To report any police, fire, or medical emergency, call:
911
In the event of a fire, pull manual fire alarm BEFORE calling 911. Evacuate the building immediately!

When calling 911:
Remain calm, speak slowly and clearly.
Stay on the line with the dispatcher.
■ Follow all instructions provided by the dispatcher.
■ Provide the address of the building involved and your exact location.
■ Provide a thorough description of the incident.
■ Do not hang up until the dispatcher tells you to do so.
■
■

Emergencies can also be reported to University Police by activating any Campus Emergency
Telephone (Blue Light phone) located throughout campus.

About Campus Emergency Phones:

http://www.dps.illinois.edu/universitypolice/emergencyphones.html

Emergency Phone Map:

http://maps.google.com/maps/ms?hl=en&ie=UTF8&msa=0&msid=113582204357538523970.0004
7e294253cf8f42e12&ll=40.100463,-88.225107&spn=0.049568,0.111151&z=14

Non-Emergency Services
University Police (non-emergencies)

217-333-1216

Office of Campus Emergency Planning

217-333-1216

Code Compliance and Fire Safety

217-265-5268

Facilities and Services

217-333-0340

Division of Research Safety

217-333-2755

McKinley Health Center

217-333-2701

Office of the Dean of Students

217-333-0050

Campus Parking

217-333-3530

911 & NON-EMERGENCY
NUMBERS

911 & NON-EMERGENCY NUMBERS

ACTIVE SHOOTER/ACTIVE THREAT
An active threat is defined as any incident which by its deliberate nature creates an immediate
threat or presents an imminent danger to the campus community.

Only follow these actions if safe to do so. When in doubt, follow your
instincts - you are your best advocate!
If the Active Shooter/Active Threat is inside your building:
Remain calm.

■

Immediately exit building via safest possible route, away from the threat if possible,
and seek refuge away from the immediate area inside another building.

■

If you cannot evacuate, find the nearest location that provides safety, barricade/block
doors by any means possible, shut off lights, move to an area of the room where you
cannot be seen or heard, and keep as quiet as possible. Turn cell phones to silent mode.

■

As soon as it is safe to do so, notify authorities by calling 911.

■

Stay focused on survival and keep others around you focused.

■

Do not open the door until a KNOWN law enforcement officer advises it is safe to do
so or some other credible information, such as Illini-Alert1, is received advising the
threat is over.

If the Active Shooter/Active Threat is NOT inside your building:
■

Remain calm.

■

Find the nearest location that provides safety.

■

Close and lock doors; if doors cannot be locked, barricade/block the door with
anything available.

■

Do not open the door until a KNOWN law enforcement officer advises it is safe to
do so or some other credible information, such as Illini-Alert1, is received advising
the threat is over.

For more information about this subject please contact the Division of Public
Safety at 217-333-1216.
1

The University has implemented an emergency notification system called Illini-Alert. To receive Illini-Alert notifications, register at
emergency.illinois.edu with your personal contact information. This system will be used to notify you of imminent threat to health, life and safety.

ACTIVE SHOOTER/
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■

BOMB THREAT/SUSPICIOUS PACKAGE
A bomb threat is defined as a threat to detonate an explosive or incendiary device to cause
property damage, death, or injuries, whether or not such a device actually exists.

If a bomb threat is received:
■
■
■

■
■
■
■
■

Remain calm.
If your phone has Caller ID, record the number displayed.
Gain the attention of someone else close-by, point to this information, and have that
person call 911 from another landline telephone. This call should be made out of
hearing range of the caller.
Try to keep the caller on the phone long enough to complete the Bomb Threat Check
Sheet located on the next page.
Ask check sheet questions.
Work with arriving emergency personnel to assist them in evaluating the situation.
Assist emergency responders with a search of the area, if requested.
Provide for an orderly evacuation if ordered by emergency personnel.

Bomb Threat Check Sheet is provided on the next page.

IMMEDIATELY CALL 911 FROM A LANDLINE TELEPHONE2.

The following constitutes a suspicious letter or parcel:
■
■
■
■
■
■
■
■
■

Any powdery substance on the outside.
Unexpected or from someone unfamiliar to you.
Excessive postage, handwritten or poorly typed address, incorrect titles or titles with
no name, or misspellings of common words.
Addressed to someone no longer with your organization or are otherwise outdated.
No return address or one that cannot be verified as legitimate.
Unusual weight, given the size, or is lopsided or oddly shaped.
Unusual amount of tape.
Marked with restrictive endorsements, such as “Personal” or “Confidential.”
Strange odors or stains.

What to do if you receive a suspicious package or parcel:
■
■

2

Handle with care. Do not shake or bump and isolate it immediately.
Do not open, smell, touch or taste.
Treat it as suspect and call local law enforcement authorities.

Do not use a cellular telephone or radio within 300 feet of the suspicious package.

