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Focuses on protecting people and other physical assets of 
the Royal College. It provides recommendations to ensure a coordinated 

response to various emergency situations (Response Procedures). 
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The Emergency Response Plan focuses on protecting people and other physical assets of the Royal 
College. It provides guidance to ensure a coordinated response to various emergency situations.  

Employees are provided with Response Procedures which allow them to take appropriate hazard specific 
actions.   

2.1  Crisis Management Team      
Emergency response initiatives will be led by the Crisis Management Team Lead(s). During an incident, 
the CMT Lead will exercise overall management responsibility for activation, coordination, and 
demobilization of emergency response activities.  

2.2  Emergency Response Team  
The Emergency Response Team (ERT) consists of the Chief Emergency Warden, Emergency Coordinator, 
and Emergency Wardens of the impacted building(s). The ERT will leverage emergency resources such as 
the Joint Health and Safety Committee, mental health first aiders, emergency alert line, facility property 
management and security guards. 

Before an incident, the ERT will: 

 Support development and maintenance of the Emergency Response Plan and Procedures by 
providing content and validation, as requested. 

 Be active participants in scheduled training sessions, emergency drills and exercises.  

Refer to the Crisis Management Guidelines for details on roles and responsibil it ies 
of the Crisis Management Team.  

Figure 1: Emergency Response Governance
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 Maintain current certification for CPR and first aid and ensure their contact information is up to 
date. 

 Be familiar with locations of first aid kits, automated external defibrillators (AEDs), and other 
emergency supplies (outlined in the Emergency Response Procedures). 

 Report observed hazards and obstructions to the Joint Health and Safety Committee. 

 Ensure that they are prepared, at all times, to meet their emergency response responsibilities. 

During an incident, the ERT will: 

 Follow steps outlined on the Emergency Response Team Checklist (Appendix A). 

Post-incident, the ERT will: 

 Participate in a debriefing and evaluation of the incident to provide feedback on opportunities to 
strengthen processes and plans. 

2.2.1 CHIEF EMERGENCY WARDEN AND EMERGENCY COORDINATOR 

The Chief Emergency Warden is 
responsible to coordinate and execute 
the emergency response plan for 
incidents that impact 774 Echo Dr, 780 
Echo Dr or 500-979 Bank St. A member 
of Corporate Services & Facilities 
Management (CSFM) will assume the 
role of the Chief Emergency Warden. 
Primarily this role would be designated 
to the Safety and Crisis Management 
Specialist. As a back up, any member of 
CSFM is trained to fulfill the role.  

For an incident that impacts another 
facility (ie. exams or conferences), the Emergency Coordinator will coordinate all aspects of the 
emergency response including communications with the Facility ERT, employees, and management. They 
will act as main point of contact on behalf of the Royal College. The Emergency Coordinator at a 
conference will maintain a list of staff and registrant emergency contacts onsite, and provide this list 
daily to the People Services Director. 

Before an incident, the Chief Emergency Warden/ Emergency Coordinator is responsible to: 

 Maintain a list of persons requiring assistance. 

 Ensure that the Emergency Warden pool is suitable. 

Post-incident, the Chief Emergency Warden/ Emergency Coordinator will provide CSFM with: 

 Incident debrief notes.  

 A summary of exam or conference ‘mini incidents’. 

During an incident that requires prompt action, beyond 
normal procedures, in order to limit damage to persons, 
property, or the environment, the Chief Emergency 
Warden/Emergency Coordinator is authorized to: 

 Activate and manage the ERT,  

 Manage response activities, and 

 Provide the CMT Lead with regular briefings. 

Where decisions exceed the authority of the Chief 
Emergency Warden/Emergency Coordinator, CMT Lead 
approval is required.  
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If a person is critically injured or there is a fatality at the Royal College, the Chief Emergency 
Warden/Emergency Coordinator, in conjunction with the Joint Health and Safety Committee, will cordon 
off the area and contact the Ministry of Labor immediately. (Refer to the policy on Incident 
Investigations and Hazard Reporting). 

