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EKU MANCHESTER REGIONAL CAMPUS 
 50 University Drive, Manchester, KY 40962 
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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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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: 
 

EKU MANCHESTER REGIONAL CAMPUS 

 
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:  

The EKU Manchester Regional Campus encompasses services from credit and non-credit programming, adult education, 
GED classes, community and workforce education, and conferencing and events.  The 48,636-square-foot facility consists of 
three floors housing a computer lab, wet and dry science labs, numerous lecture classrooms, five Interactive TV (ITV) rooms, 
seventeen offices, bookstore, and a 5,200 square foot meeting/multi-purpose space.  The facility provides services for 
conferences, workshops, seminars, fairs, expositions, banquets, receptions, camps, etc.  The facility parking lot has 
approximately 300 spaces and two entrances/exits located at the west and east edge of the property.  The facility faces due 
north and has two outdoor storage buildings along with a fenced-in cooling tower located on the southeast corner of the 
property. 

EAA LOCATION:  
  

The Emergency Assembly Area Location is located at the east entrance of the parking lot on the concrete pad containing two 
weather shelters (See Section 4 ï Site Plan). 
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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:                                                   

¶ Go to 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
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EMERGENCY PROCEDURES 
 

 

 
EMERGENCY ACTIONS ï PROTECTING YOURSELF AND CALLING FOR HELP      
 

EMERGENCY ACTION 
 

In a Life-Threatening Emergency -  Call 911 
 
Dial 911 from your cell phone or 9-911 from a Manchester campus phone to connect to the Clay County 911 Center. 
Dial 859-622-1111 (2-1111) or 859-622-2821 (2-2821) for EKU Public Safety Dispatch Center. 

 
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  
 

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. 

 
Dialing 911 from a land line will connect you to the Clay County 911 Center (606-598-8411). 
Dialing 911 from a cell phone will connect you to the Kentucky State Police - Post 11 (606-878-6622). 

In any case, you can summon the help you need. 
 

POLICE ï FIRE, RESCUE, HAZMAT ï EMS  
911 - Emergency 
606-598-8411 ï Clay County 911 Center ï Non-Emergency 
606-878-6622 ï Kentucky State Police ï Post 11 ï Non-Emergency 
606-598-8411 ï Manchester Police Department ï Non-Emergency 
606-598-8411 ï Manchester Fire Department ï Non-Emergency 
606-598-8413 ï Clay County EMS ï Non-Emergency 
606-598-2425 -- Clay County Health Department  
 
800-424-8802 ï National Response Center (NRC) 
http://hq.MSDSonline.com/eku/Search/ListProducts.aspx?new=true&PageNumber=1&Sort=1&SortDirection=asc 
Poison Control Center 1-800-222-1222 

Numbers for Non-Emergency Public Use: 
Manchester Water: 606-598-3456 
Kentucky Utilities: 1-800-981-0600 
Clay County Emergency Management: 606-598-5104 Ext: 3180, David Watson  
Kentucky Division of Emergency Management: 1-800-255-2587 
Traffic Information: 511 
 

Severe Weather: http://www.crh.noaa.gov/hazards/lmk 
 

Residents are urged to monitor local radio and television stations for information.  
  

 
 
 
 
 
 
 
 

 

http://hq.msdsonline.com/eku/Search/ListProducts.aspx?new=true&PageNumber=1&Sort=1&SortDirection=asc
http://www.aapcc.org/dnn/default.aspx
http://kyem.ky.gov/
http://511.ky.gov/
http://www.crh.noaa.gov/hazards/lmk
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INFORMATION NUMBERS 
See Appendices C& D for additional numbers 

 
 

EKU MANCHESTER REGIONAL CAMPUS   
50 University Drive 
Manchester, KY 40962 
859-622-6644 
606-598-8122 
http://www.ceo.eku.edu/manchester/ 
 

911 CALL CENTERS 
 
Clay County 911 Center  
Emergency: 911 (Land Line) 
Non-Emergency: 606-598-8411 
 
Kentucky State Police - Post 11  
Emergency: 911 (Cell Phone) 
Non-Emergency: 606-878-6622 
 

POLICE: Manchester Police Department  

911 (Emergency) or 606-598-8411 (Non-Emergency) 
 

FIRE / RESCUE: Manchester Fire Department  

911 (Emergency) or 606-598-8411 (Non-Emergency) 
 

AMBULANCE : Clay County Emergency Medical Services (EMS)  

911 (Emergency) or 606-598-8413 (Non-Emergency) 
 
 

MEDICAL FACILITIES :  
 

MANCHESTER MEMORIAL HOSPITAL  
210 Marie Langdon Drive  
Manchester, KY 40962 
800-872-8616 or 606-598-5104 
http://www.manchestermemorial.org/ 
 

CITY OF MANCHESTER 
239 Memorial Drive  
Manchester, KY 40962  
606-598-3456 
http://www.claycounty.ky.gov/elected/manchester.htm 
 

CLAY COUNTY GOVERNMENT 
102 Richmond Road  
Suite 201  
Manchester, KY 40962  
606-598-2071 
http://www.claycounty.ky.gov/elected/county.htm 
 

Manchester Water: 606-598-3456 
Kentucky Utilities: 1-800-981-0600 
Clay County Emergency Management: 606-598-5104 Ext: 3180 
Kentucky Division of Emergency Management: 1-800-255-2587 
Traffic Information: 511 
Severe Weather: http://www.crh.noaa.gov/hazards/lmk 
 

CLAY COUNTY HEALTH DEPARTMENT 
330 Shamrock Road 
Manchester, KY 40962 
606-598-2425 

  

http://www.ceo.eku.edu/manchester/
http://www.manchestermemorial.org/
http://www.claycounty.ky.gov/elected/manchester.htm
http://www.claycounty.ky.gov/elected/county.htm
http://www.lge-ku.com/ku/default.asp
http://kyem.ky.gov/
http://511.ky.gov/
http://www.crh.noaa.gov/hazards/lmk


10 
 

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 

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/ 
 
 
 

http://www.police.eku.edu/
http://fire.richmond.ky.us/
http://www.madisoncountyky.us/
http://www.healthservices.eku.edu/
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/
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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 
 
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 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.disabilities.eku.edu/
http://www.facilities.eku.edu/
http://www.it.eku.edu/
http://ehsrmi.eku.edu/
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Building Alarm(s)  
 

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, call 911  
or 859-622-1111, and report the alarm. 

