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Executive Summary 

 
 
The Eastern Kentucky University Emergency Action Plan (EAP) is designed to provide basic information so that the reader can 
be better prepared in the event of an emergency or critical incident.  The EAP is based upon the International Association of 
Campus Law Enforcement Administratorsô (IACLEA) model, which is rooted in the National Incident Management System 
(NIMS).  The EAP is not designed to give definitive answers for every type of emergency.  Each incident is unique and constantly 
evolving.  Only those involved in the incident can make decisions that they believe are correct to ensure their own safety.  The 
EAP provides resource material so that informed decisions can be made.  
 
This summary cannot provide detailed information about every type of incident.  For more detailed information, please consult 
the appropriate section of the Emergency Action Plan.  In order to ensure your safety, please follow the basic steps listed below. 
 
 
o Fires/Fire Alarms ï Evacuate the building immediately and do not return until authorized by emergency responders.  Always 

know at least two evacuation routes in case the primary evacuation route is blocked.  Do not use elevators. 

 

o Severe Weather ï Go to the interior of the lowest level of the structure away from windows, doors, and exterior walls.  

Remain there until the severe weather has passed. 

 

o Medical Emergencies ï Check to ensure you are safe, check the victim, call 911 for assistance, and render aid as necessary 

and appropriate to your training. 

 

o Crime and Violent Behavior ï Protect yourself as best you can and contact police as quickly as possible. 

 

o Hostile Intruder ï Includes a physically aggressive person, hostage taker, or an active shooter.  Stay as calm as possible, 

avoid drastic actions that could escalate the situation, and do what is necessary to protect yourself.  This could include 

running away, hiding, playing along, playing incapacitated, or fighting (if absolutely necessary). 

 

o Bomb Threats ï Leave the threatened area immediately and notify responders of any suspicious items you notice.  Be 

aware of the potential for a second threat in the evacuation area. 

 

o Hazardous Material Release or Spills ï Evacuate the spill area immediately and attempt to secure the area.  Attempt to 

isolate those who have been exposed.  Call 911 immediately and provide as much information about the incident as 

possible. 

 

o Seasonal or Pandemic Flu ï To avoid spreading germs, always cover your coughs and sneezes.  Wash hands or use 

sanitizer regularly.  If you are sick, do not come to work or class.  Get a yearly flu vaccination. 

 

Being prepared is the most important step that anyone can take to minimize their risks during an emergency.  Advanced planning 
can save time when making decisions about what action to take during a critical incident.   No document or person can provide 
concrete answers about a given situation.  Individuals are responsible for their own safety and to prepare themselves for 
emergencies.  The information provided in the Emergency Action Plan is designed to provide the resources for informed decision 
making.   We encourage you to familiarize yourself with the information contained within the EAP prior to an occurrence and to 
review the information on a regular basis. 
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YOUR BUILDING EMERGENCY ACTION PLAN 
 

As a member of the University Community, you should be familiar with the University Emergency Action Plan. This manual 
describes the procedures to follow in a variety of emergencies. 
 
As a building occupant, you need to be familiar with your specific Building Emergency Action Plan. Read it carefully. If you have 
any questions, consult your Department Safety Coordinator or Building Safety Team member (See the Term Definitions in 
Appendix A for an explanation of these positions). Keep the following in mind as you read this document: 

 
o Evacuation routes, exit points, and where to report for roll call after evacuating the building 
o When and how to evacuate the building 
o Locations of emergency materials that may be needed in an emergency, such as fire extinguishers and fire pull alarms 
o Proper procedures for notifying emergency responders about an emergency in the building or work area (Dial 911) 
o Additional responsibilities, specific to your building 
o Remember the following acronym: PEER ï Preparing for Emergencies is Everyoneôs Responsibility 

 
  FACILITY INFORMATION 

   (MODIFIABLE TO CREATE A BUILDING OR DEPARTMENT EMERGENCY ACTION PLAN) 
 

