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4.

4.1

Purpose 547

Ensure all the employees are fully familiar with the hotel action on the Bomb
Threats.

PR FT A R AR RO AR R 1 LR ) 58 42 BGRI IE AT Bh AR T
Scope &

All employees fii 5 &2 T

Responsibilities Z/F

It is the responsibility of the following personnel (All the Dept Division Heads,
Managers and Hotel Crisis Management Team Members) to ensure that this
procedure is duly carried out when the Hotel receives a Bomb Threat.

FRAEHRI A SEME S HEHNAA SR ORIE LR 7 BE & I H A3 AT .

General Precautions &% 4/

Prevention is important and every department should be constantly vigilant and
responsive to unusual occurrences that might hint of such potential dangers.

B AR LN, AR TARN RE I PR EFE S, TR AT RETAN A LSRR S R
ANTH AR A AT R S

If a Bomb Threat is received, the Hotel Telephone Operator must be informed of
the details and who will also immediately inform the Hotel Crisis Management
Team Members:

F VU 52 B R LED)RIE W 20T BIDRE TE IR I8 RN RS s ML 2R 0L, R L4
7 BRI FNASUE SaA LS BN DL BGR

GM and DGM il S 221, flls 4 2

Chief of security / security Manager £ 735 &1 Vi 54 2

Director of Engineering T2 & 1

Director of Rooms J7 45 & &

Other members HAth fEH1/INH % 573

Lobby security officer checks the suspicious luggage carefully at the elevator and
maintain close surveillance of any dubious-looking persons or visitors within the
hotel.

KPR 22 A LR AR RE 2 vl BEAT 4540, XTI AT AT ml 5 N 03 BYCk U7 3 1 %5 D)

AL
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i) Chief of security / Security Manager 4225541 441 22 78

a)

b)

d)

Maintain close surveillance of any dubious-looking persons or
visitors within the hotel.

XHE G AR AT R S N 5% BOR U5 3 1R D) AL

Conduct careful checks on visitors (including contractors and
equipment brought in) entering the back of the house area. Should
there be any doubt, the Officer must verify their presence with the
Department concerned.

Xof BENAP T J5 80 X 3 SR 1 28 (L350 3k N2 e A P 485 i b B B0 ) BE 4747
MR, GAAETSER], Ri N AU A SGE T AT I 5K

Screen Hotel Guest Register for any possible leads or unusual
registration of guest particulars. Assign a staff to screen the CCTV
tapes of the day for suspicious guest behaviours.

XPAEATT R] BE G DL B N ED N AN R S 4l #EATER I, faE L
TR 21 % 4 AR A T B N IAT 9.

Place the Emergency Team on readiness.
AN E Ty B i o

i)  Housekeeping Manager 2281 & 56 22 5

a)

b)

Housekeeping employees are requied to check all public areas,
floors thoroughly, do not miss any places. Any suspicious
personnel and unfamiliar objects must report immediately.
TR AN AR AL X B E R e L R, AR
B REAERGL, KIFTHEN G 7T S i 2 R B

Inform Housekeeping employees not to handle misplaced or
suspicious looking articles found unattended. Discovery of such
items is to be reported to Security Department at extension “6855”
or “5110” .

T N S 1 AN Ak B TR R B N VE R T e, A R IR
Wi BESZ B R OR 22 H “6855” B “51107 .

iii) Chief Engineer &8 T

a) Review the physical protection of the hotel building i.e. adequacy of
lighting and supply, fire escape exits, etc. and ensure the fire
fighting team is on standby alert.
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S AT G KR T AT U o8 IR L A2 75 IR s DR e 2 10 1) G P A 3k B
dh KEBAE I DIEH A JFORUE SC5TH B BAAL T i B IR

iv)  Front Office Manager B//7TBf& 2

a) Scrutinise registration of room guests and to monitor hotel lobby etc

responsible area movements.

