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INTRODUCTION and STATEMENT OF PURPOSE 

The Department of Convention & Entertainment Facilities Emergency Procedures Plan is 
designed to provide basic guidelines, operational procedures, and policies for department 
personnel during emergency situations. 

The first priority is to prevent injury to our patrons and staff and the protection of lives and 
properties.  The Kansas City Conventions & Entertainment Facilities will take all necessary 
precautions to ensure the safety and best interests of the public in the event of an emergency.  
Staff will coordinate with emergency personnel, event management, and tenants to achieve 
these goals. 

This plan provides the basic administrative structures and procedures necessary to safely direct 
guests during the following emergency situations: 

 Fire 
 Tornado 
 Earthquake 
 Bomb Threat 
 Hostage Situation 
 Terrorist Threat / Activity 
 Electrical / Power Outage 
 Hazardous Material Spill 
 Civil Disturbance / Riot 
 Plane Crash 
 Medical Emergency 

The Emergency Procedures Plan is a tool which will be distributed to the various employees of 
the Kansas City Convention & Entertainment Facilities.  This plan will be reviewed annually and, if 
warranted, upgraded accordingly by administrative staff.   

The Kansas City Conventions & Entertainment Facilities will take all necessary precautions to 
ensure the safety and best interests of the public in the event of an emergency.  Staff will 
coordinate with emergency personnel, event management, and tenants to achieve these 
goals. 
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CHAIN OF COMMAND / GENERAL EMERGENCY PROCEDURES 

I. CHAIN OF COMMAND 

The following chain of command will be utilized during all emergency situations.  The 
highest ranking person on the list, who is present in the facility at the time of the incident, 
becomes the Emergency Commander. 

1) Executive Director 
2) Deputy Director 
3) Director of Event Operations 
4) Senior Event Manager 
5) Security Supervisor 

Only the Emergency Commander, after gathering the necessary information and 
coordinating with the appropriate officials (i.e. Executive Director or Deputy Director), 
and show management can order an evacuation.  In an emergency, police and fire 
personnel may also order an evacuation. 

II. SECURITY CONTROL CENTER / COMMAND POST 

In the event of an emergency, and if time permits, the following locations will become 
the on-site Command Post: 

1) Primary Command Post: Security Office – Located off 14th Street between 
Broadway Blvd. and Central Street. 

2) Command Post #2: Event Services Office – Located below 2200 Lobby 
3) Command Post #3: Sales & Administration Office – Located below Municipal 

Auditorium 

The Emergency Commander will see the following equipment is operational: 

1) Telephones (not requiring A/C power) 
2) Two-way radios 
3) Emergency Procedures Guide 
4) Maps/diagrams and writing instruments 
5) Bullhorn 
6) Flashlights 
7) AM/FM radio 
8) Extra Batteries 
9) First Aid Kits 

Senior building management, event management, and event security representatives 
should report to Command Post as requested. 

III. LOG OFFICER 

An employee should be assigned as a Log Officer.  The Log Officer should keep a written 
log of what actions are taken during the emergency.  The log will include arrival times of 
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emergency personnel, staff names assigned to each area, times of evacuations, and 
other pertinent information. 

IV. EMERGENCY BRIEFING 

When an emergency occurs, on duty management will report to designated Command 
Post as requested.  Emergency Commander will brief management of the emergency 
situation and assign duties.  Security will contact fire, police, and/or paramedic 
personnel.  Once emergency personnel have arrived, the Emergency Commander will 
brief the emergency personnel.  Event Managers will meet with lessee management to 
prepare the lessee staff for actions that may need to be taken for the safety of those in 
attendance.  If members of management and event management are not on duty, the 
security supervisor will assume the duties of Emergency Commander. 

V. NOTIFICATIONS 

The first person aware of an emergency situation should contact Security by telephone         
(816-513-5111) or by radio.   

Security shall be responsible for communications and coordination with emergency 
responders.  Security will ensure that the following people have been notified of the 
emergency (in this order). 

• Local first responders (police, fire, EMT), if necessary 
• Event Manager on duty 
• Security Manager 
• Director of Event Operations 
• Deputy Director 
• Executive Director 

For a list of emergency contact numbers, see Appendix A on page 23. 

