
 
 

EMU	  STUDENT	  CENTER	  
EMERGENCY	  PROCEDURES	  

Unfortunately,	  emergencies	  occur.	  Here	  are	  guidelines	  for	  helping	  you	  deal	  with	  
them.	  Remember,	  you	  are	  never	  alone	  in	  dealing	  with	  emergencies.	  Good	  
communication	  during	  any	  situation	  is	  vital.	  Staff	  on	  duty	  must	  have	  building	  radios	  
on	  and	  at	  an	  appropriate	  level.	  If	  a	  situation	  occurs	  during	  the	  day,	  contact	  the	  
professional	  staff	  in	  the	  building	  immediately.	  If	  professional	  staff	  is	  not	  available,	  
the	  Department	  of	  Public	  Safety	  (DPS)	  can	  be	  reached	  at	  734.487.1222	  or	  call	  911.	  
	  
If	  using	  a	  cell	  phone,	  dial	  734.487.1222,	  not	  911,	  to	  reach	  DPS.	  
	  

EMERGENCY	  PHONE	  NUMBERS	  
	  
Department	  of	  Public	  Safety	  (DPS)	   734.487.1222	  	  

Physical	  Plant	   734.487.3380	  

Kevin	  Lawson	   734.487.1199	  (Direct)	  

734.417.8806	  (Cell)	  

734.547.8227	  (Home)	  
	  
Ann	  Klaes	   734.487.2438	  (Direct)	  
	  

734.320.4679	  (Cell)	  
	  
Brian	  Kulpa	   734.487.4192	  (Direct)	  
	  

734.345.6179	  (Cell)	  
	  

EMERGENCY	  ANNOUNCEMENTS	  



	  

The	  EMU	  Student	  Center	  is	  equipped	  with	  two	  public	  address	  (PA)	  systems:	  Voice	  
over	  Fire	  Alarm	  Panel	  and	  the	  Auditorium	  PA.	  
	  
The	  Voice	  over	  Fire	  Alarm	  Panel	  system	  covers	  the	  entire	  building	  using	  the	  fire	  
alarms	  wall	  units.	  Enunciator	  panels	  (where	  you	  will	  make	  an	  announcement)	  are	  
located	  in	  the	  West	  entrance	  vestibule	  and	  room	  151	  (Custodial	  Break	  room,	  lower	  
level	  back	  hallway).	  You	  can	  access	  the	  panel	  using	  the	  special	  key	  on	  the	  building	  
manager	  ring.	  Only	  trained	  personnel	  should	  use	  this	  system	  and	  messages	  should	  
be	  concise,	  simple	  and	  provide	  clear	  direction.	  During	  Tornado	  Warning	  and	  Watch	  
conditions,	  use	  the	  panel	  in	  room	  151	  since	  it	  is	  below	  ground	  and	  away	  from	  glass.	  
	  
The	  Auditorium	  PA	  system	  should	  be	  used	  primary	  for	  general	  non-‐-‐-‐emergency	  
announcements	  (e.g.,	  closing	  hour	  announcements.)	  This	  PA	  system	  covers	  the	  first,	  
second,	  and	  third	  floor	  public	  corridors.	  It	  can	  also	  be	  activated	  via	  any	  VOIP	  phone	  
in	  the	  building	  by	  senior	  staff.	  
	  
Blue	  Light	  System	  
There	  are	  several	  blue	  light	  systems	  located	  throughout	  the	  Student	  Center.	  They	  
are	  located	  on	  the	  2nd	  floor	  at	  the	  north	  entrance,	  2nd	  floor	  west	  entrance	  and	  
computer	  lab,	  and	  on	  the	  3rd	  floor	  in	  the	  back	  hallway.	  Pulling	  down	  on	  the	  lever	  
activates	  them,	  it	  automatically	  connects	  to	  DPS	  and	  is	  an	  open	  line	  of	  
communications	  through	  the	  speaker	  system,	  as	  well	  as	  a	  visual	  connection	  through	  
the	  cameras	  located	  in	  the	  ceiling.	  This	  system	  can	  be	  used	  in	  emergencies	  if	  DPS	  is	  
needed	  in	  the	  building.	  
	  

