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WHY HAVE AN EMERGENCY EVACUATION PLAN?

During certain emergency conditions, it may be necessary to evacuate a building. Examples of emergencies where evacuation maybe required include: smoke/fire, gas leak, bomb threat, active shooter, weather extremes, etc. Pre-planning and rehearsal are effective ways to ensure that building occupants recognize the evacuation alarm and know how to respond. Practicing an evacuation during a non-emergency drill provides training that will be valuable in an emergency situation.  Additional information, regarding issues such as severe weather, bomb threats, etc., can be found on the ISU home page http://www.isu.edu/ and on the ISU Public Safety website: http://www.isu.edu/pubsafe/
EVACUATION DRILL POLICY
1.
Evacuation drills shall be conducted at least once every year at unexpected times and under varying conditions to simulate the unusual conditions that occur should an evacuation be necessary. These drills may be obstructed, (having various means of exit made temporarily unavailable) in order to familiarize occupants with secondary routes of evacuation, or unobstructed.

2.
Evacuation drills will be scheduled by the Building Coordinator and Public Safety at least one week prior to the drill.

3.
Evacuation drills shall involve all occupants. Everyone shall leave the building when the fire alarm sounds. Exceptions are strongly discouraged. It may be advisable to notify anyone needing special assistance prior to the planned evacuation drills.

4. 
In the conduct of drills, emphasis shall be placed upon orderly evacuation under proper discipline rather than upon speed. The Building Coordinator and Floor Proctors are expected to perform their assigned duties as if in an actual emergency situation.

5. Provisions should be made for timing and evaluating the orderliness of each drill. The Public Safety Department will provide Evacuation Drill Report forms.

  [image: image6.wmf][image: image7.wmf]
Reporting Procedures
 SEQ CHAPTER \h \r 1A.
Campus Emergency Services: ON CAMPUS dial 2515, OFF CAMPUS dial 282-2515.

B.
In a medical or police emergency in which Public Safety cannot be reached, dial 911.
C.
When calling, stay calm and carefully explain the problem and location to the Dispatcher.

D.
Do not hang up until told to do so.

E.
Notify the Building Coordinator of any emergency situations.

E.
Keep calm.  Keep others calm.
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Name
Phone#


Emergency Operator (All life-threatening Emergencies)

911
Public Safety 

282-2515

 Adjust bldg. maintenance number and phone for your bldg.
Bldg. Maintenance ## (Building Problems and Repair)

#-####


24hr Dispatch (Elevator & Pest problems, After-hours Maintenance)

282-2515


Technical Safety Dept. (Chemical spills/problems)

2310 & 2515



After normal work hours call Public Safety at ext. 2515.

Insert Lockdown Coordinator Here

#-####

Insert Building Coordinator Here

#-####

Insert Floor Monitor Here (if different from above)

#-####
Portneuf Medical Center

239-1000
Eastern Idaho Medical Center (IF)

529-6111
Pocatello Fire Department (Non-Emergency)

234-6202
Pocatello Police Department (Non-Emergency)

234-6100


Idaho Falls Fire Department (Non-Emergency)

612-8495
Idaho Falls Police Department (Non-Emergency)

529-1200
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	Name
	Office Location
	Office Phone 
	Home Phone
	Title

	
	
	
	
	Building Coordinator

	
	
	
	
	Assistant Bldg. Coordinator

	
	
	
	
	Floor Monitor(s)

	
	
	
	
	(Any other)

	
	
	
	
	Lockdown Coordinator
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Name
 Rm.            Phone
              E-mail

BASEMENT:

ALTERNATE:


                   

Insert All Information Here
1ST FLOOR:

ALTERNATE:

2ND FLOOR:

ALTERNATE:


3RD FLOOR:

ALTERNATE:


Add Floors as Needed
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1.
Serve as a liaison with emergency responders (e.g., fire department, Public Safety, ambulance). 

2.
Meet responders upon their arrival and convey specific information about hazards in the building, access, locations of persons with special needs, etc.

3.
Maintain communication with Floor Monitors regarding the status of the emergency.

4. Upon receiving clearance from the emergency responders, notify Floor Monitors and building occupants that the building is safe for re-entry.