 
Evacuation Plan  

Upon being alerted to an emergency, all occupants shall immediately leave their room, closing the door behind them, 
and proceed to the nearest exit or exit stairway. Occupants shall exit or ascend/descend the stairs and exit in an orderly 
manner. Upon exiting the building, all occupants shall gather in the Emergency Assembly Area located at the pavilions, 
in the parking lot, east of the building. Upon request of Emergency Officials, occupants shall move to another area. 
 
Disabilities 
 

With regard to persons requiring assistance in evacuation:  
 
The Manchester Campus has two exit stairwells.  
 
Stairwell 1 is on the south side of the building and serves the first through third floors.  
It exits inside/outside on the first floor. Egress can be made through the exterior door on the south side of the building.  
 
Stairwell 2 is on the west end of the building and serves the first through third floors.  
It exits inside/outside on the first floor. Egress can be made through the exterior doors on the west end of the building.  
 
The Stairwell 1 and 2 doors, at the first floor, on the south side and west end of the building, exit outside on ground 
level and are wheelchair accessible.  
 
The Main Entrance/Exit doors and the Conference Center exits, at the first floor, on the north side and east end of the 
building, exit outside on ground level and are wheelchair accessible. 
 
If someone with mobility impairment cannot climb or descend the stairs, they may take refuge in Stairwells 1 or 2. 
 
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 will be accomplished in person, through telecommunications, or through the use of runners (See 
Intercom Instructions ï Section 2. 

o A high visibility vest, megaphone, flashlights, and traffic directions will be located in the work room emergency kit. 

o The Building Supervisor, their Alternate, or their designee will bring this equipment out of the building. 
o The Building Safety Team will gather to await assignments in the EAA located at the East entrance. 
o The Building Supervisor, their Alternate, or their designee will make assignments as needed. 
 

During the Evacuation: 
 

o When the alarm sounds everyone must evacuate. Staff members that have been issued emergency 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 Building Supervisor, their 
Alternate, or their designee will bring out the emergency kit. 

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.  
o A 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.  
o 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 all clear. 
o Monitor the status of the event.  

 

Fire: 
 

When the building fire alarm sounds, Kentucky law mandates that everyone must evacuate the building.  
o 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 Manchester Fire/Rescue Department [or other appropriate Emergency 
Response Official(s)] will release the building to the EKU building supervisor who will communicate 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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  When Evacuation is Not Possible  
 

When the building fire alarm sounds, Kentucky law mandates that everyone must evacuate 
the building. Close your door as you leave. If evacuation is not possible you should take refuge 
in a room. 
 

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 in the window 
if possible. Do not open your window (if it opens) unless forced to do so by smoke. After you 
have sealed your door, immediately call 911 and advise emergency responders of your 
location and situation. Wait for help to arrive.   

  

Evacuation Rules 
 

o Note the evacuation routes to follow to the nearest exits. 
o To report a fire, pull the nearest fire alarm and exit the building.  
o After exiting the building, notify authorities of the location of fire  

(Dial 911). 
o If the alarm sounds, proceed immediately to the nearest exit.  
 Do not use the elevator. 
o If you need assistance or rescue, go to a safe location and call 911.  
 Report your location to emergency responders. Ask someone who  
 is evacuating to relay your location and your need for assistance  
 to emergency responders. 

 

Please assist those with disabilities in evacuating the building. 
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  When Evacuation is Not Possible  
 

When the building fire alarm sounds, Kentucky law mandates that everyone must evacuate 
the building. Close your door as you leave. If evacuation is not possible you should take refuge 
in a room. 
 

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 in the window 
if possible. Do not open your window (if it opens) unless forced to do so by smoke. After you 
have sealed your door, immediately call 911 and advise emergency responders of your 
location and situation. Wait for help to arrive.   

  

Evacuation Rules 
 

o Note the evacuation routes to follow to the nearest exits. 
o To report a fire, pull the nearest fire alarm and exit the building.  
o After exiting the building, notify authorities of the location of fire  

(Dial 911). 
o If the alarm sounds, proceed immediately to the nearest exit.  
 Do not use the elevator. 
o If you need assistance or rescue, go to a safe location and call 911.  
 Report your location to emergency responders. Ask someone who  
 is evacuating to relay your location and your need for assistance  
 to emergency responders. 

 

Please assist those with disabilities in evacuating the building. 
   

 

 

EXIT Down to  
First Floor Exits 
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  When Evacuation is Not Possible  
 

When the building fire alarm sounds, Kentucky law mandates that everyone must evacuate 
the building. Close your door as you leave. If evacuation is not possible you should take refuge 
in a room. 
 

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 in the window 
if possible. Do not open your window (if it opens) unless forced to do so by smoke. After you 
have sealed your door, immediately call 911 and advise emergency responders of your 
location and situation. Wait for help to arrive.   

  

Evacuation Rules 
 

o Note the evacuation routes to follow to the nearest exits. 
o To report a fire, pull the nearest fire alarm and exit the building.  
o After exiting the building, notify authorities of the location of fire  

(Dial 911). 
o If the alarm sounds, proceed immediately to the nearest exit.  
 Do not use the elevator. 
o If you need assistance or rescue, go to a safe location and call 911.  
 Report your location to emergency responders. Ask someone who  
 is evacuating to relay your location and your need for assistance  
 to emergency responders. 

 

Please assist those with disabilities in evacuating the building. 
   

