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ü DIAL 911 to report ALL emergencies, including:  

o Fires or fire alarms; 
o Bomb threats; 
o Illnesses or injuries requiring medical assistance; 
o Hazardous materials incidents; 
o Any other incidents requiring emergency response. 

 
ü Provide all information requested, including:  

o Name; 
o Location; 
o Nature of emergency; 
o Your telephone number; 
o Any other relevant information. 

 
ü The 911 dispatcher will send the necessary emergency responders.  

 

OTHER USEFUL TELEPHONE NUMBERS 
 

Director of Facilities         318-342-7149 
ON-CALL & AFTER HOURS    318-355-1155 

 
VCOM Louisiana Campus Information Line     318-342-7200 
 
VCOM Louisiana Campus contact number     318-342-7100 

VCOM Louisiana Campus 
4408 Bon Aire Dr. 
Monroe, LA 71203 

 

SOURCES OF VCOM LOUISIANA CAMPUS EMERGENCY INFOU</MCID 42/Lang(en-Ufllu8(p)-a0.0000231.17 Td /F4 13 14.a.F2 12 Tf <0001>Tj E74en-U Td /F4 12 Tf 0.036 Tam /F3 14.04 Tf [(EM)3(ERG)2h8)r(.036 T 0.000n BT 472.06 279.05 Td /F4 12 Tf 0.036 Tc (342)Tj ET Q q 0.000009)781 Td /F4 12 Tf [(4>aeu17 Td /F4 12 Tf [(M)-4(on)-7(r)9(oe)-4(, )-f.B 612 792 re W* n BT 306.05 279.05 Td /F4 12 Tf ( )Tj ET Q q 0.00ET Q E904S)]TJ Ell4 12 ge2 Tf .91 2 12 Tf [al15 Tdg RGherdf [(c)3(oS 12 Tf [3(ies, )-(er)7( )-3c)3(oH91 2 12-4(erdf5)12(t)oo-4(,k5(h)-4(e )4(n)-4(ecessary )]TJ ET Q q 0.00004 792ET Q q 0.00ET Q E904.05 Td /F4 12 TfSpanF3 12 Tf ( )Tj ET Q EMC /P <</MCID 40/Lang(en-US)>> BDC q 0.00</At1W* n /At1WRGd /F4 12 55 792 re W* n E904S)h4(er)7(er)7( 5 Td s:/7( /)3(ovcr)9(.5 59.cr)9ls, )-.bB 61z7( /)3(oe)-4(, )-f.BPHON)-4(E NU)-3(MBE)-8(RS)]TJ ET Q q 0.000/At1W* n /At1WRGd221 792 55 792 re W* n E904490.3 279.05 Td /F4 12 Tf (-)Tj ET Q q 0.000/At1W* n /At1WRGd2259 0  55 792 re W* n E904S

https://vcom.cld.bz/VCOM-College-Catalog-and-Student-Handbook/II/#zoom=z
https://www.ulm.edu/police/


VCOM LOUISIANA CAMPUS 
EMERGENCY ACTION PLAN RECORD OF CHANGES 



VCOM LOUISIANA CAMPUS 
EMERGENCY ACTION PLAN TABLE OF CONTENTS 

 

4 
 

TABLE OF CONTENTS 

 
VCOM LOUISIANA CAMPUS EMERGENCY ACTION PLAN ................................................................ 1 

TABLE OF CONTENTS ....................................................................................................................... 4 

INTRODUCTION ............................................................................................................................... 7 

RESPONSIBILITIES ............................................................................................................................ 8 

THE DIRECTOR OF FACILITIES ................................................................................................. 9 

OTHER BUSINESS/ACADEMIC UNITS ....................................................................................... 9 

EMPLOYEES .............................................................................................................................. 9 

CONTRACT EMPLOYEES ......................................................................................................... 10 

UNIVERSITY OF LOUISIANA MONROE POLICE DEPARTMENT ............................................... 10 

BUILDING HAZARDS ....................................................................................................................... 11 

ACTS OF VIOLENCE .................................................................................................................... 12 

FIRE ............................................................................................................................................ 12 

CHEMICAL SPILL OR RELEASE .................................................................................................... 13 

INFECTIOUS DISEASE ................................................................................................................. 13 

NATURAL HAZARDS ................................................................................................................... 13 

OTHER HAZARDS SPECIFIC TO BUILDING .................................................................................. 13 

BUILDING SAFETY SYSTEMS .............................................................................................................. 14 

AREA OF REFUGE ....................................................................................................................... 15 

AUTOMATED EXTERNAL DEFIBRILLATOR (AED) ........................................................................ 15 

FIRE AND LIFE SAFETY SYSTEMS ................................................................................................ 15 

