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INTRODUCTION

Emegencies and disasters are unpredictable and strike withounhgarhhis is whyRobert Morris
Universityhas implemented, organized, and trained employees for effective emergency action. Failure
to trainemployeegor emergency preparation in advanceldaesult in death and injury to persahn

loss or damage tproperty, equipment, and tlogerall productivity of our institution.

This manual contains quick reference information and procedur&éow to report an emergency and, in
case of an emergencwhat to do who will assist youand what help will come from building and
professional emergency units in such emergencies.

CAMPUS HOURS

e Due to security measures, be familiathithenormal hours of operation f@achcampus.An
emergency contaspreagheetshould beggiven to any employee withetihesponsibility of
contacting theespective Managerfirectors, and/or Operations aach campus.

¢ Whenan emjoyee has to work pastosinghours, pior approval by the Director of
Administration angbr the Office ofOperations has to be given
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EMERGENCY EVACUATION PROCEDURES

EmergencyEvacuation Team Proceduresi Directors and/or Managers
¢ Inform and trairpersonnel in emergency procedures.
e Appoint a set bbackups to replace Director/&hagein the event of their absence.

e Safdy evacuatedepartment personnel out the nearest axdaway from building director or

manager should always be the last person to leave the department, ensuring staff is evacuated

e Preplan the handling omentally handicapped and/or physically disabled personnel during

evacuation.
e Have the department report to a predetermined rally posted at the front of each office

e |If someone from your department is not accounted for, notiffFitteeDepartment immediakg

EmergencyEvacuation Team Proceduresi Instructors

e Inform studens aboutll emergency evacuation procedures.

e Safely evacuatetudens out the nearest exandaway fromthe building. The instructor should

be the last person to exit the classroensuring all students have been evacuated

e Preplan the handling ofmentally handicapped and/or physically disabled students during

evacuation.

e Have your class report thepredetermined rally poingosted on the emergency evacuation floor

plans locate@n the back of each classroom door.
e Perform a headcount of students upon reaching the predetermined rally point.
e If a student from your classn®t accounted for, notify thiéire Department immediately
All building evacuations require that aBuilding Evacuation Form be completed

following every evacuation. These forms will be kept on file in the Office of
Operations and can be found on Blackboard Forms - Operations.
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All occupants of anfRMU facility/building are expected to be aware of the following:

e Two paths of egress from there area of occupancy leading to lit exits

e Nfareas of resc

e The sound of the fire alarm

ueo on their occupancy

e The evacuation pcedures listed below

1. Leave the building once the alarm sounds or if you are instructed to do so by authorized

personnel. Please notify others on your way out.
ALL OCCUPANTS (STUDENTS, STAFF, FACULTY, VISITORS, ETC) MUST

EVACUATE.

2. If time permits occupas shouldsecure their workstation amake only the most important items

from their office or classroom (such as purses, attaché cases, coats)
Close all doors behind the last persontmuttDO NOT LOCK it
Walk quickly to the nearest safe exit.

DO NOT UE ELEVATORSunless authorized personnel tell you to do so.

All self-identified people with disabilities, employees with short term disabilities and visitors

o g bk~ w

with disabilities, are to go to the designated areas of reéfsptier assistance was not arranged

The area of rescue liscatedon each floojust insidethe stair well landings.

7. Security and/or Operations personnel will be on hand to direct and assist with the evacuation.

All occupants need to stay calm, quiet and follow the directions thabemgiven verbally or

through a possible public address system.

8. Donotreent er t he

9. Move away from

buil ding unti
the building

aut hori zed

t o

fl oor s

per s

your assigned

10.Report any missing or trapped persons to autkdremergency personnel.

Even i f you were

will be accounted for.

not in the bui

di

ng when |

t

W a
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LOCKDOWN PROCEDURES

Lockdown with warning - threat is outside of the school building. The scmoay have

been notified of a potential threat outside of the building.

¢ President/Provost/Emergency Committee (EC) membkierl |

warningo procedures.

e Bring people inside.

e Lock exterior doors.

Repeat

¢ Clear hallways, restrooms, and other rooms that cannot be secured.

e Pull shades/blinds. Keep students/employees away from windows.

e Control all movement, but continue with classes.

e President/ProvodC membew i | | announce

clear . o

S

order and announ
announcement

€
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FIRE

Response to Fire or Suspected Fire

1.

