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Building Emergency Coordinator Program 

Background 
The Building Emergency Coordinator (BEC) Program was initiated in 1988 after a Grand Jury Report was 

submitted to the Board of Supervisors. The report revealed County Departments had done little in the 

way of emergency preparedness and there were several building fire code violations. A Safety Task 

Force was formed with staff from Los Angeles County Office of Emergency Management, Department of 

Public Social Services, Fire Department, and Internal Services Department to develop a countywide 

emergency preparedness program. The current BEC program is now coordinated by the County Office of 

Emergency Management (OEM). Through the years, this program continues to expand and improve to 

better assist county departments with emergency preparedness and response.  

Purpose 
The BEC program is designed to simultaneously increase the safety of county 

employees and the public in county facilities while ensuring continuity of 

government services after a major emergency or disaster. The program is 

also compliant with US Department of Labor – Occupational Safety and 

Health Administration requirements (OSHA 3088). The program focuses on: 

 Development of a building-specific emergency plan for each building occupied by 10 or more 

employees 

 Enhancing and supporting BEC skills through training seminars 

 Appropriate initial response strategies and priorities based on the nature, scope, and severity of 

the incident 

BEC Appointment 
The DMH on-site manager or Department Emergency Coordinator (DEC) will designate a BEC, Sub-BEC, 

and/or alternate BEC. 

 A BEC is established when a county owned building has 10 or more DMH employees and is the 

primary department or organization within that building  

 A Sub-BEC is established when DMH is the secondary department or organization within the 

county owned building 

 An alternate BEC assumes the role and responsibilities of the BEC or sub-BEC during an absence  

(These individuals will possess an assertive take-charge disposition and desire for the BEC role. Due to 

the potential for after-hour callbacks, a salaried employee should be considered.)  

BEC Roles and Responsibilities 
The role of a BEC is to provide overall building emergency preparedness and safe evacuation of staff, 

clients, and visitors during an incident. The BEC will also assist resuming day-to-day operations within 

the building once the building has been deemed safe. 
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In addition, all emergency response is in compliance with the Standardized Emergency Management 

System (SEMS) and the National Emergency Management System (NIMS), which provides a flexible, 

adaptable, and expandable response organization to address all hazards of varying magnitude and 

complexity. All incidents have three (3) phases – preparing for, responding to, or recovering from. The 

responsibilities of a BEC for these three phases include but are not limited to the following: 

Preparedness 

 Task Item 
 Develop and annual review and revision of their building-specific emergency plan (BEP) 

 Obtain BEP approval from local City or County Fire Department 

 Recruit, organize, and train Building Emergency Response Team (BERT) members 

 Maintain master list and contact information of alternate BECs and BERT members 

 Conduct regular BERT meetings to exchange information and review roles and responsibilities 

 Maintain current staff roster which includes work phone number, cubical/office number, direction 
(north/south) designation, and telework status 

 Coordinate annual update to your Building Emergency Telephone List (BETL) information 

 Coordinate and conduct exercises, including annual building evacuation drill 

 Maintain County-wide Integrated Radio System (CWIRS) radio and participate in monthly Roll-call 

 Ensure staff who need assistance during disaster training, exercising and during an actual incident 
have completed and submitted the Voluntary Request for Reasonable Accommodation Form 

 Be familiar with building/floor layout, and emergency and evacuation procedures 

 Become familiar with the operation of the Evacuation Chairs 

 Ensure BERT equipment inventory is maintained in operable condition – purchase items that need 
replacement 

 

Response 

 Task Item 
 Gather information about the buildings’ status and the condition of the surrounding area 

 Quickly assess the incident and working with management develop a plan of action to either 
evacuate or shelter-in-place 
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Response 

 Task Item 
 If the evacuation is deemed necessary, report to your pre-designated Safe Refuge Area to 

coordinate BERT activities 

 If needed based on the hazard, activate emergency procedures found in the Building Emergency 
Plan (BEP) Section 4: Hazard Guidelines 

 Oversee emergency procedures 

 Notify outside emergency services (e.g., law, fire) and act as a liaison with the Fire and Law 
Enforcement Departments 

 Ensure no one is placed in any unsafe situation 

 Assist with the shutdown of workplace operations, as appropriate 

 Notify security personnel 

 Coordinate with Senior and Executive Management to determine appropriate action such as; All-
Clear, Go-Home, Telework, or Activate COOP Plan and advise the BERT and building occupants 

 If the incident warrants and you are unable to reach staff by other ways of communication, use the 
CWIRS radio 

 Gather the completed Floor Warden Evacuation Report from the Floor Warden(s). These reports 
will assist you in accounting for individuals and condition of the building 

 Obtain the completed Safe Refuge Area Report from the Safe Refuge Area Coordinator 

 Following the instructions on the form and using the information from the Safe Refuge Area 
Report, complete the Building Evacuation Report 

 

Recovery 

 Task Item 
 Assist with conducting a damage assessment of the building  

 Complete and submit the Initial Building Damage Assessment Report form 

 Complete and submit a Security Incident Report (SIR) 

 If the incident concludes quickly and the building deemed safe, coordinate  re-entry into the 
building 
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Sub-BEC 
The Sub-BEC position is for co-located buildings, where another lead agency/department serves as the 

BEC. Sub-BECs will support and facilitate any emergency planning, training, and exercises for DMH staff 

in coordination with the BEC. If the other lead agency/department’s BEC does not conduct any 

emergency planning, training, and exercises, this responsibility falls on the Sub-BEC.  