VI.  EMERGENCY LEVELS 

LEVEL 1 EMERGENCIES 
• Staff/guest accident 
• Small localized fire 
• Localized power failure 

 
LEVEL 1 PROCEDURES 

• Generally handled by in-house personnel 
• Higher authority is notified as needed 
• Written reports are obtained (incident, accident, etc.) 
• Minimum support from local authorities 
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LEVEL 2 EMERGENCIES 
• Large localized fire 
• Multiple accidents 
• Minor Disturbance within the facility 
• Strike or demonstration 

 
LEVEL 2 PROCEDURES 

• Notify higher authority of the problem and location 
• Personnel are dispatched to the scene 
• Situation is controlled by the Building Manager-On-Duty or designated 

representative 
• Internal and agency reports are made 

 
LEVEL 3 EMERGENCIES 

• Major fire or arson 
• Tornado/Earthquake 
• Riot or civil disturbance 
• Bomb evacuation 
• Blackout/power outage 
• Flood 
• Major transportation related accident 
• Water supply cut-off 
• Terrorist/Active shooter activities 

 
LEVEL 3 PROCEDURES 

• Incident under command of Building Manager-On-Duty and assisted by staff 
• Shift of command may be desired 
• Facility staff to assist support services 
• Local authorities may need to be called  
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FIRE 

Whether an employee works in an office, in operations, or is a vendor, they should look for things 
that may be a fire hazard.  It is the responsibility for all employees and vendors at the Kansas City 
Convention Center to immediately report all potential fire hazards to their supervisor.  A few of 
the more common hazards are: 

• Frayed or unprotected electrical cords across aisles. 
• Large collections of trash. 
• Open trash bin covers. 
• Flammable materials. 
• Careless smokers. 
• Obscured or covered fire extinguisher and hoses. 
• Obscured or blocked exits (including fire doors, stairwells, hallways, etc.). 
• Open containers marked toxic or flammable. 

In addition to the above mentioned fire hazards, all fire suspicions should immediately be 
reported to the employee’s supervisor.  A fire suspicion could include: 

• The smell of smoke or smoke haze in the air. 
• Smell of gas. 
• Reports that something is burning. 

 
I. STAFF FIRE PROCEDURES 

Upon encountering a fire emergency, follow these guidelines: 

• Warn and remove anyone in immediate danger. 
• If possible, confine the smoke or fire by closing doors (DO NOT lock doors). 
• Call supervisor to report the emergency.  If supervisor cannot be reached, call 

security. 
• Be prepared to calmly state who you are, where exactly you are located, and the 

nature of the emergency. 
• If a fire extinguisher is available, and you have been trained in its proper use, take it 

to the location of the fire and if safe to do so, use it to extinguish the fire. 
• Stay low to the ground as heat and smoke rise. 
• Cover face with cloth to filter out smoke, and take short breaths and breathe through 

your nose. 
• Close fire exit doors if not being used for evacuation.  Do not use elevators to 

evacuate. 
 

II. DEPARTMENTAL FIRE PROCEDURES 
 

• Building Manager-On-Duty:  This individual becomes the Emergency Commander.  
Obtain details of the incident and make necessary decisions. 

• Security:  Prepare to activate the evacuation plan. 
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• Event Manager-On-Duty: Inform in-house lessee of situation and keep them regularly 
up-to-date of developments as necessary. 

• Maintenance and Engineering: Assist in containing the fire, if possible.  Monitor and 
maintain all relevant systems. 

• Food & Beverage: If fire is located in concession stand or catering area, assist in 
containing the fire if possible. 

• All Other Personnel: Remain alert to the danger and be prepared to evacuate 
yourself and assist with guest evacuation, if necessary.  Keep your radio and other 
communication devices on for information updates. 

In the event of a fire evacuation, all Kansas City Convention Center Employees and vendors 
should evacuate and gather on the lawn at the Barney Allis Plaza for roll call. 

III. FIRE CONSIDERATIONS 
 
• Report the fire immediately using the proper method.  If the fire is extinguished, no 

matter how small it was, it is still important that supervisors and Security are made 
aware of the incident. 

• Always learn the location of the nearest fire extinguisher and fire exit to your work 
area. 

• During an evacuation, direct people away from the fire or smoke to an outside area, 
ensure the shortest safe route possible for evacuation. 

• Once outside, move people away from the building and assign staff to take roll to 
locate missing employees. 