EMERGENCY	  REPAIRS	  
	  
An	  emergency	  repair	  is	  any	  repair	  that	  if	  left	  unattended	  could	  cause	  further	  
damage,	  disruption	  of	  service	  or	  safety/security	  problems.	  This	  would	  include	  such	  
things	  as:	  broken	  glass/windows,	  exterior	  doors	  not	  functioning,	  elevator	  problems,	  
major	  electrical	  problems,	  floods,	  
	  
HVAC	  leaks	  or	  shutdowns,	  etc.	  
Non-‐-‐-‐emergency	  repairs	  should	  be	  reported	  to	  the	  Student	  Center	  Administration	  
Office,	  in	  room	  370,	  or	  the	  building	  manager,	  who	  will	  note	  it	  on	  the	  building	  report.	  
	  
If	  an	  emergency	  repair	  is	  required:	  
	  
1) Go	  to	  the	  location	  and	  assess	  the	  situation.	  
	  
2) Items	  to	  note:	  
	  

a) Location	  



b) Nature	  of	  the	  problem	  
	  
3) On	  Monday-‐-‐-‐Friday	  (non-‐-‐-‐holidays)	  between	  8	  a.m.	  and	  5	  p.m.,	  repairs	  need	  to	  be	  
called	  in	  directly	  to	  Kevin	  Lawson	  or	  Ann	  Klaes.	  If	  they	  cannot	  be	  reached,	  call	  the	  
Physical	  Plant	  at	  
	  
487-‐-‐-‐3380.	  Call	  DPS	  at	  487-‐-‐-‐1222	  after	  business	  hours.	  
	  
4) Block	  off	  affected	  area	  if	  the	  situation	  is	  hazardous.	  
	  
5) Request	  Student	  Center	  custodial	  staff	  to	  help	  contain	  or	  clean	  up	  area.	  
	  
6) Notify	  one	  of	  the	  following	  (if	  no	  response	  within	  10	  minutes,	  notify	  the	  next	  
person	  on	  the	  list):	  
	  

a) Kevin	  Lawson	  –	  Assistant	  Director,	  Student	  Center	  (Cell:	  734.417.8806)	  
(Home:	  734.547.8227)	  

	  
b) Ann	  Klaes	  –	  Director,	  Student	  Center	  (Cell:	  734.320.4679)	  

	  
c) Brian	  Kulpa	  –	  Executive	  Director	  (Cell:	  734.345.6179)	  

	  
See	  the	  reference	  cards	  at	  the	  University	  Information	  Center	  for	  all	  updated	  home	  
phone	  numbers,	  cell	  phone	  numbers,	  etc.	  
	  
7) Write	  an	  incident	  report	  and	  submit	  it	  to	  the	  Student	  Center	  Administration	  
Office.	  
	  

INCLEMENT	  WEATHER	  CONDITIONS	  
	  
1) If	  inclement	  weather	  conditions	  exist,	  keep	  informed	  of	  developments	  by	  
listening	  to	  radio	  or	  television.	  Tune	  the	  monitor	  at	  the	  University	  Information	  
Center	  to	  the	  weather	  channel,	  channel	  30.	  
	  
2) In	  the	  event	  of	  a	  TORNADO	  WARNING	  for	  the	  Ypsilanti	  area	  and	  campus:	  
	  

a) Areas	  of	  the	  EMU	  Student	  Center	  are	  designated	  Tornado	  shelter;	  
therefore,	  the	  facility	  CANNOT	  be	  locked	  while	  a	  warning	  is	  in	  effect.	  

	  
b) DO	  NOT	  use	  telephones,	  computers,	  or	  other	  electrical	  devices.	  

	  
c) Stay	  away	  from	  glass	  doors	  and	  windows	  as	  much	  as	  possible.	  



3) Open	  the	  fire	  alarm	  enunciator	  panel	  in	  room	  151	  and	  inform	  patrons	  of	  the	  
tornado	  warning	  and	  advise	  them	  to	  go	  to	  the	  following	  locations	  for	  shelter:	  

	  
• Stairwells	  at	  the	  north	  (Kiva,	  computer	  lab),	  west	  (Art	  Gallery,	  drop	  off),	  and	  

south	  
• (bookstore,	  ballroom	  mezzanine).	  