Smoke/Heat Detection .......................................................................................................... 15 

Fire Sprinklers ........................................................................................................................ 16 

Fire Alarm Manual Pull Stations ............................................................................................ 16 

Fire Standpipe Valves ............................................................................................................ 16 

Fire Extinguishers .................................................................................................................. 16 

Emergency Power and Lighting Systems ............................................................................... 16 



VCOM LOUISIANA CAMPUS 
EMERGENCY ACTION PLAN TABLE OF CONTENTS 

 

5 
 

EMERGENCY NOTIFICATIO

OA



VCOM LOUISIANA CAMPUS 
EMERGENCY ACTION 



VCOM LOUISIANA CAMPUS 
EMERGENCY ACTION PLAN INTRODUCTION 

 

7 
 

INTRODUCTION 
 



VCOM LOUISIANA CAMPUS 





VCOM LOUISIANA CAMPUS 
EMERGENCY ACTION PLAN RESPONSIBILITIES 

 

10 
 

o Stairwells 

o Areas of refuge 

o Building exits 

o Automated external defibrillators (AEDs) 

o Any other emergency equipment specific to the building 

o Any known hazards inside or outside VCOM Louisiana Campus. 

¶ Become familiar with evacuation and sheltering procedures, including: 

o Evacuation maps, routes, and assembly area locations 

o Designated severe weather shelter areas 

o Any other building emergency procedures. 

¶ Notify your supervisor of any issues that would inhibit your ability to follow this 
plan should an emergency occur.   

 

CONTRACT EMPLOYEES 
 
Contract employees may also have a need to work in or visit VCOM Louisiana Campus. 
Contract employees should follow the guidelines in this plan, as well as their own 
company’s emergency guidelines and plans, to the best of their ability. If a conflict is 
found between this plan and the contracted company’s guidelines or plans, 
management of the contracted company should bring this to the attention of the 
Director of Facilities by emailing ddozier@ulm.vcom.edu so that the conflict can be 
addressed. 
 

UNIVERSITY OF LOUISIANA MONROE POLICE DEPARTMENT 
 
The ULM Police Department is responsible for the following tasks associated with 
this plan: 
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VCOM Louisiana Campus is subject to many of the same hazards as buildings on the 
University of Louisiana, Monroe campus. Guidelines for responding to each of these 
hazards are available in the Hazard-Specific Emergency Guidelines section of this plan. 
Possible hazards include: 
 

ACTS OF VIOLENCE 
 
Types of acts of violence that may occur at any institution of higher education include 
violent crimes (such as robbery or assault), active shooters, and terrorism. While the 
likelihood of these incidents is low, the impact could potentially be very high. 
 

FIRE 
 
To the extent that fire hazards are identified within the building, prompt action 
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¶ Fire pump 

¶ All red colored outlets and light switches 
 

Communication Equipment and Systems 
Communication with building occupants is critical in an emergency situation. This 
building uses the following systems for emergency communication: 

¶ 
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https://www.ulm.edu/ens/%20.
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EVACUATION GUIDELINES 
 

NOTIFICATION 

 
In many emergency situations, evacuation of VCOM Louisiana Campus may be 
necessary. The following are the general evacuation procedures for VCOM Louisiana 
Campus.  
 

¶ Notification to evacuate the building may be made by the following: 

o   

�x
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o 
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¶ Never leave a wheelchair in a stairwell. This may block the exit route for 
others trying to evacuate or the emergency responders trying to rescue 
someone. 

 
OFFICE CHAIR EVACUATION 

 
To use the office chair evacuation method, do the following:  

¶ Transfer the evacuee to a sturdy office chair. 

¶ One helper gently leans the chair backwards. 

¶ The other helper faces the chair and holds onto the front legs of the chair. 
Both should lift the chair simultaneously. 

¶ The helpers control the descent by bending their legs slowly and keeping 
their backs straight. 

¶ Do not separate the individual from their wheelchair if at all possible. 

¶ Have a third helper transport the wheelchair with the individual. 

¶ Never leave a wheelchair in a stairwell. This may block the exit route for 
others trying to evacuate or the emergency responders trying to rescue 
someone. 

 
UNABLE TO ASSIST WITH AN EVACUATION 
 
If you are unable to assist, then: 

¶ DIAL 911 and report the issue. 

¶ 
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¶ Encourage the person to DIAL 911 and stay on the phone with the 
dispatcher until help arrives.  

¶ If you are able to evacuate yourself, evacuate the building. 

¶ Proceed to the evacuation assembly area. 