2.2.2 EMERGENCY WARDENS 

Emergency Wardens report to the Chief Emergency Warden/Emergency Coordinator. They support the 

initial organized response to an incident and are generally responsible for one floor or in some cases, 

portions of one floor, in a specific building or facility. Emergency Wardens should have a designated 

"Alternate" for their area that can fill in when they are absent. It is the responsibility of the Emergency 

Warden to advise their Alternate of planned absences. 

 

ERT members are predetermined and have been trained on expectations 
relative to their assigned ERT roles.  

Chief Emergency Wardens, Emergency Coordinators and Emergency 
Wardens are required to have current certifications for CPR and First Aid. 
CSFM tracks and schedules trainings regularly to ensure certifications do 
not lapse. 

The ERT contact information will be reviewed quarterly.  

When faced with personnel changes, the vacant position will be filled by the next person trained for the 
specific role. During the annual review, a discussion around filling the empty role(s) on a permanent 
basis will take place. 

For the list of identified 
ERT members, refer to 
the Crisis Management 
Program Directory 
(posted on H&S boards 
and intranet). 



 

Emergency Response Plan 

   

 

 5 
 

 

 

 

 

 

 

 

Figure 2: The 
Phases of 

Emergency 
Response 

Implementation 

To support efficient and effective management of the incident, a 
defined briefing cycle will be followed.  

Assess the Situation:  
The Chief Emergency Warden/Emergency Coordinator will gather 
information on the current status of the incident.  

Brief the CMT Lead:  
The CMT Lead will establish a briefing timeline based on the nature of 
the incident. The Chief Emergency Warden/Emergency Coordinator 
will brief the CMT Lead on the response. 

Receive Direction:  
The CMT Lead will provide the Chief Emergency Warden/Emergency 
Coordinator with direction on escalation or all clear. 

  

Assess the 
Situation

Brief the 
CMT Lead

Receive 
Direction



 

Emergency Response Plan 

   

 

 6 
 

 
 

Appendix A: Emergency Response Team 
Checklist 

This tool provides prompts for the Chief Emergency 
Warden/Emergency Coordinator and Emergency Warden 
to consider in responding to an emergency.  

Appendix B-1: Emergency Warden 
Zones 

This reference document shows the Emergency Warden 
Zones for 774 Echo Dr., 780 Echo Dr. and 500-979 Bank St. 

Appendix B-2: La Cite 
This reference document provides contact details for Royal 
College employees and visitors at La Cité during the Royal 
College examination period. 

Appendix B-3: Conferences 

This reference document will be updated for each off-site 
conference dependent on location. It identifies the role of 
Royal College Emergency Coordinators, Royal College staff 
and the facility(ies). 

Appendix C: Evacuation Checklist 
This tool is used by the Chief Emergency Warden to track 
details of planned and unplanned building evacuations. 
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GENERAL ACTIVITIES 

☐ Assess the situation quickly and calmly.  

☐ Protect yourself and others from danger. 

☐ Put on the Emergency Response Team identification. 

☐ Gather necessary emergency supplies. 

☐ Follow and communicate Response Procedures to staff and visitors. 

☐ 
Meet with the other ERT members and provide information regarding the emergency 
response.  

☐ Ensure staff and visitors are accounted for. 

☐ When authorised, inform staff that it is safe to re-enter the building/return to work. 

☐ 
Follow Activities to Support Medical Emergencies, Evacuation, Shelter-in-place or Lockdown, 
as required. 

☐ Follow Hazard Specific Activities, as required. 
 

CHIEF EMERGENCY WARDEN 

☐ 
Work with first responders to determine course of action. Provide information such as 
floorplans and unique hazards. 

☐ 
Support and coordinate all designated Emergency Wardens within the worksite (such as 
multiple floors or buildings.) 

☐ 
Meet with the first responders and Emergency Wardens to gather information and provide 
updates. 

☐ Brief and receive direction from the Crisis Management Team, as required. 
 

EMERGENCY COORDINATOR 

☐ Inform the facility. Refer to venue specific Emergency Response Plan, Appendix B.  

☐ 
Act as the point of contact with the Facility ERT and first responders. Provide any assistance 
they require. 

☐ 
Support and coordinate all designated Emergency Wardens within the worksite (such as 
multiple floors or buildings.) 

