BINGHAMTON

UNIVERSITY

State University of New York

Emergency Preparedness Plan for:

(Dept)

L ocation:

(Building, Room#, etc.)

Confidential Information
I nformation contained in this Emergency Preparedness

Plan isnot for general distribution and may contain
confidential infor mation.

This plan is to be used in conjunction with the
Binghamton University Emergency Response Manudl.

Date Prepared::

Date Updated: E—

Department Address: -

Contact:

Email:

Phone: -

Non-emergency 777-2393
Emergency911




Emergency Procedures

Notify University Police (911) for the following events:
- Medica Emergency

Fre

Exploson

Crimind activities (violence, theft, harassment, sexual offenses, etc.)

Bomb Threat
Hazardous Materia Incident (spilled material, unknown substance, etc.)
Fecilities Emergency (major water leak, serious electrical hazard, etc.)
Any other dangerous or life-threatening situation

Contact Physical Facilitiesfor facility related events:
777-2226 (days)
777-2341 (nights)
Contact for the following events:

(0]

[elNelNelNelNe]

Power failure

Water leaks / flooding
Electrical interruptions
Electricd hazards

Structural hazards

All other facility related items

Department Emergency Contacts.

Name

Work
Title Phone
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Home Cdl
Phone Phone

Pager#
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Emergency Action Plan

M edlcal Emergency Procedure
Protect victim from further injury by removing any persistent threat to the victim. Do not move the
victim unnecessarily. Do not delay in obtaining trained medical assistance.
Notify University Police of the location, nature and extent of the injury by caling 911 or using a Blue
Light or Emergency Telephone. Always cal from a safe location.
Provide firgt aid until help arrives if you have appropriate training and equipment and it is safe to do so.
Send someone outside to escort emergency responders to the appropriate location, if possible,

Fireor Exploson Emergency Procedure
Alert people in theimmediate area of the fire and evacuate the room.
Confine the fire by closing doors as you leave the room.
Activate the building fire alarm system by pulling the handle on alocd fire darm box.
Notify University Police of the location and size of the fire by calling 911 or using a Blue Light or
Emergency Telephone. Always call from a safe location.
Evacuate the building using the established Emergency Evacuation Procedure. Once outside, notify
emergency responders of the location, nature and size of thefire.
If you have been trained and it is safe to do so, you may attempt to extinguish the fire with a portable
fire extinguisher. If you have not been trained to use a fire extinguisher you must evacuate the area.

Hazardous M aterials Releases:
Environmental Heath and Safety is equipped to respond to and cleanup Hazardous Material Spills. A Hazardous
Materials Emergency exists when:
Cleanup of a spill of ahazardous materia is beyond the level of knowledge, training or ability of the
staff in the immediate spill areg, or;
The spill creates a Situation that isimmediately dangerousto the life and hedth of personsin the spill
areaor facility.
Emergency Procedures:
Alert people in the immediate area of the spill and evacuate the room. If an explosion hazard is present,
take care not to create sparks by turning on or off electrical equipment.
Confine the hazard by closing doors as you leave the room.
Use eyewash or safety showers as needed to rinse spilled chemica s off people.
Evacuate any nearby rooms that may be affected. |f the hazard will affect the entire building evacuate
the entire building. 1f thereis a chance of explosion from the chemical spill do not activate the
building fire alarm. Evacuate the building manually by aerting others by voice. Take care not to turn
eectrical equipment on or off or otherwise cause sparks. If there is no chance of explosion, activate the
building fire darm system by pulling the handle on alocd fire darm box.
Notify University Police of the chemical, location and size of the saill cdling 911 or usng a Blue Light
or Emergency Telephone. Always call from a safe location. Be prepared to spell chemical names.
If building evacuation is required, evacuate the building using the Emergency Evacuation Procedure
presented in this guide. Once outside, notify emergency responders of the location, nature and size of
the spill.
|solate contaminated persons. Avoid contamination or chemical exposure.
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Building Evacuation Procedure

The need to account for and mobilize staff in an orderly way is crucia to an effective responsein many
emergency situations- particularly when the response requires some sort of evacuation or movement of staff
from one place to another.

When afire alarm sounds -- al g&ff (including student staff on duty) in the building should go to apre-
determined rendezvous point (muster point).

As you areleaving the building:
We need to assume collective responsibility for making sure that everyone gets out, as we are getting
out quickly ourselves.
If you are amember of abuddy system please move quickly to help your buddy to exit the building
safely.
On the way out, knock on your neighbors doors, intrude into meetings, make sure that student staff get
out of the building. Itisnot practical to assign this responsibility to any one person or even asmall
group, since there is just no way to guarantee who will actualy be in abuilding at any time of the day or
night.
If possible, practical, and safe -- bring your persona belongings like coats, backpacks, handbags,
wallets, etc.