YIRS B AR SR 2 N B C B oL, 25 U 2 V0 ik K 46 DA X 3 7 6 1

Do

b) Carefully check prior to the acceptance of any article from any

outside party.

FESRUAE TR B AN i Z BT EAT B

c) Suspicious-looking articles should be reported.

IR HE bt ST R A

d) Check the Luggage Room carefully.

AR &7 2D

V) PR Manager A\ A4 2

PR will co-ordinate all communications with the mass media according to

instruction of hotel GM or DGM.

FRAE 5 e 22 B B e 22 BRAR S 5 A AT P i v

Procedures FZ2/7
About Bomb Threats
RFYETHB

It is critical that the person receiving a bomb threat remain calm and try to
obtain as much information as possible without exciting the caller. Listen
carefully. Pay attention to voice characteristics and background noises. In most
cases, the hotel operator will receive the bomb threat; however everyone should
be aware of the procedures. A bomb threat checklist is provided and should be
completed while talking to the caller. Telephone record function should be

checked regularly.

2 G TSI S g DR Fp v iR R ESRIUR AT REZ 45 2, INEr, EEH
FEE R R L B, AEEHE ORI S5 Rk B, A B
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ok wnPE

N IR IEFAF RN SREFP (R R L 3 U 1 (R I NS P S A A A 5 B A
A, BHUEMREERIERE IR RS IR AR

If extortion is involved with a bomb threat, all demands will be turned over to the
authorities and the General Manager. Do not hesitate to contact the General
Manager on his mobile telephone.

GRS T A R VR, T EOROK ER A MR N AL e B, Rl R
iBURSE IRSPSEZSE

Bomb threats usually come in the following manner:

e B i LU 4177 X
Location given time to set off demands made

FEHEHh AT 5| g e 1] TR 2K
yes/f5 no/ % H no/ % H

yes /I yes/f no/i& A
yes/fi yes/H yes/

no/ % H no/ % H no/ % H
no/¥H yes/f5 no/¥%H

no/ A yes/f yes/f

Telephone Operator EHLiES F

Usually, the telephone operator is the first person to answer a bomb-threat call.

She plays a most important part in helping management and the Public Security
Bureau in the evaluation and investigation of the threat.

WG OLT SHES B SR E RN AR 8 — N, F B A 225 S B2 A

SR R A I AR

Whoever receives a bomb-threat call, should try their best to follow the points as
stated here below which are most helpful:

FRITEECL T E -

Keep as calm as possible;
(RFEAH

Try very best to take down every word the caller said;

MR A1
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Try to know more information of bomb threat while speaking with the caller;

5K e R 77 1 fg K s 25 2

Signify to fellow operators who should immediately inform the Emergency
Management Team of the call;

M 73~ B 55 14 [ 55 57 BV R e AL /N

Concentrate in listening to the caller's voice, speech, language, accent, manner
and also the background noises;

PP RRBF AR, B8, 5. HE. Ss 7 U0 7 R S5(E R .

Keep caller on the line as long as possible by asking the caller to repeat the
message;

PLER A R AR A ROV 1, R RE I TH (7] .

Try to obtain information as to the location of the bomb, time of possible
detonation, what kind of devise it is and how is it packaged - size, shape, colour
etc;

SRERBOC T I 228 i BRI ] el it AT e, an Rk AR, Bl
ERER .

Ask the caller for his intention in placing the bomb in the Hotel,

) i R FEL I R 22 BRI H

If the caller gives his intention of why he is placing a bomb inside the Hotel, tell
the caller that an operator cannot make any commitments but will pass the
message to the Management and tell the caller to call again;

A SRR L T A IS 2 B SR H Y, S YRl MR SR AR AT
U {E AT ORI (5 B B BRI AT — R

If possible, ask how to contact the caller;

LB N P CEEIL AN FR2: v

Create some questions to see if the caller is familiar with the Hotel's building
and operations;

BEUE— L8 i JU R L A o T 6 R AR 2 ME 1 LR

Tell the caller that the Hotel is fully occupied. Many innocent people might be
killed or seriously injured if the bomb detonates. Listen to his reply;
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R BATIEE N R =, ARSI 23 BRVF 2 oS N B2 1 3
IO, Wit S,

¢ Once the caller hangs up, relay all information to the General Manager who will
initiate the “Bomb Threat Procedure.”