☐ 
Meet with the facility ERT, first responders and Emergency Wardens to gather information 
and provide updates. 

☐ Brief and receive direction from the Crisis Management Team, as required. 
 

EMERGENCY WARDEN 

☐ 
Brief and receive direction from the Chief Emergency Warden/Emergency Coordinator, as 
required. 
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Activities to 

support Medical 
Emergencies 

☐ Prevent infection between yourself and others. 

☐ Comfort and reassure. 

☐ 
Assess the casualty and give first aid treatment within the limits of 
your training until the arrival of more advanced care providers. 

☐ Delegate necessary first aid tasks to others, if required. 

☐ Advise PSOD/Manager when an ambulance is called for an employee. 

☐ 
Advise Meeting Coordinator or Business Unit when an ambulance is 
called for a volunteer or guest of the Royal College.  

In a medical emergency, Royal College employees will not drive 
themselves or persons requiring medical assistance. The Royal College 
will assume related transportation fees. 

 

Activities to 
support 

Evacuation 

☐ Commence evacuation of the building. 

☐ 
Ensure persons requiring assistance attend the designated refuge 
area until deemed necessary to evacuate or safe to return to their 
place of work. 

☐ Proceed to designated meeting points. 

☐ 
Inform the Chief Emergency Warden/Emergency Coordinator/first 
responders of the results of your evacuation - all persons requiring 
assistance or those refusing to evacuate. 

 

Activities to 
support  

Shelter-in-place 

☐ Do not pull the fire alarm to alert others. 

☐ Move occupants to the centre of the building, away from windows. 

☐ 
Monitor online sources, radio and television for further updates.  
Ensure occupants remain in the shelter until authorities indicate it is 
safe to come out. 

 

Activities to 
support 

Lockdown  
 
(Act of Violence) 

☐ 
Warn others in the immediate area and prevent anyone from re-
entering the area. 

☐ 
Lock doors from the inside (if a lock exists) and place covers on doors 
and windows. Draw window shades. Turn cell phones to silent.  

☐ 
Advise everyone in the room to stay away from the windows/ doors 
and to stay low and quiet. 

☐ 
Once an all clear has been issued, proceed to the designated meeting 
points. 
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Hazard Specific Activities 
Follow all general activities plus: 

BOMB THREAT 
☐ Provide call recipient with Bomb Threat Checklist. 

☐ 
Prevent the call recipient from hanging up the phone. After the call, 
place the receiver on their desk. 

EARTHQUAKE 
☐ Encourage others to DROP, COVER, HOLD. 

☐ Determine if building damage warrants evacuation. 

FIRE OR 
EXPLOSION 

☐ Activate the fire alarm (if not already activated). 

☐ Before opening any door, feel for heat. 

☐ Close all doors behind you. 

SUSPICIOUS 
PACKAGE 

☐ Do not shake or empty the contents. 

☐ 
Leave the room and section off the area to prevent others from 
entering. 

☐ Request impacted persons to wash hands with soap and water. 

☐ 
Isolate impacted persons until they have been cleared by emergency 
services. 
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For Royal College employees and visitors at La Cité during the Royal College examination period. 

Role Contact 
Emergency Coordinator Nadia Ferrante (613-720-9964) Team Lead, Exam Logistics & 

Operations 

Alternate:  
Associate Director TMCE - André St. Pierre (613-618-8640) 

 Wardens 

(All Exam Leads will perform the 
role of Fire Warden, in addition to 
others named herein.) 

Carolin Ladstaetter  

Nadia Ferrante  

Ilektra Devereux  

Kate Iverson  

Alyssa Harding 

Danika Nieuwkoop (CPR) 

Nadia Doucoure (CPR) 

Cynthia Jones-Kalhok 

Elizabeth McDermott 

  Royal College Reception 613-730-8177  Ext: 400 

La Résidence Security 

 

Security Office is located in the lobby at reception. 
Open: Monday to Friday (23h00-08h00) 
24 hrs/day on weekends (unless an exam is in session) 
613-742-3414 ext 5004 

La Cité Security Security Office is located in A 1100 
Open: 24 hrs/day, 7 days/week 
613-742-2493 ext 2828 (general) 
613-742-2493 ext 3000 (emergencies) 

