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Alaska Center for the Performing Arts 
Back of House 

Emergency Response Procedures 
 

Revised 01/12/2025 

 

 

 

In an emergency, dial 911 from your phone immediately. 

An emergency is any situation that requires immediate assistance from the police, fire 
department or ambulance. 

 

 

Additional Phone Numbers 

907 Tactical- (907) 831-1801 

Non-Emergency-311 

ACPA Security- (907) 263-2965 

Facilities On Call- (907) 306-2873 

TKE (elevators)- (907) 522-5002 
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Purpose 

This plan was developed as directed and prescribed in the Management Agreement between 
Alaska Center for the Performing Arts, Inc. (ACPA) and the Municipality of Anchorage, page 16, 
section 13 c(1), and because good and safe management of the facility and public responsibility 
require such plans.  

The plan was drafted and prepared by the ACPA Facility Management Team with additional 
input given by pertinent ACPA staff. The Facilities Department is responsible for maintaining the 
plan.  

All ACPA Back of House Staff shall be familiar with this plan, so that they may appropriately act 
during emergency situations, and handle their responsibilities without any sign of fear or panic.  
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Response Options: 

Lock Down: 

Secure stage and house access by closing ad locking the doors. An emergency is in progress but 
known to be contained to another part of the building. The event can continue without 
interruption. People cannot leave until the all clear is given. Announcement to be given if the 
event ends before the emergency is resolved.  

Announcement: 

Distinguished guests, we are currently experiencing a technical issue and must conclude the 
show. Please stay in your seat and when we can have you exit, an usher will guide you to the 
nearest exit. We apologize for any inconvenience.  

Event Stop: 

Emergency is in progress and not contained. Secure stage and house access by closing and 
locking the doors. People on stage should shelter in place in the stage wings. People in the house 
should shelter in place until all clear or evacuation is ordered.  

Announcement: 

Distinguished guests, we are currently experiencing a technical issue. We ask that you stay in 
your seat.  

Evacuation: 

Emergency warrants an evacuation. HM’s will be evacuating in the house(s). SM’s will evacuate 
the stage(s). POD’s will evacuate all other BOH areas.  

Announcement: 

Distinguished guests, we are currently experiencing a technical issue and must conclude the 
show. All patrons must exit the theatre, ushers will guide you to the nearest exit. We apologize 
for any inconvenience.  
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I. Emergencies 

 Evacuation Location: Town Square Park raised stage.  

For all emergency situations, unless otherwise announced, the building will evacuate to 
Town Square Park at the raised stage. During an event or rehearsal, Back of 
House/Production will evacuate all cast and crew members to the park on the corner of 
5th avenue and G street. Once all members are accounted for, they will join the rest of the 
building in Town Square Park.  

A. Fire 
i. Fire Discovered 

a. When a fire is discovered, if the person is trained or feels comfortable, they 
should grab a fire extinguisher and attempt to put it out.  

b. If the person does not have a radio, they should send a runner to find an ACPA 
employee or go to a pull station.  

c. If you believe the fire to be out: 
- During regular business hours, contact Facilities on channel 4.  
- During after-hours (after 4pm M-F or anytime Sat-Sun), contact Facilities 

on Call (907-306-2873). 
d. After the fire is out: 

- A 60-minute fire watch will be performed by ACPA staff.  
- After the initial 60 minutes, a periodic hourly fire watch will be completed 

for three hours.  
e. If an evacuation is called or the alarm bells go off, evacuate to designated 

areas. Follow emergency exit signs, arrows on these stages will show you the 
proper route.  
 