Evacuation Procedures
(Evacuation isrequired any time the fire alarm sounds, an evacuation announcement is made or a university official orders
you to evacuate.)
Turn equipment off, if possible.
Quickly shutdown any hazardous operations or processes and render them safe.
Notify othersin the area of the darm if they did not hear it.
Take emergency supplies and staff rosters, if possible.
0 Exit the room
Take jackets or other clothing needed for protection from the weather.
Close windows and close, but do not lock doors as you leave.
Leave room lights on.
If you are away from the department’ s room/space when the alarm sounds you should exit the
building immediately and not return to the department's room/space.
If you are unable to leave the building due to a physica disability:
0 Go to the nearest area where there are no hazards.
0 Use a telephone to cal University Police at 911, or use other means to advise them of the
situation.
0 Besureto give them the room number so they can send help to you.
o0 If possible, signa out the window to on-site emergency responders.
0 One person may remain with you if they wish to assist you.
Exit the building via the nearest safe exit route. Walk, do not run. Do not use elevators to exit.
Move away from the building, report to the designated muster point and meet with other persons from
the department or building. Report any missing or trapped people to the emergency responders.
Keep existing groups together.
Account for faculty, staff and students and sign in at evacuation point.
Wait a evacuation point for directions
Do not reenter the building until emergency staff gives the "dl clear” signal. The slencing of the
building fire darm system does not indicate an “dl clear” signal has been given.

OO0 oo
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Evacuation of Personswith Disabilities

Be aware that faculty, staff and students with "hidden" disabilities (arthritis, cardiac conditions, back problems,
learning disabilities, etc.) may aso need individual assistance. Use the following list to assist both hel pers and
disabled persons. Use a"buddy system' naming who is responsible for whom.

ToAssist Visually Impaired Persons
Announce the type of emergency
Offer your arm for guidance
Tell the person where you are going, obstacles you encounter
When you reach safety, ask if further help is needed

To Alert People with Hearing Limitations
Turn lights on/off to gain the person’s attention, or
Indicate directions with gestures, or
Write a note with evacuation directions

To Evacuate People Using Crutches, Canes, or Walkers
Evacuate these individuas as injured persons
Assigt and accompany to evacuation site if possible, or
Use asturdy chair (or one with wheels) to move the person, or
Help carry individual

To Evacuate Wheel Chair Users
Non-ambulatory persons needs and preferences vary
Individuals at ground floor locations may exit without help
Others have minimal ability to move — lifting may be dangerous
Some non-ambulatory persons have respiratory complications
Remove them from smoke and vapors immediately
Wheelchair users with electrical respirators get priority assistance
Most wheel chairs are too heavy to take down stairs
Consult with the person to determine best carry options
Reunite the person with the chair as soon asit is safe to do so
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Emer gency Evacuation Procedur es

Please provide a detailed description of how to evacuate the building from your department/work area:

Muster Point:
Faculty/Staff/Students shal meet a the following muster point to account for dl individuas and
determineif anyone hasfailed to exit the building (must be at least 300 feet away from building):
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Shelter-1 n-Place Procedures

Theterm, Shelter-In Place, means to seek immediate shelter and remain there during an emergency rather than
evacuate the area. Unlessinstructed to evacuate by emergency personnel, sheltering in a pre-determined safe
location in your place of work is the preferred method of safely waiting out the emergency. In place sheltering
usually lasts no more than afew hours and preparations, made in advance, can ensure that the event is as
comfortable as possible.

If emergency officialsdirect you take shelter and not to evacuate, or if you are unableto

evacuate:

Fire Emergency:

(0]

(0]
(0)
(0)

Close all doors between you and the fire.

Use cloth (preferablywet) to seal the gaps under doors or anywhere else smoke may enter.

If aphoneisavailable, dial 911 and tell the dispatcher of your location.

If the room has awindow, attract the attention of emergency responders by hanging a brightly
colored cloth out of the window. Only open the window enough to hang the cloth and have a

little fresh air (opening the window too much may draw thefireto your location).

If the room has no window and there is no phone, don’t panic. Attract othersto your location

by tapping on pipes, walls, floors or any other surface that is available.

Chemicdl / Biological / Radiological Emergency or Natura Disaster:

(0]

(0]
(0]
(0]

o

o

Remain calm.

If you are outdoors, go inside immediately.

Do not call 911 unless you are reporting an immediate life-threatening emergency.

In the event of a chemical emergency, try to make your building airtight so that outside air
cannot enter. Close al doors, windows and vents.

Turn off al fans, including heaters or air conditioners and attempt to shut down air handling
systems.

Move to an interior room (or halway) with no windows or doors to the outside.

Stay indoors until you receive official notice on local emergency radio stationsthat it is safe to
go out or until you are asked to leave the area.

Select aroom in the building where occupants will be the most comfortable and which is easy
to seal off. Thisroom should, if possible, provide access to water, toilet facilities, and adequate
room for people to sit or lie down. The room should aso have a battery-powered radio, snack
foods, and bottled water.

If you arein acar, close windows and vents.
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Shelter-1n-Place Procedures

Please describe specific Shelter-In-Place proceduresfor your department/work area:
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Department Emergency Response Team

Department Name: |

A Response Team should be trained to help disseminate emergency ingructions, assst evacuations

and security, provide firg aid, and ded with immediate sdvage and preservation issues (ex. moving
animals and plants, covering books and equipment).

Name Building/Room Work Phone Home Cdl

Non-emergency 777-2393
Emergency911




Emergency Disaster Plan
Binghamton University
Environmental Health and Safety

Department Emergency Recovery Team

Department Name: |

A Recovery Team should be prepared to document the effects of the emergency and coordinate
facility and program restoration, according to priorities identified by the Unit executive.

Name Building/Room Work Phone Home Cdl
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Department Staff Roster

Asof: | |

(month, day, year)

Name Office Phone Cdl Email Home Address
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(Please describe any additional emergency proceduresthat pertain to your department/work area.)
Department/Area Specific Emergency Procedures:
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