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PURPOSE OF THIS PROCEDURE

The purpose of this procedure is to provide Users (Fermilab and DOE) residing in Fermilab housing with important safety information they are required to share with their Authorized Guests who may either reside in Fermilab village housing or access authorized Fermilab facilities and may not have direct or immediate access to Fermilab-specific training materials.

This procedure applies to Authorized Guests accessing the Children’s Center, Recreation Center, Fermilab Village Housing facilities, the Frontier Pub, and any area accessible by the public on the Fermilab site.

MATERIALS/PRE-REQUISITES NEEDED

· Signed Agreement with the Fermilab Housing Office

· The User is required to take following required Fermilab training courses to effectively discuss the topics in this procedure with their authorized guests:
· FN000034 – New Employee/User ESH&Q Orientation 

· FN000508 - Workplace Violence and Active Shooter/Active Threat Awareness Training

· FN000531 – Sexual Harassment Awareness and Prevention for Fermilab Users, Visitors, and Contract Employees

REFERENCES
· New Employee/User ESH&Q Orientation Materials (accessible online)
· Workplace Violence and Active Shooter/Active Threat Awareness Training Materials (accessible online)
· Sexual Harassment Awareness and Prevention for Fermilab Users, Visitors, and Contract Employees (accessible online)
DEFINITIONS
[bookmark: _GoBack]Authorized Guest – An individual who does not generally have business with the laboratory but is approved to access Fermilab facilities such as the Fermilab Children’s Center, Fermilab Village Housing, or Recreation Center. Authorized Guests are permitted to access external, non-public areas (including after-house access to the site). Refer to the Policy on Access to Fermilab for more information.
RESPONSIBILITIES
The Fermilab Accommodations Office is responsible for ensuring that the Fermilab User who plans to reside in Fermilab Housing signs the Housing Agreement. The Accommodations Office must also ensure that the User understands their responsibility for ensuring that their authorized guests are familiar with all safety and emergency management related information provided in this procedure.
The Fermilab User is responsible for taking all required training identified by their Individual Training Plan, and ensuring that their authorized guests are made aware of all content highlighted in this procedure. The Fermilab User is to understand and adhere to all Fermilab policies and procedures.
The Authorized Guest is to understand and follow this procedure.
DETAILED PROCEDURE
Safety Awareness for Authorized Guests Residing in the Fermilab Village or accessing Fermilab facilities.
Emergencies
· Call 630-840-3131 in the event of an emergency occurring on the Fermilab site.  Provide the location and nature of the emergency to dispatch. It is useful to become familiar with your location (street name and address), as well as the Fermilab campus.
· For offsite emergencies, call 911 or use Text-to-911 and provide your location and nature of the emergency to the local authorities. 
· Understand Emergency procedures in response to:
· Severe weather watches/warnings which can include:
· Severe Thunderstorm Watch/Warning
· Tornado Watch/Warning – Know the location of the emergency (Tornado) shelter closest to you
· Winter Weather Watch/Warning
· Blizzard Watch/Warning
· Workplace Violence Active Shooter/Active Threat

Alarms and Alerts
In certain situations, an alarm will be activated to alert you of an emergency.  You may be required to take action if any of the following alarms are activated:
· Fire alarm – If activated you MUST evacuate to the designated assembly area. 
· Carbon Monoxide alarms – If activated you MUST evacuate to the designated assembly area
· Tips and best practices you should follow to stay aware of in emergencies or when alerts and alarms are sounded: 
· Do not investigate alarms! Vacate the premises and convene in the assembly area. It is important to know where the assembly areas are located. Do not leave the assembly area once you are there until instructed to do so by Fire or Security personnel. 
· If the English language comprehension is limited, activate the manual fire alarm pull station.
· Pay attention to tornado or severe weather alerts from the Tone Alert Receivers (TARs), and seek shelter if necessary.  
· Sign up for weather alerts as you travel around the area. 
· Provide a copy of identification information to your Fermilab Point-of-Contact.  

Appliances and Electrical 
· All electrical appliances must be kept 6 feet (2 meters) away from any water supply, including kitchen and bathroom fixtures. If the electrical appliance is to be operated outside, it must be powered from a Ground Fault Circuit Interrupter (GFCI) receptacle or adapter. This is to prevent electrocution. Every GFCI receptacle and adapter must be tested (press test, then reset buttons) before your first use and monthly thereafter.
· Extension cords and power strips may only be plugged into a permanent wall receptacle, and must not be plugged into each other.
· Electrical cords are not to be run through doorways (neither interior nor exterior) or windows.
· Electrical cords are not to be run under rugs or carpeting.
· Kitchen appliances are only to be used on kitchen area countertops. This includes but is not limited to toasters, toaster ovens, microwave ovens, electric kettles, and coffeemakers.
· Oven doors should be closed after cooking. Ovens and other appliances are not to be used for heating rooms.
· Gas ranges and ovens must be turned off when cooking is finished. Please check to be sure all valves and handles are fully closed after cooking to prevent gas from escaping.
· Promptly report switches, fixtures and receptacles that do not work or that feel loose or broken to housing so they can be repaired.
· No outdoor cooking is allowed except in designated areas. Outdoor fires such as campfires or fires in outdoor burners are prohibited. 

Harassment Awareness
· Fermilab policy follows the legal requirements for workplace non-discrimination and non-harassment based on U.S. laws and Fermilab policy.
· This means that harassment based on race, color, religion, national origin, age, gender, disability, veteran status, sexual orientation or any other characteristic protected by law is ILLEGAL.
· Harassment is any behavior that singles out a person for differential treatment because of the person's gender; or behavior that ridicules an individual because of gender or gender identity.
· All persons who enter the Fermilab site must abide by the Fermilab anti-harassment policy.
· Violations will result in severe discipline up to and including suspension of access approval, removal from the site, possible termination of subcontracts, and possible cancellation of future access.
For questions or concerns contact the non-emergency Fermilab number: 630-840-3414.

Fermilab ESH&Q Procedure		Rev. 3/2015
WARNING:  This procedure is subject to change.  The current version is maintained on the ESH&Q Section website.	
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