Call theFireDe p ar t @ b Limmediately upon:
e Seeing even a wisp of unexplained smoke

e Smelling smoke

e Seeing a fire of any size

Tell them: i T bniversity, s (Radle rets sMo N i s

State the nature of the emergemecyl your location in thelniversity. i.e. office, classroopnor
department

After you call theFire Department:

¢ Notify the Office of Operations and/or the Director of Administration for your campus. If
after hourshe/she can be reached at If either cannot be reached, cartta
any Director, Manageand/orthe Office ofOperations.

¢ [Ifinstructed by thd-ire Department or by using your best judgment, pull the fire alarm and
evacuate all persons from the building or flowA THE STAIRWELL S ONLY i DO
NOT USE THE ELEVATORS!

e Most fires will be confined to the room of origin if the door is closed.

e Please remain calm. By remaining calm and giving orders with confidence, you will help
facilitate any necessary evacuation.

Emergency EvacuationProceduresin the Event of a Fire

1.

2.
3.

N oo

In case of fire, plithe alarm to notify students and personofetvacuation.Once a fire alarm
soundsa complete evacuation of the building is required.

If possible shut off gas in youarea.

If you canassist incontroling the fire withouterdangeing yourself or othergake action with
anavailable fire extinguisher. If you cannot control the fire, leave theigmadiately Never
delay evacuation to locate personal items.

If possible, never allow the fire to come between you and the @losedoors behind you to
help contain the fire.

The evacuation should always be downwardiéstairwellsand never the elevators.

Upon leaving your area, chettkmake sureweryone has left tharea.

To keep smoke from entering stairwells, theratall doors should never be ledt propped
open

Evacuate as quickly as possible but in an orderly man@ace outside, move at leafi03feet
from the building tahe predetermined rally poigtven by the instructaor manager

Return to the buildingonlylve n gi ven an fall c¢clearo py t
security guardand/or safety personnel.

8
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Methods for Evacuating Individuals with Limited Mobility
A cooperative effort is necessary in every situation to achieve a safe stairwekhéoa.

During an evacuation, individuals with restricted mobility should go to the nearest stairwell and seek
assistancen entering the stairwell Preplanning is very important.

If persons are of slight stature, carry them in the arms or evacuhta pack strap carryThe helper
kneels at the front of the wheelchair and pl ace
helper then leans forward before slowly raising to full standing position.

If two helpers are needed, use a baging carrymethod. Helpers position themselves next to the
wheel chair and grasp each othero6s upper arm or
arounde ac h h el p e rhélgers lean folward, plaiag their free anmsler the intvidualés

legs and firmly grasp each otb@wrists. Both helpers lift, using legend then carefully step forward.

If the stairwell is too narrow for this type of carry, placelkeson on the stairwell landingne helper
lifts at the legs, under tHanees, while the other grabs under the shoulders with fingers locked across the

individual 6s chest. H e Iriging slasvly to standirty pdsiton ksingelege ¢ t
muscles.

If Trapped by a Fire

It is vital that you remain calnotensure correct action is taken

e In smoky areas, crawl on the flodRo not walk;thecleanesair isusuallyclosest to the floor.

e Try to contact thé-ire Department withyour exact location, even if thére Department is at the
building.

e Always put closed doors between you and the smoke and heat. Seal off cracks around doors and
vents. If possible, use wet towels.

NOTE: SEE EMERGENCY EVACUATION FLOOR PLANS LOCATED ON
THE INSIDE OF EACH CLASSROOM DOOR AND AT THE FRONT OF EACH
OFFICE AREA FOR T HE BEST POSSIBLE ROUTE OF ESCAPE AND THE
PREDETERMINED RALLY POINT.
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To Extinguish a Small Fire Only

o |If there is a small fire, call the Fireepartment first before any attempt is made to extinguish the
fire.

DO NOT HESITATE OR DELAY IN MAKING THE CALL!

e Ask for assistance when attempting to extinguish the fire by using the portable fire extinguisher,
but only if you feel you are capable of handling the task.

¢ Instructions for proper usage are printed directly on the extinguisher. Even thdinguishers
come in a number of shapes and sizes, all operate in a similar manner.

e Familiarize yourself with all fire extinguisher locations and directions for their use.

e When using an extinguisher, always keep your back to the door to allow for seqoage,
never allowing the fire to come between you and the exit.

¢ Fight a small contained firenly (i.e. waste basket or paper fire).
At least one fire extinguisheran be located on each floor ndlae stairwell exits.

e All fire extinguishers are CLASS, B & C, a dry chemical fire extinguisher, which may be used
for the following types of fires: Ordinarpmbustibles, flammable liquids, aetectrical
equipment fires.