	  
• The	  service	  hallway	  behind	  the	  dining	  room.	  The	  entrance	  is	  by	  Subway	  and	  

Wendy’s.	  
	  

• The	  auditorium.	  
	  
Note:	  The	  interior	  stairwell	  from	  the	  3rd	  floor	  Center	  for	  Student	  Involvement	  
to	  the	  2nd	  	  floor	  lounge	  is	  NOT	  a	  tornado	  shelter.	  

	  
For	  evacuation	  of	  the	  Student	  Center,	  the	  location	  of	  the	  stairwells	  is	  as	  follows:	  

	  
• Stair	  A	  is	  on	  the	  south	  side	  of	  the	  building	  leading	  from	  room	  300	  to	  

the	  first	  floor.	  
	  

• Stair	  B	  is	  on	  the	  west	  side	  of	  the	  building	  by	  the	  Event	  Planning	  office:	  
(room	  312).	  

	  
• The	  second	  floor	  by	  the	  west	  entrance	  and	  the	  University	  Gallery	  and	  

Ballroom	  Salon,	  and	  the	  1st	  floor	  service	  hallway.	  
	  

• Stair	  C	  is	  on	  the	  north	  side	  of	  the	  building	  by	  the	  Kiva	  Room,	  second	  
floor	  north	  entrance	  and	  on	  the	  first	  floor	  by	  the	  bathrooms	  in	  dining	  
room.	  

	  
• Stair	  D	  is	  on	  the	  northeast	  side	  of	  the	  building	  next	  to	  room	  370.	  This	  

stairwell	  only	  goes	  from	  third	  floor	  to	  second	  floor.	  
	  
The	  staff	  on	  duty	  will	  assist	  as	  follows	  to	  help	  building	  users	  find	  shelter.	  

	  
	  
	  

	  
REMEMBER,	  	  WHEN	  	  YOU	  HEAR:	  

	  
TORNADO	  WARNING	  SIRENS:	  immediately	  seek	  shelter	  
(Shelter-‐-‐-‐In-‐-‐-‐	  Place)	  in	  a	  safe	  location	  within	  the	  building	  

	  
FIRE	  ALARMS:	  immediately	  evacuate	  the	  building	  and	  move	  to	  the	  
designated	  meeting	  area	  

	  
ALL	  OTHER	  ALERTS:	  follow	  the	  directions	  given	  
In	  all	  cases,	  you	  should	  get	  additional	  clarifying	  information	  by	  all	  
possible	  means…EMU	  Homepage,	  text,	  radio,	  email,	  etc.	  



	  

a) Building	  Managers/CSI	  Staff/Event	  Planning	  Staff/Custodial	  Staff:	  
Evacuate	  the	  third	  floor	  to	  the	  stairwells	  in	  the	  west	  (stair	  B)	  and	  north	  
(stairs	  C	  and	  D).	  **	  Remember	  to	  also	  use	  the	  emergency	  exit	  stairwell	  by	  
administration	  office,	  Stair	  D.	  

	  
b) AV	  Techs/New	  Student	  Programs/Information	  Center/Custodial	  Staff:	  
evacuate	  the	  ballroom	  to	  stairwell	  on	  the	  south	  (stair	  A),	  west	  (stair	  B)	  or	  
auditorium	  (if	  available.)	  Evacuate	  second	  floor	  offices	  and	  computer	  lab	  to	  
stairwell	  on	  north	  (stair	  C).	  If	  there	  is	  no	  ballroom	  event,	  use	  stair	  A	  as	  well.	  

	  
c) Dining	  Room	  Staff/Custodial	  Staff:	  evacuate	  first	  floor	  to	  back	  service	  
hallway.	  