For emergencies occurring in La 
Cité RESIDENCE 

1. Martine Dion (Residence) - (if Martine cannot be reached, 
move down the list) 

2. Bernadette Sarazin (Building Operator) 
3. Stephane Doucet 

For emergencies occurring in 
another building at LA CITE 
COLLEGE 

1. La Cité Security 613-742-2493 ext 3000 
2. Martine Dion (Residence) - (if Martine cannot be reached, 

move down the list) 
3. Bernadette Sarazin (Building Operator) 
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Introduction: ERP Appendix B-3 is a document developed for individual conferences held off site of Royal 
College premises. It is a guide for Royal College staff that supplements the Royal College’s Emergency 
Response Procedures and identifies the role of Royal College Emergency Coordinators, Royal College 
staff and the facility(ies). Royal College staff are required to comply with the facility(ies) evacuation plans 
and all other policies and procedures as deemed necessary. Detailed emergency response plans are 
proprietary to the facility and hotels.  

Note: This is a reference document and will be updated for each off-site conference dependent on 
location. 

The International Conference on Residency Education (ICRE) – Ottawa ON 

• Shaw Centre, 55 Colonel By Drive 

• Westin Ottawa, 11 Colonel By Drive 

• Royal College, 774 Echo Drive 

• Novotel Ottawa, 33 Nicholas Street 

• Fairmont Chateau Laurier, 1 Rideau Street 

• Les Suites Hotel Ottawa, 130 Besserer 

Role Contact 
Emergency Coordinator Louise Gervais (613-302-0183) 

Alternate: Courtney Jones (613-720-4678) 

ICRE Conference Chair 

 

Advise of any situation Jason Frank (613-697-1059) 

Chief People Officer 

 

Advise of any situation 
involving Royal College 
staff 

Bonnie Seidman (613-697-1064) 

Chief Financial Officer Advise of any situation 
involving potential Royal 
College liability 

Tim Julien (613-850-9456) 
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Facility/Supplier Contact 

Shaw Centre 
 

ICRE Headquarters for 
events 

Cédric Lechat, Event Services Manager 
Tel : 613-688-8199  
Security: Leigh Bush - Gary Robinson  
Security contact number: 613-563-1984 
Emergency # on house phone: Security 
button/ 636 

The Westin Ottawa 
 

Events held at this property 
and hotel accommodations 
including staff 

Jodi Rowe, Events Manager 
Tel: 613-560-7345 
Security Cell held by the Security Agent 
working that day  
Security contact number: 613-880-7605 
Emergency # on house phone: 777 

Royal College of 
Physicians and 
Surgeons of Canada 

Events held at this property Patricia Hill, Team Lead, Meetings and 
Hospitality  
Tel: 613-301-1659 

The Novotel Ottawa 
 

Hotel accommodation 
including staff 

Bonita Sully, Sales Manager (613-760-4779) 
Raman Virk, Security (613-760-4778) 
Emergency # on house phone: 0 

Fairmont Chateau 
Laurier 
 

Hotel accommodation 
overflow 

Bonnie Burgess-Young, Sales Manager (613-
241-1414) 

Les Suites Hotel 
Ottawa 
 

Hotel accommodation 
overflow 

Anthony Vasconcelos, Sales Manager (613-
232-3217) 

National Arts Centre 
IMELF Dinner 

Tues Sept 24 Lisa Levia (613-947-7000 x655) 

Beckta 
ECTA Dinner  

Wed Sept 25 Linda Bordeleau (613-614-7692) 

The Rideau Club 
Past Presidents Dinner  

Thurs Sept 26 Edward Moke (613-233-7787) 

D.E. Systems François Brunet (613-265-1291) 

FMAV Disa-marie Cameron (613-818-2496) 

Lange  Robert George (416-677-2397) 
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a. SHAW CENTRE 

• Dial security number on house phone 
• If house phone not available, dial 911; then security 613-563-1984 

ALARMS  

The Facility has 
a two-stage 
alarm. 

Stage 1: Investigation (slow beep) 
• Facility Emergency Response Team responds and investigates. 