Equipment 
BECs along with their BERT members are responsible for performing their assigned responsibilities 
SAFELY within their scope of individual training and experience. In order to perform these 
responsibilities, the BECs and their BERT members must have specialized equipment. The following is 
the list of approved equipment items to purchase (See Appendix C – BERT Equipment List Memo for 
details): 

 Light Stick 

 Barricade Tape 

 Megaphone w/ C Batteries 

 Duct Tape 

 Flashlight w/ D Batteries 

 Hard Hat 

 Leather Palmed Gloves 

 Dust Mask 

 Storage Tote 

 Safety Goggles 

 Safety Vest 

 FRS Radio (for multi-story buildings) 

 Whistle 

 Clipboard Storage Box 

In addition to the above mentioned equipment items, every BEC along with their BERT members should 

consider maintaining the following personal clothing and/or supplies at the workplace: 

 Sturdy shoes or boots 

 Jacket or sweatshirt 

 Rain jacket and pants 

 Umbrella 

 Sunglasses 

 Extra pair of prescription eye wear (if worn) 

 Extra prescription medication(s) 

 Two (2) quarts of drinking water 

 Protein/snack bars 

 Extra change of clothes 

County-wide Integrated Radio System Radio 
Every BEC should have a County-wide Integrated Radio System (CWIRS) radio to use during incidents. 

The radio is a redundant communications tool to check-in and report on building status and staff, 

clients, and visitors’ accountability. 
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To prepare for incidents, DMH’s Disaster Services Unit conducts a CWIRS radio test for all BEC’s on the 

first Tuesday of every month. This testing allows radio users to become familiar with their radio and to 

identify any problems with the radios.  

In the event of an incident, and when other communication capabilities within the County are not 

functioning, the BEC should monitor the CWIRS radios: DMH Channel 1.  The Disaster Services Unit may 

conduct a roll-call to BECs in all Service Areas to determine communication ability and operational 

status. (For detailed information and instruction on the use of the CWIRS radios refer to the Los Angeles 

County Department of Mental Health CWIRS Annex.)   

Training 
In order to have a better understanding and be able to perform 

your responsibilities as a BEC, a certain level of emergency 

management and disaster mental health training is required. 

DMH employees assigned as a BEC shall complete the following 

federal, state, and local training to ensure DMH is compliant 

with existing federal and state requirements: 

Course 
Number 

Title Description Delivery Method 

Federal 

IS-100.b Introduction 
to Incident 
Command 
System 

This course introduces the basic 
organizational model of the Incident 
Command System (ICS) focusing on the five 
functions of ICS: Command, Operations, 
Planning, Logistics and 
Finance/Administration. 

Web-based Independent 
Study 
https://training.fema.gov/is/
courseoverview.aspx?code=I
S-100.b  

IS-700.a National 
Incident 
Management 
System 
(NIMS) an 
Introduction 

This course describes the concepts and 
principles of the NIMS as developed by the 
NIMS Integration Center. 

Web-based Independent 
Study 
https://training.fema.gov/is/
courseoverview.aspx?code=I
S-700.a  

State 

Intro to 
SEMS 

Introductory 
Course – 
Standardized 
Emergency 
Management 
System 

This course provides an overview of the State 
of California SEMS which is part of the 
California Emergency Services Act and its four 
basic components: the Incident Command 
System, the California Master Mutual Aid 
Agreement, the Operational Area (OA) 
concept and the Multi-Agency Coordination 
concept. 

Classroom with Instructor 

Local 

N/A Disaster 
Mental 
Health 101   

This course provides a general orientation 
on types of disasters, the role of County 
employees as Disaster Service Workers, 

Classroom with Instructor 

https://training.fema.gov/is/courseoverview.aspx?code=IS-100.b
https://training.fema.gov/is/courseoverview.aspx?code=IS-100.b
https://training.fema.gov/is/courseoverview.aspx?code=IS-100.b
https://training.fema.gov/is/courseoverview.aspx?code=IS-700.a
https://training.fema.gov/is/courseoverview.aspx?code=IS-700.a
https://training.fema.gov/is/courseoverview.aspx?code=IS-700.a
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Course 
Number 

Title Description Delivery Method 

 DMH Disaster Services, and responding to 
disasters, working with the American Red 
Cross, and getting ready for deployment. 

N/A Disaster 
Services 
Operations 

This course provides detailed information 
and instruction on how each employee 
plays an integral part assisting the 
community during and after a disaster. 
Course content will include but not 
limited to: preparing for disasters in the 
workplace, reporting to work following a 
major emergency/disaster, and the 
recovery process. 

Classroom with Instructor 

N/A BEC Program 
Overview 

This course will provide a basic understanding 
of the BEC program: background, purpose, 
and responsibilities. 

