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Introduction

The Deputy Under Secretary of the Air Force (Willard H. Mitchell) welcome’s you to 1500 Wilson Boulevard. Take some time to read this guide and acquaint yourself with the facets of our facility. Please keep this guide as a reference. It contains a great deal of information that you will find useful on your first day at 1500 Wilson Boulevard as well as in the future. A great deal of thought and planning has gone into making your building as safe and comfortable as possible. You will undoubtedly have additional questions, so please feel free to ask your Tenant Representative (Donna L. Metz, SAF/IAG, 588-8994) for assistance.

Area Statistics

Location/Transit Options 

1500 Wilson Boulevard is located 1 1/2 miles north of the Pentagon. Travel time from Rosslyn to the Pentagon by Metro train is five to six minutes. Travel by car on Virginia State Route 110 to the Pentagon is less than ten minutes.
Directions from the Pentagon:

From I-395 Southbound, take the Virginia State Route 110 exit 9A towards Rosslyn/I-66 West. Take the Wilson Boulevard ramp to the left towards Rosslyn. Make a left at the sixth traffic light onto North Pierce Street. Make another left at the first traffic light onto Clarendon Boulevard. The parking garage will be inside the fourth building on the left.

From I-395 Northbound, take the second Washington Boulevard exit (Memorial Bridge and drive past the Pentagon. Turn right at the exit to the Pentagon North Parking and at the next intersection, bear to the right and follow the roadway under the Washington Boulevard Bridge onto Virginia State Route 110 (North). Get in the center or left lane. Take the Wilson Boulevard exit to the left towards Rosslyn. Make a left at the sixth traffic light onto North Pierce Street. Make another left at the first traffic light onto Clarendon Boulevard. The parking garage will be inside the fourth building on the left.

Directions from the I-495:

Take I-495 to I-66 East. Take the Rosslyn/Key Bridge exit. Take a right onto Ft. Myer Drive. Take an-other right onto Wilson Boulevard. Make a left onto North Pierce Street. Make another left at the first traffic light onto Clarendon Boulevard. The parking garage will be inside the fourth building on the left.

PLEASE NOTE:  The clearance height of the garage is just 5'10". Vehicles taller than this must use on-street or other parking facilities.

Metro

The Metro Blue Line connects Rosslyn to the Pentagon with only one intermediate stop. The Rosslyn Metro Station is located less than 1 1/2 blocks from 1500 Wilson Boulevard at the inter-section of North Fort Myer Drive and Wilson Boulevard. The Rosslyn Metro Station is directly served by both the Blue and Orange lines. It is open on weekdays from 5:30 a.m. to midnight and on weekends from 8 a.m. to midnight. For more information on Metro call 202-637-7000. Metro's website is http://www.wmata.com.

SERVICE FREQUENCY:

Weekdays Peak Hours (5:30 a.m.-9:30 a.m., 3:00 p.m.-8:00 p.m.): every 3 minutes

10:00 a.m.-3:00 p.m.: every 6 minutes

8:00 p.m.-last train: every 20 minutes

Saturdays 8:00 a.m.-10:00 a.m.: every 6 minutes

10:00 a.m.-6:00 p.m.: every 12 minutes

6:00 p.m.-last train: every 7.5 minutes

Sundays: all day: every 15 minutes

Shopping/Personal Services

The following shops and personal services are located within walking distance:

Shop or Service 

Address 


Phone
Blockbuster 


1555 Wilson Boulevard 
703-524-8300

Miracles Hair Salon 

1501 Wilson Boulevard 
703-516-9800

Rosslyn VIP Cleaners 
1401 Wilson Boulevard 
703-525-7467

Safeway 


1525 Wilson Boulevard 
703-276-9315

Wilson's Florist of Rosslyn 
1735 North Lynn Street 
703-525-7792

The following shopping areas are located within walking distance:

Rosslyn Metro Mall

Shop or Service 

Phone

Metro Dry Cleaner 

703-276-7519

Metropolitan Flowers 
703-525-3331

Mimi's Hallmark 

703-522-8030

Rite Aid Drug Store 

703-528-2101

The Commuter Store 
703-525-1995

The Gannett & USA Today Towers (1000 Wilson Blvd. & 1100 Wilson Blvd.)