• Do not allow anyone to re-enter the building until clearance has been given by the 
Fire Department. 
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TORNADO 

Of all natural disasters that can affect the Kansas City Convention Center, tornadoes can occur 
suddenly and may include the most widespread threat and damage.  It is during such a crisis 
that employees should present themselves with the proper demeanor and control.  The following 
procedures should be implemented: 

• In inclement weather, the Security office will monitor weather alerts and listen for tornado 
warnings. 

• If a tornado warning is issued, Security will inform the Event Manager on Duty; the Event 
Manager on Duty will then inform all lessees, vendors, and staff. 

• If tornado sirens go off, it is necessary to move guests to safety and adhere to the 
following procedures:  
 

o Select an Emergency Commander. 
o Time permitting, Emergency Commander and/or Event Manager will speak with 

all department heads and position our human resources around areas containing 
events and guests. 

o Each back-service hallway will have a folder hanging on the wall with directional 
signs our staff can hang on the walls that will guide guests to safety.   

o Bull horns are in the security office and in Event Services conference room to be 
used as needed.   

o All stairwells and exits that lead to a tornado safe zone in the basement are 
designated with a “Tornado Shelter” sign by the door.  ONLY USE THESE 
STAIRWELLS IN THE EVENT OF A TORNADO EVACTUATION. 

o See Appendix B on page 24 for a map of all tornado safe zones. 
o If outdoors, find the nearest indoor cover or take cover under a bridge or in a 

low-lying area such as a ditch. 
o If a city employee is utilizing a city vehicle when tornado sirens go off, stop the 

vehicle as quickly as safely possible and follow the procedures above to take 
cover. 
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EARTHQUAKE 

Like a tornado, an earthquake occurs suddenly. By reacting calmly and in control, the chance 
of survival without personal injury is high. 

I. INDOORS  
 

• Stay indoors until the order to evacuate has been given. 
• Stay clear of objects that could easily fall. 
• Seek refuge under a sturdy desk, table, or doorway. 
• Adult bodies may shield infants and small children. 

 
II.  OUTDOORS  

 
• Move quickly away from utility poles and power structures. 
• Stay clear of objects that could easily fall. 
• If around buildings, attempt to either move safely away from the structure or 

take refuge under a doorway in the structure. 
• Adult bodies may shield infants and small children. 

 
III. AUTOMOBILE 

 
• Personnel in automobiles should stop as quickly as safety permits. 
• Stay clear of any overhanging objects, such as power lines outdoors or high 

resting equipment indoors. 
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BOMB THREAT 

The potential for bomb threats exist at all businesses and facilities.  Even though very few bomb 
threats actually involve the placing of a bomb, all threats must be taken seriously. 

Almost all bomb threats are received by telephone, generally through the main switchboard.    
For a form to be completed when a bomb threat call is received, see Appendix C on page 29. 

This form will assist in evaluating the threat and possibly identify the caller.  The form should be 
immediately available and the telephone switchboard operators and reception desk staff must 
become familiar with its format IN ADVANCE of a potential bomb threat emergency. 

I. STAFF BOMB THREAT PROCEDURES 
 

• Remain Calm! 
• Immediately notify the Building Manager-On-Duty and the Security office of 

potential threat. 
• DO NOT use the word “bomb” over the radio. 

 
II. DEPARTMENT BOMB THREAT PROCEDURES 

 
• Identify the Event Commander. 
• Event Commander immediately reports to Command Post. 
• Decide whether to begin evacuation. 
• If approved by Event Commander, call 911. 
• Organize bomb search teams and activate bomb search procedures. 

When necessary, employees should be made aware that a bomb search is in 
progress, if the search is in their designated work area.  Employees are often the 
best qualified in detecting suspicious objects which may be present in their work 
area.  By separating staff into bomb search teams, searching the areas they work 
in. 

• Event Services:  Search Event Services office, lobbies, and event spaces. 
• Sales & Administration:  Search offices. 
• Facility Attendants:  Search storage and back service hallway areas. 
• Maintenance:  Search all boiler rooms, maintenance rooms, etc. 
• Electricians:  Search all electrical closets and storage areas. 
• Box Office:  Search box offices and storage areas. 
• Stagehands:  If necessary, search backstage areas, cable runs, and catwalks. 
• Vendors:  Search all applicable areas under their discretion. 