 
Facility Name: 
 

KEENE HALL 

 
Building Supervisor (BS)  
or Facility Leader (FL): 
 

 Email:  

 
BS or FL Address: 
 

 

 
BS or FL Telephone No.: 
 

Ph:  Fax/Alt: 

 
Alternate Building Supervisor  
or Facility Leader: 
 

 Email:  

Alternate BS or FL  
Campus Address: 
 

 

Alternate BS or FL  
Telephone No.: 
 

Ph:  Fax/Alt: 

 

 
BUILDING DESCRIPTION:  

 
Keene Hall is a 16 story co-ed traditionaly styled residence hall. The first and second floors are common areas, housing the 
lobby, front desk, mail room, conference room, kitchen, and laundry facitlities. The third through sixteenth floors are all 
identical with 22 residence hall rooms and a bathroom facitlity.   
 

 
EAA LOCATION:  

 

The Emergency Assembly Area is the front parking lot of Keene Hall on the south side of the building.  
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 Departments (Modifiable to Create a Building or Department Emergency Action Plan) 
 List the departments with employees in your building. 
 

Department Leadership Phone Building Room 

 
 

    

     

     

     

 
 
 
 
Building / Facility Safety Team (Modifiable to Create a Building or Department Emergency Action Plan) 
All departments with employees in your building should be represented on your team.  
List team members and positions (chair, vice-chair, other officers, members, etc.). 
 

Name Department Phone Building Room 

     

     

     

     

 
 

 
Critical Operations (Modifiable to Create a Building or Department Emergency Action Plan) 
In this section, include information about critical operations that require special care during an emergency. These areas 
should have their own plans to ensure the safety and security of materials and information housed there. Be sure to check 
with each department before completing this section. Employees may need to notify University Police and Richmond 
Fire/Rescue Departments about the following critical operations:  
 

Operation Room Department Responsible Person Phone 
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EMERGENCY NOTIFICATION SYSTEMS 
  

Eastern Kentucky University has implemented a multi-modal emergency notification system to inform the community 
about incidents and emergencies affecting campus. Realizing that message redundancy is a necessity, Eastern 
Kentucky University has seven primary notification systems available for the community. Any one, or a combination, of 
the alert methods listed below may be used depending on the nature and severity of the event.  
 
The primary message creator and/or sender is a Public Safety Team Member. A Public Safety Team Member is any 
one of the following positions: Telecommunicator, Police Supervisor (i.e. Lieutenant / Sergeant), Compliance & Telecom 
Manager, Director of Emergency Management and Security, Chief of Police, and/or Executive Director of Public Safety 
and Risk Management. Each position has the authority to create and/or send Emergency Notifications and/or Timely 
Warnings. Each position serves as a back up to the other positions. The message creator and/or sender is the most 
available team member with the most current and relevant knowledge about the situation. Alert methods to be used 
are determined by the message creator/sender based on the nature and severity of the event. Alert methods have been 
pre-determined for various events, however, methods may be altered as deemed appropriate by the message 
creator/sender. 
Certain University Administrators and the Regional Campus Directors are authorized and responsible for creating and 
sending Emergency Notifications and/or Timely Warnings specific to their campuses. 
 

Systems Include: 
 

¶ Siren/Public Address System - Audible sirens and announcements can be broadcast over four loudspeakers 

strategically placed on campus. This system can be activated by the EKU Division of Public Safety as well as 
the Madison County Emergency Management Agency for weather and community emergency notifications. 