5. Keep Evacuation Plan, Contact Persons and Numbers and Floor Diagrams up to date.

6. Conduct and/or assist in Fire Drills.

7. Assign area to assemble after evacuation.

8. Assist in training and/or scheduling of training the building occupants in emergency procedures.

9.
Inform classroom instructors of their responsibility to provide pertinent information both at the beginning of a semester and at the time of the evacuation to ensure that students evacuate the building in a safe manner.
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1.
Routinely inspect for possible fire hazards on your floor and report to the Building Coordinator.

2.
Know locations of and how to use all fire protection equipment on your floor.

3.
Ensure that occupants (including new employees) are familiar with evacuation procedures.

4. 
Be aware of building occupants with special needs who may need assistance during an evacuation (e.g., hearing- or sight-impaired, on crutches, in a wheelchair).
5.
As an integral part of the building’s emergency communication network, floor proctors are to ensure that occupants on their floor are aware of an emergency and the need to evacuate.

6.
Call 911 and/or pull the fire alarm whenever a situation could pose immediate danger to people, property, or processes in the building.

7.
Assist in the evacuation process as indicated in the Floor Proctor Evacuation Procedure.
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         RESPONSIBILITIES
1.
Assume the duties in the absence of or assist the Floor Monitor in the duties listed above. 


Checklist 6D - Deans & Directors
Assignment: UNIVERSITY MANAGEMENT
	Position
	Deans and Directors

	Section
	University Management


FOR IMMEDIATE CONSIDERATION OR ACTION
	(
	Remain calm.

	(
	Turn on your cellular phone.

	(
	Assess situation and coordinate information with Public Safety & VP Academic Affairs.

	(
	If situation warrants evacuation of your building, coordinate evacuation with Public Safety.  See Section 8.2 of the Emergency Response Plan on Evacuation Procedures. Do not go to incident site.

	(
	Implement telephone tree and advise your staff.

	(
	Inform and brief your staff on the emergency situation as it affects their areas.

	(
	Provide resources or resource information to the Management/Command Group.

	(
	Provide volunteer resources as available.


If Lockdown of Your Building is Required:
	(
	If a lockdown of your building is required, you will be notified via the Emergency Notification System.

	(
	Coordinate the lockdown with other Deans/Directors in your Bldg and your Bldg. Coordinator.  The lockdown procedures can also be found in the Emergency Response Plan on the Public Safety website, www.isu.edu/pubsafe , Chapter 9, Section 9.7.4.

	
	Locate and use the Lockdown Procedure Packet in your building.

	(
	Ensure that all classrooms, labs, etc. are notified and instruct them to remain in classrooms until further notice. Provide them with a copy of the  lockdown procedures. 

	(
	Students and faculty are to remain in their classrooms.  Do Not answer the door.

	(
	Keep back from any windows and doors, lay flat on the floor or seek protective cover for you and others (concrete walls, thick desks, filing cabinets. Cover may protect you from bullets).

	(
	Remain calm and assist others with you in remaining calm, quiet and out of sight.

	(
	Place signs in exterior windows to identify the location of injured persons.

	(
	All doors, windows, and classrooms will be closed and locked or barricaded, if possible.

	(
	Turn off all lights and close blinds.

	(
	Silence all cell phones.

	(
	Once in a lockdown area, building occupants should call 911 or Public Safety at 282-2515 and give the dispatchers the phone number(s) at which they can be reached for further instructions.

	(
	If you cannot get through by phone and have e-mail or text message capability, contact Public Safety at emergency@isu.edu.  Public Safety Dispatch will immediately receive and respond to the message.

	(
	Account for everyone in the room or office.

	(
	Do Not Approach Emergency Responders - let them come to you.

	(
	Building occupants should remain in that area until they receive further instructions or an (all clear( is issued.

	(
	No one will be allowed to enter or leave the building(s) or area(s).

	(
	Parents, friends, concerned loved ones will not be allowed to pickup faculty, staff or students from the university, unless instructed to do so.

	(
	Lock all exterior doors to building and post the provided Lockdown Signs on the inside and outside of each door.

	(
	Once lockdown is completed notify emergency response personnel and man the main office to receive any other instructions.

	(
	Once (all clear( is called, notify all classrooms, labs, etc.

	(
	Unlock all exterior doors and remove Lockdown Signs.

	(
	Notify Emergency Response Personnel when unlock is complete.