• Ottawa Fire will automatically come as soon as stage 1 alarm goes off. 

• Within 1-2 minutes, Public Address (PA) system advises that the incident is 
being investigated, stay calm, remain where you are, prepare to evacuate if 
necessary.  

• If investigation is negative, alarm will stop and guests will be advised by PA 
system that the incident has been investigated and everything is okay. 

Stage 2: Evacuation (fast beep) 
• PA system advises everyone to evacuate the building by the nearest emergency 

exit and to move “safely” away from the building, do not worry about 
belongings, do not come back into the building until advised by the Ottawa Fire 
Service or Facility Representative that it is safe to do so. 

• Emergency Response Team and Facility Fire Wardens will be on each floor to 
assist with evacuation and provide direction and support. 

• Once the appropriate agency issues an “all clear” to the Facility, the Emergency 
Response Team will designate staff to inform guests that they can return. 

• Note that the Facility Emergency Response Team can make the decision 
whether to evacuate. Only the Ottawa Fire Service or Ottawa Emergency 
Services (in consultation with the facility) can make the decision whether guests 
can return to the Facility. 

Royal College 
Staff 

• Evacuate building and proceed to the meeting point as instructed by the Shaw 
Centre. 

• Wait for further instruction from the Ottawa Fire Service or Facility staff. 

• Do not provide any information to registrants; advise that we are awaiting 
direction from the Ottawa Fire Service and Facility and that they should remain 
where they are. 

Royal College EC 
to: 

 

• Leave building and proceed to the meeting point as instructed by the Shaw 
Centre. 

• Liaise with the Facility representatives as appropriate. 

• Update Royal College staff as applicable. 
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a. SHAW CENTRE 

Sheltering The Facility has an emergency management structure and team to facilitate and 
direct decisions about evacuation and sheltering. Once decisions have been made, 
the Facility will be the key information/contact point between the government 
agencies and the Royal College EC, and will work in partnership with the Royal 
College EC: 

• Seek alternate arrangements if external sheltering required. 

• Arrange internal sheltering: depending on the circumstances, the facility can 
house, feed and provide basic comfort for a “reasonable” period of time. 

• Source information about transportation around, in and out of the city (e.g., are 
the airports open, can guests get out of the city). 

• Provide assistance and/or a communications area for guests to call home and 
receive incoming messages. 

• Support and services will be based on operational demands and priority. 

Emergency 
Response 
Centre 

For large-scale incidents, the Facility will establish an Emergency Response Centre 
either onsite or offsite, depending on the nature and location of the emergency. 
Emergency broadcasting will be set up to receive up-to-date news reports (radio, 
television, emergency broadcasting). The Centre will be staffed by facility 
associates working under the direction of its Emergency Management Team. 

Facility-wide 
Communications 

The Facility uses a Public Address system to communicate with guests. The system 
can broadcast both recorded and live announcements. The Facility also has a 
megaphone in the lobby. The Facility uses microphones and two-way radio systems 
to communicate internally. 

Facility-wide 
Communications 

The Facility has access to various cell networks, in the event that local cell towers 
are knocked out. The Facility has a dedicated landline in security control and in the 
executive boardroom (alternate command post).  
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b. WESTIN OTTAWA 
• Dial# 777 on any house phone for emergency. 

ALARMS  

The Hotel has a 
two-stage alarm. 

Stage 1: Investigation (slow beep) 
• Hotel Emergency Response Team responds and investigates. 

• Standby and prepare to evacuate. 

• Listen for announcements.  

Stage 2: Evacuation (fast beep) 
In the event of an evacuation: 
• PA system advises everyone to evacuate the building by the nearest emergency 

exit and to move “safely” away from the building, do not worry about 
belongings, do not come back into the building until advised by the Ottawa Fire 
Service or Facility Representative that it is safe to do so. 

• Elevators can be placed on emergency service and used to evacuate special 
needs guests. 

• Once the appropriate agency issues an “all clear” to the Facility, the Facility 
Emergency Response Team will designate staff to inform guests that they can 
return. 

• Note that the Facility Emergency Response Team can make the decision 
whether to evacuate. Only the Ottawa Fire Service or Ottawa Emergency 
Services can make the decision whether guests can return to the facility. 

