Secure Building Checklist


Secure Building Checklist

[Note: Here are some ideas of steps you could consider placing on your list that buildings in other places have considered taking, depending on the makeup of their physical plant (some of this is for buildings with a great deal of outdoor exposure and will not be universally applicable). Have your Building Operations Officer and Team review and customize this list to meet the requirements of your residence. You may want to customize this for different types of hazards (some of this is included in Common Ground Emergency Response Procedures]

· Staff should know their responsibilities for preventing fire while they are aware, and for shutting windows and doors before they leave; following protocols for turning off power, securing equipment, and shutting off lines for liquids and gases; and taking other precautions before they leave a work area.

· Staff should close and lock all windows and securely cover them to reduce damage caused by flying debris.

· Loose objects should be brought inside the building.
· If there are trees near your building, check the trees and shrubs around your building for loose branches, and trim them in advance if needed. Loose branches can cause considerable damage when picked up by strong winds.

· Make sure all electronic equipment inside offices is unplugged from electrical outlets and phone and cable jacks.

· If applicable, make sure any propane tanks are turned off, and move any flammable or dangerous items to a more secure location.
· Think about investing in and installing shutters or plywood in order to protect windows and doors from wind borne-debris.
· Have the roof of your building evaluated to ensure it can withstand a storm.

· If applicable, sandbag any area that is subject to flooding.

· Relocate any valuable or fragile possessions.

· Secure all utilities including water heaters, gas tanks, and boilers/heaters, and if necessary, raise them to higher locations to avoid water damages.

· If applicable, secure or reposition electronics such as computers and other office equipment in protected locations.

· Brace furniture or large furnishings if necessary.

· Take contents of emergency supply kits, assessing what stocks can be easily transported, and what contents may be helpful to leave behind for easy availability on return to the building.
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