¶ Text Messaging - An opt-in notification where a text message can be received on your mobile phone.  EKU 

does not charge for this service; however, your carrier may have standard text messaging charges. 
(Important: Students should re-enroll their mobile phone numbers at the beginning of each semester) 

¶ Voice Messaging - An opt-in notification where a voice message can be received on your mobile or home 

phone. (Important: Students should re-enroll their mobile phone numbers at the beginning of each semester) 

¶ Email Messaging - This notification provides an email message about an event. Current students, faculty, 

and staff are automatically registered to receive notifications on their EKU email account and cannot opt-out 
of this type of notification. You can opt-in to receive emails on other email accounts. Community members are 
encouraged to check their email, frequently throughout the day, to be sure they see any message sent by this 
alert method. 

¶ RSS Feeds - A message can be posted on the Emergency Management, Police Department, or University 

web pages. 

¶ Network Messaging - A visual notification can be made across computers connected to the EKU network. 

This requires a program to be installed on your computer that monitors the server.  When an alert is sent out, 
a pop-up box appears on your screen. No personal information is gathered or transmitted with the use of this 
alerting system. 

¶ Social Media - EKU can use Twitter and Facebook to send notifications to the community. These social 

systems require the user to check to receive any messages posted.  Follow @EKUEmergency on Twitter and 
LIKE EKU Emergency Management on Facebook. 

 
To Register: 
 
Current Students, Faculty, and Staff: 

¶ Log on to EKU Direct (https://web4s.eku.edu/pls/prod/twbkwbis.P_WWWLogin) with your EKU ID and PIN. 

¶ Under the Main Menu, click the Rave Mobile Safety - Emergency Notifications link. 

¶ Register to receive text, voice, and/or email messaging. *Note: Email messages are automatically sent to all 
current EKU email addresses and you cannot opt-out of receiving messages on your EKU email account. 

¶ To receive text and voice messages you must opt-in by entering your telephone number(s). 
 
Other Community Members:                                                   

¶ Goto the Rave Site Look-up and search for Eastern Kentucky University (http://www.getrave.com/login/eku). 

¶ Click the Register Button in the upper right hand corner. 

¶ Register your information and select to receive text, voice, and/or email messaging. 
 
Network Messaging: 

All EKU issued PC's have the Alertus network messaging program installed.  If you wish to have the program 
installed on your personal PC or a MAC, please email Gary Folckemer (gary.folckemer@eku.edu). 

  

https://web4s.eku.edu/pls/prod/twbkwbis.P_WWWLogin
http://www.getrave.com/login/eku
mailto:gary.folckemer@eku.edu


10 
 

EMERGENCY PROCEDURES 
 

 
Immediate Emergency Action ï Calling for Help and Notifications   
 

EMERGENCY ACTION 
 
In a Life-Threatening Emergency - Dial 911 

From a Campus or Public Telephone or use an Emergency Call Box. 
 
Dial 911 from your cell phone (Off Campus) and 
Dial 859-622-1111 or 859-622-2821 from your cell phone (On Campus). 

Program these numbers into the speed dial function of your cell phone. 
 
1. Protect Yourself First ï Create and Manage Distance and Shielding from Threats 

Generally, the farther you move away from a threat, and the more solid and stable  
objects that you position between you and a threat, the safer you are from that threat. 
 

2. Call 911 or 859-622-1111 or 859-622-2821 

 
o Give your name, location, and phone number. 
o Describe the nature of the incident and its location. 
o Describe any injuries, weapons, hazards, devices, and property involved.  
o Describe the people involved, where they are, and where they went. 

 
o Stay on the line with the Dispatcher until help arrives.  
o Keep the Dispatcher updated on any changes so responding units can be updated.  
o Even if you cannot communicate, keep the line open.  
o The Dispatcher may be able to learn more about what is happening. 

 
(Note)  
Dialing 911 from an on campus (land line or corded) telephone, using an emergency call box, or dialing  
859-622-1111 or 859-622-2821 from a cellular phone will connect you to the EKU Public Safety Dispatch Center. 
Dialing 911 from a cellular phone or dialing 859-624-4776 will connect you to the Madison County 911 Center. 
In any case, you can summon the help you need ï Police ï Fire ï Rescue ï HAZMAT ï EMS. 
 