BOMB THREAT/
SUSPICIOUS PACKAGE

If you receive or discover a suspicious package or device: DO NOT TOUCH IT, TAMPER
WITH IT OR MOVE IT!

BOMB THREAT CHECK SHEET
Exact time of call:
Exact words of caller:

Questions to ask:
1. When is bomb going to explode?
2. Where is the bomb?
3. What does it look like?
4. What kind of bomb is it?
5. What will cause it to explode?
6. Did you place the bomb?
7. Why?
8. Where are you calling from?
9. What is your address?
10. What is your name?
Caller’s voice: (circle)
Calm
Disguised
Sincere
Lisp
Excited
Stressed

Nasal
Rapid
Accent

Angry
Giggling
Loud

Were there any background noises?
Remarks:
Person receiving call:
Telephone number call received at:
Date:

Call 911 from any landline telephone.

Stutter
Crying
Normal

Slow
Squeaky
BOMB THREAT
CHECK SHEET

If voice is familiar, whom did it sound like?

Broken
Deep
Slurred

CIVIL DISTURBANCE
Civil disturbances include riots, demonstrations, threatening individuals, or assemblies that have
become significantly disruptive.

In the event of a civil disturbance:
■

Call 911 if the disturbance escalates into a situation that poses imminent threat to health,
life or safety (provide the address, location, and all possible details to the dispatcher).

■

If the event is in its initial stage and has not reached a critical point, call Public Safety at
217-333-1216.

■

Do not interfere, interrupt or become involved in the disturbance.

■

Secure your work area, log off computers, and secure sensitive files, if appropriate and
safe to do so.

■

If the disturbance is outside, stay away from doors and windows. Remain inside.

■

If the disturbance is inside, evacuate or shelter-in-place, as necessary.

CIVIL DISTURBANCE

EARTHQUAKES
The following are some useful tips to help prepare for an earthquake:
■

Look around your area and decide where the safe spots are: under sturdy tables, desks
or against inside walls.

■

Determine where the danger areas are: near windows, hanging objects, tall unsecured
furniture (bookcases, cabinets, appliances), chemical sites. Most casualties in earthquakes
result from falling materials.

■

Store flammable and hazardous chemicals in proper cabinets.

■

Keep breakables and heavy objects on lower shelves whenever possible. Make sure
latches on cabinets, process tanks, storage tanks, and closets are secured.

During an earthquake:
■

DROP to the ground; take COVER under a sturdy table or other furniture; and HOLD ON
until the shaking stops. If there is not a table or desk near you, cover your face and head
with your arms and crouch in an inside corner of the room/building.

■

Do not run out of the building during the shaking as objects may be falling off the
building and cause serious injuries or death.

■

Stay indoors if already there. If you are in a high-rise building, do not use elevators.

■

If you are outdoors, stay in the open, away from buildings, trees, and power lines.
Do not go near anything where there is a danger of falling debris.

After an earthquake:
■

If it is safe to do so, help those who are injured or in need of special assistance.

■

Be prepared for aftershocks. Earthquakes sometimes occur in a series of tremors, which
could last for a period of several days. Aftershocks, or even a series of aftershocks, are
common after earthquakes and may last for a few seconds to perhaps as long as 5
minutes or more.

■

Do not re-enter damaged buildings. Aftershocks could knock them down.

■

Be alert for gas and water leaks, broken electrical wiring, downed electrical lines,
or ruptured sewer lines. Whenever possible, turn the utility off at the source.

EARTHQUAKES

An earthquake is defined as a trembling or sudden movement of the earth’s crust.

EVACUATION & SHELTER-IN-PLACE GUIDELINES
These recommendations are provided by the Office of Campus Emergency Planning. There are two
actions that individuals can take during emergency situations: Building Evacuation (Get Out) and
Shelter-In-Place (Stay In).

Only follow these actions if safe to do so.

When in doubt, follow your instincts - you are your best advocate!

Building Evacuation (Get Out) —
■
■
■
■
■
■
■
■
■
■
■

Take the time to learn the different ways to leave your building before there is
an emergency.
Evacuations are mandatory for fire alarms and when directed by authorities! No exceptions!
Evacuate immediately. Pull manual fire alarm to prompt a response for others to evacuate.
Take critical personal items only (keys, purse, and outerwear) and close doors behind you.
Assist those who need help, but carefully consider whether you may put yourself at risk.
Look for Exit signs indicating potential egress/escape routes.
If you are not able to evacuate, go to an Area of Rescue Assistance if you can.
Evacuate to an Evacuation Assembly Area. If not known, exit the building and find a
safe location.
Remain at Evacuation Assembly Area until additional instructions are given.
Alert authorities to those who may need assistance.
Do not re-enter building until informed by emergency response personnel that it is safe
to return.

Shelter-in-Place (Stay In) —
Action taken to seek immediate shelter indoors when emergency conditions do not warrant or
allow evacuation.