   
III. WHAT TO LOOK FOR IN A SEARCH 

Unfortunately, there are various types of containers which may conceal a bomb.  
One must look for unusual or seemingly out-of-place items (if the bomb has been 
described in size or type, this may reduce the need to be suspicious of every 
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item).  Look for items which do not seem to have any real purpose or things that 
were not there before and do not have any functional purpose. 

Look for items such as briefcases or parcels, which can be hand-carried into the 
building without suspicion.  Also look for abandoned travel/gym bags or other 
articles which are abandoned or left unattended. 

DO NOT open or touch a suspicious object.  DO NOT BROADCAST via your radio 
units or cell phone near a suspicious object.  You may continue to receive 
messages, but do not attempt to broadcast.  Use a nearby house or landline 
phone, or remove yourself well away from the area before broadcasting. 

IV. SUSPICIOUS OBJECT DETECTION  

It is imperative that personnel involved in a search be instructed that their only 
mission is to search for and report suspicious objects.  Under no circumstances 
should anyone move, jar, or touch a suspicious object or anything attached to it.   
The removal or disarming of a bomb must be left to the professionals in explosive 
ordinance disposal.  When a suspicious object is discovered, the following 
procedures should be followed: 

• Immediately notify the Event Commander or supervisor, who will in turn notify 
security and the Police / Fire Departments. 

• It will be the responsibility of the Event Commander and the Police / Fire 
Departments to decide if an evacuation is necessary. 

• Since explosives are often activated by radio signals, all radio transmissions 
and cell phone transmissions will be prohibited in the immediate area of the 
suspicious object.   Notification must be made by word of mouth or house / 
landline telephone.  All personnel must use discretion during this period if the 
area of the object is in public use to avoid panic. 

• Floors immediately above, below, and adjacent to a suspicious object should 
be evacuated.  A minimum of 300 feet should be cleared around the object. 
 

V.  DETONATION OF A BOMB 

As soon as possible, emergency team members should report to the command 
post. The Kansas City Police Department and The Kansas City Fire Department 
should be notified immediately. 

Depending on where the device is detonated, there may be a stampede by 
guests attempting to leave the area.  Panic may rule for the moment and staff 
members should stay clear of the crowd flow.  To avoid a pile up of people, staff 
should attempt to open and hold open as many doors as possible.  Persons who 
have fallen should be removed out of the avenue of traffic flow. 

Even though the evacuation of the affected part of the Convention Center will 
probably be spontaneous, an announcement of the evacuation will still be 
made. 
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The command post should send an emergency team member to the damage 
areas as soon as possible to assist injured guests and staff members since it may 
be some time before support services arrive.  Staff should be prepared to face a 
grim situation that may include dead bodies in states of dismemberment and 
severely injured guests and employees crying out in pain.  Emergency team 
members should inform the command post of the status of the damaged area to 
aid support services. 

If there appears to be danger of fire in the damaged area, emergency team 
members should begin evacuation of all injured persons.  Since time may be of 
the essence and support services may still be in route, personnel should utilize all 
methods of transportation such as hand braces, blanket drags, and maintenance 
carts and motorized vehicles that may be driven to the damaged area. 

Security personnel, to avoid public re-entry, should cordon off the damaged 
area. non-essential personnel should not be in the damaged area and should be 
sent out of the Convention Center. All personnel shall report to their designated 
cluster area where area leaders will verify complete evacuation. 

The Building Manager-On-Duty should confer with the police and fire department 
and consider transfer of authority. 

Mop up operations should include staff members, once police and fire 
department evaluation has taken place. 
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HAZARDOUS MATERIALS 

Hazardous materials are those substances which may represent one of the following hazardous 
material classes: 

• Flammable – Gasoline, cleaning solvents, etc. 
• Explosive – Fireworks, TNT. 
• Radioactive – Medical, isotopes, radium, etc. 
• Compressed Gas – Oxygen, nitrogen, etc. 
• Highly Reactive – Chlorine, phosphorous, etc. 
• Severe Health Hazard – Poisons. 
• Corrosives – Batteries, acids, etc. 

All hazardous materials stored or used at the Kansas City Convention Center will have an 
appropriate sign displayed indicating the substance, safety precautions, and appropriate 
emergency actions to be taken in the event of an accident.  In addition, all chemicals used by 
the Kansas City Convention Center and vendors will have material safety data sheets (MSDS) 
posted. 