— R, SRR, R RS KR

e Emergency Management Team to proceed to the point of assembly.
o 2B H/NHBIE TR E MRS

e Stay alert and wait for further instructions and/or calls that may be forthcoming.
REFE S IFSEAF N — 2 Ha7m.

BOMB THREAT CHECK-LIST
ENTITY OF THE CALLER
Origin of the call Local City Call................. Internal Call.....................
HAL T R AT S A ERE]
Identity of caller Male Bt Female et ..o,
K EH G0y Adult BN v, Juvenile REEE N oo,
Language of Call English JEiE ......covveeevveeenee, Putonghua M@ i .......cccvevereeeee,
RHEEIES Cantonese i .........coccvveeee. Sichuan PO ) H3E ..o,
Others HA.......cooveveeeriee,
Accent Local ARHU A ..o, Foreign AP ..o
R
Voice Loud KA v Soft AN v,
I High B 1 Deep (KT coveeereeeeeeeree e,
Rough A0 B oo Pleasant & AR ov.vvvevereceereee,
Disguised £ 3 2L o, Others HAfth......oooeveeeeeeeens
Speech Fast T e SIOW.TZ e,
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B Distinct G2 Moo Distorted M8 4 ...
Stutter A 1z e, Nasal 15 B oo
1 person — N Ao, 2 persons BN A

Background Noises Office IPAZF v, Factory. L) e,

JE A5 Street. KA .o, Animals ZIWI......c.cccovevverine,
Airplane Hl37....cccoveveveennne. Train K&
Vehicles VAZE Lo, MUSIC A B SR,
Voices FHAEM v, QUIEt IR ZZE v
Others HA......oovevevevciee,

Manner (OF: 1[4 L= 11 3 ANGrY S e,

ALY Rational # & f....cocvevienee, Irrational ASEEET Koo
Coherent E T oocvvveceeen, Incoherent ANIE T ..,
SODEr AETE M v Intoxicated P ...
Emotional {54 ALI................ Deliberate &Koo,
Humorous HAER T ....vvcveeereee Aggrieved 5.
Others HAth.......covvvieeee,

Please write down clearly what the caller said 177 % ) 5 BF 5k B8, 3% )35

Date of Call.>RELH BH...coiiiii Time of Call SKRERF Ao,
Duration of Call SKHLE ..o Operator's Name #228 RUEA.....ovcveee,

Emergency Management Team Members
RREM4EE/NRR

e The commander in chief of the Emergency Management Team (EMT) is the
General Manager and all orders should be issued by him or approved by him
before any action could be taken.

BB/ NLUEARTE, RT3 B T R P 0 23 A Uk AT St

e The General Manager will furnish to all EMT members the exact and complete
information as it was received by the operator.

S 22 PR PR D1 AR KoK L 0 SR A R P A VAL A

e With the advice of the Emergency Management Team, the General Manager
makes the decision as to whether the police should be called at this stage.
(Under the above situation of 1, 2, 4 and 5, it is advisable not to contact the
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Public Security Bureau until a suspicious object has been found. However, for
situations like 3 and 6, it is recommended to call the Public Security Bureau as
soon as possible.)

AR S F R NHR R, SRS N P BURER R E . (K
B 1020 40 5 JURMELL, FE AT BEEKEYI R B Z AT i E R AR . {H5E 3.
6 PIRHEDL N, B BURRIRE)

The General Manager will give out search order, concerned responsibility
department proceed to search.