Shop or Service 



Phone

Twin Towers Cleaners and Market 
703-358-9342

Twin Tower Florist 



703-527-7110

Jacobs Gardner Supply Company 

703-524-2500

CVS Pharmacy 



703-243-4993

Fitness Facilities/Recreation

The Ft. Myer Fitness Center is located half a mile away from 1500 Wilson Boulevard via North Ft. Myer Drive. Free access is available to DoD military and civilian personnel with valid DoD identification.

There are also numerous jogging and biking trails in the area including the Mount Vernon  Trail (see http://www.co.arlington.va.us/dpw/planning/bike.htm).

Shower facilities are available on the seventh floor of 1500 Wilson Boulevard--three stalls in the Men's and Women's Rest Rooms and one in the Handicap Rest Room.

Gold’s Gym is located 1830 N. Nash St.  Military and civilian employees are eligible to join for an $18 per month fee.  POC is SSgt Glenda Barlow, 588-8892.

Air Force Instruction 65-106, APPROPRIATED FUND SUPPORT OF MORALE, WELFARE, AND RECREATION AND NONAPPROPRIATED FUND INSTRUMENTALITIES, allows for the appropriated funds to be used to enroll military and civilian personnel in a commercial fitness center. The specifics of the program are still in the works, however 11th Wing Services Division at Bolling Air Force Base is contracting with a local fitness center for interested personnel. 

Hotels 

The following hotels are located within walking distance:

Hotel
Address 



Phone

Courtyard by Marriott 

1333 Clarendon Boulevard 

703-528-2222

Holiday Inn-Rosslyn Westpark 
1900 North Fort Myer Drive 
703-807-2000

Hyatt Arlington 


1325 Wilson Boulevard 

703-525-1234

Marriott-Key Bridge 

1401 Lee Highway 


703-524-6400

Quality Inn-Iwo Jima 

1501 Arlington Boulevard 

703-524-5000

The following banking facilities are located within walking distance:

Commercial Banks

Bank 




Address 



Phone

Central Fidelity 


1901 North Moore Street 

703-816-5160

Chevy Chase Bank 


1100 Wilson Boulevard 

703-528-7325

Crestar Bank 


1550 Wilson Boulevard 

703-838-3140

Crestar Bank 


1101 Wilson Boulevard 

703-838-3421

First Union Bank 


1200 Wilson Boulevard 

703-284-6411

Nations Bank 


1700 North Moore Street 

703-807-1034

Riggs Bank 



1101 Wilson Boulevard 

301-887-6000

Signet Bank 



1500 Wilson Boulevard 

ATM

Federal Credit Union

1550 Wilson Boulevard

(No cash transactions) 

Restaurants

The following restaurants are only a short drive away:

Restaurant
Type of Food 
Address 

Phone

Bohsali
Middle Eastern 
2900 Columbia Pike     
703-920-2404

Chesapeake Seafood &

Crab House 
Seafood 
3607 Wilson Boulevard 
703-528-8888

La Chaumiere 
French 

2813 M Street, NW 
202-338-1784

L'Alouette Restaurant 
French 
2045 Wilson Boulevard 
703-525-1750

Little Viet Garden 
Vietnamese 
3012 Wilson Boulevard 
703-522-9686

Pines of Florence 
Italian 
2053 Wilson Boulevard 
703-243-7463

Quarterdeck 
Seafood 
1200 Fort Myer Drive 
703-528-2722

Queen Bee Restaurant 
Vietnamese 
     3181 Wilson Boulevard 
703-527-3444

The following restaurants are located within walking distance:

Restaurant 
Type of Food 
Address 



Phone

China Garden 
Chinese 
1100 Wilson Boulevard

703-525-5317

Domino's Pizza 

Pizza Delivery     1555 Wilson Boulevard  
703-276-1400

Ha' Penny Lion 

Variety               1300 North 17th Street 

703-524-0800

Manhattan Cafe 

Variety 
      1655 North Fort Myer Drive 
703-527-0066

MacDonald's 


Fast Food 
      1823 North Moore Street 
703-528-1259

Oak Street Cafe 

Deli/Sandwiches  1501 Wilson Boulevard 

703-528-6886

Red Hot & Blue Express 
Ribs 

      3014 Wilson Boulevard 
703-243-1510

Roy Rogers 


Fast Food 
      1801 North Moore Street 
703-243-4354

Santa Fe Cafe 

Southwestern       1500 Wilson Boulevard 
703-276-0361

SoHo Cafe 


Variety 
      1515 Wilson Boulevard 
703-524-7646

Spice of Life 


Coffee/Tea 
      1401 Wilson Boulevard 
703-524-2066

Subway 


Sandwich Del
      1550 Wilson Boulevard 
703-243-3663

Tivoli Restaurant 

Italian 
      1700 North Moore Street 
703-524-8900

Tom Sarris Orleans House 
Steak 

      1213 Wilson Boulevard 
703-524-2929

For information on more restaurants in Rosslyn visit http://diningweb.com/lists/areasva/rosslyn.shtml
Business Services

The following businesses are located within walking distance:

Service 



Address 


Phone

Federal Express 


1100 Wilson Boulevard 
800-238-5355

P.O. Boxes, Etc. 


1730 North Lynn Street 
703-908-9735

U.S. Post Offices (Rosslyn) 

1101 Wilson Boulevard 
703-525-4336

World Wide Travel Associates 
1730 North Lynn Street 
703-525-6784

Area Hospitals

The following hospitals are located in the Greater Washington, D.C. area:

Hospital 



Address 



Phone

Arlington Hospital 


1701 North George Mason Drive 
703-558-5000

Fairfax Hospital 


3300 Gallows Road 


703-698-1110

Alexandria Hospital 


4320 Seminary Road 

703-504-3000

George Washington

University Hospital 


901 23rd Street, NW 

202-525-4336

Georgetown University

Medical Center 


3800 Reservoir Road, NW 

202-687-2000

Suburban Hospital 


8600 Old Georgetown Road 
301-896-3100

NIH Institute of Health 

9000 Rockville Pike 


301-496-4000

National Naval Medical Center 
2455 Army Navy Drive 

703-920-6700

Walter Reed Army Medical Ctr 
6825 16th Street 


202-782-3501

Emergency Medical Care

Emergency medical care will be provided by Arlington County and appropriate civilian or military medical facilities.

Building Amenities/Statistics

1500 Wilson Boulevard is conveniently situated in the heart of Rosslyn's commercial district. This building has recently been renovated, including the building systems, common areas and exterior, and is considered "Class A" office space.

Mail Room 

An Air Force satellite mail room is located on the left side on the 2nd floor at 1500 Wilson Boulevard.  Tenants can pick up or drop off official business mail at the mailroom during duty hours.  Air Force tenants still maintain their current Pentagon mailing addresses. This allows worldwide organizations to continue consolidating mail for dispatch to Headquarters United States Air Force organizations.  Consolidation of mail speeds up delivery time and significantly reduces mailing costs. If you have any questions on mail service or need guidance on mail management, please contact Ellsworth E. Howell

at 703-697-0269.

Sue’s Lobby Shop
Location:


Lobby

Hours of Operation:

0600-1800, Monday through Friday

Kitchenettes

One kitchenette is provided on each floor for tenant use. The kitchenette has a refrigerator, micro-wave, overhead and under-the-counter cabinets, a sink, and a garbage disposal. The cleaning and care of dishes, kitchen supplies, refrigerator, and microwave are the tenants' responsibility.

Defense Self-Service--Washington (DSS-W) Store

A DSS-W store is located at 1401 Wilson Boulevard. It offers a wide variety of items needed for everyday office use, such as pencils, calendars, envelopes, markers, steno pads, daytimers, etc. The center provides the same administrative supplies that are currently available at the centers located in the Pentagon. New items will be added as customers begin to occupy the building and identify their needs. Copier paper will also be available at the center.  Orders will be made like credit card purchases. Each division has an account and a card that can be used to make orders.  If you have any questions please call Donna Metz, SAF/IAG, 588-8994.