Herebs an easy acronym for wusing a fire extingu

Use PASS:

<— Pull the pin

Aim hose at base of fire

| <=—Squeeze trigger

Sweep back and forth
with the extinguisher.

USE THE FIRE EXTINGUISHER ONLY AFTER NOTIFYING THE FIRE
DEPARTMENT.
IF THE FIRE BECOMES TO O LARGE TO HANDLE ' GET OUT!

10
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What You Can Do To Prevent Fires

Ités advantageous t o dedepadnmeatd be andnspectopfer copmha |
thatmaycause fires.

e Do not allow accumut#on of trash or waste materiaglee example below:

e Throwing trash, empty boxe®r other pakaging materials in the stairwellsr corridbrs is
against Fire Departmen¢gulationsand local odinances! If stairwells and/or corridors dod
of combustible material, your main exit could trap you on your ftwon your office area

e The Universityd sleaning service normally remaes rubbish and waste from eamlite only at
night. For specigick-ups, please contattte Office ofOperations to make arrangements.

e Should a wastebasket catch fire, and no water is immediately available, place amskbeober
it; thenfollow it with water.

o Keep materials and trash away from any heat sourc

BE HELPFUL BY KEEPING YOUR AREA FREE OF THESE HAZARDS!

11
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ELEVATOR EMERGENCY

Elevators are one of the safest modes of traveling up and down a buildimgvétpon occasion they
do malfunctiondue to their sophisticated controls.

In the evert of an elevator mishap
1. Open the telephone panel.
2. Pick up the phone; it will immediately ring thére Department and/or the front desk of the
building.
e Give your name

e Give the floor level, if possible.
¢ Give the elevator bank, if possible.

3. Remain calm
4. Do not try to force open the elevator door.
What happensafter making the call:
1. The Fire Deparmhent and/or building will providéhe necessargssistance.
2. Somene will contact the passenger(s) viatilephone or from outside the elevator.

3. Passengés) will be assisted as soon as possible.

12
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NATURAL DISASTERS

TORNADO/SEVERE THUNDERSTORM

Tornado Watches and Warnings

A tornadowatchmeans that weather conditions are favorable for the formulation of a tornado.
A tornadowarningis issued whn a tornado has actually been sighted in the surrounding area.

Public Warning:

A public warning can be broadcaster the radio, TYor with the emergency warning sirens when
there is a tornado warning effect.

If a tornado warning has been issuedrad you are inside
e Stay inside.

e Stay away from outside walls, windows, mirrors, glass, overhead fixtures, and unsecured objects
such as filing cabinets and bookcases. Be sure to close doors when leaving exterior areas.

e If possible, move to a beloground-level floor, interior corridor, stairwell, room or office
without windows. Crouch low with hands covering the back of your head anganesikdown
and protect yourself by putting your head as close to your lap as possible.

e Do not use the elevators.

e If requested, assist persons with disabilities to the safest area on the same floor.

e Do not leave the shelter area until after the storm is over.

e Continue to monitor the weather via radio devésion until the tornado warnirtgas been lifted

for yourarea.

If you are caught in an outer perimeter officefoom, seek protection under a desk or
table.

13
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If atornado warning has been issued and you are outside
e Look for a nearby safe structure in which to take shelter.
e |If you are in a car, get oof it. Never try to outrun a tornado.

e |If there is no shelter, lie down flat in a low area such as a ditch, away from trees and cover the
back of your head and neck with your hands.

FAMILIARIZE YOURSELF WITH THE EMERGENCY EVACUATION PLANS LOCATED
IN EACH CLASSROOM OR OFFICE AREA FOR THE BEST SHELTER IN CASE OF A
TORNADO.

14
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FLOODING AND WATER DAMAGE IN THE BUILDING

Serious water damage can occur from a number of sources: broken pipes, clogged drains, damaged

skylights or windows, or constructiomrers.

If a water leak occurs

¢ Call the Office of Operations and/or the Building Administrator at

Report the exact location and severity of the leak.

e If there are electrical appliances or outlets near the leak, use extremea.céiuthere is any
possible danger, evacuate the area.

e If you know the source of the water and are confident of your ability to stop it (i.e. unclog the

drain, turn off the water, etc.), do so.

e Be prepared to assist as directed in protecting objeatsate in jeopardy. Take only essential
steps to avoid or reduce immediate water damage, such as covering objects.

