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SUBJECT 



GENERAL REQUIREMENTS 

University fire alarm systems shall provide warning for fire or other emergencies requiring building 

evacuation.  

University fire alarm systems shall be distinctive and recognizable as a signal to evacuate the work area.  

University fire alarm systems shall be capable of being perceived above ambient noise or light levels by 

all employees in the affected portions of the workplace.  Alternative means will be used to alert those 

employees in areas where they would not otherwise be able to recognize the audible or visual alarm. 

TRAINING:  

Training is an integral part of the safety and preparedness program. Employees should be aware of 

emergency procedures associated with their buildings.  

Employee Emergency Action Plan Awareness: Each department is responsible for ensuring all of their 

employees are familiar with the University EAP. This includes EAP awareness, a physical tour of 

evacuation routes, location of fire extinguishers, AEDs, any special circumstances or emergency 

procedures associated with the building or plan.  

Building Occupants:  Building occupants should become familiar with the EAP and refresh their 

knowledge periodically. Knowledge of evacuation routes, evacuation zones, notification and emergency 

procedures are critical to successfully managing an incident/emergency/event. 

CLASSROOM SAFETY: 

Information for faculty and instructors in the classroom:  

The importance of emergency preparedness extends to the classroom. Students, even in higher 

education settings, look to the instructor for guidance and definitive action during an emergency. 

Faculty and instructors who take a few minutes at the start of each semester to familiarize their 

students with basic evacuation and emergency procedures will help ensure that they and their students 



¶ You are not sure that the extinguisher you have is the proper one to use on this fire or it is not 

large enough to fight the fire. 

¶ 







EMERGENCY PROCEDURES 

BUILDING EVACUATION 

Occupants are required to evacuate the building when the fire alarm sounds, or when ordered to do so 

by emergency response personnel, building alarm or emergency notification. 

Building evacuation will occur via one of the following: 

• When a building fire alarm is sounded 

• When a buil



https://www.salisbury.edu/administration/administration-and-finance-offices/environmental-

safety/floorplans.aspx. 

Employees with knowledge regarding the location of the fire shall inform emergency responders.   

 

EVACUATION PROCEDURES FOR INDIVIDUALS WITH DISABILITIES 

Evacuation of person with disabilities should be given high priority in all emergencies. In an emergency 

situation, it is important that you are familiar with the needs of our disabled community during the 

evacuation process. Disabled persons are encouraged to self-identify and convey any special needs that 

may be required to the Disability Resource Center. Individuals should become familiar with the building 

and its exits. 

The following guidelines are important to follow: 

• Always ask how you can help before attempting any emergency evacuation assistance. 

• If you choose to assist someone in an emergency situation, do not expose yourself or others 

to unnecessary risk by attempting to provide assistance beyond your ability. 

• Allow the individual the opportunity to define specific needs and wishes to you. Offer 

assistance, but let the person explain what help is needed. Respect that the person with the 

disability may be the best authority on how to be evacuated. 

• Carrying a person is not advisable except in the most extreme of circumstances. 

• For safety reasons, avoid evacuating people while they are still in their wheelchair. Try to 

evacuate disabled persons without the wheelchair, empty wheelchairs will be evacuated 

later if possible. If not, move the disabled person to the nearest stairwell landing and 

summons help. It may be necessary to leave the person in the stairwell and retrieve 

assistance from emergency personnel. 

• The individual needing assistance should identify assistants who can assist with evacuations. 

• Do not abandon the person after exiting a building. Accompany the individual to a safe place 

with others. 

• Most times the best course of action is to shelter in place and await emergency personnel. 

Tips to Remember When Interacting with Persons with Specific Disabilities 

Persons with Wheelchairs and other Non-Ambulatory Persons 

¶ Always ask whether the person needs assistance before acting and explain what needs to be 

done. 

¶ A wheelchair is part of the user’s body space and should be respected. Never maneuver a 

person’s chair without permission. 

¶ Ask how the chair operates and if there are any special operational instructions. 