If a hazardous material is identified and deemed an emergency, follow the following 
procedures: 

• Immediately clear the area and close doors. 
• Notify Building Manager-On-Duty and Security. 
• Ensure that all persons are moved upwind of the spill.  Shut off ventilation for the effected 

space. 
• If possible, contain the spilled material through the use of such material as sand or other 

suitable absorbent material. 
• DO NOT wash hazardous materials into storm or sewer lines. 
• Small spills may be cleaned up by qualified persons.  Large spills of toxic materials require 

special training and equipment possessed by commercial clean-up companies.  The 
Building Manager-On-Duty will determine if outside help is required in the clean-up 
process.  If outside help is needed, Security will contact 911. 

• In the event that a chemical has splashed in the eyes of guests or employees, direct them 
immediately to one of the designated eye wash stations (located at the maintenance 
mechanics shop and at the craftsmen shop). 
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ACTIVE SHOOTER 

An active shooter is an individual actively engaged in killing or attempting to kill people in a 
confined and populated place.  In most cases, active shooters use firearms and there is no 
pattern or method to their selection of victims.  Active shooter situations are unpredictable and 
evolve quickly.   If an active shooter incident occurs, employees and guests have 3 options to 
protect themselves:  Run, Hide, and Fight.  If possible, employees or guests should call 911 and 
notify building security immediately if an active shooter situation occurs. 

I.  RUN 
 

• Determine an escape route based on where the active shooter may be 
located.  Choose the route that best deters you away from that area and 
leads you outside or to another safer location. 

• Leave your belongings behind.   
• Keep your hands empty and visible at all times.  When emergency responders 

arrive, having your hands visible will help them know you are not their target. 
• Help other evacuate, if possible, but do not attempt to move the wounded.  

Evacuate even if others do not agree to follow.  You are responsible for you 
alone. 

• Move quickly to a safe place far from the shooter and take cover.  Remain 
there until police arrive and give instructions. 

• Remain calm.  Avoid screaming or yelling as you evacuate. 
• Follow all instructions from law enforcement. 

 
II.  HIDE 

 
• Go to the nearest room or office and lock the door(s).  If the door does not 

lock, wedge the door shut or use heavy furniture to barricade it. 
• Identify an escape route in the event you are directed to evacuate. 
• Close blinds, turn off lights, and cover windows. 
• Silence all noise, including radios, cell phones, computers, and people. 

o If it is safe to do so, have one person call 911.  Be prepared to answer 
dispatcher’s questions. 

o If it is not safe to talk, keep the phone on so it can be monitored by 
the dispatcher. 

• Stay out of sight and take cover behind large, thick items or furniture. 
• Do not open the door until the person can provide an identification badge. 
• Remain under cover until law enforcement advises it is safe to evacuate. 

 
III. FIGHT 

 
• If there is no opportunity for escape or hiding, as a last resort, and only when 

your life is in imminent danger, attempt to disrupt and/or incapacitate the 
active shooter. 
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• Use any item you can find around the area you are in (high-heeled shoe, 
tools, fire extinguisher, etc.) as a weapon to attack the shooter. 

• If you are with multiple people, all people should attack at once. 
 

IV.  RESPOND APPROPRIATELY WHEN LAW ENFORCEMENT ARRIVES 
 

• Remain calm and follow officers’ instructions. 
• Raise your hands, spread your fingers, and keep hands visible at all times. 
• Do not run when police enter the vicinity.  Drop to the floor if you are told to 

do so, or move calmly out of the area and/or building. 
• Do not make quick moves toward officers or hold on to them for safety. 
• Avoid pointing, screaming, or yelling. 
• Do not stop officers to ask for help or directions.  Evacuate the building in the 

direction the officers arrived while keeping your hands above your head. 
• For your own safety, do not get upset or argue if an officer questions whether 

you are a shooter or a victim.  Do not resist, even if you are handcuffed or 
searched. 
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HOSTAGE SITUATION 

A hostage situation is the physical restraint of an individual(s) and the threat of physical harm. 

In a hostage situation, the following steps should be taken: 

• Isolate the area by preventing others from entering the danger zone. 
• Notify the Building Manager-On-Duty and Security. 
• Event Manager will notify the lessee and guests if needed. 
• Wait for the arrival of the Police Department. 
• Cooperate fully with the directions of the responding police units. 
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CIVIL DISTURBANCE 

A civil disturbance might include guests engaged in a fight inside or outside of the facility, ticket 
scalpers, labor strikes, political or religious demonstrations, or any other protest activities.  
Sometimes these actions are minor in nature, while others may require more forceful action, such 
as security intervention and/or police arrests.  