	  
d) Other	  shelter	  areas	  of	  the	  Student	  Center	  are	  as	  follows:	  Northwest	  corner	  
of	  the	  Ezone,	  the	  back	  office	  area	  of	  the	  Parker	  Advising	  Center	  Room	  120	  
away	  from	  the	  glass,	  the	  1st	  floor	  service	  hallway,	  room	  222	  and	  236,	  the	  
auditorium	  and	  back	  stage	  areas	  

	  
e) People	  will	  be	  in	  stairwells	  during	  tornado	  warning	  and	  could	  be	  there	  for	  
a	  long	  period	  of	  time.	  Help	  keep	  them	  informed	  by	  providing	  information	  
over	  the	  fire	  alarm	  system	  as	  it	  becomes	  available	  (e.g.,	  the	  tornado	  has	  been	  
spotted	  in	  Ann	  Arbor	  and	  is	  expected	  to	  reach	  us	  in	  8	  minutes.)	  

	  
f) When	  the	  storm	  has	  passed,	  issue	  an	  ALL	  CLEAR	  alert	  over	  the	  fire	  alarm	  
system.	  

	  
g) Note	  events	  on	  the	  night	  report.	  

	  
POWER	  OUTAGE	  

	  
In	  the	  event	  of	  a	  power	  outage,	  the	  EMU	  Student	  Center	  is	  equipped	  with	  generator	  
power	  that	  will	  maintain	  some	  basic	  electrical	  systems	  (e.g.,	  emergency	  lighting).	  
However,	  other	  electrical	  systems	  will	  shut	  down.	  
	  

• Check	  ALL	  THREE	  elevators	  for	  trapped	  passengers	  by	  checking	  each	  floor.	  If	  
there	  are	  trapped	  passengers:	  

	  
• Call	  DPS	  at	  487-‐-‐-‐1222	  and	  inform	  them	  of	  the	  problem	  by	  using	  a	  cell	  phone	  

or	  one	  of	  the	  landlines	  (fax	  machine	  have	  land	  lines.)	  
	  

• Notify	  trapped	  passenger	  that	  you	  will	  be	  contacting	  DPS	  and	  advise	  them	  of	  
the	  situation.	  



• Designate	  another	  staff	  person	  to	  stay	  by	  the	  elevator	  to	  reassure	  the	  
passenger.	  

	  
If	  the	  power	  is	  out	  for	  more	  than	  a	  half	  hour,	  contact	  the	  professional	  staff	  on	  the	  
emergency	  call	  list.	  
	  

ILLEGAL	  ACTIVITIES	  
	  

• In	  the	  following	  cases,	  notify	  DPS	  immediately:	  
	  

• Illegal	  use	  of	  drugs	  or	  alcohol,	  larceny,	  assault,	  etc.	  
	  

• Do	  not	  place	  yourself	  in	  a	  dangerous	  position	  by	  confronting	  individuals	  
involved	  in	  an	  illegal	  activity.	  Be	  a	  witness,	  not	  a	  victim.	  

	  
1) Contact	  DPS	  with	  the	  following	  information:	  
	  

a. An	  explanation	  of	  the	  situation	  
	  

b. Descriptions	  of	  any	  involved	  parties	  
	  

c. Location	  of	  the	  disturbance.	  Direction	  of	  travel	  of	  the	  individuals	  
	  

d. If	  it’s	  in	  view	  of	  a	  security	  camera	  ask	  them	  to	  bring	  it	  up	  on	  their	  screen.	  
	  
2) Follow	  any	  instructions	  given	  by	  DPS	  
	  
3) Report	  incident	  to	  one	  of	  the	  following:	  
	  

a)	  Kevin	  Lawson	  -‐-‐-‐	  Cell:	  734.417.8806	  
b)	  Ann	  Klaes	  -‐-‐-‐	  Cell:	  734.320.4679	  
c)	  Brian	  Kulpa	  -‐-‐-‐Cell:	  734.345.6179	  

	  
4) Note	  the	  situation	  on	  the	  night	  report	  and	  
submit	  to	  the	  Student	  Center	  Administration	  
Office.	  
	  

FIRE	  EMERGENCY	  
	  
If	  the	  fire	  alarm	  sounds	  all	  occupants	  of	  the	  Student	  Center	  are	  required	  to	  leave	  the	  
building	  and	  report	  to	  the	  Designated	  Meeting	  Area	  (DMA).	  DO	  NOT	  STAY	  IN	  THE	  
BUILDING!	  