Hours of Operation: Monday through Friday, 0800 to 1530

Point of Contact: Ms. Patricia Cade, 703-693-9198

Rest Rooms

There is a set of male and female rest rooms on each floor, located off the elevator lobbies, for tenant use.  In addition, there is one unisex, handicap accessible rest room located on each DoD floor. Access to rest rooms are controlled by cipher locks.

Shower/Locker Room Facilities

The shower/locker room facilities are located on the 7th floor of the building. Access is through the men's and women's rest rooms on that floor. There are three showers in each of the men's and  women's facilities.  One shower in each facility will be adapted for handicapped use. The unisex handicapped rest room on the 7th floor also has a handicapped shower. There are 38 day-use lockers in each facility. The day-use lockers require a quarter to lock them. A quarter is deposited in the locker, which allows the locker to be locked by a key. When the locker key is put back in the locker lock and turned to unlock, the quarter is returned to the user.

Conference Rooms
SAF/IA has a large conference room on the 8th floor (occupancy up to 20 personnel) and a small conference room on the 4th floor (occupancy up to 10 personnel).   Please contact SAF/IA Admin, 588-8892 to reserve.  However, if additional conference room space is required, please contact Donna Metz, SAF/IAG 588-8994 for a list of other conference rooms in the building.

Telephone Information

You should have a Bell Atlantic pamphlet entitled "Feature Dialing Instructions, AT&T ISDN Sets" at the workstation or office. This pamphlet explains various features of the ISDN telephone instrument and can help you become as sophisticated as you would like with the phone. 

If you have questions about the phone, or if you need some help implementing a certain feature, and your neighbors can't help, please get in touch with your organizational telephone "expert" who has been trained on the features and operation of the phone.   POC Donna Metz, SAF/IAG, 588-8994.

Should you have problems other than adding or deleting a feature, please call the Bell Atlantic Trouble Number at 614-4357.

PC/Network Information 

SAF/IA is connected to the Pentagon network which is controlled by SAF/NET located on the 3rd floor of 1500 Wilson Blvd.  You have problems please call them at 588-8328.

Parking

Parking at 1500 Wilson Boulevard is commercially operated by Monument Parking and is open to the public.  The majority of parking spaces at 1500 Wilson Boulevard are stacked, meaning that parking in the garage often requires the customer leave their keys with an attendant. Managing the parking this way allows for many more cars to be parked in the garage and will, therefore, allow many more government tenants the opportunity to parking the building. SAF/AAX has distributed equitable shares of "spaces" based on occupancy of the building. Parking allocation information and application forms are available through your Tenant Representative.  The cost for parking passes (key-cards) is $100 per month.

There are approximately 170 employee spaces available at 1500 Wilson Boulevard. There are also 22 visitor and GOV spaces and six handicapped spaces. Tenants who pay for monthly parking passes are guaranteed to be able to park in the garage, but they are not guaranteed a specific parking space or a parking space that does not require leaving his/her keys with an attendant.   The few spaces that are pull-in/pull-out are available on a first-come, first-served basis.  The garage door will be open Monday through Friday, from 0600? to 1900 hours. Attendants in the garage will be on duty during these hours. If anyone has left their keys with a garage attendant and does not leave the parking garage prior to 1900 hours, they must pick-up their keys from the attendant and possibly re-park their car (if not already done by the attendant) PRIOR to 1900 hours. If this is not done prior to 1900 hours, the customer may not be able to get their keys until the next business morning. Key-card access is available 24-hours a day.  The attendant at the gate will give out parking passes to visitors who are pre-approved by the tenants. When leaving, the visitor MUST return the pass for use by others.

PLEASE NOTE: VEHICLES OVER 5'10'' TALL CANNOT ACCESS THE GARAGE DUE TO THE LOW CEILING IN THE GARAGE.

Building Operations & Management

Building Management Introduction

The Washington Headquarters Services, Real Estate and Facilities, Leased Facilities Division are providing building management services. A DoD Building Manager's Office was established as the Rosslyn Field Office under the purview of the DoD District of Columbia Area Manager's Office and will be located on the first floor of Rosslyn Plaza North, 1777 North Kent Street in Rosslyn.  Your Designated Agency Contact (Donna Metz, SAF/IAG, 588-8994) is the main point of contact for service questions.