Departments are encouraged to review the areas surrounding their departmental space to include public spaces in their notification procedures.  Such areas should include classrooms, seminar rooms, conference rooms, lecture rooms, lounges and restrooms.  During an (active threat( situation, there is no guarantee that persons occupying such space (i.e. k-12 students, teachers or staff, visitors/lecturers on campus, conference attendees, etc.) will receive a notification that an (active threat( exists.  Therefore departments are encouraged to establish mechanisms to notify persons in these areas of the status of an active threat situation, as long as it is safe to do so.

In buildings where there are multiple departments the coordination of these procedures will reduce the responsibility of any single department.  In this section, the department can include a listing of those spaces and an assignment of responsibility to notify persons who occupy those spaces of an existing (active threat.( 

Whereas local k-12 students, teachers and staff may be attending classes, conferences, field trips, etc., we have included the Superintendent of School District 25 on our Emergency Notification Phone Tree.  If any department is hosting events for other school districts you will need to add them to your notification responsibilities.

Building Coordinators/Floor Monitorstc \l3 "4.6.5
Checklist 6E - Building Coordinators/Floor Monitors
Assignment: Building Coordinator - Person Responsible for Area Evacuation Program

	Position
	Appointed by Dean or Director

	Section
	University Management


FOR IMMEDIATE ACTION OR CONSIDERATION
	(
	Remain calm.

	(
	Turn on your cellular phone. Do not go to incident site.

	(
	Evaluate the impact the emergency may be having on the facility and take appropriate action.  This may include recommending that operations in the facility be ceased and that building evacuation procedures be initiated.

	(
	If situation warrants evacuation of your building, coordinate evacuation with Public Safety. See Section 8.2 of the Emergency Response Plan on Evacuation Procedures. 

	(
	Go to the outside of the building to meet floor monitors as they finish evacuating their areas.

	(
	Keep track of which floors are evacuated and which are not.

	(
	Assist in the accounting of faculty/staff/students from your facility.

	(
	Maintain communications from your area (or from an alternate site if necessary) with emergency and EOC officials. Give them the location of anyone who is unable to evacuate. Inform them of anyone who refuses to evacuate.


If Lockdown of Your Building is Required:
	(
	If a lockdown of your building is required, you will be notified via the Emergency Notification System.

	(
	Coordinate the lockdown with Deans/Director in your Bldg.  The lockdown procedures can be found in the Emergency Response Plan on the Public Safety website, www.isu.edu/pubsafe , Chapter 9, Section 9.7.4.

	(
	Locate and use the Lockdown Procedure Packet in your building.

	(
	Ensure that all classrooms, labs, etc. are notified and instruct them to remain in classrooms until further notice. Provide them with a copy of the  lockdown procedures.

	(
	Students and faculty are to remain in their classrooms.  Do Not answer the door.

	(
	Keep back from any windows and doors, lay flat on the floor or seek protective cover for your self and others (concrete walls, thick desks, filing cabinets. Cover may protect you from bullets).

	(
	Remain calm and assist others with you in remaining calm, quiet and out of sight.

	(
	Place signs in exterior windows to identify the location of injured persons.

	(
	All doors, windows, and classrooms will be closed and locked or barricaded, if possible.

	(
	Turn off all lights and close blinds.

	(
	Silence all cell phones.

	(
	Once in a lockdown area, building occupants should call 911 or Public Safety at 282-2515 and give the dispatchers the phone number(s) at which they can be reached for further instructions.

	(
	If you cannot get through by phone and have e-mail or text message capability, contact Public Safety at emergency@isu.edu.  Public Safety Dispatch will immediately receive and respond to the message.

	(
	Account for everyone in the room or office.

	(
	Do Not Approach Emergency Responders - let them come to you.

	(
	Building occupants  should remain in that area until they receive further instructions or an (all clear( is issued.

	(
	No one will be allowed to enter or leave the building(s) or area(s).

	(
	Parents, friends, concerned loved ones will not be allowed to pickup faculty, staff or students from the university, unless instructed to do so.

	(
	Lock all exterior doors to building and post the provided Lockdown Signs on the inside and outside of each door.

	(
	Once lockdown is completed notify emergency response personnel and help man the main office to receive any other instructions.

	(
	Once (all clear( is called, notify all classrooms, labs, etc.

	(
	Unlock all exterior doors and remove Lockdown Signs.

	(
	Notify Emergency Response Personnel when unlock is complete.