S 2 PR R IR T A SR TR AR T I SR X AT R

The search is to be conducted under the utmost secrecy and no word is allowed
to filter out to the guests, staff or the public.

5 AR (R BAT R R A % AFIE YN SR
Each search team is to be equipped with strong flashlights.
MRS TR,

Each head of department organize staff to search and searching result must
report to Crisis Management Team.

B IEX I DT ASLENH N DT R SR R A5 S R B L BN

During the search, all parties should report in any suspicious objects located
and these suspicious objects should not be touched or moved at all.

IR, RECIRET B A Be Y 1 7 B, A RS .

The area where the objects are found should be cordon off and no one is
allowed to approach it without the permission of the General Manager.

RIURTBERIED I N B B, RE 2B VAT NARAG R .

By the arrival of the authorities of PSB, the whole information of scene should
be handed over to them immediately and we should assist with them for
dispose.

NEHRMFRII DR 2 Ja, SCENCIRBUA SO, Bla o~ 2T AL B

They may also ask the hotel to initiate an evacuation, the General Manager
initiate evacuation instruction at once.

NENRERWEHLN RGAL, SAHNL RN BEREE 2

Evacuation announcements will be made under a different pretext but definitely
not under the subject of Bomb Threat. Avoid panic.
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e B AT AL, A REMER X RIR A, RS T AR

After some time when nothing is found, the authorities may give an “All Clear”
signal which means all is back to normal.

WERARTNRIEY), AZHRGEHIE BN “MRER” 1EE, —Uk
HIEH
The General Manager should advise Accor Shanghai of this bomb threat with all
details.

S 2 RN [ oy IRV AR A AR TR
Security
TREZHP

All actions undertaken by Security Department will come from the General
Manager and the Security Manager.

PATAT S AR I o 22 B R B 5T N AT

A member of the security will be at the entrance to guide the authorities of PSB
to the suspicious objects area.

IS YN SR LVPNEE BN YN AS YNGR L7/ [y 3 e

All guards posted at the perimeter of the hotel should remain thereat.
P A &N 51 W5 B A o

Be prepared to assist in the evacuation process if so required.

T 2R 75 I 20 £ N LR

Immediately identify suspicious vehicles, control well each main entrance.
SRR B PTRE A0, Pl FE RN,

Do not allow visitors to enter upon any pretext without prior confirmation that
they are expected.

AT SBEN) i AR AL B 5 HE F RIS AR T PSR G DUATAT 3y 28 NP 8
Engineering

THEHR

Prepare duplicate sets of floor plans with indications of area responsible by
individual departments.

15 PR B 25 08 1 20 DX D9 ) S 30T e
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Be very careful when searching areas under construction and other important
areas.

FEAR T SEENEPIS , T IEAE i TN R AL 2 B o

Technicians who are posted at the workshops and equipment plants of the hotel
should remain thereat.

TP 5 TR I 2 5 B A

Be prepared to assist in the evacuation process if so required.
LUESE SR AN T O

Other Departments

HABET

Upon receiving emergency evacuation order, evacuate people strictly according
to Hotel Emergency Evacuation Procedures:

— HEFR2REIE S, SRR IR B SRR R R AT B
Housekeeping Department — hotel in-house guests;
=Dl s NN
Food & Beverage Department — restaurant guests;

B -RIT IR N

Front Office Department — lobby guests and rooming lists;

AT #—R A IEAE A2 A

Accounting Department — all ledgers and cash;

W 55 P T H AL 4

Human Resources Department — staffing lists;

NIRRT
All guests and staff should assemble at the point assigned by hotel.
FIT A 2 AR 53 #8030 5 48 5 X IR &

Do not make any statements to any outsiders or to the media without consent of
the General Manager or the police.

RE A B EE T U VFAS AT LA A ) 5 B AR B AT S R
Search Techniques
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BIBET

Define search area.

i 7 1 X A

Be alert to sounds and smells.