¶ Be cautious in attempting to lift an individual from a wheelchair. This should only be done in 

the most extreme of circumstances. Do not use a wheelchair to transport an individual 

down or up stairs. 

¶ If unable to evacuate down stairs, position the person in the safest place possible according 

to the emergency, preferably in an enclosed protected stairwell. 



¶ Alert emergency personnel of the person’s location. 

Blindness or Visual Impairment 

• Always ask whether the person needs assistance before acting and explain what needs to be 

done. 

• Provide verbal instructions to advise them regarding the safest routes or directions. Speak 

naturally and directly. Do not shout. 

• Let the individual take your elbow for walking. The person may wish to walk slightly behind 

you in order to gauge your reactions to obstacles and curbs. Always explain what you want 

to do ahead of time. You should provide verbal cl



BUILDING FIRE 

Upon discovery of a fire, the employee shall 



• S - SWEEP from side to side - Keep the extinguisher aimed at the base of the fire and sweep side 

to side, pushing the fire away from you. 

6. On your way out, warn others. 

7. Move away from fire and smoke. Close doors and windows behind you, if time permits. 

8. Before opening a door, place the back of your hand on the door to check for heat. If cool, slowly 

check the door handle for heat and proceed to exit. 

9. If the door is hot, do not open it. Find or create an alternative exit (windows). If no other exit is 

available and you only see smoke, open the door slowly, move to a crawling position, staying 

low, and quickly crawl to an exit. 

10. If the door is hot and fire is present, keep the door shut. Place any type material at the base of 

the door to keep smoke from entering the room. 

11. Exit using stairs. Do not use elevators during a fire. 

12. Evacuate the building as soon as the alarm sounds and proceed to the designated evacuation 

zone. 

13. Do not re-enter the building or work area until you have been instructed to do so by the 

emergency responders. 



 

  



BUILDING ALARMS 

Most buildings on campus are equipped with a centralized fire alarm system. 

Procedures 

• The fire/evacuation alarm is a high-pitched annunciator. When you hear the fire/evacuation 

alarm, leave the building. Follow evacuation procedures located in this plan. 

• The fire/evacuation alarm will also be equipped with strobe lights for persons with hearing 

impairments. 

• Procedures which may be hazardous if left unattended should be shut down prior to 

evacuation, if safe to do so. 

• Verify that persons are exiting the building and that doors are closed to reduce the spread 

of fire and smoke. 

Fire Watch 

Whenever it is brought to the attention of the staff of residential buildings or departmental personnel 

that the fire alarm or sprinkler system is inoperable or has been placed out of service, for longer than 

one hour, a fire watch shall be established. 

¶ Responsible personnel (residential staff, security personnel, etc.) shall be assigned to the fire 

watch. 

¶ The entire building shall be toured at least once during each hour of the fire watch. 

¶ The fire watch shall be maintained at all times that the building is occupied until the fire 

protection system is repaired. 

¶ Written documentation of the fire watch and completion of tours shall be maintained. 

Interruption of Fire Alarm 

¶ No person may shut off any fire protection or alarm system during a fire emergency incident 

without the permission of the fire department officer in charge. 

¶ No person may shut off any fire protection or alarm system during a bomb threat emergency 

without the permission of the police officer in charge. 

¶ It shall be the responsibility of Physical Plant personnel to reset or cause to be repaired, any fire 

protection or alarm system after an emergency incident when notified by the fire or police 

department in charge. Physical Plant personnel shall inspect each system immediately after 

every emergency incident and place the system in serviceable condition. 

¶ The fire and police departments may reset an alarm system only if there is no damage to the 



Information Release to Media and the Public 

All information regarding fires will be released through the Public Relations Office. No other agency or 

employee may release official statements regarding the cause, origin, or nature of campus fires. 

 

FIRE SAFETY INSTRUCTION COMPONENTS 

For Employees 

¶ All employees are required to follow the evacuation plan in order to provide the safest possible 

response to emergencies. 