¶ Inform emergency responders about the individual in need of evacuation 
and their location. 

¶ Fire department personnel or other emergency responders who are 
trained in emergency rescue can then enter the building and help the 
person evacuate. 

 

MOBILITY IMPAIRED (NOT IN A WHEELCHAIR) 
 
Persons with mobility impairments who are able to walk independently may be able to 
negotiate stairs in an emergency with or without minor assistance. Individuals that have 
trouble navigating the stairs or need help doing so should be mindful of large crowds 
attempting to evacuate.   
 

If these individuals are unable to evacuate the building or navigate the stairs, do 
the following if possible: 

 

¶ DIAL 911 and report the issue. 

¶ Assist the person to an AREA OF REFUGE.  This should aid the emergency 
responders in a quicker and safer rescue response. The areas of refuge 
are clearly marked and located in the stairwells. They are also shown on 
the diagrams in Appendix A of this plan.  

¶ Activate the push button communications device that is located in the 
AREA OF REFUGE. If the communication device rings over 4 times to the 
fire alarm control panel and is not answered by first responders, the call 
should then roll over to 911 and should be answered by a public safety 
dispatcher. Inform the dispatcher of the situation and where the person 
is located (building, floor, etc.)  

¶ If the AREA OF REFUGE communications device is inoperable, tell the 
person that you are attempting to send help.  

¶ Inform the person in the AREA OF REFUGE to DIAL 911 and stay on the 
phone with the dispatcher until help arrives.   

¶ Tell the person that you are attempting to send help.  

¶ Encourage the person to DIAL 911 and stay on the phone with the 
dispatcher until help arrives.  

¶ If you are able to evacuate yourself, evacuate the building. 
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¶ Proceed to the evacuation assembly area. 

¶ Inform emergency responders about the individual in need of evacuation 
and their location. 

¶ 
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¶ 
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ALL CLEAR 
 

Building occupants should remain sheltered until given an ALL CLEAR message through 
emergency responders, or college administrators.   

¶ Do not leave your safe location until you are sure of the identity or source of the 
person giving the all clear message. 

¶ Note: For tornado warnings, unless there is an ongoing hazard, you can leave the 
shelter once the warning expires.  
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ACTS OF VIOLENCE 

 
ACTIVE SHOOTER (WEAPON OR SHOTS FIRED) 
 
If a person enters or threatens to enter the building for the purpose of causing physical 
violence to yourself, others or property, you should do the following: 

¶ DIAL 911 as soon as possible. Give as much information as possible to the 
dispatcher. This information may be used by emergency responders to notify 
others if lockdown or evacuation is warranted. 

¶ Be sure to give the best possible location to the dispatcher of where you are and 
where the threat is or was last observed or heard. 

¶ If safe, stay on the phone with the 911 dispatcher as long as possible unless the 
dispatcher tells you to hang up and take another action. The use of telephones 
(cellular or other) is an effective means of two-way communication with the 911 
dispatch center during an emergency situation. 

¶ Remove yourself and others from the vicinity of the threat and any danger, if 
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¶ Do not open a locked door for anyone. Even if it appears that another student or 
employee is trying to get inside of the room, opening the door may make it 
possible for the aggressor to enter and confront you.  

¶ 
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¶ Complexion  

¶ Eye and hair color  

¶ Facial hair  

¶ Scars  

¶ Tattoos  
 

If the suspicious person is in a vehicle, please provide the following, if possible: 
 

¶ Vehicle make 

¶ Model 

¶ Color 

¶ License plate number. 
 

If the incident does not appear to be an emergency or immediately dangerous 
situation, you may dial the police non-emergency number and/or the Director of 
Facilities to report the information. IF IN DOUBT, ERR ON THE SIDE OF CAUTION AND 
DIAL 911. 

 

¶ University of Louisiana Monroe, University Police – Non-Emergency Number  
318-342-5350 

¶ VCOM Louisiana Campus Director of Facilities 
318-342-7149 

 
Just as with an emergency or immediately dangerous situation, please be prepared 
to give as much information as possible about the person, vehicle, or situation. 
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SUSPICIOUS PACKAGE 
 
A suspicious package is an item or object that has been placed in an area that is unusual 
and should not be where it is. 
 

¶ If a bomb or suspicious package is discovered, DO NOT touch or handle the 
package. Leave the area quickly and carefully and DIAL 911. 

¶ DO NOT use cell phones, radios, and other wireless devices in the building or 
vicinity of the suspicious item. 

¶ Emergency responders, public safety personnel and those responsible for the 
building should notify occupants if there is a need to evacuate. 

¶ Follow all instructions from emergency responders and public safety personnel. 