Severe Weather
■
■

If you are outside, proceed to the nearest protective building.
If sheltering-in-place due to severe weather, proceed to the identified Storm Refuge Area
or to the lowest, most interior area of the building away from windows or hazardous
equipment or materials.

Security Threat
■
■
■
■
■
■

If you cannot safely evacuate, find a secure area within your building to stay and await
further information.
Assist those who need help, but carefully consider whether you may put yourself at risk.
Once within a safe place, attempt to secure the space (i.e.: lock doors, close windows/
blinds).
If unable to lock the door, secure it by any means possible.
Remain quiet, unless making noise would be beneficial to your safety (i.e.: rescue recovery).
Do not open the door until a KNOWN law enforcement officer advises it is safe to do so or
some other credible information, such as Illini-Alert, is received advising the threat is over.

EVACUATION & SHELTERIN-PLACE GUIDELINES

Action taken to leave an area for personal safety.

EXPLOSION
An explosion is defined as a violent and destructive shattering or blowing apart of something.
Pull manual fire alarm if not already activated to initiate evacuation.

■

Call 911 immediately.

■

Evacuate immediately. Assist those who need help, but carefully consider whether
you may put yourself at risk.

■

Take critical personal items only (keys, purse, and outerwear) and close doors behind you.

■

Personnel may briefly delay evacuating if needed to shut down electrical and other
equipment, especially any that involves flame, explosive vapors, or hazardous materials.

■

If you are not able to evacuate, go to an Area of Rescue Assistance or shelter-in-place.

■

Evacuate to an Evacuation Assembly Area. If not known, exit the building and find a
safe place.

■

Alert authorities to those who may need assistance.

■

Do not re-enter building until informed by emergency response personnel that it is
safe to return.

If unable to evacuate and threat of fire is imminent :
■

Close all doors and windows.

■

Wet and place cloth material around and under the door to prevent smoke from entering.

■

Call 911 for help and attempt to signal people outside the building.

EXPLOSION

■

FIRE
If you discover a fire:
■
■
■
■
■
■
■
■

Manually activate the building’s fire alarm system immediately.
Evacuate the building, closing doors and windows in your immediate area.
Assist those who need help, but carefully consider whether you may put yourself at risk.
Evacuate to an Evacuation Assembly Area. If not known, exit the building and find a
safe location.
If you are not able to evacuate, go to an Area of Rescue Assistance, if you can.
Call 911.
Alert authorities to those who may need assistance.
Do not re-enter building until informed by emergency response personnel that it is safe
to return.

If a fire alarm is activated:
■
■
■
■
■
■
■

Evacuations are mandatory for fire alarms and when directed by authorities. No exceptions!
Take critical personal items only (keys, purse, and outwear) and close doors behind you.
Assist those who need help, but carefully consider whether you may put yourself at risk.
Evacuate to an Evacuation Assembly Area. If not known, exit the building and find a
safe location.
If you are not able to evacuate, go to an Area of Rescue Assistance, if you can.
Alert authorities to those who may need assistance.
Do not re-enter building until informed by emergency response personnel that it is safe
to return.

If caught in smoke:
■
■

Drop to your knees and crawl to the closest safe exit.
Breathe through your nose, and use a shirt or towel to breathe through, if possible.

If trapped in a building:
■
■
■

Using a fire extinguisher:
■
■
■
■
■

Report the fire first. Call 911 before attempting to use an extinguisher.
Use a fire extinguisher only if you have been trained to do so. Improper use of an
extinguisher can increase the hazard.
If you have any doubt in your ability to fight the fire, exit immediately.
If you decide to use a fire extinguisher, place yourself between the fire and your exit
from the area.
To use the fire extinguisher, follow the PASS method:
P ull the pin. This will break the tamper seal if one is provided.
A im low, pointing the extinguisher nozzle (or the horn or hose) at the base of the fire.
S queeze the handle to release the extinguishing agent.
S weep from side to side at the base of the fire until the fire is out. Watch the area.

For additional fire extinguisher training: http://www.ehs.okstate.edu/modules/exting/Triangle.htm

FIRE

■

Close all doors and windows.
Place something under the door to prevent smoke from entering.
Attempt to go to a window to signal people outside of the building.
Call 911.

FLOODING
Flooding is defined as an overflowing of water, often sudden, from an uncontained source.

In case of imminent or actual flooding:
Only follow these actions if safe to do so:
■

Secure vital equipment, records, and hazardous materials by moving to higher, safer ground.

■

Shut off all non-essential electrical equipment.

■

Move all personnel to a safe area, away from the building in danger. Locate those persons
with functional needs, and provide assistance if safe to do so. Otherwise, provide their
location to emergency responders.

■

Do not return to the building until instructed to do so by Public Safety or Facilities
and Services.

■

Call Facilities and Services for assistance with flood clean-up.

FLOODING