 
INFORMATION NUMBERS 

 
 
Department Telephone Number: See Departments Listed on Page 8. 
 
Police: Eastern Kentucky University Police Department 
911 (Campus Phone) or 859-622-1111 or 859-622-2821 (Outside / Cell Phone) 

http://www.police.eku.edu/ 
 
Fire/Rescue:Richmond Fire/Rescue Department  
911 (Emergency) or 859-624-4776 or 859-623-1164 (Non Emergency) 

http://fire.richmond.ky.us/ 
 
Ambulance: Madison County Emergency Medical Services (EMS) 
911 (Emergency) or 859-624-4776 or 859-623-5121 (Non Emergency) 

http://www.madisoncountyky.us/ 
 
Medical Facilities: 

 
EKU Student Health Services 

521 Lancaster Avenue  
103 Rowlett Building 
Richmond, KY 40475 
859-622-1761 
http://www.healthservices.eku.edu/ 
 
Baptist Health Richmond 

http://www.police.eku.edu/
http://fire.richmond.ky.us/
http://www.madisoncountyky.us/
http://www.healthservices.eku.edu/
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789 Eastern By Pass 
Richmond, KY 40475 
859-623-3131 
https://www.baptisthealthkentucky.com/richmond/ 
 
Other Area Hospital Systems: 

 
University of Kentucky Health Care 

859-257-1000 or 1-800-333-8874 
http://ukhealthcare.uky.edu/home/ 
 
Good Samaritan Hospital 

859-226-7000 

http://ukhealthcare.uky.edu/gs/ed/ 
 

Saint Joseph Health System 

859-313-1000 
http://www.kentuckyonehealth.org/saintjosephhospital 

 
Baptist Health Lexington  

859-260-6100 
https://www.baptisthealthkentucky.com/lexington/ 

 
Occupational Medicine Center 

646 University Shopping Center 
Richmond, KY 40475 
859-623-0535 
859-623-1950 (Instant Care Center for after hours) 
 
EKU Counseling Center 

521 Lancaster Avenue  
571 Student Services Bldg 
Richmond, KY 40475  
859-622-1303 

http://www.counseling.eku.edu/ 
 
Madison County Health Department 

216 Boggs Lane 
Richmond, KY 40475 
859-623-7312 
 
Disability Support Services: EKU Office of Services for Individuals with Disabilities 859-622-2933 

http://www.disabilities.eku.edu/ 
 
Facilities Services: EKU Facilities Services 859-622-2966 

http://www.facilities.eku.edu/ 
 
Information Technology: EKUITHelpdesk 859-622-3000 

http://www.it.eku.edu/ 
 
Environmental Health and Safety: 859-622-2421 or 859-622-1111 

http://ehsrmi.eku.edu/ 
 
 
Kentucky Environmental Emergency Response Hotline: 502-564-2380 or 800-928-2380 
 
Lexington Fayette Urban County Government DEEM: 859-258-3784 
 
Lexington Fayette Urban County Government Emergency Operations Center: 859-258-3970 
 
Madison County Emergency Operations Center: 859-624-4787 
 
Madison County Joint Information Center: 859-624-4753 
 

https://www.baptisthealthkentucky.com/richmond/
http://ukhealthcare.uky.edu/home/
http://ukhealthcare.uky.edu/gs/ed/
http://www.kentuckyonehealth.org/saintjosephhospital
https://www.baptisthealthkentucky.com/lexington/
http://www.counseling.eku.edu/
http://www.disabilities.eku.edu/
http://www.facilities.eku.edu/
http://www.it.eku.edu/
http://ehsrmi.eku.edu/
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National Response Center (NRC): 800-424-8802 
 
Richmond Utilities (Gas, Water, Sewer): 859-623-2323 
 
Kentucky Division of Water: 502-564-3410 
 
Kentucky Division for Air Quality: 502-573-3382 
 
Kentucky Division of Waste Management: 502-384-4734 
 
Spill Response Contractor: Pecco, Inc.: 859-887-5508 
 
Poison Control Center: 1-800-222-1222 

 
Building Alarm(s)  
 
Indicate all of the alarms that occupants should be able to identify. There may be several alarms in or near your building, 
such as evacuation alarms, elevator alarms, biosafety hood or fume hood alarms. Describe the different sounds, the 
significance of each alarm, and the appropriate occupant response to each alarm. Add other steps, actions, or 
precautions specific to your building or work area. 

