
What to do in an Emergency 

Get Safe 

First thing’s first; get to a safe location.  This could mean moving to a different room, building or 
outdoor area.  It could also mean staying where you are.  You will need to use your own 
judgement and the input of the people around you to decide on the safest course of action.   
Make sure to familiarize yourself with your surroundings and always know how to get out of a 
building. 

Call 911 for Immediate Emergencies 

Call 911 and give the following information. 

• Your name and phone number (in case you get disconnected) 
• Your location 
• What the emergency is 
• Whatever information you can provide about the number of people involved and their 

injuries (if any) 
• Answer any questions the dispatcher has and stay on the line if asked to, unless staying 

on the line interferes with your safety.   

Call 911 even if you don’t have all the information above.  Don’t let not knowing your address 
stop you from calling 911. 

Evacuate or Shelter-In-Place 

Knowing whether to evacuate or stay where you are is very important to your safety in an 
emergency.  This decision should be made using all the information available to you such as: 

• What is the nature of the emergency? 
• Am I unsafe where I am right now? 
• Is my exit path safe? 
• Is my evacuation destination safe?  

Evacuation Tips 

You should evacuate if you are in danger where you are.  Keep in mind that evacuations can 
sometimes be very stressful, and the human brain does not always function expected while it is 
under stress.  To help offset the risk of making bad decisions during times of stress, familiarize 
yourself with the following tips. 



• KNOW YOUR EVACUATION ROUTES AHEAD OF TIME 
• Remember where to go if you evacuate; where is your emergency assembly point? 
• Remember to use stairs, NOT ELEVATORS in an emergency. 
• When you are safe, make sure to notify the people who will be concerned about your 

safety. 
• Do you have a Go Bag?  See Emergency Management tab for link.   

Shelter in Place 

Sheltering in place is done when evacuation is unsafe or when a dangerous situation arises in 
which you are safer where you are than you would be if you left.  Even though you aren’t going 
anywhere yet, sheltering in place requires you to continue making decisions about your safety. 

• Send a notification to let people know where you are.  Use your cell phone or a campus 
phone located in most classrooms/offices.  Call 911 to let a dispatcher know where you 
are. 

• Make a decision about whether you need to secure the door to the room you are in. 
• Classrooms have an Emergency Action Plan binder on the wall.  Inside this binder are 

colored signs for you to put in the window to notify responders that you are in that 
room.  Place the appropriate color in the window.   

• Do you have a household emergency supply kit?  See Emergency Management tab for 
link. 


