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SECTION ONE  ~  COMMAND AND CONTROL STRUCTURE

SECTION TWO  ~  EMERGENCY PROCEDURES – BOMB THREAT

2.1
Threat Received

In the event that a bomb threat is received at the Manchester Central Convention Complex, the following plan of action must be carried out quickly and efficiently.

2.2 The Plan


The Plan is simple and involves:


*
Obtaining as much information as possible from the caller/informants.


*
Appraising the threat.


*
Contacting the Police and other emergency services (Fire, Ambulance) as required.


*
Determining whether to evacuate the premises or part of the premises.


*
Searching the premises and grounds.


*
Maintaining a log.

2.3
Emergency Co-ordinator

*
The Emergency Co-ordinator is the Services Co-ordinator and in his absence, a deputy.

*
The Emergency Co-ordinator will set the plan in motion and implement all decisions made following consultations with the Police and Duty Manager.

2.4
Control Room Operator

*
The Control Room Operator is an employee of the operational and maintenance company (a Senior Guard in their absence) and is located in the Control Room in the Central Hall.  A Control Room Operator is on duty when exhibitions or events are taking place.

*
The Control Room Operator is responsible for controlling the Manchester Central Convention Complex public address system and has access to the Emergency Co-ordinator’s radio system.

*
Contact can also be made with the Control Room Operator by telephoning Ext 2238 (or 2206/2334)
2.5
The Telephone Call

*
Even the most experienced switchboard operator may become confused when a bomb threat is received.  As this is the contact with the caller/informant and each piece of information elicited is of vital importance, try to keep the person talking as long as possible and complete the checklist.  (As attached Section 3)

*
The caller may ask for a specific person or department before passing his information, making it necessary for anyone who is likely to answer a telephone to be aware of the questions on the checklist.

*
The person who receives a call must immediately contact the Emergency Co-ordinator and then the Police.  Make use of the 999 system to call the Police and then give them all relevant information (must be in conjunction with the Emergency Co-Ordinator)
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2.6
 Assessment of Threat

*
The Emergency Co-ordinator will interview the person who receives the call and evaluate the information given.

*
The Emergency Co-ordinator will determine, in consultation with others, what action must be taken.

2.7
Search/Search Team

*
If a decision is taken to search the premises a coded message – “Staff Call 100” – will be broadcast over the public address and the personal radio system.  On no account should the phrase ‘Bomb Threat’ be used on either the public address or radio systems.

*
A search team will be formed, comprising of staff drawn from the following companies: 
MCCC Limited


Honeywell Limited




Melville Services Limited
Crown Catering



NCP and Concessionaires
JGF & Tudor Contract Cleaners

In advance of the opening of each show, organisers and exhibitors are issued with an instruction which covers the ‘Staff Call 100’ procedure.

*
On hearing the broadcast ‘Staff Call 100’ the Manager or Supervisors of the above groups will contact the Security Office (2206/2207) for instructions. Sufficient staff will be deployed to complete the search in 20 minutes.

*
The following groups are responsible for searching the undernoted areas:



HONEYWELL LTD

All areas for which they are responsible.



MELVILLE SERVICES LTD.
Subway, Store, office.


CROWN CATERING

All kitchen areas, Restaurants, Bars and offices.



TUDOR CLEANING/



HOUSEKEEPING

 All Central Hall public toilets


JGF/HOUSEKEEPING

Waste units etc.


MCCC SECURITY
    
Organisers security: Halls in use including a check 





with all exhibitors whose stands have been 






examined.  






In-house security: All public areas, halls not in use, 





stairs and passageways, other offices and lifts.



CONCESSIONAIRES
     
E.g. BT: Subway.



NCP



Car Parks and exterior of halls.



ORGANISERS


Organisers’ Offices and toilets in use by them.



EXHIBITORS


Stands



MCCC LIMITED STAFF
Administration Offices and general assistance all 





areas. 
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2.7
Search/Search Team

*
If a suspect package is found the Emergency Co-ordinator must be informed immediately.

*
The leader of each group will report their findings to the Emergency Co-ordinator.  The Emergency Co-ordinator will update the log accordingly.

*
Each group will be issued with a schedule of specific areas of search, a copy of which is retained in the Security Office.

2.8
Suspect Packages

*
Explosive devices come in all shapes and sizes and are frequently packaged in what appears harmless items i.e. plastic carrier bags.  They are sometimes fitted with an anti-handling device and no attempt should be made to move one.