B. Earthquake 
i. Safe Shelter in Place Locations 

a. Atwood Stage  
-Stage Left Alcove 
-Stage Right Against the Spine Wall (staying on stage)  

b. Discovery Stage 
-Stage Left Wall 
-Stage Right Stairwell 

c. Sydney Laurence Stage 
-Stage Left Stairwell 
-Stage Right Stairwell 

d. Voth 
-Stairwell 

e. Basement Dressing Rooms 
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-Stairwells 
f. Upper Dressing Rooms 

-Sydney-stairwell 
g. Production on Duty (POD) (Depending on events(s), could be 1:1 ratio with 

active stages not) are actively listening to the Production radio channel 7. 
h. A radio call from Building Security (Security Booth) states “Emergency, 

change to channel 8.” 
i. POD’s switch to radio channel 8 and listen to information and instructions. 
j. POD’s head to their stage(s). On the way, they switch to their theatre channel 

and inform the House Manager (HM) of the emergency response decision.  
k. POD’s switch back to radio channel 8.  
l. POD’s inform the Stage Manager (SM) of the emergency and response 

decision.  
m. If POD’s receive an all clear, they inform the SM/TD/HM depending on 

whether it is a performance or rehearsal.  
 

C. Power Failure  
In case of a blackout, the building generator will keep emergency lights, elevators, and 
the fire systems operational. The Honeywell alarm system has a 30-minute battery life, 
this is necessary for public safety and building occupation. 
i. When a blackout occurs 

a. Stage Manager (SM) or Technical Director (TD) will call security via radio to 
verify if it is on stage or building wide.  

b. A radio call from Building Security (Security Booth) states “Emergency, 
change to channel 8.” 

c. POD’s switch to radio channel 8 and listen to information and instructions.  
d. POD’s head to their stage(s). On the way, they switch to their theatre channel 

and inform the House Manager (HM) of the emergency response decision.  
e. POD’s switch back to radio channel 8.  
f. Security will start a 30-minute timer and contact Facilities on Call. 

- If the power comes back on within 30 minutes, the timer will be paused. If 
power is lost again within the same performance, the timer will continue 
to run with whatever time is left on the clock.  

g. Production collaborates with SM/TD with information they receive from 
security via channel 8. HM will stay on the show channel to communicate 
with ushers.  

h. Security is the main point of contact for BOH and FOH for all up-to-date 
information and notifications on blackouts or brownouts.  

i. The audience will be asked to stay in their seats.  
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j. If power does not return within 30 minutes, the performance will be 
terminated. Per the User Regulations, Basic Provisions, Section 4: 
- ACPA shall retain the right to cause the interruption of any performance in 

the interest of public safety, and to likewise cause the termination of such 
performance, when in the sole judgement of ACPA, such acts are 
necessary in the interest of public safety. 

- All safety systems will be powered by the generator for 30 minutes. The 
last 30 minutes of the time will be used for evacuation. 
 

D. Civil Disturbance 
i. Definitions 

a. A soft lockdown is when the exterior doors are locked but individuals can 
move about the building.  

b. A hard lockdown is when individuals are asked to remain in their specific area 
locked in or everyone is moved to a secure location.  

ii. Examples of civil disturbance are defined by a large gathering that requires a 
public safety response, such as a riot, protest, strike, etc.  

iii. Procedure (based on levels of immediate threat) 
a. Individual who sees evidence of civil disturbance will dial 911.  
b. They will connect with a staff member with a radio who will reach out to the 

security booth. The information from 911 will then be relayed to booth 
security.  

c. A radio call from Building Security (Security Booth) states “Emergency, 
change to channel 8.” 

d. POD’s switch to radio channel 8 and listen to information and instructions.  
- POD’s head to their stage(s). On the way, they switch to their theatre 

channel and inform the House Manager (HM) of the emergency response 
decision.  

- POD’s switch back to radio channel 8.  
- POD’s inform the Stage Manager (SM) of the emergency and response 

decision.  
e. If 907 Tactical or Drogon is on-site, they will facilitate the lobby soft 

lockdown. 
f. If not present, a soft lockdown will be put into effect by security and all 

exterior doors will be locked down to prevent entry. If there are any patrons in 
the lobby will be instructed by House Managers and Ushers via 907 Tactical 
and Drogon to stay away from the windows.  

g. If the immediate threat is happening inside the building, a full evacuation will 
be called directing people to a muster point. A secondary location may need to 
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occur depending on the severity and location of the threat. The location will 
be determined by responding law enforcement relayed to security in the booth.  

h. Security in the booth will also relay with it is safe to re-enter per local law 
enforcement.  
 