Classroom with Instructor 

N/A BEC Manual BEC Manual training provides BEC’s with 
detailed guidance and instruction on how to 
perform their responsibilities as BECs. 
Instruction includes components for BEC 
program equipment, training requirements, 
conducting exercises and Building Emergency 
Response Team (BERT) development and 
retention.  

Classroom with Instructor 

N/A CWIRS Radio  CWIRS radio users will receive basic training 
on how to properly use the CWIRS radio from 
Disaster Services Unit staff when the radio is 
delivered. 

Classroom with Instructor 

Partner Agencies 

N/A ARC 
Psychological 
First Aid – 
Helping 
Others in 
Times of 
Stress 

This course provides a framework for 
understanding the factors that affect stress 
responses in disaster relief workers and 
clients and enables participants to provide 
basic care, comfort, and support to people 
who are experiencing disaster-related stress. 

Classroom with Instructor 

The federal training is available as self-paced online courses. Each of these courses takes approximately 

two hours to complete and you will receive an email link to print your Certificate of Completion from 

FEMA’s Emergency Management Institute within 1 -2 business days. A copy of the Certificate of 

Completion for each course shall be forwarded to the Disaster Services Unit who is responsible for 

maintenance of all emergency management related training records. The State, local, and partner 

agencies training will be conducted in a classroom setting during a quarterly BEC meeting. 
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Building Emergency Plan  
The purpose of the Building Emergency Plan (BEP) is to provide a single reference source documenting 

policies, procedures, and guidelines to insure safety of DMH’s staff, clients, and visitors in the event of 

an incident that affects your building. In order to effectively develop a BEP, the BEP must be: 

• Building specific and serve the needs of the building and its occupants for which it was prepared 

• Accessible to staff 

• Continually reviewed and updated  

• Inclusive of all building occupants 

The DMH BEP template with instruction sheet will assist you in developing your building-specific 

emergency plan. Once you have developed your BEP, email the document to 

disasterservices@dmh.lacounty.gov.  

Quarterly Exercises 
Conducting quarterly exercises is a responsibility and a requirement of the BEC. There shall be at least 

one exercise, per quarter, totaling four exercises per calendar year. Of those exercises, one exercise 

must be a building evacuation drill. When possible during any exercise, include clientele and/or visitors 

within the building. Upon completion of each exercise the BEC will need to complete and submit an 

After Action Report/Improvement Plan form to their District Chief and Disaster Services Unit at 

disasterservices@dmh.lacounty.gov. The quarters and deadlines for the exercises are listed below: 

Quarter 
Deadline to Submit: 
Exercise After Action Report/Improvement Plan  

1st (January 1 – March 31) April 30 

2nd (April 1 – June 30) July 31 

3rd (July 1 – September 30) October 31 

4th (October 1 – December 31) January 31 

(Note: Any “real event” can be used as a drill for the quarter.) 

Refer to the BEC Manual Exercise Annex for information and guidance on exercise types and how to 

conduct an exercise for your building.  

Evacuation and Exercise Assistance 
The Department of Mental Health is committed to safe evacuation of all persons from county facilities 

during a building evacuation and/or planned exercise. The Department is also committed to the goals of 

the Americans with Disabilities Act (ADA), the County Policy of Nondiscrimination on the Basis of 

Disability, and the provision of Reasonable Accommodation as defined in the ADA.   

Employees can voluntarily request accommodation during a building evacuation and/or planned 

exercise – self-identification is voluntary. Announce and provide to staff the Los Angeles County 

Voluntary Request for Reasonable Accommodation Form to individuals who have disabilities and access 

and functional needs (DAFN). (See Appendix B) Ensure staff this information will remain confidential. Per 

Los Angeles County Department of Human Resources, when DMH receives a request for a reasonable 

mailto:disasterservices@dmh.lacounty.gov
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accommodation, to include a request for assistance during emergency evacuations, DMH’s Human 

Resource Bureau Leave Management Unit should be informed and an interactive process meeting must 

be conducted with the employee to discuss the assistance which is being requested.  

Coordinate with your Floor Warden(s) in developing and maintaining a list of these individuals for drills 

and actual incidents. 
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Appendix A – Acronyms 
ADA  Americans with Disabilities  
BEC  Building Emergency Coordinator 
BEP  Building Emergency Plan 
BETL  Building Emergency Telephone List 
BERT  Building Emergency Response Team 
CWIRS  County-wide Integrated Radio System 
DAFN  Disabilities and Access and Functional Needs 
DEC  Department Emergency Coordinator 
DOC  Department Operations Center 
ICS  Incident Command System 
NIMS  National Incident Management System 
OA  Operational Area 
OEM  Office of Emergency Management 
OSHA  Occupational Safety and Health Administration 
SEMS  Standardized Emergency Management System 
SIR  Security Incident Report 
SR  Special Request 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                     Building Emergency Coordinator Manual 
  

August 2017  12 | P a g e  

 

Appendix B – Voluntary Request for Reasonable Accommodation Form 
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Appendix C – BERT Equipment List Memo 

 

 

 

 

 

 

 