 

 

EXIT Down to  
First Floor Exits 
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Tornado Shelter Areas 

o When a tornado warning is issued, everyone move to the  
tornado shelter areas indicated on the floor plan.  

o Avoid doors, windows, and sources of flying debris. 

o Remain in the shelter areas until an all clear is issued  

or until all wind and noise subside. 

o Please assist those with disabilities to the shelter areas. 

o If available, bring flashlights, jackets, blankets, and  

wear hard shoes. 

 

Go to the Interior of the 
Lowest Floor Possible 

Avoid Sources of Flying 
Debris (Windows and Doors) 

 

Tornado 
Shelter 
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Fire Procedures 
   

 
Fire Procedures 
 

EMERGENCY ACTION 
 
E.A.C.H. person is responsible for their own safety. 

 
If you discover a fire or smoke or if you hear a fire alarm: 

 
E. Evacuate the Building ï Get Outï Donôt Use Elevators ï Use Stairs ï Close (Donôt Lock) Doors to Contain Fire 

 
A. Alert Others ï Activate the Fire Alarm (If Not Already Activated) ï Help Others as You Leave 

 
C. Call (911) For Help ï Report to Emergency Responders Information about the Fire/Smoke/Need for Rescue 

 
H. Have A Plan ï You Must Protect Yourself ï Be Knowledgeable About Fire Safety and Take Every Alarm Seriously  
 

 
Fire Safety Information 

 
A building occupant is required by law to evacuate the building when a fire alarm sounds. Know at least two 

escape routes from wherever you are. Review escape routes with others in your area. Practice escaping from each 
room with and without light(s). Never use the elevator to evacuate. In case of fire, always use the stairs to get out. Make 
sure to practice using the stairs as part of your escape plan. If someone has difficulty climbing up or down stairs, make 
sure to incorporate a contingency for this in your evacuation plans. 

Do not re-enter the building or work area until you have been instructed to do so by the emergency responders.  
 
To protect yourself, it is important to understand some basic characteristics of fire. Fire spreads quickly; there is no 
time to gather valuables or make extraneous phone calls. In just two minutes, a fire can become life-threatening. In five 
minutes, a residence can be engulfed in flames. Heat and smoke from fire can be more dangerous than the flames. 
Inhaling the super-hot air can sear your lungs. Fire produces poisonous gases that make you disoriented and drowsy. 
Instead of being awakened by a fire, you may fall into a deeper sleep. Asphyxiation is the leading cause of fire deaths, 
exceeding burns by a three-to-one ratio. 
 
What to do during a fire: 

 
If your clothes catch on fire: 

 
o Stop, Drop, and Roll - until the fire is extinguished. 

 Running only makes the fire burn faster. 
 
To escape afire: 
 

Hot Door Cool Door 

Do not open. Escape through a window if you can.  
If you cannot escape, hang a white or light-colored 
cloth outside the window, alerting Fire/Rescue to 
your presence.  
Seal yourself in for safety if you cannot exit due to 
smoke or fire. Call the fire department to report your 
exact location. Gather in a room with a window to 
await their arrival. Close all doors between you and 
the fire. Use duct tape or towels to create a seal 
around the door and over air vents in order to keep 
smoke from coming in. 

Open slowly and ensure fire and/or smoke is not blocking 
your escape route. If your escape route is blocked, shut the 
door immediately and use an alternate escape route. If clear, 
leave immediately through the door and close it behind you. 
Be prepared to crawl. Smoke and heat rise. The air is clearer 
and cooler near the floor. 

 
More information about fire safety can be found on the EKU Environmental Health & Safety Webpage: 

http://ehsrmi.eku.edu/ 

 

  

http://ehsrmi.eku.edu/
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o Check closed doors for heat before you open them. If you are escaping through a closed door, use the back 

of your hand to feel the top of the door, the doorknob, and the crack between the door and door frame before 

you open it. Never use the palm of your hand or fingers to test for heat - burning those areas could impair your 

ability to escape a fire (i.e., ladders and crawling).  

o Crawl low under any smoke to your exit - heavy smoke and poisonous gases collect first along the ceiling. 

o Close (but do not lock) doors behind you as you escape to delay the spread of the fire. 

o Stay out once you are safely out. Do not reenter.  

o Once outside, move to a clear area away from the affected building(s) or to a designated assembly area. 

Keep streets, fire lanes, hydrants, and walkways clear for emergency responders. 

o Check in with your family and check in with someone who has responsibility for you. 

o Seek medical attention if needed. 

 

o Basic First Aid for Burns: Stop, Cool, and Cover.  

 

Stop the burn. Cool the burn with cool running water. Cover the burn loosely with sterile dressings. 

(When cooling the burn make certain that there is no contact with electricity) 

(Loose sterile dressings can help prevent infection)  

 

Fire Extinguishers: 

 

You should only consider using a fire extinguisher if you have been trained on how to use one  

and only if you feel confident that you can use one safely.  

 

A portable fire extinguisher can save lives and property by putting out a small fire or containing it until the fire 

department arrives; but portable extinguishers have limitations.  

 

Because fire grows and spreads so rapidly, the number one priority is to get out safely. 

 

Safety Tips: 

 

o Use a portable fire extinguisher when the fire is confined to a small area, such as a wastebasket, and is not 

growing; everyone has exited the building; the fire department has been called or is being called; and the room 

is not filled with smoke. 

o To operate a fire extinguisher, remember the word PASS: 

  Pull the pin. Hold the extinguisher with the nozzle pointing away from you, and release the locking 

  mechanism. Test it by discharging a short blast onto the floor before you enter where the fire is.  

  Aim low. Point the extinguisher at the base of the fire. 

  Squeeze the lever slowly and evenly. 