The first person to identify a civil disturbance should contact Security.  Security will notify the 
Building Manager-On-Duty and the Police/Fire Department as needed.   

If the civil disturbance is inside the facility, steps should be taken to move guests away from the 
disturbance in attempt to isolate the disturbance.  A decision can be made to turn up the lights 
in the area of the disturbance to aid in dispersing the crowd. 

If the civil disturbance occurs outside of the facility, security will lock all doors into the facility.  If 
the guests are aware of the incident or might leave the facility and unknowingly walk into the 
incident, an announcement should be made by the Emergency Commander or emergency 
personnel to calm the crowd and give instructions. 
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TERRORIST THREAT OR ACTION 

A terrorist threat or action is a general threat against a person(s) or property primarily motivated 
by a desired political effect or a specific outcome.  In the event of a terrorist threat or action, 
the following steps should be taken: 

• Isolate the area by preventing others from entering the danger zone. 
• Notify the Building Manager-On-Duty and Security. 
• Wait for the arrival of the Police Department. 
• Cooperate fully with the directions of the responding police units. 

 
I.  PREVENTION AND DEFENSE 

 
• Identification of possible targets and places. 
• A firm understanding with all staff members that heroics may prove useless and 

may actually make the existing problem worse. 
• Gathering of intelligence on the probable aggressor’s identity and method of 

operations. 
• Types of terrorist acts. 

o Bomb threat. 
o Actual acts of violence such as actual bombing, assassination or 

attempted assassination. 
o Kidnapping and taking of hostages. 
o Extortion. 
 

II.  POSSIBLE TARGETS FOR TERRORISTS AT THE CONVENTION CENTER 
 
• The building or facility itself. 
• Talent, speakers, presenters, or attendees. 
• Management or staff members who may be in the target area. 
• Particular events that have a social or political meaning. 
• Any event that can serve as a stage to promote a terrorist group’s views or 

activities. 
• Property belonging to a particular event. 
 

III. WHAT TO LOOK FOR 
 
• External appearance. 
• Clothes unsuitable for the time of year (e.g. a coat in the summer). 
• Anything protruding in an unusual way under the person’s clothing. 
• Suspicious behavior. 
• Nervousness, tension, profuse perspiration. 
• Walking slowly in a hesitant manner, glancing right and left, or running in a 

“mission driven” manner. 
• Repeated attempts to avoid police or security personnel; avoiding eye contact. 
• Repeated nervous searching for something under one’s clothing. 
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• Nervous, hesitant mumbling. 
• Hands in pockets of trousers or outer clothing; and, individual refuses to show 

hands/palms when told to do so. 
• Suspicious equipment/vehicle. 
• Luggage or gym bag obviously weighing more than normal. 
• Electrical wires, switches, or electronic devices sticking out of a bag or pocket. 
• A vehicle parked suspiciously for a prolonged time in a central place or near a 

strategic site. 
• The vehicle’s rear sags noticeably (weighted down). 
• Stolen or non-matching license plates. 
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POWER OUTAGE 

Electrical outages can occur at any time and for any number of reasons.  When the electricity 
fails, the emergency back-up generator is scheduled to provide emergency power.  It takes less 
than 10 seconds to activate the emergency back-up generators.  They will provide enough light 
to allow guests to safely exit the facility. 

I. DEPARTMENTAL POWER OUTAGE PROCEDURES 
 
• Building Manager-On-Duty:  Ascertain the problem and possible impact in order 

to make a decision regarding the continuation or cancellation of the event in 
progress. 

• Security:  Stand by to prepare activating the building evacuation if necessary. 
• Maintenance / Electricians:  Notify the Building Manager-On-Duty and Security of 

the cause of the power outage.  Continue to provide updates and progress 
reports to the Building Manager-On-Duty and Security.  If the problem is external, 
contact KCP&L to determine estimated length of the power outage.  If internal, 
locate and initiate prompt repair.  Additionally, the Maintenance Supervisor will 
be responsible for periodic testing and refueling of the back-up generator and 
the maintenance of test records. 

• Box Office:  Remain in your area for further instructions.  Take steps to secure any 
cash on hand. 

• Food and Beverage:  Secure all equipment.  Take steps to secure any cash on 
hand. 