Departments are encouraged to review the areas surrounding their departmental space to include public spaces in their notification procedures.  Such areas should include classrooms, seminar rooms, conference rooms, lecture rooms, lounges and restrooms.  During an (active threat( situation, there is no guarantee that persons occupying such space (i.e. k-12 students, teachers or staff, visitors/lecturers on campus, conference attendees, etc.) will receive a notification that an (active threat( exists.  Therefore departments are encouraged to establish mechanisms to notify persons in these areas of the status of an active threat situation, as long as it is safe to do so.

In buildings where there are multiple departments the coordination of these procedures will reduce the responsibility of any single department.  In this section, the department can include a listing of those spaces and an assignment of responsibility to notify persons who occupy those spaces of an existing (active threat.( 

Whereas local k-12 students, teachers and staff may be attending classes, conferences, field trips, etc., we have included the Superintendent of School District 25 on our Emergency Notification Phone Tree.  If any department is hosting events for other school districts you will need to add them to your notification responsibilities.
Floor Monitor - Person Responsible for Evacuating A Specific Area
	(
	Remain calm.

	(
	Turn on your cellular phone. Do not go to the incident cite.

	(
	Coordinate with the Building Coordinator and evaluate the impact the emergency may be having on the facility and take appropriate action.  This may include recommending that operations in the facility be ceased and that building evacuation procedures be initiated. 

	(
	If situation warrants evacuation of your building, coordinate evacuation with Public Safety. See Section 8.2 of the Emergency Response Plan on Evacuation Procedures. 

	(
	If possible, without endangering yourself, when the alarm sounds, go door-to-door and inform everyone in your area they must leave the building, and direct them to the nearest exit.

	(
	Start at the furthest point from the exit and evacuate back to the exit.

	(
	Identify persons with disabilities and direct/assist them to an area of rescue.

	(
	After directing everyone to evacuate, report pertinent information to the Building Coordinator (e.g., evacuation status, location of persons with special needs, type and location of emergency).

	(
	Proceed to your assigned entrance until further notice from the Building Coordinator.  Do not allow personnel to re-enter the building until you have been notified to do so.  Emergency personnel often silence the alarm in order to communicate with each other.  Silencing the alarm is NOT a signal for personnel to re-enter.

	(

	If a lockdown of your building is required, you will be notified via the Building Coordinator.  Follow their instructions regarding the lockdown procedures.
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Insert Floor Monitor Entrance Assignments here.
Floor Monitor Entrance Assignments 


Floor monitors are assigned to an entrance to make sure everyone is exiting as they should be and possibly avoiding doors they shouldn’t be using.
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 SEQ CHAPTER \h \r 1Preparing For an Emergency or Evacuation

· You are responsible for your own safety! Stay calm - avoid panic and confusion.
· Know your building’s floor plan. Know where the stairs and fire extinguishers are located.
· Know how to report an emergency (911 or Public Safety 282-2515).
· Determine in advance the nearest exit from your work location and the route you will follow to reach the exit in an emergency. Know the locations of alternate exits from your area.
· If you work in an office, know exactly how many doors you will pass along your evacuation route before you reach the nearest exit door. In heavy smoke, you can count the number of doors as you pass, so you will know when you reach the exit door.
· Emergency evacuation signage is posted in buildings so that occupants can become familiar with the evacuation routes and assembly points for their area.
Building Evacuation tc "8.2
Building Evacuation " \l 2
· All building evacuations will occur when an alarm sounds and/or upon notification by Public Safety or the Building Coordinator. 

· When the building evacuation alarm is activated during an emergency leave by the nearest marked exit and alert others to do the same. WALK - do not run. Inform visitors of pertinent information about evacuation procedures. 
· If time and conditions permit, secure your workplace and take with you important personal items such as car keys, purse, medication(s), glasses, etc. Turn off unnecessary equipment, if possible.
· Close but DO NOT LOCK doors as you leave.
· Follow instructions from emergency personnel or your Building Coordinator.

· Keep noise to a minimum so you can hear emergency instructions.

· Use handrails in stairwells, stay to the right.
· Assist people with disabilities.

· Persons needing special assistance who are not able to exit directly from the building are to proceed to and remain in a stairwell vestibule.  Inform evacuating occupants to notify the Building Coordinator of your location.  Emergency personnel will evacuate occupants needing special assistance from the building.
· Remember that elevators are reserved for persons with disabilities.  Never use an elevator in a fire or earthquake.  Electric power is likely to fail in both cases leaving you trapped. 