¶ If evacuation is necessary, be observant of any out of place or suspicious items as 
you evacuate. If you see anything suspicious, notify emergency responders 
immediately. Make sure that someone who can respond is aware of the concern. 

¶ Be observant for any items out of place or suspicious packages that may have 
been located near the evacuation points or routes in order to injure those 
evacuating the building. Emergency responders should check the assembly areas 
for secondary devices prior to (if possible) or soon after their arrival on the 
scene. 

¶ All occupants should move to one of the designated evacuation assembly areas. 
Only use evacuation assembly areas that are in a safe location, not directly 
impacted by the emergency.  

¶ If at all possible, remain 300 feet away from VCOM Louisiana Campus or the area 
identified in the threat until you are advised to return by the emergency 
responders in charge.  

¶ Building occupants should not re-enter the building until given an ALL CLEAR 
message through AU ALERT, emergency responders, or university administrators. 
If instructed to return to the building, follow the directions of the emergency 
responders carefully. 
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MEDICAL EMERGENCIES 
 

DIAL 911 IMMEDIATELY 
 
An Automated External Defibrillator (AED) is located in on each floor of the VCOM 
Louisiana campus facility close to the central or Number 2 elevator. This device can be 
used by anyone regardless of training.  
 

 
 

IF SOMEONE IS UNRESPONSIVE 
 
¶ Start CPR if trained to do so. 

¶ Have someone DIAL 911 immediately.  If no one is available, DIAL 911 then 
immediately resume CPR. Request an ambulance be sent to your location: 

 

VCOM Louisiana Campus 
4408 Bon Aire Dr. 
Monroe, LA 71203 

 

 

¶ Send someone to retrieve the nearest AED. This device can be used by anyone 
regardless of training. 

¶ Continue CPR until the AED arrives. 

¶ Open the AED cover and follow the directions. The AED will walk you through 
either continuing CPR or delivering a shock if needed. 
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¶ VCOM has increased the number of cleaning staff and cleaning protocols.   
¶ The times students are allowed to study within the building is limited to between 

5 p.m. and 10 p.m. during Monday through Friday, Saturday between 10 a.m. 
and 8 p.m., and Sunday between 12 noon and 10 p.m.  Physical distancing 
protocols will still apply. 

¶ Each small group study room will be posted as to maximum occupancy and 

physical distancing restrictions.  These restrictions will also apply in the library.   

¶ Students will not be allowed to study in lecture hall space as those will be in 

process of being cleaned nightly.  

¶ Students wishing to study on campus must sign-in documenting where he or she 

will be studying.  There will be limited areas for study and these will be available 

on a first come, first serve basis. 

¶ In general, medical students are adult learners who will be asked to study at 
home if at all possible. 

¶ Prevention education has been provided to all students, faculty, and staff that 

follows the CDC guidelines. 

¶ All areas for work have been evaluated for workspace physical distancing.  

Employees who are in offices are asked to keep their office doors closed (or 

nearly closed) and are required to wear a mask when exiting their office. 

¶ Many employees are going to have days they work from home and days they 

work on campus, which helps to limit the number of people in the building. 

¶ All employees considered at high-risk will be working from home. 

¶ Conference rooms will be limited to the number that can appropriately self-

distance.  In general, the maximum number in the largest conference room is 

eight.  All others will join by ZOOM. 

¶ Cleaning: 

o Classrooms – all surfaces will be cleaned with a germicidal disinfectant 

that contains a minimum of 75% alcohol and/or known chemical that kills 

COVID-19. 

o Classrooms will be wiped at noon and cleaned each evening. 

o All door handles, stair-rails, and other frequently touched surfaces will be 

cleaned each evening. 

o All faculty and staff are provided with a canister of wipes to clean their 

desks and in office surfaces each evening and between visitors (other 

faculty, staff, and students) in their office. 

o If a student, faculty, or staff member tests positive for COVID-19 and they 

have been coming to campus, the area they occupied will be thoroughly 

disinfected and be vacated for an appropriate period.  

¶ VCOM students have independent housing and this is not owned by the College.  

Students, faculty and staff have been educated on prevention of COVID-19. 
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¶ Do not attempt to move seriously injured persons unless they are in immediate 
danger.  

¶ Render assistance if required.  

¶ DIAL 911 to report any serious injuries or other immediate emergencies.  

¶ Check the area for safety hazards such as building damage, fires, spills of 
hazardous materials, and gas leaks. If the area or building appears to be unsafe, 
begin evacuation procedures and DIAL 911 to report any serious injuries or other 
immediate emergencies.  

¶ Without delaying your evacuation, turn off any ignition, heat, and gas sources if 
it is safe to do so. 

