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Annual Update 
On an annual basis Building Coordinators are asked to update their Building Emergency Plan. Although 
all information contained in the BEP should be reviewed, the following sections of the plan are critical 
and must be completed during the annual update period.  

 

Building Contacts Tab  
 
In order to access the BEP website, you must currently be listed as either a Primary or Alternate Building 
Coordinator. If you do not have access, contact the Office of Emergency Management at 
OEM@berkeley.edu.  

General Information 
1. Go to https://jwas.ehs.berkeley.edu/opbep/ and click Go (Diagram 1) 
2. You must Cal Net authenticate 
3. Select your building from the drop down menu, select View and Update (Building Coordinators 

ONLY) under Building Profile, and click Go (Diagram 2) 
4. If UC Berkeley employees work within your building, select Yes. (Diagram 3) 

 

Building Coordinator Contact Information 
5. To replace a Primary Building Coordinator, click on Replace Building Coordinator (Diagram 3A) 
6. To add an Alternate Building Coordinator, click on Add Alternate Building Coordinator (Diagram 

3B) 
7. Enter the last name of the person you wish to add, click Search (Diagram 4) 
8. Select the person and click Submit (Diagram 5) 

a. To make additional changes repeat steps 3 – 5 above 
b. Click Save and Continue to continue editing the BEP  
c. Click Save and Complete Later if no other changes are needed (Diagram 6)   

9. The new Building Coordinator(s) can now access the BEP site to make changes to the Building 
Emergency Plan 

  

February, 2014 Office of Emergency Management page 1 

mailto:OEM@berkeley.edu
https://jwas.ehs.berkeley.edu/opbep/


Building Emergency Plan (BEP) Quick Guide 2014 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Diagram 5 

Diagram 2 

Diagram 4 Diagram 3 

A 

B 

Diagram 1 

Diagram 6 

February, 2014 Office of Emergency Management page 2 



Building Emergency Plan (BEP) Quick Guide 2014 

Building Emergency Assembly Area (EAA) Location 
10. Enter the location where building occupants will go in the event of a building evacuation 

(Diagram 7) 
a. Click Save and Continue to continue editing the BEP  
b. Click Save and Complete Later if no other changes are needed  

Emergency Management Area (EMA) Location 
11. Select the EMA location for your building based on the map in Attachment A  

• Click Save and Continue to continue editing the BEP 
• Click Save and Complete Later if no other changes are needed 

  

 

 

 

 

 

 

  

Diagram 7 
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Safety Contacts Tab 

Department Contacts 
1. Select the departments that are located in your building from the drop down menu and click 

Add Department (Diagram 8) 

 

Building Safety Committee 
2. Click Add Building Safety Committee Member 
3. Enter the last name of the person you wish to add, click Search  
4. Select the person and click Submit 

• To add additional safety committee members repeat steps 2 – 4 above 
• Click Save and Continue to continue editing the BEP 
• Click Save and Complete Later” if no other changes are needed  

 

Roll Takers & Floor Monitors 
5. Click Add Roll Taker or Add Floor Monitor 
6. Enter the last name of the person you wish to add, click Search  
7. Select the person and click Submit 

• To add additional roll takers or floor monitors repeat steps 5 – 7 above 
• Click Save and Continue to continue editing the BEP  
• Click Save and Complete Later if no other changes are needed  
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Prepared by Tab 

Prepared By 
1. Review the “Prepared By” name (Diagram 9) 

• If someone else prepared the most recent BEP update, select the new preparer’s name 
from the dropdown menu and click Change 

• If the same person prepared the most recent update, click Save and Continue to 
continue editing the BEP or select Save and Complete Later if no other changes are 
needed 

 

 

 

 

 

 

 

 

  

Diagram 9 
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Evacuation Diagram Tab 

Evacuation Diagram 
1. See Attachment B for tips on creating an evacuation diagram (Diagram 10) 
2. To upload a new evacuation diagram, click on Choose File 
3. Find the file you wish to upload and click Open 
4. Click Submit 

• Click Save and Continue to continue editing the BEP 
• Click Save and Complete Later if no other changes are needed 

 

 

 

 

 

 

 

 

 

 

 

 

Review and Submit Data Tab 

Review and Submit Data 
1. Once all updates have been completed, it is important to review the information before 

submitting changes. The BEP update must be submitted and not just saved. 
2. Review the BEP information on the Review and Submit Data tab 
3. If all the information is correct click Submit 

• Click Save and Go Back to continue editing the BEP 
• Click Save and Complete Later if no other changes are needed at this time 

 

 

Diagram 10 
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