  Sweep the nozzle from side-to-side. 

o For the home, select a multi-purpose extinguisher (can be used on all types of home fires) that is large enough 

to put out a small fire, but not so heavy as to be difficult to handle. 

o Choose a fire extinguisher that carries the label of an independent testing laboratory. 

o Read the instructions that come with the fire extinguisher and become familiar with its parts and operation 

before a fire breaks out. Local fire departments or fire equipment distributors often offer hands-on fire 

extinguisher trainings. 

o Install fire extinguishers close to an exit and keep your back to a clear exit when you use the device so you 

can make an easy escape if the fire cannot be controlled. If the room fills with smoke, leave immediately. 

o Know when to go. Fire extinguishers are one element of a fire response plan, but the primary element is safe 

escape. 
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Tornado Procedures 
 
 Know tornadoes inside and out. 
 

Tornado Watch Tornado Warning 

 
Tornadoes are possible. 

Remain alert for approaching storms. 
Watch the sky and stay tuned to NOAA 

weather radio, commercial radio, or television 
for information. 

 
Local Emergency Alert System Radio Stations: 
WCBR 1110 AM, WEKY 1340 AM, WKXO 1500 AM, 
WIRV 1550 AM,WEKU 88.9 FM, WCYO 100.7 FM, 
WLFX 106.7 FM 

Warning !  Warning !  ï  Danger !  Danger ! 

 
A tornado has been sighted  

or indicated by weather radar.  
TAKE SHELTER IMMEDIATELY. 

 
D = Downstairs: Get to the lowest level you can,  

a basement if you have one, or just the ground floor. 
 
U = Under: Get under something sturdy like a heavy table or 

staircase to protect yourself from flying objects. 
Protect your head. 
 
C = Center: Go to the center part of a permanent structure.  

Put as many walls as you can between you and the outside.  
A closet, hallway or bathroom in the middle of the building 
is a good choice. 
 
K = Keep Away: Keep away from exterior doors and 

windows, which can be sources of flying glass and debris. 
 

http://www.lex18.com/Global/story.asp?s=8061636 
 

 
If you are under a Tornado Warning, seek shelter immediately! 

 

If you are in:  Then:  

A structure (e.g. residence, small 
building, school, nursing home, 
hospital, factory, shopping center, 
high-rise building) 

Go to a pre-designated shelter area such as a safe room, basement, storm 
cellar, or the lowest building level. If there is no basement, go to the center of 
an interior room on the lowest level (closet, interior hallway) away from corners, 
windows, doors, and outside walls. Put as many walls as possible between 
you and the outside. Get under a sturdy table and use your arms to protect 
your head and neck. Do not open windows.  

A vehicle, trailer, or mobile home 
Get out immediately and go to the lowest floor of a sturdy, nearby building or 
a storm shelter. Mobile homes, even if tied down, offer little protection from 
tornadoes. 

The outside with no shelter 

Lie flat in a nearby ditch or depression and cover your head with your hands. 
Be aware of the potential for flooding. 
 
Do not get under an overpass or bridge. You are safer in a low, flat location. 
 
Never try to outrun a tornado in urban or congested areas in a car or truck. 
Instead, leave the vehicle immediately for safe shelter. 
 
Watch out for flying debris. Flying debris from tornadoes causes most 
fatalities and injuries. 

 
 
Tornadoes are natureôs most violent storms. Spawned from powerful thunderstorms, tornadoes can cause fatalities 
and devastate a neighborhood in seconds. A tornado appears as a rotating, funnel-shaped cloud that extends from a 
thunderstorm to the ground with whirling winds that can reach 300 miles per hour. Damage paths can be in excess of 
one mile wide and 50 miles long. Every state is at some risk from this hazard. 
Some tornadoes are clearly visible, while rain or nearby low-hanging clouds obscure others. Occasionally, tornadoes 
develop so rapidly that little, if any, advance warning is possible. 

http://www.lex18.com/Global/story.asp?s=8061636
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Before a tornado hits, the wind may die down and the air may become very still. A cloud of debris can mark the location 
of a tornado even if a funnel is not visible. Tornadoes generally occur near the trailing edge of a thunderstorm. It is not 
uncommon to see clear, sunlit skies behind a tornado. 
The following are facts about tornadoes: 

o They may strike quickly, with little or no warning. 
o They may appear nearly transparent until dust and debris are picked up or a cloud forms in the funnel. 
o The average tornado moves Southwest to Northeast, but tornadoes have been known to move in any direction. 
o The average forward speed of a tornado is 30 MPH, but may vary from stationary to 70 MPH. 
o Tornadoes can accompany tropical storms and hurricanes as they move onto land. 
o Waterspouts are tornadoes that form over water. 
o Tornadoes are most frequently reported east of the Rocky Mountains during spring and summer months. 
o Peak tornado season in the southern states is March through May; in the northern states, it is late spring 

through early summer. 
o Tornadoes are most likely to occur between 3 p.m. and 9 p.m., but can occur at any time. 

 
Be alert to changing weather conditions. 

o Listen to NOAA Weather Radio or to commercial radio or television newscasts for the latest information. 
o Look for approaching storms 
o Look for the following danger signs:  

o Dark, often greenish sky 
o Large hail 
o A large, dark, low-lying cloud (particularly if rotating) 
o Loud roar, similar to a freight train. 

If you see approaching storms or any of the danger signs, be prepared to take shelter immediately. 
 
You can check current watches, warnings and advisories for Madison County Kentucky by checking the links for the 
National Oceanic and Atmospheric Administration and the National Weather Service Websites.  
 
http://www.weather.gov/lmk/ 
 
http://forecast.weather.gov/MapClick.php?CityName=Richmond&state=KY&site=LMK&textField1=37.7428&textField2
=-84.2936&e=0 
 
After the Storm Passes: 

o Watch out for fallen power lines and stay out of the damaged area until it has been deemed safe to enter. 
o Listen to the radio for information and instructions. 
o Use a flashlight to inspect your property for damage. 
o Do not use candles or open flame at any time. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

http://www.weather.gov/nwr/
http://www.weather.gov/lmk/
http://forecast.weather.gov/MapClick.php?CityName=Richmond&state=KY&site=LMK&textField1=37.7428&textField2=-84.2936&e=0
http://forecast.weather.gov/MapClick.php?CityName=Richmond&state=KY&site=LMK&textField1=37.7428&textField2=-84.2936&e=0
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Thunderstorms ï Flooding ï Power Outage ï Procedures  

 
 Thunderstorm 
 

Severe Thunderstorm Watch Severe Thunderstorm Warning 

Severe thunderstorms are likely to occur. 
Watch the sky and stay tuned to NOAA 

weather radio, commercial radio, or television 
for information. 