T AR

Develop a systematic search procedure -- from right to left, from low to high.
WA A, IEED

During first sweep: enter the room and then go to the opposite side till the end,
stand still and feel the sounds, smells and vibrations. Look around for anything
new or abnormal.

HRE L WA, ZFRERE S S, RAES .. BEREESH R
H o

During the second sweep: Search from floor to height, expanding outward from
the starting point.

WRE L. i R, ARG AR AT K R .
During the third sweep: Search curtain, door, ceiling etc. suspicious area.
HWRE=D: MAET. 1. RICREATEEIX IR,

Search anything abnormal and improper. Something that is out of context or
should not be there at all (e.g. packages, pipe, fuses, plastic etc.)

MAFIEF IR S &t W55 M EARBA RN (B, FiE. PR

Do not change the environment. If entering a dark room, use a flashlight instead
of turning on the lights.

NI, BN T —EE R, AT, HFERERE.
DO NOT TOUCH anything suspicious.

ANBEARANE AT AR AT S o

DO NOT USE any other radio frequency communication devices.

AN AR AT AT 388 TR 25 B 2 o

COMMON AREAS TO SEARCH
AP RS TNELF
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Guests Floors W &% )2
Housekeeping Department & 5
Restaurants, Bars & Function Rooms
Food & Beverage Department &1

BT, INEANZ DhREST

Public Areas including Car Parks etc. /4 & X 45 0555 4 3 55 25

Security Department {44 &5

Roof, Basements & Workshops Tii/Z, =/ 4 (7],

Engineering Department £

These areas must be searched thoroughly.

DA X 3 A1) G 45 A
Elevator shafts H £ [A]
Lockers fif i =

Planters {7

Under stairwells 545 7]
Vents/ducts [A] X D /HEMHE 18
Fire extinguisher cabinets X ‘k %
False ceiling KIEHR

Lobby KJT

Service areas fi 45 X i
Carts FHE%

Behind curtains & 73 J5

Under/behind furniture % E T 1
S

Automobiles J5 %

Crawl spaces

Trash cans 37 3% i
Drawers/cabinets il Ji /i A5
Closets EE 1

Laundry chutes #i &5i@ &

Fire hose cabinets B #E&
Inside hollow bases #4544
Meeting rooms 2 %

Paper towel dispensers & 1118 #AE
Toilet tanks i AT T2 A= A
Vending machines H 3l 5541

Luggage 172

Mail Room (for letter bombs) 2744 =

IF A BOMB OR SUSPICIOUS OBJECT IS LOCATED

0 R 7% BN 5 B AT S i R B
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Contact the Crisis Management Team, via the telephone at least 10 metres
away from the object found, and report findings.

BRes fa LB BN, FER /DI B nlSEY) 10 K2 At Ty, JERIE L

Cordon off the area and evacuate the area including the floor above and the
floor below.

P Al G8i X I3 B AOZ IR R AR .
Assist Police and Fire Department personnel as needed.
[N e NI A

Cease checking in guests.

IR E I ANE.

Follow instructions given by authorities.

IR A2 N R 24T H s

REMINDER: DO NOT USE MOBILEPHONES OR OTHER COMMUNICATION
DEVICES AS THESE COMMUNICATION DEVICES CAN ACTIVATE A BOMB.

TE: ANEAHFYEFBING S, BROVIXEIEERE T Rex 5 R

Evacuation

BERAL

General Evacuation procedures

EABEERF

Upon hearing the alarm, all staff should lock up important files, cash, etc., and
remain alert for instructions from their direct superior;

— B BEAR, By A TR B eSS, ORRRE O I IR A B 4
SFHIFEZR .

Do not make unnecessary telephone calls.