E. Bomb Threat/ Suspicious Package 
All threats are to be treated as real until verified. The primary goal is to minimize injury 
to personnel, damage to property, and avoid disrupting operations. 

 Important to Note: 

• Do not use radio or cell phone within 150 feet (example: back wall of the 
Atwood stage to the circ ring) of any suspicious packages (whether we are 
under a bomb threat or not). Move out of range and then contact security. 

• Do not turn on or off any light unless directed by law enforcement.  
• Do not touch, handle, or move any suspicious objects found (whether we are 

under bomb threat or not). 
• A copy of the pink bomb threat card will be kept in every office for any phone 

threats made.  
• Bomb threats are dynamic situations and evacuations will be different and 

made change with each one. 
• Employees are not to speak with any member of the media during the 

situation. See Media Section below: 
• Media Relations: All contacts with or inquiries by the media regarding 

ACPA’s operations should be immediately referred to the Director of 
Marketing and Sales and the President/Chief Operating Officer. Employees 
are prohibited from responding to any media inquiry, unless other authorized.  

 
i. Procedure  

a. If you are the person that sees the suspicious package, remove yourself from 
the area (at least 150 feet) before calling security to alert the proper 
authorities.  

b. Security will immediately call 911. (An emergency plan and location, based 
on available information, will be determined by Emergency personnel.) 

c. A radio call from Building Security (Security Booth) states “Emergency, 
change to channel 8.” 

d. Production on Duty’s switch to radio channel 8 and listen to information and 
instructions. 

e. POD’s head to their stage(s).  
f. POD’s switch back to radio channel 8.  
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g. POD’s inform the Stage Manager (SM) of the emergency and response 
decision.  

h. If POD’s receive an all clear, they inform the SM and the HM (if during an 
event). (All-clear will be determined by responding emergency personnel via 
security in the booth.) 

i. Security in booth will call Facility on Call to let them know what has 
transpired. 

j. On-Call Facilities: (907) 306-2873. 
 

F. Medical Emergency 
First Aid, CPR, and AED Training is provided by ACPA for all staff, to include House 
Managers. ACPA staff is respond to immediate medical emergencies as they are able until 
first responders arrive.  
 

i. Procedure 
a. The person nearest to the medical emergency is to contact 911 immediately to 

provide real life updates.  
b. Once 911 has been called, advise the security in the booth of the situation so 

they can look out for responding units.  
c. A second individual should be sent to the nearest door to flag down first 

responders and escort them to the individual.  
d. A third individual would connect with a ACPA staff member know so security 

in the booth is aware and standing by if needed.  
e. For any medical emergency, no matter how minor, an incident report will be 

completed by ACPA staff members involved and submitted to the President of 
ACPA.  

f. If the medical emergency was for an ACPA staff member, to include IATSE 
and volunteers, a workman’s compensation claim may need to be submitted to 
the Business Manager or relevant employer. In all appropriate cases, OSHA 
paperwork will be completed.  

g. If an emergency occurs during an event and involves cast/ crew, the Stage 
Manager (SM)/Technical Director (TD) will notify Production on Duty, no 
matter how minor. 

 
First Aid Kits 

• House Manager Podiums 
• Security Booth 
• North Lobby Coat Check 
• Administrative Office Copy Room 
• Voth 
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• All three stages 
• All three green rooms 
• All three grids 
• Discovery Light Booth 
• Sydney Sound Booth 
• Atwood Wardrobe Room 
• South Lobby Usher Room 
• Outside Vending 
• South Ticket Office 

 
G. Elevator Issue 

 
i. Patron Elevators  

a. If the entrapment occurs remain calm.  
b. The emergency phone in the elevator will automatically dial the security 

office once the phone is picked up. Security will contact On-Call Facilities 
and appropriate service technicians at TKE.  