CAUTION – UNDER CERTAIN CONDITIONS THE POWER FROM A RADIO TRANSMITTER CAN TRIGGER AN ELECTRICALLY DETONATED OR RADIO ACTIVE BOMB.  IF A SUSPECT PACKAGE IS LOCATED DO NOT ATTEMPT RADIO TRANSMISSION FROM THAT AREA.

*
Emotive words such as BOMB or EXPLOSIVE should not be used when reporting the sighting of a suspect package.  It is enough to say a package has been found.

*
The Emergency Co-ordinator must be consulted before any attempt is made to evacuate the area where a suspect package is found, as an uncontrolled evacuation can cause panic.

2.9
Evacuation

*
Although the Police will give advice, the decision to evacuate is the responsibility of the Emergency Co-ordinator.

*
The evacuation of a large number of persons from a confined space is fraught with danger and injuries can ensue.  It is, therefore, essential that very careful consideration be given before such action is taken.

*
If evacuation is to be implemented, the Control Room Operator will be informed and the evacuation message will be broadcast over the public address system.

*
It may be that only partial evacuation is necessary or alternatively, each area may be evacuated separately until the premises are clear.

*
When a decision is taken to evacuate, the Fire and Ambulance Services must be 


informed to that effect.

*
Once the premises have been evacuated, no-one will be allowed to re-enter until the all-clear is given by the Emergency coordinator following consultation with Police and others.

*
All staff, including exhibitors, will assist in the orderly evacuation of the premises.

*
Once evacuation has taken place, all staff will assist in directing the public to areas of safety, i.e. empty Car Park areas to the South and/or open areas to the North of the building (front forecourt).
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2.10
Explosion

*
In the unlikely event of an explosion without warning, the Emergency Services, Police, Fire and Ambulance will be summoned immediately, informed of the incident location, and the evacuation procedure set in motion.

*
The members of the Search Team, mentioned in Section 2.7, will report to the Emergency Co-ordinator at the Security Office, where they will be detailed to assist in first-aid duties.

*
An explosion caused by the planting of a device on the premises will necessitate a search of the premises, as further devices may be present.  The Search Team may be required to assist with a search of the building.

2.11
Log

*
A log will be kept by the Control Room Operator showing all actions taken during an incident and a report will be submitted later to the Services Co-ordinator.

2.12
Public Curiosity

*
If members of the public express an interest in the search activity or the public address ‘Staff Call 100’ message, they should be informed that it is a routine drill.

SECTION THREE  ~  BOMB CALL CHECK LIST

	Date
	
	Time of Call
	

	Call received by
	

	RECORD THE EXACT LANGUAGE OF THE THREAT:

	

	When is it Set for:
	

	Where is it?
	

	What kind of bomb?
	

	Why are you doing this?
	

	Who are you?
	

	Voice on the Phone:
	

	MALE/FEMALE/CHILD
	
	AGE:
	

	INTOXICATED:
	
	SPEECH IMPEDIMENT:
	

	ACCENT:
	
	OTHER:
	

	BACKGROUND NOISE
	
	
	

	MUSIC:
	
	CHILDREN:
	

	AIRPLANES:
	
	TALK:
	

	TRAFFIC:
	
	MACHINES:
	

	TYPING:
	
	OTHER:
	

	OTHER INFORMATION:
	
	
	

	

	FOR EMERGENCY CO-ORDINATOR CALL 2206/2207


SECTION FOUR  ~  FIRE PROCEDURES FOR SECURITY AND PERMANENT STAFF

In the event of a fire alarm being activated in the Exhibition Hall/Auditorium, this will bring an automatic response from the Control Room and a pre-recorded message will be broadcast i.e. 

“ATTENTION PLEASE!  ATTENTION PLEASE!
WILL EVERYBODY LEAVE THE BUILDING BY THE NEAREST EXIT.

THIS IS AN EMERGENCY.

THE STAFF WILL ASSIST AND DIRECT YOU.

PLEASE DO NOT USE THE LIFTS”

Staff should egress the venue via the nearest appropriate fire exit and not wander through other areas as by doing so, may put themselves and others at risk.  It is important that staff familiarize themselves with the location of their nearest fire exits, particularly if working in a different part of the venue than normal.
In event of an evacuation, staff should report to the dedicated assembly point.