Warning !  Warning !  ï  Danger !  Danger ! 

 
Severe weather has been reported by spotters  

or indicated by radar.  
Warnings indicate imminent danger  

to life and property to those  
in the path of the storm. 

 
What to do during a Thunderstorm 

 

If you are:  Then:  

In a forest Seek shelter in a low area under a thick growth of small trees. 

In an open area Go to a low place such as a ravine or valley. Be alert for flash floods. 

On open water Get to land and find shelter immediately. 

Anywhere you feel your hair 
stand on end (which indicates 
that lightning is about to strike) 

Squat low to the ground on the balls of your feet. Place your hands over your 
ears and your head between your knees. Make yourself the smallest target 
possible and minimize your contact with the ground.  
Do not lie flat on the ground. 

 
Call 911 for medical assistance as soon as possible. 
The following are things you should check if you attempt to give aid to a victim of lightning,  
if you have been trained in CPR and First Aid, and if you can help safely: 

o Breathing - if breathing has stopped, begin mouth-to-mouth resuscitation. 
o Heartbeat - if the heart has stopped, administer CPR. 
o Pulse - if the victim has a pulse and is breathing, look for other possible injuries. Check for burns where the 

lightning entered and left the body. Also be alert for nervous system damage, broken bones, and loss of 
hearing and eyesight. 
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Flood 

 

Flood Watch Flood Warning 

Flooding is possible. 
Be prepared to move to higher ground. 

Tune in to NOAA weather radio,  
commercial radio, or television for information. 

Warning !  Warning !  ï  Danger !  Danger ! 

 
Flooding is occurring or will occur soon;  

If advised to evacuate, do so immediately. 
 

Flash Flood Warning 
 

SEEK HIGHER GROUND ON FOOT IMMEDIATELY. 

 
What to do during a Flood 

 

Preparing for Flood:  Evacuation Tips:  

Be aware of streams, drainage channels, canyons, 
and other areas known to flood. Flash floods can 
occur in these areas with or without such typical 
warnings as rain clouds or heavy rain. 
 
Construct barriers (levees, beams, floodwalls)  
to stop floodwater from entering your area. 
 
Flooding can occur due to a Fire Emergency.  
If your area is protected by an automatic sprinkler 
system, it can activate during a fire. 
 
In an automatic sprinkler system, a network of piping 
filled with water under pressure is installed behind 
the walls and ceilings, and individual sprinklers are 
placed along the piping to protect the areas beneath 
them. Because the water is in the piping, the fire 
sprinkler system is always "on call". If fire breaks out, 
the air temperature above the fire rises and the 
sprinkler activates when the air temperature gets 
high enough. The sprinkler sprays water forcefully 
over the flames, extinguishing them completely in 
most cases, or at least controlling the heat and 
limiting the development of toxic smoke until the fire 
department arrives. Only the sprinkler(s) nearest the 
fire activate. Smoke will not activate sprinklers.  
 
The activation of an automatic sprinkler system will 
cause flooding and water damage to areas beneath 
the sprinkler heads. You should take precautions to 
protect property from water damage. Items should 
not be placed directly on the floor and valuables 
should be insured. 

Secure your area. If you have time, bring outdoor property 
inside. Move essential items to an upper floor or at least up 
off of the floor. 
 
Turn off utilities at the main switches or valves if instructed 
to do so. Disconnect electrical appliances. Do not touch 
electrical equipment if you are wet or standing in water. 
 
Do not walk through moving water. Six inches of moving 
water can make you fall. If you have to walk in water, walk 
where the water is not moving. Use a stick to check the 
firmness of the ground in front of you. 
 
Do not drive into flooded areas. If floodwaters rise around 
your car, abandon the car and move to higher ground if you 
can do so safely. You and the vehicle can be quickly swept 
away. 
 
Driving Flood Facts: 
 
Six inches of water will reach the bottom of most passenger 
cars causing loss of control and possible stalling. 
 
A foot of water will float many vehicles. 
 
Two feet of rushing water can carry away most vehicles 
including sport utility vehicles and pick-ups.    

 
 
 
 
 
 
 
 
 
  



25 
 

Power Outage 

 

Preparing for a Power Outage:  What to do during a Power Outage:  

Assemble Essential Supplies: 

 
o Flashlight 
o Batteries 
o Portable radio with batteries 
o At least one gallon of water 
o A small supply of food 
o Due to the risk of fire,  

do not use candles  
during a power outage 
 

Top Safety Tips for a Power Outage: 

 
o Only use a flashlight for 

emergency lighting. Never use 
candles! 

o Turn off electrical equipment you 
were using when the power went 
out. 

o Avoid opening the refrigerator and 
freezer. 

o Do not run a generator inside a 
home or garage. 

o If you use a generator, connect the 
equipment you want to power 
directly to the outlets on the 
generator. Do not connect a 
generator to a home's electrical 
system. 

o Listen to local radio and television 
for updated information. 