· Once outside, move quickly away from the building and watch for falling glass and debris. 

· Proceed to the designated area of assembly.  This should be a clear area that is at least 300 feet or further, depending on the type of incident, away from the affected building.  Stay there.

· Keep streets, fire lanes, hydrant areas, and walkways clear for emergency vehicles and personnel.  Know your area assembly points.  
· Immediately notify your Building Coordinator of any injured persons and individuals remaining in the affected building.  

· Do Not Approach Emergency Responders unless absolutely necessary.

·  SEQ CHAPTER \h \r 1Do not re-enter an evacuated building unless told to do so by emergency personnel, Building Coordinator or other university officials.. Emergency personnel often silence the alarm in order to communicate with each other. Silencing the alarm is NOT a signal for occupants to re-enter!                                                                                                                          
IMPORTANT: After any evacuation, report to your designated assembly point.  Stay there until an accurate head count is taken.  The Building Coordinator will take attendance and assist in accounting for all building occupants.
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Evacuation Procedures for Individuals with a Disability

Buddy System Option

Make use of a "Buddy System."  Individuals with a disability should inform colleagues of any special assistance that may be required in the event of an emergency or emergency evacuation (i.e., hearing the alarm, guidance during the alarm, etc.).

When there has been notification of an emergency situation, the "Buddy" will make sure of the location of the person with a disability, then go outside and inform emergency personnel that a person in that location needs assistance in leaving the building.  Emergency personnel will then enter the building and evacuate that person.

 SEQ CHAPTER \h \r 1Evacuation may not be necessary or advisable.  If persons with disabilities cannot be transported from the building without using an elevator, assist persons with disabilities to the designated “Persons with Disabilities Rescue Area” on each floor of the building.  Never use an elevator in a fire or earthquake.  Be prepared to notify rescue personnel immediately upon their arrival of the location of any persons with disabilities in such rescue areas. 

If immediate evacuation is necessary, be aware of the following considerations:

Non-Ambulatory Persons:

· Wheelchairs have many moving parts, some are not designed to withstand stress or lifting.

· You may need to remove the chair batteries. Life support equipment may be attached.

· In a life-threatening emergency it may be necessary to remove an individual from their wheelchair.  Lifting a person with minimal ability to move may be dangerous.

· If necessary, two or three individuals may carry non-ambulatory persons from the building.

· Wheelchairs should not be used to descend stairwells, if at all possible.

· Non-ambulatory persons may have respiratory complications.  Remove them from smoke or fumes immediately and determine their needs and preferences.

· Ways of being removed from the wheelchair.

· Whether to extend or move extremities when lifting because of pain, catheter leg bags, spasticity, braces, etc.

· Whether to carry forward or backward on a flight of stairs.

· Whether a seat cushion or pad should be brought along if the wheelchair is being left behind.

· In lieu of a wheelchair, does the person prefer a stretcher, chair with cushion/aid, or car seat?

· Is paramedic assistance necessary.


Always consult with the person in the chair regarding how best to assist them.

Visually Impaired Persons:

Most visually impaired persons will be familiar with their immediate surroundings.  In an emergency situation:

· Describe the nature of the emergency and offer to act as a “sighted guide” - offer your elbow and escort him/her to a safe place.

· As you walk, describe where you are and advise of any obstacles.

· When you have reached safety, orient the person as to where you are and ask if further assistance is needed.

Hearing Impaired Persons:

Because persons with impaired hearing may not perceive emergency alarms, an alternative warning technique is required.  Two methods of warning:

· Write a note describing the emergency and the nearest evacuation route (“Fire. Go out rear door to the right and down, NOW!”). 
· Turn the light switch off and on to gain attention, then indicate through gestures what is happening and what to do.
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Person Needing Assistance                                              
“Buddy”   

(Insert person’s name here)                                                    (Insert Buddy’s name here)
NOTE – PUBLIC SAFETY HAS EVAC CHAIRS FOR ANYONE WHO IS WHEELCHAIR BOUND OR IMMOBILIZED.  BLDG. COORDINATORS/FLOOR MONITORS SHOULD MAKE FIRST RESPONDERS AWARE OF ANY PERSONS NEEDING THIS ASSISTANCE
AND THEIR LOCATIONS.
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After exiting the building, faculty, staff, students and visitors will follow the evacuation route to a pre-arranged area of assembly.  The Building Coordinator, with the help of floor monitors is responsible for making a head count and reporting any problems (i.e., missing persons, injuries, etc.).  Make sure everyone stays within their respective group at the area of assembly.  Ensure no one leaves until notified by first responders.

