to an English speaking operator.  

2. Describe clearly the assistance required and Delegation's address 

a. AMBULANCE (kyu-kyu / きゅうきゅう/ 救急　) 

b. FIRE (kaji / かじ / 火事)

c. Address of EUROPA HOUSE

Minatoku, Minamiazabu, 4 - 6 - 28 Europa House

3. (AMBULANCE) Ambulance will normally arrive in approx. 5 minutes

4. (FIRE) Azabu Fire Station dispatches its fire fighting unit and contacts the following designated persons in case immediate Delegation's permission for the fire brigade to enter into the building is required. 

	Order
	Name 
	Title
	Telephone number

	1st
	Mr. Viorel ISTICIOAIA-BUDURA 

ヴィオレル　イスティチョアイア＝ブドゥラ
	Ambassador / Head of Delegation

駐日欧州連合大使 ／　　代表　
	03-5422-6002  080-4004-7185

03-5422-6248 Home

	2nd  
	Mr. Francesco FINI 
フランチェスコ　

フィニ
	Minister / Deputy Head of Delegation 

公使参事官 / 副代表
	03-5422-6004  090-6529-5955



	3rd
	Mr. Guido 
SALVATORE
グィドー

サルヴァトーレ
	Head of Administration

総務部長
	03-5422-6020  090-6526-4881

03-6409-6027Home


However, under the fire fighting assistance agreement, the fire fighting unit may directly enter the building in case of urgent necessity for saving lives and/or preventing fire spread with no presence of these persons.  

Administration Section 

Delegation of the European Union to Japan
Useful Links/Information
Emergency announcements from Minato-city 

Announcements from outdoor loudspeakers are often inaudible. However, you can listen to the latest announcements over the phone. Dial 03-5401-0742

Manual for Disaster Preparedness Tokyo
http://www.metro.tokyo.jp/ENGLISH/GUIDE/BOSAI/index.htm 
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Heavy Rain / Strong Wind
p. 144

Torrential Rain
p. 150

Sediment Disasters
p. 162

Lightening
p. 154

Tornadoes
p. 156

Heavy Snow
p. 1568

Volcanic Eruptions
p. 160

Terrorist and Armed Attacks
p. 164

Infectious Diseases
p. 168
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You Should Know
I/ Y

Learning as much as you can about
disasters will help you make quick and
accurate decisions when one strikes.
This knowledge will not only be helpful
to you, but could lead to helping many
others too. In this chapter, we have
compiled a range of information on
different types of disasters and disaster
preparedness. Enhance your level of
disaster preparedness by learning more!
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"Safety Tips" app developed by Japan Tourism Agency
http://www.jnto.go.jp/eng/arrange/essential/emergency/safety_tips.html
Tokyo Metropolitan Government's Disaster Prevention Information http://www.bousai.metro.tokyo.jp/foreign/english/index.html
Japan Meteorological Agency

http://www.jma.go.jp/jma/indexe.html
Earthquake Early Warning and Tsunami Warning on TV
http://www3.nhk.or.jp/nhkworld/japanese/info/update/images/alert_and_service_English.pdf
http://www.nhk.or.jp/sonae/bousai/ Sample warning can be checked.
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Emergency alerts for iPhones 

https://support.apple.com/en-us/HT202346
Most of recent mobile phones supported by Japanese telecom companies are compatible with the emergency alert service.  
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