Service Call Standards

The following is a list of the most often reported service requests along with the DoD estimated response and repair times, once the complaint is reported.

Problem/Service 

Response Time 

Repair Time

Health/Safety, Spillage, 

Broken Glass 

Immediately 


Most within 24 hours

Too hot/ Too cold, 

Within two hours 

24 hours (if plumbing problem)

Rest room Servicing,

Water Fountain Stoppage

Inoperable Elevators 
Immediately 


Most within 24 hours

Light Tube Replacement 
Within 24 hours 

24 hours/48 hours if ballast is bad

Routine Servicing, 

Within 3 days 

5 days

Broken Venetian Blinds,

Minor Rest Room Problems

Broken Door Closures, 
2 to 4 hours 


24 to 48 hours

Entrance/Exit Doors

To make a service request, please contact your Designated Agency Contact who will forward your requirement to the DoD Building Manager's Office. The time frames listed above are the maximums. In many instances, the response and/or repair time may prove shorter. Should your service request not be responded to within the above stated time frames, please inform your Designated Agency Contact.

Freight Elevator Procedures

Tenants must notify the DoD Building Manager in writing at least five working days prior to the date of the move or large delivery. The name of the moving or delivery company and the scheduled time of delivery must be provided as well as the appropriate Certificate of Insurance.

Weekend and after-hours moves may require Building Engineer and/or Elevator Engineer overtime.  For more information, contact your Designated Agency Contact. 

Being a Good Tenant

Your agency shares the responsibility with the DoD Building Manager's Office for ensuring that the building is well maintained and safety practices are followed.  The tenant agency should discourage its personnel from abusing the building in any way.  For example, no holes should be made in sheetrock walls; doors should not be abused. Encourage safety by ensuring that corridors are free of furniture that excess paper and trash are disposed of properly, and that electrical wiring is properly housed. 

The DoD Building Manager's Office procures cleaning, heating and air conditioning, building and office lighting, trash removal, and insect and rodent control services through the lessor. The Building Manager's Office is responsible for coordinating and ensuring a safe, sanitary, and comfortable work environment. 

Building Rules

Your work space is properly equipped with everything that you need to perform your daily tasks with convenience and comfort. You will find everything from sufficient electrical power to a state-of-the-art telephone system.  

Eating & Drinking

If you eat or drink at your workstation, please be careful to keep food and beverages away from fabric covered surfaces. Please do not leave them unattended at your workstation. If you spill coffee or soft drinks, please take the responsibility for mopping them up before they sink into the fabrics or carpeting.  Discard trash promptly. 

Pictures & Items Usually Hung on Walls

Picture hangers are available through supply requisition.  Please do not use nails and tacks on portable workstation panels. 

Plants

You may have plants at your workstation; however, the size and quantity should be limited to available workspace surfaces. Plants may not be hung from the suspended ceiling and should not be placed on top of the overhead bins.

Appearance of Workstation
With open-plan installations, you'll find yourself more conscious of the appearance of your neighbors' office space. Without sacrificing our individuality, we all need to exercise some care in maintaining a neat and orderly appearance in the workplace. The Air Force recommends against using the tops of the hanging storage units due to  weight loading problems, the possible hazard of items placed on top falling, and interference with lighting or ventilation systems. 

Building Access & Hours of Operation

A valid DPS-provided identification badge or escort will be required to gain admittance to, and remain within the Air Force tenant space at 1500 Wilson Boulevard during business hours and at all times.  The business hours of operation are as follows:

0600 to 2000 Monday through Friday, except Federal holidays.

The building will be open to the public during business hours.* After hours, all Air Force tenants will be able to access the building with an ADT key card that will be provided through your Security Manager. DoD visitors will be directed to go to the security office located on the right, off the main lobby. From there, they will be directed up to the tenant space, either by phone, escort, or with a visitor badge.

*The public and other non-DoD tenants will be able to use the elevators and gain access to the elevator lobbies on all floors. However, they will not be able to enter the Air Force tenant space unauthorized.