¶ Exit the building and go to one of the designated evacuation assembly areas to 
report on injuries, damage, and potentially hazardous conditions. Only use 
evacuation assembly areas that are in a safe location, not directly impacted by 
the emergency.  

¶ Building occupants should not re-enter the building until given an ALL CLEAR 
message through AU ALERT, emergency responders, or university administrators.  

 

IF YOU ARE TRAPPED UNDER DEBRIS 
 
¶ Do not light a match. It’s possible that there may be a gas leak. 

¶ Try not to move about and disturb dust, as it may make breathing difficult. 

¶ Cover your mouth with a handkerchief or clothing. 

¶ Tap on a pipe or wall so rescuers can locate you. If available, use a whistle. Shout 
only as a last resort, as shouting can cause you to inhale dangerous amounts of 
dust. 

 

DESIGNATED EVACUATION ASSEMBLY AREAS (SEE MAP IN APPENDIX A)  
 

¶ Northwest corner of the parking Lot 

¶ Southwest Corner of the parking lot 
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TORNADO WARNING 
 

¶ If you are notified of a tornado warning (by weather radio, or other official 
means), take shelter immediately in the designated severe weather shelter 
area locations inside VCOM Louisiana Campus. See the maps in Appendix A 
for locations of shelter areas.  

¶ Stay away from windows and doors to prevent injury from glass or other 
flying objects.  

¶ Cover your head with any available heavy or bulky object to protect yourself.  

¶ Do not go outdoors to see the storm.  

¶ DIAL 911 to report any injuries or damage. Provide the 911 dispatcher with 
as much information as possible to respond to the emergency.  

¶ Once the storm has cleared, notify the Director of Facilities at 318-342-
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CLINICAL TRAINING SITES 
 
Students in their OMS 3 and OMS 4 years are largely off-campus in a clinical site not 
owned or operated by VCOM.  As such, OMS 3 and OMS 4 students should familiarize 
themselves with the emergency policies and procedures of each clinical site in which 
they participate in clinical rotations.   
 
During orientation of the OMS 3 and 4 year, students will be notified of the emergency 
policies and procedures of their core clinical site by the Clinical Site Coordinator and/or 
the DSME.  In the event of any emergency or disaster, students in VCOM’s core clinical 
sites should contact the Clinical Site Coordinator, DSME, and/or their preceptor.   
Students who are rotating outside of a VCOM core clinical site should contact their 
preceptor in the event of an emergency or disaster. 
 
When it is safe to do so, OMS 3 students should notify the Associate Dean for Clinical 
Affairs and/or the Director for OMS 3 Clinical Rotations of the emergency/disaster.  
Similarly, OMS 4 students should notify the Associate Dean for OMS 4 and GME and/or 
the Director for OMS 4 Clinical Rotations. 
 

VCOM ALERTS 

 
VCOM utilizes the Regroup mass notification system to inform students, faculty and staff 
of emergency situations including but not limited to inclement weather and campus 
safety.  All current students, including OMS 3 and OMS 4 students, are enrolled in this 
system.  OMS 3 and OMS 4 students will continue to receive emergency notifications 
while on clinical rotations off campus.  Campus officials have been designated as 
administrators for this system.  Alerts are sent via text message, email, and voice through 
all channels. 

 
TEXT, VOICE AND EMAIL MESSAGES 
 
Emergency notifications are sent to all VCOM Monroe campus active email addresses, 
employee and student cellular phones, and college-provided cellular phones. Students 
and employees are required to participate in this system and their email address and 
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TRAINING AND 

DRILLS 

 
 



https://www.ulm.edu/safety/reference_materials.html
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AFTER ACTION REVIEW  
 

After each drill that is conducted, an after action review should be completed to 
evaluate the effectiveness of the response by building occupants and emergency 
responders, and to identify potential areas for improvement. 
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DESIGNATED EVACUATION ASSEMBLY AREAS 
 
 

¶ Northwest corner of the parking Lot 

¶ Southwest Corner of the parking lot 
 

 
 
If you have questions about this map or need this map in a different format please 
contact the Director of Facilities at 318-342-7149 
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EMERGENCY SYSTEMS INFORMATION 
 

BUILDING ADDRESS:    VCOM Louisiana Campus 4408 Bon Aire Dr. 
Monroe, 
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Message 6: Testing 
 
CHIME (10 sec). “Test. Test. This is a test of the VCOM ALERT emergency 
notification system. This is only a test. Please pardon the interruption.” 
(Repeat) 
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BOMB THREAT CHECKLIST 
 
Ask the caller the following questions and write down the answers. 
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