List areas of assembly below.  More than one area may be needed. Areas of assembly should be at least 200 feet from the building and clear of emergency vehicle access. Ensure that building occupants are aware of assembly areas.
Insert Floor Plans here as outlined in the table of contents. Adjust page numbers to fit the number of floor plans for your building.

Remove this page after plans are inserted.
Emergency Floor Plans

15
Lockdown Procedures


A lockdown is used when there is an immediate threat of violence in or around the university.  A lockdown minimizes access and visibility and shelters students, faculty, staff and visitors in secure locations.   Faculty/Staff members are responsible for students and ensuring that no one leaves the safe area.  

Lockdown procedures would only be invoked in situations which constitute life-threatening events, and where a facility evacuation could be fatal.  A lockdown will be called by the President or his designee, the Pocatello Police Department or other emergency responders.  Public Safety and Facilities Services will secure building entrances, ensuring that no unauthorized individuals leave or enter the building. 

Notification of a lockdown will be initiated senior university officials and implemented  by Public Safety using the following methods:

By the automated telephone message system

by phone tree

by e-mail

by University homepage & the Public Safety homepage

by the university closure phone line

by using staff to make physical contact at each building

by vehicle & handheld public address systems

by campus-wide public address system
by using public and private television stations

by using the ISU campus information radio station (station 1610 am)

After hours notification will be initiated by Public Safety using the above-mentioned methods.  

During a lock-down faculty, staff and students should ensure that:
	(
	Students and faculty are to remain in their classrooms.  Do Not answer the door.

	(
	Keep back from any windows and doors, lay flat on the floor or seek protective cover for you and others (concrete walls, thick desks, filing cabinets. Cover may protect you from bullets).

	(
	Remain calm and assist others with you in remaining calm, quiet and out of sight.

	(
	Place signs in exterior windows to identify the location of injured persons.

	(
	All doors, windows, and classrooms will be closed and locked or barricaded, if possible.

	(
	Turn off all lights and close blinds.

	(
	Silence all cell phones.

	(
	Once in a lockdown area, building occupants should call 911 or Public Safety at 282-2515 and give the dispatchers the phone number(s) at which they can be reached for further instructions.

	(
	If you cannot get through by phone and have e-mail or text message capability, contact Public Safety at emergency@isu.edu.  Public Safety Dispatch will immediately receive and respond to the message.

	(
	Account for everyone in the room or office.

	(
	Do Not Approach Emergency Responders - let them come to you.

	(
	Building occupants  should remain in that area until they receive further instructions or an (all clear( is issued.

	(
	No one will be allowed to enter or leave the building(s) or area(s).

	(
	Parents, friends, concerned loved ones will not be allowed to pickup faculty, staff or students from the university, unless instructed to do so.


Public Safety officers and other emergency responders will remain near outside entrances, if possible without putting themselves in danger, to discourage others from entering the building(s) until proper authorities have issued an (all clear.(
Un-Securing An Areatc \l2 "Un-Securing An Area
· Consider risks before un-securing rooms.

· Remember, the shooter will not stop until they are engaged by an outside force.

· Attempts to rescue people should only be attempted if it can be accomplished without further endangering the persons inside a secured area.

· Consider the safety of masses -vs- the safety of a few.

· If doubt exists for the safety of the individuals inside a room, the area should remain secured.

Attachment A 

Emergency Evacuation Special Needs Notification

State law requires that you be informed that you are entitled to: (1) request to be informed about the information collected about yourself on this form (with a few exceptions as provided by law); (2) receive and review that information; and (3) have the information corrected at no charge. Contact: ???
This form is for employees of the (Insert Department name here), Idaho State University, to provide information about special assistance that may be needed in case of an emergency evacuation while at work.  The information provided will be kept confidential and will not be placed in any personnel files.  The Building Coordinator will retain the completed forms, and may communicate special needs to the appropriate Floor Proctors, safety / emergency personnel, “Buddy System” volunteers, or other individuals who may be entitled to the information necessary to fulfill their responsibilities under our Emergency Evacuation Plan.

Please be aware that self-identification is voluntary and employees are not required to provide this information. 