Trash Removal and Disposal of Classified Materials

Trash will be removed from tenant space on a daily basis. All excess food from parties and events should be disposed of in kitchen trash receptacles.  The DoD WHS Incinerator Office pick up burn bags containing disposed classified materials each Wednesday.  Check with your division admin for time.  The DoD WHS Incinerator Office number is 703-695-1828.  

Recycling
Each employee will be given a deskside container for the disposal of high-grade office paper. The full deskside containers will be emptied at a central container. Another central container will be used for the disposal of aluminum cans. The lessor's cleaning staff will empty the central containers each week.

Heating & Air Conditioning

During business hours thermostats shall be set to maintain temperatures between 68 and 72 degrees Fahrenheit during the heating season and between 72 and 75 degrees Fahrenheit during the cooling season. These temperatures must be maintained throughout the leased premises and services areas, regardless of outside temperatures, during the hours of normal building operation. Areas having excessive heat gain or loss, or affected by solar radiation at different times of the day, shall be independently controlled. In the summer, air-conditioning will be run from 0600 until 1900 hours. If these temperature

ranges are not consistently maintained and you are uncomfortable, please have your Designated Agency Contact call the DoD Building Manager's Office.

During non-working hours, heating temperatures shall be set no higher than 55 degrees Fahrenheit and air conditioning will not be provided. Thermostats are secured from manual operation by key or locked cage.

Fire Marshal Inspections and Fire Drills

Arlington County Fire Marshal will inspect tenant space twice a year for code compliance. Tenants will be given advance notice of these inspections.  Fire drills for 1500 Wilson Boulevard will occur only in the month of October. The POC for your agency will be given advance notice of these drills.

Smoking Guidelines 

1500 WILSON BOULEVARD IS A SMOKE FREE WORKPLACE.

Reference DoD Instruction Number 1010.15, dated March 7, 1994, subject: Smoke Free Workplace.  Smoking within all DoD occupied facilities in the National Capital Region, including all areas of 1500 Wilson Boulevard, is prohibited. Smoking is also prohibited outside the building, within 50 feet of all exits.

NOTE: The building owner also prohibits smoking in all common areas, including rest rooms, lobby, stair-wells, and the garage.

Emergency Procedures

Phone Numbers and General Information

ALL EMERGENCIES MUST BE REPORTED TO THE DEFENSE PROTECTIVE SERVICE (DPS) IMMEDIATELY. IN LIFE-THREATENING SITUATIONS WHERE TIME IS CRITICAL, CONTACT 99+911 FIRST; THEN CONTACT DPS.

The DPS control center is the primary contact for all emergencies in the building. DPS is responsible for contacting the DPS guards in the building. TENANTS ARE NOT TO CONTACT THE GUARDS. DPS is responsible for coordinating with other emergency service agencies (Police, Fire and Emergency Medical).

Listed below are the DPS contact numbers:

DPS EMERGENCY PHONE NUMBERS 

703-697-5555

EMERGENCY TDD PHONE NUMBER 

703-693-3394 or 703-693-7008

DPS NON-EMERGENCY PHONE NUMBER 
703-697-1001

DPS CRIME PREVENTION 


703-614-3813

ON-DUTY DPS WATCH COMMANDER 

703-697-1289 or 703-697-4151

Arlington County Fire Department and Police Department telephone numbers are:

EMERGENCY ONLY 99+911

NON-EMERGENCY 703-558-2222

Medical Emergencies

Your actions during the crucial first minutes following serious injury can save lives. The following actions should be your priorities until help arrives:

Summon Emergency Medical Help: FIRST CALL 99+911. Then contact DPS at 703-697-5555. Police officers will be dispatched, and an ambulance requested. Stay with the victim while someone else calls for help.

Fire Emergencies

If you should see or smell smoke, immediately call 99+911 then, if time, notify DPS at 703-697-5555 of the location of the smoke.

If you should see flames, immediately pull the nearest fire alarm box. If the situation permits, remain at the box to direct responding security personnel to the fire. If the situation does not permit staying at the pull station, evacuate the area immediately.

In the event of a fire:

* Do not use elevators; use the stairwell.