15
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EARTHQUAKE

If you are inside during an earthquake

Immediately take cover under a table or a desk, or stand in a doorway. Sinvaera cover is
not available, kneel at the base of an interior wall, facing the wall with head down and covered
by arms.

Turn your body away from windows and mirrors.

Be alert for falling objects and stay away from overhead fixtures, filing cabimetkcéses, and
electrical equipment.

If you are outside during an earthquake

Move to an open areavayfrom buildings, trees, and power lines.

If unable to move to an open area, watch for falling objects.

After an earthquake:

Be aware othe possibity of aftershocks.
If possible and itafe to do so, evacuate the building as soon as the shaking has ceased.

Do not move injured persons unless they are in obvious immediate danger (from fire, building
collapse, etc.).

Open doors carefully. Watchrféalling objects.
Do not use matches or lighters.

Limit the use of telephone to emergency service calls.

16
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ENVIRONMENTAL OCCURANCES

HAZARDOUS MATERIAL SPILL RESPONSE

A hazardous material spill is a spill in which there is a significant amounhatardous meatial
releasedpne in which the release of teebstance cannot be controlled, or any amount of infectious
materials.

e Examples of hazardous materials in quantities that would be considered a spill are: more than
one gallon of bleach, ane than 100nl of sulfuric acid, over one gallon of gasoline, and any
guantity of Mercury.

¢ Examples of infectious materials include blood and other body fluids.

Hazardous Material Spill Response

¢ If the hazardous material comes in contact with your,skimediately flush the affected area
with copious amounts afater for at least 15 minutetsienseek medical attention.
Dial 9-911 or :
Stop the source of hazardous material, if possible.
Evawate the immediate area, closing the doorsroktine last person.
Unless trained, DO NOT attempt to clean up the spill yourself.
Make yourself available to emergency personnel to supply criifcaination to aid in the
clearrup.
e Provide as much of the following information as possible:
o Where has th hazardous material spill occurred? Specify the floor, the room number,
and location in the room.
o0 Was there fire and/or explosion?
0 Are there any injuries? If so, how many?
o What material has been spilled?
e What is the state of the material (i.e. spliquid, gas, combination)?
e Is any of the hazardous material escaping from the spill location in the form of chemical
vapors/fumes or running or dripping liquid?

Infectious Material Spill Response

¢ If the infectious material comes in contact with yokinsimmediately wash with soap and

water.
e Unless trained, DO NOT attemjat clean up the spill yourself.
e Contact the Office of Operations or the Building Administrator or

after hours.
e Make yourself available to responding toitonmental Health and Safety personnel toobup
information to aid in cleaip.

17
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EXPLOSION
Chemicals, leaking gas, faulty boilers, or falling aircraft are some possible causestwehtening
explosions.
If you hear or are in the area of an explosion
e Dial 9-911.
e Be prepared for possible further explosions.
e Crawl under a table or desk.

e Stay away from windows, mirrors, overhead fixtures, filing cabinets, bookcases and electrical
equipment.

e Do not move seriously injured persons unlegy thre in obvious immediate danger.
e Feel doors for heat before opening and proceed carefully.

e Waitch for falling objects.

¢ Do not use elevators.

¢ If requested, accompany and assist persons with disabilities.

e Do not use matches and lighters.

¢ Limit use oftelephone to emergency service calls.

e Evacuate the building if the fire alarm sounds.

18
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POWER OUTAGE

If the building experiences a sudden power outage
1. The emergency lighting system will turn on.
2. Call the Office of Operations or the Building #dhistrator to report the outage.
3. Proceed with th&mergency EvacuatioAroceduresn the Event of a Fir¢See page)6

4. Provide assistance tohars in your immediate area whway be unfamiliar with the space.
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BOMB THREAT/SUSPICIOUS OBJECT

If you receive a telephone bomb threat

Listen carefully. Be polite and show interest. Try to keep the caller talking so that you can
gather more information about the device, the validity of the threat, or the identity of the caller.
Listen carefully for balkground noises.

Note the phone number of thdleaif the telephone has aafler 1.D. display.

Gather as much information assstle. If available, use tliBomb Threat ChecklifSee page
29) to question the caller in a polite and Abneatening marer.

If you are able to signal a emorker with he nature of the call, have him or mediately call
911, or if alone and/or unable to signal others,&l11 at the completion of the call.

If the threat was received by another individual and hegstedaying information to you, use the
Bomb Threat CheckligiSee page 290 gather as much information as possible.

Remain available to answer questions.