 
Report Problems: 
 
Utility Failure or Mechanical Issues: 
EKU Facilities Services 

521 Lancaster Avenue  
Gentry Building  
Richmond, KY 40475  
Phone 859-622-2966  
Fax 859-622-2325 
http://www.facilities.eku.edu/ 
 
 
EKU Information Technology (IT) 

521 Lancaster Avenue 
207 Combs Classroom Bldg 
Richmond, KY 40475 
Phone 859-622-1986 
Fax 859-622-2266 
http://www.it.eku.edu/ 
General Information Number 

o Off Campus : 859-622-1411 
o On Campus : 2-1411  

 IT Helpdesk 859-622-3000 

  

What to do During a Power Outage: 
 

o Turn off or disconnect any appliances, equipment 
(like air conditioners) or electronics you were using 
when the power went out. When power comes back 
on, it may come back with momentary "surges" or 
"spikes" that can damage equipment such as 
computers and motors in appliances like the air 
conditioner, refrigerator, washer, or furnace. 

o Leave one light turned on so you'll know when your 
power returns. 

o Leave the doors of your refrigerator and freezer 
closed to keep your food as fresh as possible. If you 
must eat food that was refrigerated or frozen, check it 
carefully for signs of spoilage.  

o Use the phone for emergencies only. Listening to a 
portable radio can provide the latest information. Do 
not call 9-1-1 for information -- only call to report a life-
threatening emergency. 

o If you have a telephone instrument or system that 
requires electricity to work (such as a cordless phone 
or answering machine), plan for alternate 
communication, including having a standard 
telephone handset (the kind that plugs into the wall 
and has a cord to the handset), cellular telephone, or 
radio. 

o Eliminate unnecessary travel, especially by car. 
Traffic signals will stop working during an outage, 
creating traffic congestion.  

o Keep your car fuel tank at least half full because gas 
stations rely on electricity to power their pumps. 

o Remember that equipment such as automated teller 
machines (ATMs) and elevators may not work during 
a power outage. 

o If it is hot outside, take steps to remain cool. Move to 
the lowest level of your home, as cool air falls. Wear 
lightweight, light-colored clothing. Drink plenty of 
water, even if you do not feel thirsty. If the heat is 
intense and the power may be off for a long time, 
consider going to a movie theater, shopping mall, or 
"cooling shelter" that may be opened in your 
community. Listen to local radio or television for more 
information. 

o Remember to provide plenty of fresh, cool water for 
others including your pets. 

o If it is cold outside, put on layers of warm clothing. 
Never burn charcoal for heating or cooking indoors. 
Never use your oven as a source of heat. If the power 
may be out for a prolonged period, plan to go to 
another location (relative, friend, or public facility) that 
has heat to keep warm. 

o http://www.redcross.org/www-
files/Documents/pdf/Preparedness/PowerOutage.pdf 

 
  

http://www.facilities.eku.edu/
http://www.it.eku.edu/
http://www.redcross.org/www-files/Documents/pdf/Preparedness/PowerOutage.pdf
http://www.redcross.org/www-files/Documents/pdf/Preparedness/PowerOutage.pdf
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Medical Emergencies 

 
 

Medical Emergencies 
 

EMERGENCY ACTION 
 

1. Check ï Call ï Care  

 
Check the scene for safety.  
Check the victim(s) for consciousness. 

 
Call EMS (Emergency Medical Services). 

Dial 911 or use an Emergency Call Box 
or Dial 859-622-1111 or 859-622-2821 
from your cell phone if you are on campus. 
 
Care for illness and injuries within the scope of your training. 

Provide only the care that you are trained and certified to provide. 
 

2. Do not move people unless safety dictates. 

  

 

Clay County EMS (Emergency Medical Services) is the primary Advanced Life Support Ambulance Service for Clay 

County, Kentucky. They will respond to medical emergencies on campus. Any injury occurring as a result of an existing 
hazardous condition should be reported to the University Police Department. 
 

Illness or Injury to Students 

During operational hours, University students are eligible for care at the Student Health Center.  
Students with minor illnesses or injuries may be referred to the Student Health Center.  
EKU Student Health Services- 521 Lancaster Avenue - 103 Rowlett Building - Richmond KY 40475 

859-622-1761http://www.healthservices.eku.edu/ 
 

Illness or Injury to Faculty, Staff, Students, Guests and Visitors 

Emergency treatment for job-related injury or medical illness can be obtained by calling the University Police 
Department Dispatch Center: Dial 911 from a campus telephone, use an Emergency Call Box, or Dial 859-622-1111 
or 859-622-2821from your cell phone if you are on campus. The dispatch Telecommunicator will summon the 
appropriate emergency response personnel. The University Police Department will respond automatically and the 
Fire/Rescue Department may respond if needed.  
 

An Employerôs Report of Illness or Injury form must be completed for all incidents of job related illness and injury. Please 
contact Risk Management and Insurance 859-622-5523 for forms and assistance. 
 

First Aid 

If you provide First Aid, you must consider the following: 
o Will I place myself in harm or jeopardy? 
o Is immediate action needed in order to save a life? 

First Aid is First Aid Only. Do not jeopardize your health or the health of the patient. Wait for professional help 
if you are not able to provide first aid safely or if you are not trained and certified in first aid. 
 

To Obtain Prompt Emergency Medical Services - Call for an Ambulance (Madison County EMS).  

o Check the scene for safety. Try to get an idea of what happened.  
And if it is safe to do so, check the victim(s) for consciousness.  

o Dial 911, use an Emergency Call Box, or dial 859-622-1111 or 859-622-2821 from your cell phone if you are 
on campus. Ask for an ambulance. Madison County Emergency Medical Services (EMS) will be summoned. 

o Provide the Dispatcher with: 
o Your name and telephone number. 
o Location of the emergency (building and room number). 
o The extent of the accident/illness/injury and number of people involved. 
o Location where someone will meet the ambulance and escort the emergency responders. 

o Care for illness and injuries within the scope of your training.  
Provide only the level of care that you have been trained and certified to give. 

o Notify someone in responsible charge of the area or the person(s) involved. 
 

The individual making the call should continue to stay on the phone with the Dispatcher and answer as many 
questions as possible regarding the condition of the ill or injured person(s) so that information can be 
forwarded to the emergency responders. 
  

http://www.healthservices.eku.edu/
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Crime and Violent Behavior 
 

 

Crime and Violent Behavior 
 
EMERGENCY ACTION 
 
In Progress Incidents: 
 

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 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. 
 

 
o Give your name, location, and phone number.  