¶ Faculty members are required to instruct each class on the appropriate evacuation routes 

assigned to the room in which their class is being held at the beginning of each semester. 

¶ Staff are required to respond to emergencies based upon their assigned duties and training. 

¶ NO ONE will be asked or required to place themselves in harm’s way. 

¶ IF IT IS DANGEROUS TO YOU – LEAVE! 

¶ Provisions will be made to assist individuals requiring evacuation assistance. 

For Students 

¶ In the event of an emergency, students are expected to comply with all directions given by 

university personnel in order to affect a safe and orderly evacuation. 

¶ Students will be given instruction as to what is expected of them in each class should an 

emergency occur. 

For Visitors 

¶ In the event of an emergency, visitors are expected to comply with the direction given by 
university representatives in order to affect a safe and orderly evacuation. Your cooperation and 
understanding are appreciated in this matter. 

 

For Contractors 

¶ Contractors are required to adhere to all current codes, standards and safety rules that are in 

effect at the time of the work being performed. These include (but are not limited to) building, 

plumbing, electrical, safety and university personnel/property protection codes. 

 

For Administration Offices 

¶ Building Emergency Plans are posted. 

¶ Evacuation procedures are to be communicated to all personnel in the area. 

¶ Aisles are to be maintained free and clear. 

¶ Exit signs are to be visible from all areas of the room. 

¶ Doors are to be kept unlocked when the room is occupied. 

¶ Sprinkler heads are to be kept unobstructed – no storage of anything within 18”. 

¶ Fire alarm pull boxes should be kept free and clear for instant access. 



¶ Fire extinguishers should be kept free and clear for instant access. 

¶ Covers on electrical switches and receptacles are not broken or discolored. 

¶ Electrical plug in strips are plugged into wall receptacles and not into each other or extension 

cords. 

¶ Extension cords are to be used for temporary power – not to exceed 90 days. 

¶ All employee provided appliances (fans, coffee makers, lights, etc.) must comply with campus 

standards. 

¶ Storage of material must not present an overhead hazard. 

¶ When leaving for the day (or in an emergency), the area supervisor shall turn off all appliances 

and lights and close/lock the door. 

For Academic Classrooms 

¶ Building Emergency Plans are posted and Campus Emergency Guides are included in faculty 

handbooks. 

¶ Evacuation procedures are to be communicated to all personnel in the area. 

¶ Aisles are to be maintained free and clear. 

¶ Exit signs are to be visible from all areas of the room. 

¶ Doors are to be kept unlocked when the room is occupied. 

¶ Sprinkler heads are to be kept unobstructed – no storage of anything within 18”. 

¶ Fire alarm pull boxes should be accessible.

are to be visible from all areas of the room.



¶ Extension cords are to be used for temporary power – not to exceed 90 days. 

¶ All employee provided appliances (fans, coffee makers, lights, etc.) must comply with campus 

standards. 

¶ Storage of material must not present an overhead hazard. 

¶ Ensure that all chemical containers are labeled as to content and hazards. 

¶ DO NOT STORE CHEMICALS ALPHABETICALLY, except within a hazard class. 

¶ Hazard classes that shall be stored separately include: 

o Caustics (bases) 

o Inorganic acids 

o Organic acids 

o Oxidizing acids 

o Flammable/combustible material 

o Oxidizing materials 

o Pyrophoric materials 

o Radioactive materials 

o Water reactive materials 

o Poisons (Generally laboratory reagents separated into organic and 

o inorganic groups) 

¶ Provide physical separation between hazard classes. 

¶ Store flammable liquids in approved flammable liquid storage containers. 

¶ Store oxidizers well away from flammables. 

¶ 







REVIEW  

Department heads are expected to review fire prevention and fire survival policies at the beginning of 

each semester with faculty and staff, or to schedule such a presentation with ES. Such information is 

available from ES for use and distribution.  

The Sustainability & Environmental Safety Office will provide annual training to the University Police and 

the Physical Plant personnel who have specific responsibilities pursuant to this Fire Emergency Action 

Plan. 

 

 

 