If you find a suspicious object

A suspicious object is defined as any package, parcel, centainother object that is suspected of
being an explosive, hazardous or infectious device because it is out of place or unusual for that location
and cannot be accounted for, or because a threat has been received.

¢ Do not touch the object.

¢ Move people way from the object.

¢ Do not use portable radio equipment within 100 feet of the suspicious object.
e Dial 9-911 immediately.

¢ Follow police instructions precisely.

¢ Do not attempt to evacuate the building without the authorization or assistance of egnergenc
personnel. Current emergency management guidelines caution against automatic evacuation.
In most cases, people are more likely to be secure in their offices, laboratories, or classrooms
than in hallways that have not been searched, or outdoors whaecaiahthreamay be even
more likely.

e [f a search of the building is conducted, you and other staff/facdiybe asked to
accompany theglice since you are more likely to notice something out of the ordinary in
your own area or facility.
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MEDI CAL/MENTAL HEALTH ISSUES

MEDICAL EMERGENCY/ILLNESS

In the event of an accident or iliness to an employee, student, or visitor in your office area or classroom,
determine the severity of the injugnd if a qualified or knowledgeable individual is avaliéa
administer the appropriate first gigirst Aid, CPR andAED).

PortableAEDSs (automated external defibrillator) are available at each campase per
buildingand/or floor Anyone can use an AEDut we recommend that trained security and
personnkperform the task, if availableAEDs strengthen the chain of survival. They can restore a
normal heart rhythm in sudden cardiac arrest victif®. each minute that passwithout

def i bri | | athammeof surgivalgecreasesmPTpercent AEDs save lives!

If someone becomes ill or is injured and requires immediate assistance

1. Dial 9-911. Providehe followingdetailed information
e Name
¢ Floor and location (classroom number or department)
¢ Any details available of the accident or ilése
e Injured or ill persons name, if known.

2. Do not attempt to render any first aid before assistance arrives if you are not qualified to do so.

3. Do not attempt to move an injured or ill person, unless immediate safptgasened.
Otherwise, make him dreras comfortable as possible.

4. Attempt to obtain the following information from the ill or injured person:
e Name, if not known

Description of symptoms

Allergies

Medications

Major Medical History (heart condition, asthma, diabetes, etc.)

5. Have someone methe emergency unit in the lobby of the building hadean elevator
reserved for a quicker response.

6. Remain at the scene after emergency personnel arrive to provide any necessary infoAnation.
parent, guardigror family member will be notified of ktletails, if necessary.

7. Planning for such emergencies includes beiaméd in emergency First Ai@PRand AED.

8. At branch campuses, the Director of Administration is responsible for completing an incident
report and having it sent to the Office of @gteors in Chicago. At the ChicagBGampus,
Security is responsible for completing the incident report.
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EMOTIONAL DISTRESS

Identifying a Distressed Student, Employee or Mer Individual

The following signs coultbe indications that aimdividualis in distress:

Abrupt/unexpected changes in behavior

Spending more time alone and withdrawing from others

Poor attendance to class or work

Increase in alcohol or drug use

Difficulty paying attention/concentrating

Changes in study or work habits

Changesn communication

Periods of crying

Outbursts of anger

Depressed mood

Irritability, agitation, restlessness

Fatigue or low energy

Significant weight differencégain/loss)

Sleep difficulties (e.g. falling asleep in class or at work, consitietinesy
Low seltesteem

Anxiety/panic

Engaging in behaviors that jeopardize his/her safety or health
Withdrawal from campus, work, community, and other support systems
Talk of failing or leaving th&Jniversity

Hearing voices, talking to ogselfout loud

Expressingaicidal thoughts or feelings
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Intervention for a Distressed Student

If you notice a student exhibiting ay these signs complete tRMURA St udent Comr@er n

send it to his/her academic advisor, student education managevgoaim diretor. You may also
choose to speak individually with the student. If you do so, please follow these guidelines:

e Arrange a private time to meet with the student, express your concern and LISTEN.

e Keep the tone of your talk supportive. Talk to the studsrt you were a concerned friend
rather than an authority figure.

¢ Discuss the specific things that you have seen that concern you.
e Let the student respond to your concerns.

e Reemphasize your care and support.

¢ You may want to mention that you haverse¢her students struggle with similar issues and that

the multiple stressors associated with attentlintyersity can be overwhelming.

o If appropriate, mention that thewan use their academic advisor, student education manager, or
program director as asource There are alstyniversitycounseling services. The use of these
services will NOT become a part of their academic record and are completely confidential.

e The best thing that you can do for them is to be supportive, inform them of availabikesso

and bring in others (i.e. AA/SEM/PD) who can help.

