EMERGENCY CONTACT
PROCEDURES
_______________________________________

In the event of a UPS power, base building power or any other critical building system emergency at any Enron property, the On-Call Maintenance Tech should be notified immediately. The On-Call Tech will verify that an emergency condition exists and instruct the Console Operator which building, floor or UPS system has been affected by the emergency and who should be contacted.

Enron Facilities Emergency Call List NAMES are given a call escalation number and color coded in the column labeled LEVEL. When instructed to contact persons by building, floor, phone switch or UPS system refer to the escalation level associated with the name to see who should be notified 1st, 2nd, 3rd, or 4th.  

The Enron Facilities Emergency Call List is divided by BUILDING and FLOOR in the two left-hand columns, and by UPS A, B, C and PHONE SWITCH in the four far right-hand columns. 

FLOOR EMERGENCY: When the Console Operator is instructed to call emergency contacts from a certain floor, find the floor number in the far left-hand column and contact all number 1’s associated with that floor. If a person whose number is 1 cannot be reached, the number 2 person should be contacted and then the number 3 or 4 person until someone is reached.    
NOTE: At the top of page one is a list of persons under the column labeled FLOOR that have ALL as the floor number. These people should be contacted for all floor level emergencies concerning either UPS or building power. 

UPS EMERGENCY: When the Console Operator is instructed to call emergency contacts from a certain UPS system, find the UPS letter in one of the three far right-hand columns and contact all number 1’s associated with that UPS system.  If a person whose number is 1 cannot be reached, the number 2 person should be contacted and then the number 3 or 4 person until someone is reached. 
NOTE: Some people are affected by an emergency on all three UPS systems. These people should be contacted for all UPS Emergencies. 

PHONE SWITCH EMERGENCY: When the Console Operator is instructed to call emergency contacts from the phone switch system, find the phone switch column on the right side of the page and contact all number 1’s associated with the phone switch. If a person whose number is 1 cannot be reached, the number 2 person should be contacted and then the number 3 or 4 person until someone is reached. 

OTHER BUILDING/PROPERTY EMERGENCY: When the Console Operator is instructed to call emergency contacts from a building or property other than the Enron Building, use the following procedures:
FLOOR EMERGENCY: When the Console Operator is instructed to call emergency contacts from a certain floor, find the floor number in the far left-hand column and contact all number 1’s associated with that floor. If a person whose number is 1 cannot be reached, the number 2 person should be contacted and then the number 3 or 4 person until someone is reached.    

The Console operator should maintain a log of all persons contacted, those persons called but not contacted, and the times each call was made.  