In the event of an alert within another part of the Complex, the following alert message will be broadcast ie.



“ATTENTION PLEASE!  ATTENTION PLEASE!


WE ARE INVESTIGATING AN ALARM CONDITION.



IT MAY BE NECESSARY TO EVACUATE THE BUILDING.



PLEASE WAIT FOR FURTHER ANNOUNCEMENTS”

Upon investigation of the alert, if an evacuation is required, the appropriate message will be broadcast.
Should this not be necessary, the following “All Clear” :



“ATTENTION PLEASE! THE ALERT CONDITION HAS NOW BEEN CANCELLED.



THE SITUATION IS NOW NORMAL.”

or “False Alarm” message will be broadcast :



“THE ALARM WAS SOUNDED IN ERROR.



THERE IS NO CAUSE FOR CONCERN AND THERE IS NO NEED TO LEAVE THE

COMPLEX.”
SECTION FIVE  ~  GUIDANCE FOR STEWARDS

EMERGENCY PROCEDURES – SUMMARY

Upon hearing the coded message:-

“ATTENTION PLEASE –STAFF CALL 100”

Please survey your own area for any suspicious packages, bags or other receptacles and inform nearest Manchester Central Convention Complex Security Guard.

Please listen for further announcements (Cancel Staff Call 100 or general Evacuation message shown below).

In the case of a fire alarm being raised, the following general Evacuation message will be broadcast:-

“ATTENTION PLEASE!  ATTENTION PLEASE!  WILL EVERYBODY LEAVE THE BUILDING BY THE NEAREST EXIT.  THIS IS AN EMERGENCY.  THE STAFF WILL ASSIST AND DIRECT YOU.  PLEASE DO NOT USE THE LIFTS.”
In this case, please assist Security Guards in guiding people out of the building and away from its proximity and access roads.

In the event of an alert within another part of the Complex, the following alert message will be broadcast ie.



“ATTENTION PLEASE!  ATTENTION PLEASE!



WE ARE INVESTIGATING AN ALARM CONDITION.



IT MAY BE NECESSARY TO EVACUATE THE BUILDING.



PLEASE WAIT FOR FURTHER ANNOUNCEMENTS”

Upon investigation of the alert, if an evacuation is required, the appropriate message will be broadcast.

Should this not be necessary, the following “All Clear” :



“ATTENTION PLEASE! THE ALERT CONDITION HAS NOW BEEN CANCELLED.



THE SITUATION IS NOW NORMAL.”

or “False Alarm” message will be broadcast :



“THE ALARM WAS SOUNDED IN ERROR.



THERE IS NO CAUSE FOR CONCERN AND THERE IS NO NEED TO LEAVE THE

COMPLEX.”
Please Note

At all times, please ensure that visitors are not unnecessarily alarmed and should any queries arise about the Staff Call 100 message, please describe these as internal procedures.

SECTION SIX ~ NOTICE TO ALL EXHIBITORS  

THIS IS AN URGENT AND MOST IMPORTANT NOTICE

6.1 SECURITY

IT IS OF THE UTMOST IMPORTANCE that each Exhibitor nominates a sufficient number of staff to ensure the observance of the instruction given in the EXHIBITION EMERGENCY PROCEDURE NOTICE below:-

In the event of an emergency, the message “ATTENTION PLEASE – STAFF CALL 100” will be broadcast and repeated at half minute intervals.

The responsible member(s) of the staff on duty on each stand will immediately inspect the stand to ensure that no object of a suspicious nature has been placed there. If one is discovered, the article should not be touched. Telephone the Security Office (834 2700 ext.2207 or 832 1987 evenings or weekends) or inform a member of the Manchester Central Convention Complex Staff/ Security Guard.

The broadcast of this message must be taken as an alert to all stand personnel that it may be necessary to clear the building. 
When the Security Staff are satisfied that there is no danger, the following call will be broadcast over the Public Address System :-

“ATTENTION PLEASE – CANCEL STAFF CALL 100”

Please ensure that your staff are aware of these procedures and that they DO NOT make any mention to visitors of the meaning of the ‘Staff Call’ AS THIS COULD CAUSE PANIC.