Intervention for a Distressed Employee

If you natice an employee exhibiting awy these signs, please follow the Student Intervention

guidelinedisted aboveinvolving the Immediate SupervisManager instead of the Academic Advisor

All Insurance plans include a Mental Health package as well.
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WORKPLACE RISK FACTORS

WORKPLACE VIOLENCE

Workplace violence often begins with inappropriateswedr or signs that when detectaad reportd,
may help prevent workplace violenc&he following information may be helpful in detecting or
anticipating workplace violenand help with creating a safe, healthier workplace for everyone.

Examples of Workplace Violence
Threatsdirect or impliel:

e Physical conduct such as pushing, shoving, or striking that harms or has the potential to harm
people or property.

e Conductthaharasses di srupts or interferes with anoth

e Conduct that creates an intimidating, offensimehostile environment.

Potential Warning Signs:

Verbal, nonverbal or written threats

Fascination with weapons or violence

New orincreased stress at work or home
Insubordinate behavior

Dramatic change in work or school performance
Destruction of property

Drug or alcohol abuse

Externalization of blame

Risk Factors that Contribute to Workplace Violence

Termination of employment

Disciplinary actions

Ongoing conflicts between employees/students
Domestic or family violence

Financial problems

24



Robert Morris University FOIrh FTmergerUc help
wniie on campus,

EMERGENCY Dial 9-911for

Response Guidelines Policei Fire- Medical

Workp lace Violence Prevention

e Be aware of what is going on around you at all times. Awareness is a proven method for
increased personal safety.

¢ Tell your supervisor/manager when you notice unusual or suspicious behavior.
Refer employees exhibiting inappropgri@ b e havi or to the school 6s
program.

e Rememerséaf e workplace is everyoneds respons.|

If violence occurs or there is an immediate threat of violence

1. Call Security/Office of Operations immediately.stfmeone isiot available, contact your
director/manager/supervisor as soon as possible.

2. Leave the area immediately, if possible.
3. If this is not possible, try to lock yourself in a secure area.

4. If possible, diaP-911. Give police as many details as possible.
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ACTS OF CRIME

If you witness a criminal act of any kind (theft, fight, vandalism, eto:
¢ Do not attempt to confront the perpetrator or interrupt the scene.

e Call Security/Office of Operations immediately. If not available, contact your
director/managr/supervisor as soon as possible.

e Use your begudgmentwhen calling9-911 before notifying Security, the Office of Operations
and/or your director/manager/supervisor.

¢ RMU supportsa handsoff approachor students, staff and facultwhen daling with criminal
acts withinand/or on anRMU campus. Meaning, Security wdttemptto hardle all situations
verbally, butminimal restraining may be used depending on the type of criminal act that is
witnessed.
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Emergency Actions In the event that an individual is observed with a weaytnn the confinesof
our campus facilitieghe following guidelines are suggested by law enforcement officials:

1. If safelypossibleevacuate the building immediatelarningothersof the danger as you
evacuate
2. When a safe evacuation away from the offender cannot be assured, seek protective cover or
immediate shelter within a rooar office.
3. Secure your location by locking or barricading the door of the room with any dediabiture
or equipment.
Turn off lights, computers and silence any cell phones.
Seek protective cover away from the door/andny windows.
Calmly call9-911 and provide the Police with the following information, if possible:
Your name, location andatact number.
The exact location of the suspect.
Details of your observation and the number of offenders involved.
Descriptions of the offender; gender, race, approximate age, body built, clothing. Include
identifying features, such as tattoos, facial hand name brand apparel.
e. Description of the type and number of weapons offender is carrying. Include a
description of any duffle bag or backpack suspect has in their possession.
f. The number, condition and location of victims, if known.
7. Quietly remain irthe room, giving the impression that the room is unoccupied, until assistance
arrives or an all clear is given by law enforcement or other authorized personnel.

o g s

apop

Other added recommendations:

If an armed intruder enters your office or classroom try to rem#n calm. Dial 911 if possible, and

alert police to the shooterés |l ocation. I f you
to whatodés taking pl ace. Normally the |l ocation o
is alsolutely no opportunity for escape or hiding, it might be possible to negotiate with the shooter.
However, attempting to overpower the shooter with force should be considered a very last resort after all
other options have been exhausted. If the shiedges the area, preed immediately to a safer

locationand do not touch anything that was in the vicinity of the shooter.