O The Dispatcher should be told that THE INCIDENT IS IN-PROGRESS. 

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. 

 

 
The University Police Department, located in the Public Safety Building, is staffed 24 hours a day  
for your assistance and protection. They are available seven days a week all year long. 

 
Reporting Crimes In-Progress 

If you are a victim or a witness to any in-progress criminal offense, report the incident as soon as possible to the 
appropriate Police Department serving your area. You should attempt to provide as much of the following information 
as possible: 
 
o Nature of the incident. Make sure that the Dispatcher understands that the incident is in-progress! 
o Location of the incident. 
o Description of suspects involved. 
o Injuries that have occurred. 
o Description of any weapons involved. 
o Description of property involved. 
 
Stay on the line with the Dispatcher until help arrives. Keep the Dispatcher updated on any changes so responding 
units can be updated. Even if you cannot communicate, keep the line open. The Dispatcher may be able to learn more 
about what is happening. 
 
Reporting Crimes Not In-Progress 

If you have become a victim of a crime and it is not an emergency or life-threatening situation, telephone the local 
jurisdictional Police Department and be prepared to provide at least the following information: 
 
o Your name. 
o Your address. 
o Your telephone number. 
o A brief synopsis of what occurred. 
o Your exact location at the time of the call (campus building, room #, etc.). 
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Hostile Intruder ï Hostage Situation ï Active Shooter Survival Guide 

 
Hostile Intruder and Hostage Situation 

 

 
Hostile Intruder and Hostage Situation 

 

EMERGENCY ACTION 

 

Calm ï Stay as calm as you can. When hostages panic, hostage takers panic, and the situation can escalate beyond 

the intruders original intentions. Be alert but maintain a low profile. You can appear calm by following directions and 
avoiding sensitive topics in any conversation with the hostage taker. Maintain eye contact with the captor when 
speaking with them but do not stare. Be as polite and friendly as possible. 
Avoid drastic action if you are not in immediate danger of death or serious physical injury. 
Be observant. You may be released or you may escape.  
The personal safety of others may depend on your memory.  
 
Connect ï By empathizing or appearing to empathize with your captor, you may become a person to them rather 

than a bargaining chip. In some cases, by creating a bond, hostages have been able to make their captors unwilling 
to harm them. By connecting and personalizing the interactions, you buy yourself time by slowing things down. 
Encourage the negotiation process and keep the focus on outside contact.  
 
Capitalize ï While encouraging a negotiated release or some other peaceful conclusion, remain alert to rescue efforts 

and escape opportunities. Drink water and eat if food is available. Rest when you can. It is important to keep your 
strength up and remain as healthy as possible. If medications, first aid, or restroom privileges are needed by anyone, 
say so. 
 
If things change and the intruder becomes an active killer: As a victim you have two basic options 

 
Get Out ï Escape any way possible: through doors, windows, or stairs, and run at angles away from the threat, 

placing cover or obstacles between you and the danger until you are safe. 
 
Take Out ï Disarm and disable the intruder as quickly as possible with as much force as needed. 

 
When Police Arrive 

Do not pose a threat. Show and empty your hands. Get down on the ground. Follow the orders of the police. 

 

 
Hostile Intruder and Hostage Situations may be thought of as being of three basic types.  
 
Type One is encountered when the intruder or hostage taker is disturbed in their behaviors, feelings, and attitudes. 

What they do, how it makes them feel, and how and what they think about their actions can be exacerbated by the 
influences that they may be under. Influences contributing to or driving their behavior can include alcohol, drugs and 
emotional states. The individual may not be sane and rational. The purposes for their actions may or may not be clear. 
Part of a successful resolution to this issue is to think for the other person the way that they would think for themselves 
in 24 hours when they are no longer under the influences that they are currently under. This is a typical service that 
police officers perform when they are called to a scene to deal with disturbed individuals.   
 
Type Two is the traditional situation in which the hostage takers try to use hostages as leverage to negotiate for 

something else of value.  
 
Type Three occurs when an individual or a group takes hostages to accomplish a political, social, or economic agenda 

or are bent on causing death and destruction to make some statement. One possible goal of the hostage taker(s) might 
be to destroy the will of an enemiesô decision makers rather than to directly confront anotherôs military forces. 
 
As a situation develops, a potential hostage needs to immediately assess the intruderôs intent as being either for 
attention, negotiation or murder. 
 
Hostage situations may go through three typical phases. Recognizing these phases and knowing what to do in each is 
fundamental to surviving the situation. 
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Phase One: Capture 

This is the most dangerous phase and the one during which the intruder is trying to take control of the environment and 
the hostages. Victims need to assess the intruderôs intent rapidly, avoid attention, and stay low. If the intruderôs intent 
appears to be detaining people and/or controlling a facility for attention or negotiation purposes, victims will most likely 
move through phases two and three. If, however, the intruder is actively shooting or using other deadly physical force 
to kill, immediate action is necessary. 
 
As a victim, you have two basic options: 
 
Get Out ï Escape any way possible: through doors, windows, or stairs, and run at angles away from the threat, placing 
cover or obstacles between you and the danger until you are safe. 
 
Take Out ï Disarm and disable the intruder as quickly as possible with as much force as needed. Consider that if you 
are in public with other people on your side you probably outnumber the hostage taker(s). Remember United Airlines 
Flight 93 on September 11th, 2001. The decision to fight or play incapacitated (as listed in the Active Shooter Emergency 
Action Guide) is extremely risky. If you fight, you must be valiant, vicious, and victorious and you must know that you 
will probably be hurt, inured, disabled, or killed. You might however prevent a greater harm from coming to you or 
others by putting up a good fight. If you do not fight, you might be spared. You could play incapacitated and the intruder 
might pass you by. Unhindered though, an intruder has an opportunity to inflict multiple wounds, regroup, reload, and 
generally have his or her way until they are confronted with deadly force. Consider also that there is a tradition in 
warfare of making sure that the enemy is dead, by inflicting mortal wounds on bodies that a soldier passes by. Again, 
the decision is a risky one.     
 