If	  you	  discover	  a	  fire	  immediately	  leave	  the	  area,	  pull	  a	  fire	  alarm	  and	  call	  EMU	  
Public	  Safety.	  DO	  NOT	  ATTEMPT	  TO	  USE	  A	  FIRE	  EXTINGUISHER	  UNLESS	  YOU	  
HAVE	  BEEN	  PROPERLY	  TRAINED!	  
	  
Do	  not	  re-‐-‐-‐enter	  the	  building	  until	  emergency	  personnel	  tell	  you	  it	  is	  safe	  to	  do	  so.	  
	  
1. When	  the	  alarm	  sounds,	  all	  staff	  should	  leave	  the	  building	  and	  assist	  in	  evacuating	  
the	  building	  by	  holding	  open	  doors	  and	  leading	  people	  to	  DMA’s.	  On	  your	  way	  out,	  
check	  rooms	  and	  corridors	  guiding	  anyone	  you	  find	  out	  of	  the	  building.	  
	  
2. After	  evacuation	  report	  to	  the	  turn	  around	  on	  the	  west	  end	  of	  the	  building.	  
	  
3. If	  after	  hours,	  the	  senior	  staff	  member	  on	  site	  should	  call	  professional	  staff	  on	  the	  
emergency	  contact	  list.	  
	  
4. File	  an	  incident	  report.	  
	  
In	  the	  event	  of	  a	  false	  alarm:	  
	  

• Evacuation	  must	  still	  be	  conducted	  
	  

• Wait	  for	  permission	  to	  enter	  the	  building	  
	  

• Note	  the	  situation	  on	  the	  incident	  report	  
	  

MEDICAL	  EMERGENCY	  
	  
1. Call	  EMU	  Public	  Safety	  immediately	  upon	  learning	  of	  a	  medical	  emergency.	  Do	  not	  
hang	  up	  until	  released	  by	  the	  dispatcher.	  
	  
2. The	  senior	  person	  on	  duty	  should	  go	  to	  the	  scene	  to	  investigate.	  
	  
3. Have	  the	  person	  calling	  911	  physically	  with	  the	  victim	  at	  the	  time	  the	  call	  is	  
placed.	  
	  

Provide	  the	  following	  information:	  
	  

a. The	  age	  and	  gender	  of	  the	  victim.	  
	  

b. Location	  
	  

c. Nature	  of	  the	  emergency	  and	  whether	  the	  victim	  is	  conscious,	  alert	  
and	  breathing.	  

	  
d. Any	  other	  pertinent	  information,	  such	  as	  events	  leading	  up	  to	  the	  



emergency	  (ex.	  Eating	  fish	  products	  at	  a	  dinner.)	  
	  
4. Keep	  the	  victim	  still	  and	  comfortable.	  Do	  not	  move	  the	  victim.	  
	  
5. DO	  NOT	  PROVIDE	  CPR	  UNLESS	  PROPERLY	  TRAINED!	  
	  
6. Have	  other	  staff	  members	  keep	  a	  crowd	  from	  forming.7.	  
Meet	  Public	  Safety	  at	  the	  loading	  dock	  and	  escort	  them	  to	  the	  
scene.	  
	  
8. Have	  custodial	  clean	  the	  area	  if	  needed.	  Block	  off	  area	  if	  
bodily	  fluids	  are	  involved.	  
	  
9. Call	  professional	  staff	  on	  the	  emergency	  call	  list.	  
	  
10. Take	  a	  picture	  of	  the	  scene	  after	  the	  patient	  is	  removed	  if	  
necessary	  and	  attach	  it	  to	  the	  incident	  report.	  
	  
	  

ACTIVE	  SHOOTER	  
	  
The	  response	  to	  an	  active	  shooter	  is	  dictated	  by	  the	  specific	  circumstances	  of	  the	  
encounter.	  It	  is	  not	  possible	  to	  provide	  instructions	  in	  advance	  that	  will	  apply	  to	  
every	  situation,	  as	  the	  specific	  circumstances	  in	  every	  incident	  are	  different.	  The	  
following	  are	  general	  guidelines	  for	  an	  active	  shooter	  situation:	  
	  
• Call	  9-‐-‐-‐1-‐-‐-‐1	  from	  a	  campus	  phone,	  734.487.1222	  from	  a	  cell	  phone	  and	  provide:	  
	  
• Your	  name,	  location	  and	  report	  "we	  have	  an	  active	  shooter	  on	  campus,	  gunshots	  
fired."	  
	  