No matter what the circumstances, if you decide to flee during a situation, make sure you have an escape
route and plan in mind. @®not attempt to carry anything while fleeing; move quickly, keep your hands
visible, and follow the instructions of any police officers you may encounter. Do not attempt to remove
injured people; instead, leave wounded victims where they are and natityiéies of their location as

soon as possible.
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HOSTAGE SITUATION

If you are involved in a hostage situation
e Dial 9-911, if possible.

e Supply as many details as possible, including:
o Number of people involved

Description of hostage takers

Weapons displayed

Threats made

Anything else noticed

O O OO0

e Do what you are told without any argument.

e Do not attempt to negotiate or argue with the hostage takers.

e Try to get others to remain calm and do as they are told also.

e For overall safety, thoseepsons not involved in the hostage situation should proceed with the

Emergency Evacuation 8geduregSee page)6 This helpsninimize the number of possible
hostages aridr injuries that could occur
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HELPFUL PHONE NUMBERS

Chicago Campus

Emergency Numbers

Fire and Police (EMergency ONIY)........oooeiiuuiuiieiireeeeeeiiiir e erer e e e e e e e e e e e eeens 9-911
(N To o =TT 0 =T [0 /PRSP RUPPPS 311
Chicago Police DepartMent...........ooooiiiiiiiiiieeee e (312) 7444000
Chicago Fire DepartMent..........cccooiiiiiiiiieeeee e (312) 7442961
Other Important Numbers
StevenNakisher, Counseling Servicdadents allowed 5 free sessions)............... (312) 3620491
RaAPe CriSIS HANE.......ccooiiiieeee et e e e e e e e e e e aeeen s (888) 2932080
Viol ence Prevention Crisis Hotline?éé(@WEoB3EIELR e é é ¢é é
YWCA Loop Womenod.s..S.elrMd.C..Su ... (312) 3726600
SOCIAl SEIVICES. ...ttt eeee ettt e e e e e e e e e e e e e a e e e (312) 7479399
Vice President of Student Affairs...........oooevviiiiiiicc e (312) 9356432
StUENT SEIVICES/ATTAIIS. ...ttt e et r e e e e e e e e e eeeeean (312)9356213
LOPata RESOUICE CENLEN..........vuiiiiiiiii it vt iees e e s e e e e e e e e e s ameesa s e e e e e eeeeeeaeseessnnnsend (312) 9354855

DuPage Campus

Emergency Numbers

Fire and Police (EMEergenCy ONIY).........ooeeeiuiuiiuiire e ereera e e e e e e e e e e e aaeeeaes 9-911
AUrora Police DePartMEN........couuiiiiiiiiiiiii e (630) 8591700
Aurora Fire Departmerit Central Station............cccoeeviiieeeeceeciiiiiiee e, (630) 8443635
Other Important Numbers
Kim Otto, Counseling Service {adents allowed 5 free sessions)..............cccccuveee (312) 2171802
Social Service & Welfare Organizations..............ceeeeeeeeseeeeviiiiiiieeee e e e e eeeeeeeen (630) 8442662
Sexual ASSAUIL SEIVICES.......ooiiiiiiii e e (630) 7906600
Rape CrisiS HONE..........ooiieeeeee et e e e e e aeeee s (630) 9713927
Suicide Prevention Service & CounSeling.........ccccoveiiiiiiiicceee, (630) 8591291
N AT\ 07 o] Y U] (0] = TSP (630) 8968588
Director of AAMINISTIATION........uuuiiiiiiiiiiiii e (630) 3758155
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Lake County Campus

Emergency Numbers

Fire and Police (EMEergency ONIY).........ooeeeuuuiiuniiimre e e e e erenranre e e e e e e e e e e e aeeeeees 9-911

Waukegan Police DepartmMent........ccooeeeeeiiiiiiieeeiieeeeeeeeeeeeeeeeeeeetenee e eeeeeeeeeneend (847) 2495410

Waukegan Fire DepartMent............ciiiiiiii e ceceiiie s e e e e e eee s eeees e e e e e e e e e eeeeennnnes (847) 3669000
Other Important Numbers