 
II. POWER OUTAGE ANNOUNCEMENT 

If the lights go out during an event, the following announcement should be made: 
 
“Ladies and Gentlemen, the facility is experiencing a power outage.  For your own 
safety and the safety of those around you, please remain in your seats.  The 
emergency back-up generators will continue to provide power.  The main lights will 
be restored as soon as possible.” 
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PLANE CRASH 

Although a plane crashing into the Convention Center is highly unlikely, we are in close proximity 
to flight paths and must be prepared for this type of emergency. 

In the event of a plane crashing into the building, the two immediate problems will be to quell 
the panic and to treat the injured.   

If there is a public address system, that system should be used to calm the guests.  The injured 
that are mobile should be assisted or directed to the closest First Aid Room or the designated 
triage area.  Those too seriously injured to be moved should be made as comfortable as possible 
until medical assistance arrives.  Evacuation should be started as quickly as possible. 
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INFECTIOUS MATERIAL 

In the event KCCEF management is alerted to a presumptive case of infectious material or other 
infectious disease in the facility, we will work with Event Planners and the Health Department to 
follow the appropriate recommended actions. The safety and wellbeing of our clients, guests, 
staff and vendors is our priority. Responding swiftly and reporting to local health officials any 
presumed cases of infectious diseases at the facility shall be a staff-wide requirement.  

Lessees, guests, staff or vendors exhibiting symptoms of infectious disease will not be allowed 
inside the facility. While at work, employees who notice a coworker or guest exhibiting symptoms 
of infectious disease shall immediately contact a manager and the induvial should be 
quarantined, provided a mask and evaluated by medical staff.  

Any area of the facility that may be impacted by a presumptive case will be closed, secured 
and monitored by security staff until it can be properly cleaned and disinfected. 
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MEDICAL EMERGENCY 

Medical emergencies/injuries are classified into three categories: 

1. Minor 
2. Serious/non-life-threatening 
3. Serious/life threatening 

Minor injuries are those which can be handled by basic first aid procedures and do not require 
immediate additional medical treatment or transportation.  In these instances, notify a supervisor 
and Security, and take appropriate first aid measures. 

Serious/non-life-threatening emergencies/injuries are those which require medical attention 
beyond the first aid which can be provided on site.  These injuries do not require ambulance 
transportation.  In these instances, take immediate action and appropriate first aid measure.  
Notify a supervisor and Security as soon as possible.  Insure that appropriate transportation to the 
appropriate medical facility has been arranged. 

Serious / life threatening emergencies / injuries are those which require immediate ambulance 
transportation to a medical facility.  In these instances, take immediate action by notifying 
security.  Make sure to state the exact location of the injured person and the severity of the 
injury.  If necessary, Security will contact 911 and proceed to have a security officer meet the 
incoming ambulance at the closest building entrance or location where the injured person is 
located.  Do not attempt to move injured individuals unless his/her life is in danger at that 
location.   

In the event that an individual appears to have died due to injury or illness, those procedures 
outlined under serious / life threatening apply.  The only exception to this would be where a 
person is “obviously dead”.  Examples of this would be decapitation, rigor mortis, etc.  In these 
cases, first and/or CPR would be inappropriate.  Suspicious deaths are a law enforcement 
matter and tampering or moving deceased individuals by unauthorized persons could 
constitute a violation of the law. 

If an individual is discovered who is “obviously dead”, all guests in the immediate area will be 
cleared from the area but asked not to leave until released by a law enforcement officer.  The 
deceased individual will not be covered, nor the surrounding area altered in any manner.  The 
area should be closed off by security.  If the deceased is in public view, the body may be 
covered at the direction of a law enforcement officer. 
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APPENDIX A:  EMERGENCY PHONE LIST 

1) Police / Fire / Paramedics: 911 
2) Convention Center Security: (816)513-5111 
3) Convention Center Main Switchboard: (816)513–5000 
4) KCPD (Non-Emergency): (816)234–5111 
5) KCFD (Non-Emergency): (816)513–1700 
6) Truman Medical Center: (816)404–1000 
7) KU Medical Center: (913)588–1227 
8) KCMO Water Services Department: (816)513–2171 
9) Missouri Gas Energy: (816)756–5252 
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APPENDIX B: TORNADO SAFE ZONE 
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APPENDIX C:  BOMB THREAT CHECKLIST 

 


