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	The information in this document should be used as a basic guideline during emergency situations that require the immediate shutdown of specific aspects of the facility’s operation. The deactivation of utilities, mechanical equipment and technology may be required during a natural disaster, accidental event, terror attack or other circumstance(s) occurring either within or outside of the facility that may require the immediate and safe shutdown of these systems. These guidelines describe the basic steps that must be taken to perform an emergency shutdown of the following systems:

· Electric 

· Natural Gas 

· Propane Gas

· Heating, Ventilation and Air Conditioning (HVAC) Equipment

· Piped Oxygen Systems

· Boilers

· Technology / Computer Equipment 

· Water




DO NOT take any unnecessary risks when shutting down utilities, mechanical equipment or technology.
DO NOT subject yourself to a hazardous environment (smoke, gas, electrical voltage, etc.)
DO NOT stand in water or any liquid when shutting down utilities, mechanical equipment or technology.

RECOMMENDATION:  
In addition to completing this document to describe specific steps needed to initiate safe shutdown of utilities, equipment and technology, it is recommended that digital pictures be taken of appropriate valves, switches and equipment to help the user locate and perform necessary actions. These pictures should be inserted as the page immediately following the guidelines for a specific item.

NOTE:  
After an emergency shutdown procedure has occurred, the utility, equipment or technology should only be reactivated or turned back on by a qualified technician or staff members who have been authorized by the person in charge of the facility or Incident Commander.

	Facility Name:
	     

	Facility Address:
	     

	Facility Phone Number:
	     

	Facility Website:
	     

	Corporate Phone Number:
	     

	Corporate Website:
	     


	ELECTRIC

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	NATURAL GAS

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	PROPANE GAS

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	WATER

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	PIPED OXYGEN SYSTEMS

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	HEATING, VENTILATION AND AIR CONDITIONING (HVAC) EQUIPMENT

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	BOILERS

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
	     


	TECHNOLOGY / COMPUTER EQUIPMENT

	LOCATION OF THE MAIN
	     

	DESCRIBE SHUT OFF MECHANISM
	     

	IS PICTURE OF SHUT OFF MECHANISM INCLUDED ON THE NEXT PAGE:

YES OR NO
	     

	DESCRIBE ANY TOOLS NEEDED TO PERFORM SHUT DOWN PROCEDURE
	     

	PROVIDE DETAILED INSTRUCTIONS ON ACTIONS REQUIRED TO SHUT DOWN
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