Royal College 
Staff 

• Evacuate building and proceed to the meeting point as instructed by the Hotel. 

• Wait for further instruction from the Ottawa Fire Service or Hotel Staff. 

• Do not provide any information to registrants; advise that we are awaiting 
direction from the Ottawa Fire Service and Hotel and that they should remain 
where they are. 

Royal College EC 
to: 

 

• Leave building and proceed to the meeting point as instructed by the Hotel. 

• Liaise with the Facility representatives as appropriate. 

• Update Royal College staff as applicable. 

Supplementary 
information 
concerning 
evacuation 

• Hotel will evacuate guest floor of alarm, floor above and below. 

• All guest room fire exits lead to the exterior of the building.  

• Fire instructions and evacuation routes are located on the back of each guest 
door. 
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c. NOVOTEL OTTAWA HOTEL 
• Dial# 0 on any house phone for emergency. 

ALARMS  

The Hotel has a 
two-stage alarm. 

Stage 1: Investigation (slow beep) 
• Hotel Emergency Response Team responds and investigates. 

• Standby and prepare to evacuate. 

• Listen for announcements.  

Stage 2: Evacuation (fast beep) 
In the event of an evacuation: 
• PA system advises everyone to evacuate the building by the nearest emergency 

exit and to move “safely” away from the building, do not worry about 
belongings, do not come back into the building until advised by the Ottawa Fire 
Service of facility representative that it is safe to do so. 

• Elevators can be placed on emergency service and used to evacuate special 
needs guests. 

• Once the appropriate agency issues an “all clear” to the facility, ERT will 
designate staff to inform guests that they can return. 

• Note that the facility ERT can make the decision whether to evacuate. Only the 
Ottawa Fire Service or Ottawa Emergency Services can make the decision 
whether guests can return to the facility. 

Royal College 
Staff 

• Evacuate building and proceed to the meeting point as instructed by the Hotel. 

• Wait for further instruction from the Ottawa Fire Service or Hotel staff. 

• Do not provide any information to registrants; advise that we are awaiting 
direction from the Ottawa Fire Service and Hotel and that they should remain 
where they are. 

Royal College EC 
to: 

 

• Leave building and proceed to the meeting point as instructed by the Hotel. 

• Liaise with the Facility representatives as appropriate. 

• Update Royal College staff as applicable. 

Supplementary 
information 
concerning 
evacuation 

• Hotel will evacuate guest floor of alarm, floor above and below. 

• All guest room fire exits lead to the exterior of the building. 

• Fire instructions and evacuation routes are located on the back of each guest 
room door. 
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a. CONFERENCE STAFF BACK-UP  
 

Role Staff Back-Up 

 Angelita Aboukassam  (613-355-6169) Louise Gervais 

 Melanie Agnew (613-302-1696) Cynthia Abbott (ICE Summit) (613-
698-9252) 

 Dianne Dodds (613-301-0767) Louise Gervais 

 Louise Gervais (613-302-0183) Angelita Aboukassam (ICRE)/Courtney 
Jones (Emergency Plan) 

 Wendy Jemmett (613-867-0134) Cynthia Abbott (Workshop for New 
PDs) 

 Courtney Jones (613-720-4678) Louise Gervais 

 Denis Laliberté (819-918-8712)  Julie Jodouin (Workshop for New 
Surveyors) 
(819-918-4412) 

 Jack (Jacqueline) Lane (613-558-2700) Assistant Materials Coordinator 

 Jack (Jacqueline) Lane Louise Gervais or Angelita 
Aboukassam (Shaw Food & Beverage) 

 Sara Loyst (613-883-6229) Rachael Tattersall 

 Kristina Sabourin (613-325-6688) Dianne Dodds for all events, except 
Awards Dinner; Louise Gervais is back-
up for Awards Dinner 

b. CONTINGENCIES / POST EVACUATION 
Contingencies 
• Conference staff ill or unavailable – see Medical Emergency section of the Emergency Response 

Procedures, and Staff Back-ups, this page. 

• Speaker ill or unavailable – situation dependent re speaker/session; Royal College EC to handle on 
case by case basis. 