If it is necessary to clear the building, the following message will be broadcast over the Public Address System :-

“ATTENTION PLEASE!  ATTENTION PLEASE!  WILL EVERYBODY LEAVE THE BUILDING BY THE NEAREST EXIT.  THIS IS AN EMERGENCY.  THE STAFF WILL ASSIST AND DIRECT YOU.  PLEASE DO NOT USE THE LIFTS.”
In the event of an evacuation of the Central Hall, Exhibitors’ staff are requested to muster in the pre exhibition Lorry Park to the south of the Central Hall (or Front Forecourt if within Exchange Hall). If these areas are not appropriate, follow instructions from Security Staff. This is necessary so that the Company can readily contact Exhibitors to man their stands when the emergency is over.

If evacuation of the Exhibition Halls is necessary, the Company strongly recommend that Exhibition staff leave the building, as the Company will not be responsible for any damage, loss or injury howsoever caused.

The Emergency Co-ordinator wishes to stress the importance of a CONSTANT CHECK being made on the contents of Exhibitors’ stands to see that no unidentified package, case or bag has been left lying around. In any case of doubt, the article should not be touched. Inform the persons above.

It must be stressed that extra vigilance on the part of everyone is absolutely vital.

6.2
FIRE PROCEDURES

The whole of the Manchester Central Convention Complex has a comprehensive electrical fire alarm system, portable fire extinguishers and fire hoses.

SECTION SIX  ~  NOTICE TO ALL EXHIBITORS– FIRE PROCEDURES Cont….

Should an emergency arise on your stand, you should take the following action :-

(1)
BREAK THE GLASS ON THE NEAREST FIRE ALARM POINT.  THESE ARE LOCATED AT EACH VEHICLE DOOR AND OTHER FIRE EXITS.

(2)
TELEPHONE THE SECURITY OFFICE,  0161 834 2700 EXTENSION 2207, GIVING THE LOCATION AND NATURE OF THE EVENT, OR INFORM A MEMBER OF THE MANCHESTER CENTRAL CONVENTION COMPLEX STAFF/SECURITY GUARD.  SECURITY RECEPTION IS LOCATED IN THE FRONT ENTRANCE FOYER AT THE NORTH OF THE CENTRAL HALL.

(3)
NOTIFY YOUR ADJOINING STAND OCCUPIERS OF THE SITUATION.

If you follow the procedures above, assistance will arrive in a very short time. Stay Calm.  Reassure visitors who may be in the vicinity.

In the event of a fire alarm being activated, the following alert message will be broadcast:
“ATTENTION PLEASE!  ATTENTION PLEASE!  WILL EVERYBODY LEAVE THE BUILDING BY THE NEAREST EXIT.  THIS IS AN EMERGENCY.  THE STAFF WILL ASSIST AND DIRECT YOU.  PLEASE DO NOT USE THE LIFTS.”

In the event of an evacuation of the Exhibition Halls, Exhibitors’ staff are requested to muster in the pre exhibition Lorry Park to the south of the building (or Front Forecourt if within Exchange Hall). If these areas are not appropriate, follow instructions from Security Staff.  This is necessary so that the Company can readily contact Exhibitors to man their stands when the emergency is over.

If evacuation of the Exhibition Halls is necessary, the Company strongly recommend that Exhibition staff leave the building, as the Company will not be responsible for any damage, loss or injury howsoever caused.

In the event of an alert within another part of the Complex, the following alert message will be broadcast:-

“ATTENTION PLEASE!  ATTENTION PLEASE! WE ARE INVESTIGATING AN ALARM CONDITION.
IT MAY BE NECESSARY TO EVACUATE THE BUILDING.



PLEASE WAIT FOR FURTHER ANNOUNCEMENTS”

Upon investigation of the alert, if an evacuation is required, the general evacuation message will be broadcast.

Should this not be necessary, the following “All Clear” :



“ATTENTION PLEASE! THE ALERT CONDITION HAS NOW BEEN CANCELLED.



THE SITUATION IS NOW NORMAL.”

or “False Alarm” message will be broadcast :



“THE ALARM WAS SOUNDED IN ERROR.



THERE IS NO CAUSE FOR CONCERN AND THERE IS NO NEED TO LEAVE THE

COMPLEX.”

6.3
MEDICAL EMERGENCIES

In the event of urgent medical assistance being required, inform persons listed without delay on 0161 834 2700 extension 2207. giving exact location of the casualty and details of injuries sustained e.g. obvious bleeding, unconsciousness. The First Aid Room will be informed and a nurse and a Security Officer will be sent to the scene with the necessary medical equipment.
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