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To:

Xerox Contractors

From:

Xerox Contractor Safety

Subject:
Emergency Sheltering Notification for Contractors working Outdoors

Certain types of emergencies may arise during which it is necessary for all personnel, including ALL Xerox employees and Contractors working on-site, to shelter within a building.  Examples of this type of potential emergency include severe weather, chemical releases, radiation releases from the Ginna Nuclear Power Plant, or terrorist threats.

During such an event (or “Shelter-In-Place” event), personnel will be directed to “safe zones” within each building via public address announcement.  When the notification is made, all building occupants should proceed to the designated safe zone as quickly as possible.  Maps indicating these areas are posted near the building evacuation maps. In the event of an actual emergency situation, only building emergency power will be available on site.

To facilitate the notification of a sheltering requirement for Contractors who are working outdoors on the Webster Xerox site, the following procedure is being implemented immediately:

1. Contractor Notification to Xerox Webster Security:

A. All contractors with employees who are working outdoors on Xerox Webster Property must contact Xerox Security at 585-422-2122 at the beginning of each workday.

B. The Contractor must inform Xerox Security of:

(1) The location where the work is being performed,

(2) a Contact Person for the day who will be on-site working outdoors with the Contractor Employees (a Supervisor or Foreman), and

(3) a Contact Phone number (cell phone) where the Contact Person can be reached in the event of an emergency.  

2. In the event of a situation which would require personnel to shelter in a Xerox Webster Facility, the following will occur:

A. Xerox Security will inform the Contractor's Contact Person of the need to shelter via the Contact Person's Cell Phone.

B. The Contact Person will notify all of the Contractor employees working outdoors of the need to shelter.

C. The Contact Person will lead the employees into the nearest Xerox facility, and to the Safe Zones within that building.  Maps indicating the location of each building's safe zones are posted near the building evacuation maps.  Please contact Xerox Contractor Safety at 585-231-8482 with any questions regarding the location of a building's safe zone.   

3. To facilitate the quick entry of Contractor Personnel into a Xerox facility, ensure all contractors working outdoors have either an orange temporary card-stock badge or a picture badge. 

4. Ginna Power Plant Emergency:

A. Xerox-Webster is located approximately 7 miles from the Ginna Nuclear Power Plant, and is covered by the Ginna Emergency Warning Sirens.  

B. In the event of an emergency occurring at Ginna that requires public notification, the Ginna Emergency Warning Sirens would be activated, and would be audible from all outdoor locations on the Xerox Webster Campus.  The Ginna warning sirens are a steady 3 - 5 minute siren tone.  

C. If the Sirens are activated while Contractor employees are working outdoors at Xerox, all personnel should enter the nearest Xerox building, and await further instructions via the building's Public Address System.  Depending on the event triggering the sirens, the response could require sheltering or evacuation.  NOTE:  In the event of the Ginna siren activation, Security will NOT make a separate call to the Contractor's Contact Person.     

D. Following the activation of the Ginna Warning Sirens, personnel may also tune to the local Emergency Alert System (EAS) Stations for emergency instructions.  They are radio stations WHAM-AM 1180, WVOR-FM 100.5 MHz, and television station WHEC-TV (channel 10).

E. The Ginna warning sirens are periodically tested to ensure their proper operation.  These tests are generally well publicized, and the Contractor should be aware of and inform all Contractor Employees of the timing of these tests.
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Telephone 585-231-8482
Facsimile 585-422-8217
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