This building is equipped with a fire alarm system. The fire alarm is capable of being perceived above ambient noise 
or light levels by persons in the affected portions of the building. The alarm is distinctive and recognizable as a signal 
to evacuate the area or to perform actions designated under the emergency action plan. 

If you hear any other alarm that you do not recognize, use caution, protect yourself, contact EKU Public Safety at 911 
or 859-622-1111, and report the alarm. 

 
Evacuation Plan 
 

This plan was and can be further developed with input from the staff of EKU Public Safety, taking into account specific 
building and occupant needs. EKU Public Safety can be reached at 859-622-1111. Add other steps, actions, or 
precautions specific to your building or work area.  Determine a meeting (head count) area, away from the building and 
in a location that will not interfere with emergency responders.  
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Disabilities 
 

With regard to persons requiring assistance in evacuation: On the first floor there are three egress points at ground 
level. The exits are on the south, east, and west sides of the building. On floors two through sixteen there are exit 
stairwells on the east and west ends of the building. Those stairwells lead to the first floor exits on the east and west 
sides. Disabled evacuation from the second through sixteenth floors could be a problem and rescue assistance areas 
(refuge areas), where disabled individuals can wait for help, were identified. On the second floor, individuals with 
disabilities or other special needs may take refuge in the east and west stairwells, along the far walls, keeping clear of 
the doors. On the third through sixteenth floors, individuals with disabilities or other special needs may take refuge in 
the rooms.  
 
Your safety is very important to EKU. Maintaining your safety is a joint responsibility, between you, the University, and 
emergency response agencies. The person most responsible for your safety is you. Here is some important advice so 
that you can take responsibility for your own personal safety and make informed decisions about actions you can take 
in an emergency. 
 
Generally, during an emergency, where evacuation is the protective action recommendation, like a fire or fire alarm, 
everyone should evacuate. If someone cannot evacuate, for any reason, they should take refuge in a safe place, like 
an enclosed stairwell or in a room.  
 
Any individual in need of rescue must call 911 (from a campus phone) or 859-622-1111 or 859-624-2947 (from a cell 
phone) and report their location to emergency responders. The individual should ask someone, who is evacuating, to 
relay their location and their need for assistance to the emergency responders. Individuals with hearing loss can call 
Public Safety via TDD at 859-622-6279 and/or text message someone who can inform authorities. Wherever and 
whenever possible, an individual with special needs, that might require assistance, should identify a trustworthy 
individual to assist them as much as is reasonable in an emergency. This principle should be thought of as a buddy 
system. It is recommended that individuals with disabilities or other special needs obtain a cell phone for use in 
emergencies. It is also recommended that a flashlight and light colored cloth be kept handy. The cloth can be fastened 
to the outside closure of a refuge area or they can wave a flashlight or light colored cloth from a window to let the 
Fire/Rescue Department know where they are located. Help will take time to arrive because responders must assess 
the situation, make the area safe, and have resources available to conduct rescue operations. If there is no life 
threatening emergency, the Fire/Rescue Department will not attempt to come to your specific location. 
 
More information about disability preparedness can be found at:  
http://www.redcross.org/www-files/Documents/Preparing/A4497.pdf and http://www.disabilities.eku.edu/ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.redcross.org/www-files/Documents/Preparing/A4497.pdf
http://www.disabilities.eku.edu/
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Building / Facility Evacuation Procedures  
These procedures represent best practices and are included here for reference. These procedures may be in effect  

during regular business hours if there are sufficient faculty and staff members present and available to implement them. 
Individuals should determine their best course of action based upon the information presented in this Emergency Action Plan. 