RAPECHISIS HONE ...t e e e e e eneee s (888) 2932080

YWCA Of LAKE COUNLY....uuiiiiiiiie e ciiieeeeeeeeee et mmme e e an (847) 6624247

(@001 01U L3 D1 =T o (o} PSP (847) 5786030

O6Hare Campus

Emergency Numbers

Fire and Police (EMErgencCy ONIY)......coooiiiiiiiiiieeee e e e e e ean 9-911

Bensenville Police Department................uuuuiiiccsreeeeiiiiecese e eeeeren e (630) 3503455

Bensenville Fire DepartmMent..........ooooiiiiiiiiiiiieee e e (630) 3503441
Other Important Numbers

SusarReynolds, Counseling Servicaydents allowed 5 free sessions)................ (312) 7911618

CommUNILY CrISIS CONTEI......ceiiieiie et e e bbb (847) 6972380

Director of AdMINISIratioN.............ovuiiuiiiiiire e errr e e e e e e e e eees (630) 78%7807

Orland Park Campus

Emergency Numbers

Fire and Police (eMGENCY ONIY)........cooiiiiiiiei e e e e e e e e e e e eeaes 9-911
Orland Park Police Department..........ccccuuiiiiiiiieeeeeeeeeeeee e (708) 3640447
Orland Park Fire Department..........cccoeiiiieeiiiieeeiiiiee e e eeeeeeeveene e e e e e eeeeaannens (708) 3494111
Other Important Numbers
Kim Otto, Counseling Servicet(glents allowed 5 free sessions)..............cccccuveee (312) 2171802
Crisis Center for South Suburbia Hotline...............coooii e, (708 4297233
South Suburbia Rape Crisis HOthNe...........ooooiiiiieeee e (708) 7485672
Director of AdMINISIIAtION..........ccvviiiiie e eerne e (Z£08) 2265303
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Peoria Campus

Emergency Numbers

Fire and Police (EMEergency ONIY).........ooeeeuuuiiuniiimre e e e e erenranre e e e e e e e e e e e aeeeeees 9-911
Peoria PoliCe DePArtMENL...........uuuuiiiii et eeeeees e e e e e e e e e e e eeeeeaneees (309) 6863359
Peoria Fire DepPartMment.............iiiiiiiii e ceeeiiis e e s e e e e e e e e e e e eeees s e e e e e e e e eaeeeeeeeesennnaned (309) 4948700
Other Important Numbers
Sharon Nagi-Phelps, Counseling Servicdydents allowed 5 free sessions)......... (217) 8995321
e 1oL O Y SR =T o1 = S (309) 8274005
DALY OF N o) =0 - VOSSR (309) 6741167
SOCIAI SEIVICES. ....eiiitiiiiii ettt eeeei st e e e e ettt eaee e e e e e e eeeeeeeeaetsann e mmmreeeesnrnes (800) 3384636
Director of AAMINISTIATION.........uuuiiiiiiiiiiiii e (309) 6368654
SchaumburgCampus
Emergency Numbers

Fire and Police (EMErgencCy ONIY)......coooi i eeee bbb e e e e ean 9-911
SchaumburdPoliCe DEPartMENT.........ccoiiiiieieee e e e e e e e e e s emaera e e e e e eeas
SchaumbUrgrire DEPAITMENL. ......oeiiiiiiiie e ee e eenees bbb e e ee e

Other Important Numbers
Counseling Service figdents allowe® free SESSIONS).......uuiiiiiiiii i e cceeeccce e eeee e
Rape Information & COUNSEIING SEIVICES..........uuiiiiiiiiiiiiieeeiiiiii ettt e e e e
Sucide Prevention CriSiS INtEIVENTIAN...........uuuuiiiiiiiiiiieeeiiiiiiiiiiee e e e e e e e e e eeeree e e e e e e e e e e e e e e e e e s s s s sannes
(D)1 =Tox (o] g} /Yo [ 11811 7> {0 o 1

Springfield Campus

Emergency Numbers

Fire and Police (EMEergenCy ONIY).........oooeeiiiuiieiicreeeeeeei e ereera e e e e e e e e e e e aeaeeaes 9-911

Springfield Police& Fire DepartmMent...........cooueeiiiiiiiiiicce e (217) 7892186
Other Important Numbers

Heidi Atkins, Counseling Servidastudents allowed free sessions)...................... (217) 4837104

Rape Information & Counseling SErvICES............uuuuuiiiiiiiieemiiiiiiiiieiieeeee e (217) 7538081

Suicide Prevention Crisis INterventiOn...........ccoveeiviiiviccciie e mmmeeeaan (217) 5251789

Director of AAMINISTIATION........uuuuiiiiiiiiiiii e (217) 7934232
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