Phase Two: Internment 

Assuming that you are dealing with someone in need of attention or intent on negotiating for what they really want, an 
internment period will follow. This may last a few hours, a few days, or even weeks. This is the time when negotiations 
are taking place and the time to do some planning for various contingencies. During this time, hostages should employ 
the 3 Côs. 
 
Calm ï Stay as calm as you can. When hostages panic, hostage takers panic, and the situation can escalate beyond 
the intruders original intentions. Be alert but maintain a low profile. You can appear calm by following directions and 
avoiding sensitive topics in any conversation with the hostage taker. Maintain eye contact with the captor when 
speaking with them but do not stare. Be as polite and friendly as possible. 
Avoid drastic action if you are not in immediate danger of death or serious physical injury. 
Be observant. You may be released or you may escape. The personal safety of others may depend on your memory.  
 
Connect ï By empathizing or appearing to empathize with your captor, you may become a person to them rather than 
a bargaining chip. In some cases, by creating a bond, hostages have been able to make their captors unwilling to harm 
them. By connecting and personalizing the interactions, you buy yourself time by slowing things down. Encourage the 
negotiation process and keep the focus on outside contact.  
 
Capitalize ï While encouraging a negotiated release or some other peaceful conclusion, remain alert to rescue efforts 
and escape opportunities. Drink water and eat if food is available. Rest when you can. It is important to keep your 
strength up and remain as healthy as possible. If medications, first aid, or restroom privileges are needed by anyone, 
say so. 
 
Phase Three: Resolution 

Research indicates that a majority of all hostages worldwide survive their ordeal one way or another.  
Resolutions are typically characterized by one of three options: 
 
Negotiated Release ï A negotiated release is the safest and sometimes longest outcome, requiring patience and 
calmness from all involved. 
 
Rescue ï Success of a rescue operation depends on the rescuerôs ability to distinguish between the hostages and the 
hostage taker(s). Cooperation of the hostages is critical. Avoid being misconstrued as the criminal by avoiding 
threatening posture. Do not grab and hold on to any weapons, and make sure the rescuers can see your empty hands. 
Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands up in 
the air. This is done for safety reasons, and once circumstances are evaluated by the police, they will give you further 
directions to follow. If you are not sure what to do, drop to the ground and stay low until instructed to do otherwise. 
 
Escape ï Escape is a risky resolution. If an opportunity presents itself, and the risk of staying is greater than the risk of 
going, you should take the risk and escape. Recognize that you are betting with your life. If at any time your intruder 
develops into an active shooter or killer, refer back to the Phase One instructions to Get Out or Take Out. 
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Active Shooter  

 

 
Active Shooter 

 

EMERGENCY ACTION 

 

Protect Yourself and Warn Others (Create and Manage Distance and Shielding from Threats) 

 

Plan for Your Survival ï Reasonable Options Can Include:  

 

R.S.V.P. = Run ï Shelter & Shield ï Vigorously Fight ï Play   

 
Run - Run from the threat if you think you can do so safely.  

Run at angles from the shooter and put cover or obstacles between you and the danger. 
 
Shelter & Shield - Shelter or Shield yourself from the threat if you think that running  

might place you in more danger. Lock yourself in a defensible space and call for help.  
 
Vigorously Fight - Fight an attacker if you think that greater harm will come to you if you do not fight.  

If You Fight ï You Must Be: Valiant ï Vicious ï Victorious   
If You Fight ï Verbalize:  Stop! - Drop the Weapon! - Down on the Ground!   
 
Play - Play incapacitated. 

Play whatever you think if you think it might help your chances of survival.  
 
Call 911 for Help ï Report to Police as soon as you are out of immediate danger  

Give Your Name ï Telephone Number ï Location. 
Describe the Nature of the Incident and its Location. 

Describe Any Injuries ï Weapons ï Hazards ï Devices.  

Describe the People Involved ï Where They Are ï Where They Went. 

 

Stay on the line with the Dispatcher until help arrives.  

Keep the Dispatcher updated on any changes so responding units can be updated.  

Even if you cannot communicate, keep the line open.  

The Dispatcher may be able to learn more about what is happening. 

 

Evacuate or Shelter - Escape If You Can and Avoid the Danger  

Move Out of Public Areas into an Office or Classroom - If You Cannot Escape  

Assemble / Account For Those You Are Responsible For 

Close and Lock the Doors and Windows 

Barricade the Door ï If the Door Will Not Lock  

Obstruct Sight Lines Into the Secured Area 

Lights and A/V Off ï Get Down ï Take Cover ï Away From Doors and Windows   

Avoid Fields of Fire ï Be Quiet ï Pretend No One is Home ï Do Not Answer or Open the Door 

Wait for Police to Help You Out of the Building 

 

What To Do When Police Arrive 

Police Priority is to Contact and Stop the Threat 

!!! DANGER !!! DANGER !!!   

Do Not Pose a Threat - Show and Empty Your Hands - Get Down On The Ground - Follow the Orders of the Police 

 

 
 
More information about Active Shooter: What You Can Do is available from FEMA and DHS at:  

 
http://training.fema.gov/EMIWeb/IS/IS907.asp 
  
http://www.dhs.gov/video/options-consideration-active-shooter-preparedness-video 
  

http://training.fema.gov/EMIWeb/IS/IS907.asp
http://www.dhs.gov/video/options-consideration-active-shooter-preparedness-video
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More information about Active Shooter: What You Can Do is available from  
FEMA and DHS at:  
http://training.fema.gov/EMIWeb/IS/IS907.asp 
http://www.dhs.gov/video/options-consideration-active-shooter-preparedness-video 

http://training.fema.gov/EMIWeb/IS/IS907.asp
http://www.dhs.gov/video/options-consideration-active-shooter-preparedness-video





















































