Employee Name:











Work Location 
(Insert floor here)



Suite/Office #

_________


Please describe the type of assistance you think will be needed in case of an emergency evacuation:
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tc \l1 "
EMERGENCY 
tc \l1 "EMERGENCY 
This Building is in LOCKDOWN
tc \l1 "This Building is in LOCKDOWN
     NO ONE may enter or exit.

     Leave campus immediately.

For further information

visit the ISU homepage at www.isu.edu
-OR-

 call the emergency hotline at 282-3936

ISU PUBLIC SAFETY
Exercise Report Form OR Evacuation/Lockdown Report Form
Location/Building Name:  
     




Building Number:      
LI#      
Name of Responsible Person & Department:       
Date:      
Time Drill Started:        


Time Drill Ended:       

Total Time:      
 Time Actual Evacuation Started:      


Time Evac Ended:      

Total Time for Evac:      
Please note whether it is an exercise or evacuation/lockdown due to emergency:  FORMCHECKBOX 
 Exercise   FORMCHECKBOX 
 Evacuation  FORMCHECKBOX 
Lockdown
Type of Exercise or Emergency Response:

 FORMCHECKBOX 
Table-Top





 FORMCHECKBOX 
Full-Scale Exercise
 FORMCHECKBOX 
Drill
 FORMCHECKBOX 
Functional





 FORMCHECKBOX 
Lockdown

 FORMCHECKBOX 
Notification Exercise

 FORMCHECKBOX 
Shelter-In-Place




 FORMCHECKBOX 
Evacuation

 FORMCHECKBOX 
Utility Failure
 FORMCHECKBOX 
Bomb Threat





 FORMCHECKBOX 
Active Shooter

 FORMCHECKBOX 
Gas Leak

 FORMCHECKBOX 
Hazmat





 FORMCHECKBOX 
Reactor

 FORMCHECKBOX 
Weather Extreme

 FORMCHECKBOX 
Fire






 FORMCHECKBOX 
Nuclear Attack
 FORMCHECKBOX 
Other (specify):      
Notification Sent To:

 FORMCHECKBOX 
Campus-Wide





 FORMCHECKBOX 
Campus Wide & Participants
 FORMCHECKBOX 
ISU Maintenance



 FORMCHECKBOX 
Administration (President, VP’s, etc.)


 FORMCHECKBOX 
Public Safety Employees
 FORMCHECKBOX 
Bldg. Occupants
 FORMCHECKBOX 
Local Authorities




 FORMCHECKBOX 
 Bldg. Coordinator

 FORMCHECKBOX 
 Other (specify):      
How Was Notification Made:



Weather Conditions:

 FORMCHECKBOX 
By mass e-mail




 FORMCHECKBOX 
Rainy

 FORMCHECKBOX 
By faculty/staff/student bulletin boards


 FORMCHECKBOX 
Rainy w/flooding

 FORMCHECKBOX 
Local TV/Newspaper




 FORMCHECKBOX 
Snowy



 FORMCHECKBOX 
ISU Newspaper




 FORMCHECKBOX 
Thunder/Lightning

 FORMCHECKBOX 
ISU Radio Station




 FORMCHECKBOX 
Clear/Cold

 FORMCHECKBOX 
ISU’s News & Notes




 FORMCHECKBOX 
Clear/Warm
 FORMCHECKBOX 
ISU Safety Newsletter




 FORMCHECKBOX 
Cloudy/Cold
 FORMCHECKBOX 
Fire Alarm





 FORMCHECKBOX 
Cloudy/Warm
 FORMCHECKBOX 
Smoke Detector




 FORMCHECKBOX 
Other (specify):     




 FORMCHECKBOX 
Pull Station
 FORMCHECKBOX 
Other (specify):     






Other Information:
Did everyone evacuate the building?








 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

If not, explain why not below in Brief Description section

Did occupants evacuate to designated assembly areas? Where:      





 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

Did building staff/coordinator or Public Safety account for all building occupants (to include guests/visitors)?      FORMCHECKBOX 
 Unknown
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

If so, what was the head count:      









Did building staff/coordinator provide training to building occupants?



      FORMCHECKBOX 
 Unknown
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No

If so, when? Date:     
Participation:  (Provide a list of ISU Staff and outside agencies, including their names, participating in the event)

     
Brief Description of Event: (Any special conditions that were simulated, problems encountered, who did not evacuate & why, etc.)
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