• Supplier ill or unavailable – Royal College EC to contact onsite supplier representative or office as per 
contact information on page _. 

Post Evacuation 
If advised that it is safe to return to the building: 
• Royal College staff to return to positions and resume business; refer queries to the Royal College EC, 

Conference Secretariat Office, Show Office 2B, Shaw Centre or cell phone 613-302-0183. 

• Royal College EC and alternate to meet in conference office to assess situation and discuss the 
following considerations which are dependent on the length of the evacuation and the 
circumstances; consider involving Conference Chair or the Chief Financial Officer now, or following 
initial meeting: 
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o Rescheduling / cancelling sessions – how do we contact session chairs and speakers 

o Refunding registration fees 

o How to notify registrants of changes onsite (e.g., set up NEW information table at registration; 
send Royal College and facility staff to each meeting room with a notice; request hotel deliver 
print or voicemail message to each guest room) 

o What will be the hard and soft impact on the conference of the various choices 

o Brief staff (depending on situation, may call meeting or individually briefing as appropriate). 

If we cannot return to the building, we will follow the direction of the Royal College Crisis Management 
Team.  As any crisis will be incident-specific, business continuity plans will be developed, implemented 
and communicated as the situation unfolds.  

 

 

Drug Store Shoppers Drug Mart 
Rideau Centre, 1st floor 
50 Rideau Street, Ottawa ON 
613-236-2533 

Monday – Friday: 7 am – 11 pm 
Saturday and Sunday: 9 am – 9 
pm 
Rideau Centre is connected to 
the Shaw Centre  

Clinics 
 

Rideau Friel Medical Centre 
421 Rideau Street, Ottawa ON 
613-789-7707 
 

Monday – Friday: 9 am – 5 pm 
Saturday: 9 am – 2 pm 
1.3 kilometers from Shaw Centre 
 

Sandy Hill Community Health 
Centre 
221 Nelson Street, Ottawa ON 
613-789-6309 
 

Monday and Wednesday: 7am – 
8 pm 
Tuesday: 7 am – 6 pm 
Thursday: 8 am – 5 pm 
Friday: 8:30 am – 4 pm 
1.1 kilometers from Shaw Centre 

Hospitals 
 
In the case of emergency, the ERT 
will arrange transportation to the 
nearest hospital. The 
transportation will be charged by 
the Ottawa Ambulance Service 
directly to the patient. 

Ottawa Hospital, General 
Campus 
501 Smyth Road, Ottawa ON 
613-737-8899 

5.5 kilometers from Shaw Centre 
 

Ottawa Hospital, Civic Campus 
1053 Carling Avenue, Ottawa 
ON  613-722-7000 
 

6.8 kilometers from Shaw Centre 
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Date (YY/MM/DD): ___________________                        Time: _______________ (AM/PM) 

Chief Emergency Warden Name: _________________________ 

Emergency Building Operator Name: ________________________  

  Drill 

  Bomb Threat 

  Earthquake 

  Fire/Explosion 

  Flood 

  Power Outage  

  Severe Storm 

  Suspicious Package 

  Other ____________________ 
 

Main Building (774 Echo Drive)     Time to evacuate:  

FLOOR EMERGENCY WARDEN(S) EMERGENCY WARDEN S) 

Basement   

1st Floor B1   C1  

2nd Floor B2 C2 

3rd Floor B3 C3 

4th Floor B4 C4 

5th Floor B5 C5 

Persons requiring assistance are at the designated refuge area     YES      NO 
 

Annex Building (780 Echo Drive)     Time to evacuate: 

FLOOR EMERGENCY WARDEN(S) EMERGENCY WARDEN S) 

Basement   

1st Floor A1 B1   

2nd Floor A2 B2 

3rd Floor A3 B3 

Persons requiring assistance are at the designated refuge area     YES      NO 
 

979 Bank St      Time to evacuate: 

FLOOR EMERGENCY WARDEN(S) EMERGENCY WARDEN S) 

5th Floor A5 B5   

Persons requiring assistance are at the designated refuge area     YES      NO 
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Notes/Observations (include persons requiring assistance or those refusing to evacuate) 

 

 

Details 
 

 

Recommendations 

 

 