ANEIRAT AN EE R LA

If evacuation of a particular floor is ordered, listen to the broadcast for areas to
be evacuated;

GRS ZHEL T IR IR, W T RN B O

After hearing the announcement for evacuation of a certain floor, staff on that
particular floor should assist guests and direct them to nearest fire staircase;
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Wr 215 MEZ R TR 5, AR 1 03 TN P 345 5 N i dale (R 30 R A
.

All fire exit doors should be kept closed after the guests have evacuated.

2 NS SE 52 Ja P A B T TR S K A o

When the general alarm for total evacuation has sounded or the broadcast
announcement, everyone must leave the building, and do so in an orderly
manner;

2 RAT ARG EUE B P N A U

When evacuating, do not panic, quickly walk up or down the fire staircase by
the nearest exit to the point of assembly;

TESRGE N AN AL,  Hy Bl i Y R B IR AR & XA

Do not use the LIFTS, do not re-enter the floor or room, and do not return to
collect personal belongings

NSRRI, AZEFHENGRAE R B ], ASEE R R A b

After evacuation, no one is allowed to re-enter the hotel until permission is given
by the Public Security Bureau,

WEZ )R, RN AAAVERIENE G B2 LA E .

Evacuation Order

BEF

If evacuation instruction is ordered by the Public Security Bureau, the Crisis
Management Team should organize for partial or total evacuation.

WRAE BN A ZERT TR S, BAVE BN N 37 B2 21 = 5B B 4= SR A

All Department Heads should immediately take up evacuation activities as
stated in department's roles.

BT SB35 AR 2 42 B8 8T 17 VR PR FE il

Evacuation Departmental Roles

AR THRAL:

Security Department
TREZHP

All Security personnel should take instructions from the Security Manager.
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AT P22 8N 3L AR M BR 22 88 0 5 N AR A%

All Security personnel should remain at their post.

AT D22 N 53R ST B A

Security guard at the driveway should ensure that the driveway is free from any
obstruction that might hinder the entry of fire trucks or ambulances.

TTTHIE N DA RIETE HE Y, DA T Bl 45 AR 42 WOR) St Bod% «

Security guard at the driveway should also clear all cars parking in car park.
P51 BB ) DIE NS RS s SE R — 2R

Security guards at various entrances should prevent the entry of unauthorized
persons into the hotel, with the possibility of theft during the confusion.

BEST AN D8 BRI R 2 e VR NENTEIS,  BLB A N2 IR ELIEAT i 53

Security guard at the driveway should clear away all curious onlookers at the
front of hotel by setting up barriers.

G DT A L e D NEAE PR 1) A5 B i L BEL 5 27 £ L WL AR

Security personnel should assist in the evacuation of guests from the guest
floors, direct them to assembly area.

RN RN BB NS IR, 8 51 BIA S A X Ik

Security personnel should control the crowd at the assembly point in an orderly
manner.

(7S YNAIVE TR SRS W

Housekeeping Department

€98

All Housekeeping personnel should take instructions from the head of
department.

FITAT %5 B o8 1 2 i AN A T T 47 Bt NI

Upon evacuation, floor supervisors and room attendants should check whether
any guests are inside the rooms.

WEITAG, MR EE AN IR ST 01 BAS E R I8 2 A B3 1) o

Floor supervisors and room attendants should go door by door to alert guests
who may not be aware of the evacuation or are asleep.
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After room being checked, draw " v" mark with chalk on the door to indicate
room has been vacated.
TR SEM 5 R 1T BRIk B b “ v 7 FRoR B O &I

During the evacuation, pay special attention to the elderly or disabled guests
who may need assistance.

e T, EEEREHIAR.

Ensure no guests are left behind before leaving the floor.

ORI 2 2 N Al

Report to the Housekeeper about floor situation after finishing your evacuation
duty.
FAEX I e B fa, 1A B GO IRE E 0L

The priorities for evacuation are:

(USSNLE

a/  Guests on the floor where the suspicious article is found;
RILATBEVIRE Z 2N

b/ The elderly, disabled and children;
ZN RN LALE

c/  Guests on one floor above suspicious article floor;
RILATBEIREIE I BT — 2

d/  Guests on one floor below suspicious article floor.