* Stay low to the floor and move to a safe area. Smoke will rise towards the ceiling.

* Feel closed doors for heat before opening them. If the door is hot, the fire may be on the other side of the closed door.

* Close doors and windows if possible.

* Evacuate the area.

1500 Wilson Boulevard provides smoke detectors, a sprinkler system, and fire alarm pull stations in accordance with the National Fire Protection Code. The alarm system is a "High Rise Package". The fire floor, that is, the floor where the alarm signal originates (the signal could come from a pull box, smoke detector, or sprinkler), and the floor immediately above and below it, are alarmed by a slow whoop, alternating with a voice evacuation message alerting the occupants of those floors only to leave the building via the stairs. Occupants on other floors will be alerted in the same manner if the alarms are triggered. The fire alarm signal is reported to a central monitoring station, who will immediately notify the fire department and DPS. The Defense Protective Service will immediately dispatch officers to the location of the alarm.
Evacuation

When emergency conditions arise, occupants shall be evacuated or relocated in accordance with each building's established Occupant Emergency Plan (OEP). When your building's fire alarm system is activated, follow evacuation procedures set forth in the OEP. Agency employees who comprise the Occupant Emergency Organization (OEO) have the responsibility for conducting safe evacuation of each building's occupants.  The authority to order an evacuation is dependent on the circumstances and scope of the situation requiring the evacuation. Regardless of how the evacuation order is given, be it verbally by responding emergency personnel or by the sounding of the Building Alarm System, ALL PERSONNEL MUST EVACUATE.

When an evacuation is underway, you should do the following:

Remain Calm: Do Not Panic

Stop Work: The safety of life is the primary concern during an evacuation.

Secure Materials: Or take it with you if you can't secure it. If it is a bulky item leave it. It is not worth a life.

Evacuate: Do not wait until you see Police and Fire services responding. If an alarm goes off, it doesn't matter if it is real or not. Evacuate.

Follow Directions: Evacuation Routes and Assembly areas should already be known by periodic reminders and drills as well as be posted within office space. Should a fire fighter or a police officer give you directions, follow them.

Take Only What You Need: Take only your coats and purses. Do not take briefcases or other materials. They will be a hazard in the evacuation.

Use Stairwells Only: Never use elevators during an evacuation If one stairwell is blocked by fire use the other one.Stay in the center of the stairwell.

Get Out of the Building: What may seem safe at the moment could become a trap very quickly. Get away from the building. Besides being in danger, you could also be hampering any ongoing rescue attempts.

Go to Your Assigned Assembly Area: Regardless of where you are in the building when an evacuation is ordered, go where you can be counted.

Do no re-enter until authorized.

Safety Threats

If you receive a threat, including a bomb threat, extortion threat, or threat from a mentally disturbed individual, remain calm, listen carefully, and contact the Defense Protective Service (DPS) immediately at 703-697-5555.

Report any suspicious packages to DPS immediately. Do not move or touch the package. The offices surrounding the immediate area of the package will be evacuated. If you receive a threat in the mail, limit the number of persons who have touched the letter or package to an absolute minimum. This will help preserve the item as evidence so that it can be processed for fingerprints, etc.

If you receive a threat by a person physically in the office, activate the duress alarm if available. If no such alarm is available, call or have another person call DPS at 703-697-5555. 

The Defense Protective Service has prepared a handout to assist you in recognizing and dealing with problem visitors to your office. 
Building Emergencies--After Hours

Examples of after-hours emergencies are:

A/C system for a 24-hour computer room goes down, and there is fear that computer equipment might be damaged.

Flooding: For example, a sprinkler system line bursts/discharges or rest room/plumbing systems floods.

A suspicious individual, package, and/or activity, etc.

In the event of an emergency that occurs after normal working hours, contact DPS at 703-697-5555. They in turn will contact the DoD Building Manager's Office.

If you feel it is imperative that you speak directly with the DoD Building Manager's Office, please provide your name, telephone number where you can be reached, and a brief but explicit message regarding the emergency. You will be contacted by the DoD Building Manager's Office or a representative as quickly as possible. Note that your primary point of contact is your organization's Designated Agency Contact.