When Alerted to an Emergency Requiring Evacuation - Evacuate. 
 
Prior to Evacuation: 

Communication should be accomplished in person, through telecommunications, or through the use of runners. 
o A high visibility vest and/or other appropriate equipment/materials may be located in the Facility Offices. 
o The Facility Leader, their Alternate, or their designee (i.e. Admin Asst) should bring out this equipment. 
o The Building Safety Team should gather to await assignments in the EAA (Describe Location). 
o The Facility Leader, their Alternate, or their designee should make assignments as needed. 
o A Facility Occupant should Call 911 to Report the Emergency.  
 

During the Evacuation: 
 

o When the alarm sounds everyone must evacuate. Staff members that have been issued communications 
equipment will take that equipment with them prior to exiting the building. If staff members are known to be out of 
the area, their equipment should be gathered up and taken outside during the evacuation. The Front Desk worker 
will bring out the high visibility vest. 

o On the way out, check on others who might have disabilities or other special needs.  
o Help them as much as is reasonable and safe. 
o Once outside of the building, all staff should report to the EAA (the front parking lot of Keene Hall on the south side 

of the building). At that time the primary event manager will be established and they will put on the vest. 
o The remaining staff will be assigned a building entrance to monitor. There are two emergency exits on either side 

of the building (east and west sides) and there is one main front entrance on the south side of the building. 
Entrances will be covered as well as possible given the staff present at the time. 

o Staff assigned to a building entrance should attempt to: 
o Keep people at a safe distance from the building. 
o Keep others from entering the building prior to the ñall clearò. 
o Monitor the status of the event.  

 

Fire: 
 

When the building fire alarm sounds, Kentucky law mandates that everyone must evacuate the building.  
Close your door as you leave. 
o Know at least two escape routes from wherever you are. 
o If smoke or flame is detected, and the alarm is not sounding, activate the fire alarm as you exit. 
o During the evacuation, go to the nearest exit. 
o Do not use the elevator. 
o If smoke is present, keep low to the floor. 
o Once outside, move away from the building. 
 

When Evacuation is Not Possible: 
 

In a fire or fire alarm situation, always check doors to see if they are hot or warm to the touch before you open them. If 
heat or smoke prevents you from evacuating, return to your room and use towels or other cloth items to seal around 
the door. Hang a white object out the window and reclose the window as much as possible. Do not reopen your window 
unless forced to do so by smoke. After you have sealed your door, immediately call University Police at 911 and advise 
them of your location and situation. Wait for help to arrive. 
 

Post Incident: 
 

o At the completion of the incident, the Richmond Fire/Rescue Department (or other appropriate Emergency 
Response Official(s)) will release the building to the EKU Police. EKU Police will then communicate to the person 
wearing the vest (the primary event manager) whether the facility is all clear, or clear with conditions for re-
occupancy. The primary event manager will then communicate the all clear or the clear with conditions to the 
building entrance monitors in person, via communications equipment, or by the use of a runner. 

o On the way in, staff members should check on others who might have disabilities or other special needs and assist 
them as much as is reasonable and safe. 

 

Sheltering In Place: 

Because sheltering in place may be the protective action recommendation for several emergencies with differing risks, 
and because sometimes the initial recommendation is to shelter in place followed by relocation, there is no single set 
of shelter in place procedures. Based on the type of emergency, such as Tornado, Hostile Intruder, or Hazardous 
Material Release Outside, you should consult each relevant section for guidance.   
 

Emergencies change as they progress. The questions to ask yourself are:  
Am I safer inside or outside? Where am I safest inside? Where am I safest outside?  
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Floor Plans 
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