R SEVIREJZ 0 N 1 — )=

Front Office Department

HI T8

Front office staff should take instructions from the head of department.
AL AR ANER T 47 53 A48 3% .

Print a list of all in-house guests, bring along the list of all in-house guests to
point of assembly.

TR AR N4 5, B A B N4 R EE R A s
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Assist the elderly and disabled guests and direct them to evacuation assembly
point.

WL PRIRSE e B I B N I8 51 A A TR 215 S b

Bellboys should guard the lift lobby and make sure nobody enters the lifts.
[ N SO RT Y RER, RIERA ANHEA .

Head of F/O should calm guests and avoid panic.

2P NG K AL B

Recreation staff should try to help guests for evacuation.

PR 33 B NBHL

Report to the Manager after completing the evacuation duty.

SEIEN R AUR F) B IR .

Food and Beverage Department

B/

Food & Beverage staff should take instructions from the Head of Food &
Beverage.

DL MR M ICET 51 T N AR HE

Outlet cashiers should ensure that all valuables, cash and confidential materials
are locked in a fireproof safe.

AR TR 53 24 PRUERE T A ST wh . B AL SORMBUN B K DR IS4

Restaurant service staff should control the crowd and avoid trample.

BT BRI BN, 8 SR

Restaurant service staff should assist in the evacuation of guests by directing
them to the fire exits leading to first floor and then to the evacuation assembly
point.

L B2 NS I 4R ok 22 4 th DB Ek S — 4, BIIAEES Al

In an evacuation, all power and gas supplies to the equipment must shut off
before leaving the kitchens.

FITA R A 0% B0 FELUR R UHT 0 A0AE T T s 1T 5 1A

Accounts Department
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Accounting staff will follow the instructions of the Head of Department.
A TEARERT 157 N45%E

Upon hearing the alarm, all accounts staff should:

HEARE L, AT 55 A LN

a/ Stay alert for further information;

(ZSEE el & L ENIENS!

b/ Ensure all valuables, cash and confidential materials are locked in
a fireproof safe or cabinet;

FERPTAT S bt DL AR A 2k Bl DR 6 A el Al A B

c/  Keep calm and wait further instructions;
RFFIeE SN N —2DIR

d/  Switch off all equipment and close the doors and windows before
leaving your work stations.

FE B TR AR 5 57 7T 52 PH T A FEL 85 e 26 AT ) 7

Sales and Marketing Department

HEM

Sales and Marketing staff should follow the instructions of the Head of
Department.

UL MR MR T4 5T NFRHE

Sales and Marketing staff should assist guests in the evacuation process and
direct them to evacuation assembly point. Sales and Marketing staff is
responsible for appeasing guest at assembly point.

i NG ERE & R EEREH R ZIE N,

Human Resources Department

ANFTRIRH

Human Resources staff should follow the instructions of the Head of
Department.

LN AR M AT SRS G 5T N T4
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Set up the First Aid Team led by Hotel Doctor.
FRAL SN

Print a list of all staff on duty and conduct head count of staff at evacuation
assembly point.

FTENZ R B T4, 23K i TG X8z AL

Organize and control the staff at evacuation assembly point.

PR B BUER & X 80 T

Report the status of staff head count to Crisis Management Team.
Ir) S AL B /N I O TN

Other Important points to note:

HAobJ I E R

The "All Clear" signal should only be given by the General Manager after
receiving it from the Public Security Bureau.

CEIRRRR” 5B R eSS B R R A H T R A E R

All staff should not give any information about this incident to outside without
any authorization.

S T N BRI RE IR A TR AT 5

General Manager should advise Accor China Headquarters of the incident.
Sl 3 o v v LS R R A IR A
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