RADIO PROTOCOL PROCEDURES

Building Emergency Radio Holders:

1. When the Emergency Operations Center (EOC) is activated during a Lab-wide disaster, stay off of the radio unless providing a situation report for your building or area to the EOC:

· Injuries requiring assistance
· Evacuations and Sheltering-in-Place status
· Fires
· Spills
· Imminent hazards
· Structural damage

2. If the EOC is calling out for Radio Holders to respond to a list call-down, wait to respond until
	you hear the call for your radio, location or position assignment. You can break into the list call-
	down if you have a life-threatening situation: call out “Emergency Break” and wait for the EOC 	
	to acknowledge your emergency break request.

3. Before transmitting, monitor the channel for a few seconds to be sure that your message will not interrupt another person. If you try to transmit when someone else is speaking, you will hear a system busy low-toned “bonk”. The “bonk” will also sound when you try to transmit in an out-of-range area.

4. Push the “transmit” button (large button on the side of the radio), wait for the system
	acknowledgement “chirp” beep then speak (hold button down while talking). If you don’t wait 	for the beep, 	your first words will be cut off. Speak into radio about 4-6 inches away with a strong voice. Do not yell. The 	microphone is on the front near the knobs (grid).
	
5. Do not hold the transmit button on when you are not speaking.

6. Formulate what you want to say before you transmit. Use of clear, precise English language is
	required. Use of jargon and coded messages is not recommended. Regulations prohibit the use 	of profanity on 	the radios.

7. Use name or title of the person you are calling (i.e., Emergency Services is SEO-2).

8. Identify yourself by name and/or title and give your location during initial transmission and repeat the information frequently. (“SEO-2, this is the BET Lead Building 10 – reporting from the Building 10 Emergency Assembly Area).

9. Make transmissions brief, pausing to listen for response and acknowledgement of your message.

10. Acknowledge reception of messages from others.

11. Have pencil and paper handy to write down information and messages received.

12. Maintain communication through periodic updates with the EOC.

13. If you are testing your radio or participating in a drill, preface and end your transmissions with “This is a test” or “This is a drill” to prevent misinterpretation.

		