c. Alternative disabilities paths will be determined by the President to be 
communicated to the House Manager.  

d. TKE: (907) 522-5002.  
 

ii. Freight Elevator 
a. If the entrapment occurs remain calm.  
b. The emergency phone in the elevator will automatically dial the security 

office once the phone is picked up. Security will contact On-Call Facilities 
and appropriate service technicians at TKE.  

c. Alternative paths will be determined by the Director of Production.  
d. On-Call Facilities: (907) 306-2873/ TKE: (907) 522-5002.  

 
H. Volcano 

ii. Procedure 
a. In the event of a volcano eruption, security will call emergency services as the 

Facilities Director for instructions. 
b. Per the Facilities Director, all dampers and air intakes should be shut down by 

booth security.  
c. Production will shut down relevant lighting and audio systems that require 

cooling. 
d. A radio call from Building Security (Security Booth) states “Emergency, 

change to channel 8.” 
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e. Production on Du’s switch to radio channel 8 and listen to information and 
instructions.  

f. POD’s head to their stage(s). On the way, they switch to their theatre channel 
and inform the House Manager (HM) of the emergency response decision.  

g. POD’s switch back to radio channel 8.  
h. POD’s inform the Stage Manager (SM) of the emergency and response 

decision.  
i. If POD’s receive an all clear, they inform the SM and the HM.  

 
I. Lockdown 

 
i. Definitions 

a. A soft lockdown is when the exterior doors are locked but individuals can 
move about the building.  

b. A hard lockdown is when individuals are asked to remain in their specific area 
locked in or everyone is moved to a secure location.  

ii. Scenarios and Procedure 
a. A building lockdown could be ordered for reasons such as a report of 

immediate or an active workplace violence incident, a hazardous chemical 
outside the building, a weather-related event, police action outside the 
building, hazardous material exposure inside the building, etc.  

b. A soft lockdown may be issued where there is no specific, confirmed, or 
imminent threat at a facility, but there is a need to increase the security level 
(i.e. a police manhunt or activity nearby, unconfirmed authorized individuals 
or weapon inside the building, robbery, or crime occurring nearby or 
aggravated wildlife in the vicinity.) During a soft lockdown, the building will 
be secured with the doors closed and locked. Individuals can move freely 
around the building but cannot go outside until the alert is lifted.  

c. A hard lockdown is issued when there is a specific and imminent threat of 
violence to patrons, visitors, crew or staff (i.e. confirmed active shooter, 
hostage visitors, gunfire is heard in or nearby the building.) During a hard 
lockdown, all doors along the exterior will be secured and there is no outside 
access. Any employees outside will be brought in immediately (if there is a 
threat outside the building.) Any individuals in hallways or common areas will 
be directed to a locked area. If unable to access a locked area, attempt to get to 
the basement or admin door by Facilities, down the fire route by Production 
etc.  

d. Security and Facilities will work with APD on facility information. The 
security team will initiate a controlled facility evaluation based on guidance 
from law enforcement depending on the incident.  
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e. Production would switch to channel 8 when notified by security to receive 
information and relay information to Stage Manager/ Technical Director and if 
during an event to the House Manager.  

Run. Hide. Fight. 

i. Run 
a. Have escape routes in mind 
b. Evacuate even if others do not agree to follow 
c. Leave behind your belongings 
d. Help others to escape, if possible. Your safety is a priority though.  
e. Prevent others from entering where the shooter is.  

 
ii. Hide 

a. Hiding spots should be out of view and provide protection from gunfire.  
b. Not trap you 
c. Lock any door and blockade door if possible 
d. Silence phone and radio. Call 911 if able. 

 
iii. Fight 

a. As a last resort, and only when it is life and death, attempt to disrupt or 
incapacitate the shooter. 

b. Act as aggressively as possible, yell loudly. 
c. Throw items/ improvise weapons. 
d. Commit to your actions.  

  

 