• Give	  a	  description	  of	  the	  shooter(s)	  and	  identity	  -‐-‐-‐	  if	  known.	  
	  
• Report	  the	  location	  and	  number	  of	  victims.	  
	  
• Report	  any	  suspicious	  devices	  and	  provide	  the	  location	  and	  description,	  if	  
possible.	  
	  
• Report	  the	  location	  of	  any	  fires	  or	  explosions.	  
	  
• Remain	  calm.	  
	  
• Warn	  other	  faculty,	  staff,	  students	  and	  visitors	  to	  seek	  shelter	  immediately.	  
	  
• Proceed	  to	  a	  room	  that	  can	  be	  locked	  or	  barricaded.	  



	  

• Lock	  and	  barricade	  doors	  and/or	  windows.	  
	  
• Turn	  off	  lights.	  
	  
• Close	  blinds.	  
	  
• Block	  windows.	  
	  
• Turn	  off	  radios	  or	  other	  devices	  that	  emit	  sound.	  
	  
• Remain	  out	  of	  sight	  and	  take	  adequate	  cover/protection,	  i.e.	  concrete	  walls,	  thick	  
desks,	  filing	  cabinets.	  
	  
• Silence	  cell	  phones.	  
	  
• Depending	  on	  the	  circumstances,	  exit	  from	  ground	  floor	  windows	  or	  doors	  as	  
safely	  and	  quietly	  as	  possible.	  
	  
• Do	  not	  respond	  to	  voice	  commands	  until	  you	  can	  verify	  with	  certainty	  that	  they	  
are	  being	  issued	  by	  a	  police	  officer,	  first	  responder,	  CERT	  member	  or	  Crisis	  
	  
Management	  Team	  member;	  unfamiliar	  voices	  may	  be	  the	  active	  shooter	  trying	  to	  
lure	  you	  from	  safety.	  
	  
• Wait	  patiently	  until	  a	  uniformed	  police	  officer,	  first	  responder,	  CERT	  member	  or	  
Crisis	  Management	  Team	  member	  provides	  the	  "all	  clear."	  
	  
If	  an	  active	  shooter	  enters	  your	  office	  or	  classroom:	  
• Remain	  calm.	  
	  
• Do	  not	  provoke	  the	  active	  shooter.	  
	  
• As	  a	  last	  resort	  where	  there	  is	  no	  possibility	  of	  escape	  or	  hiding,	  make	  a	  personal	  
choice	  to	  negotiate	  with	  or	  overpower	  the	  assailant(s).	  
	  
• Barricade	  the	  room	  or	  proceed	  to	  a	  safer	  location	  if	  the	  active	  shooter(s)	  leaves	  the	  
area.	  
	  
• Call	  9-‐-‐-‐1-‐-‐-‐1	  from	  a	  campus	  phone,	  734.487.1222	  from	  a	  cell	  phone	  and	  provide	  the	  
information	  listed	  under	  the	  general	  guidelines.	  
	  
If	  you	  encounter	  an	  active	  shooter	  outdoors:	  
• Remain	  calm.	  



• Move	  away	  from	  the	  active	  shooter	  or	  the	  sounds	  of	  gunshot(s)	  and/or	  
explosion(s).	  

	  
• Move	  to	  locations	  for	  cover/protection,	  i.e.	  brick	  walls,	  retaining	  walls,	  large	  trees,	  
parked	  vehicles	  or	  any	  other	  object	  that	  may	  stop	  bullet	  penetration.	  

	  
• Call	  9-‐-‐-‐1-‐-‐-‐1	  from	  a	  campus	  phone,	  734.487.1222	  from	  a	  cell	  phone	  and	  provide	  the	  
information	  listed	  under	  the	  general	  guidelines.	  

	  
What	  to	  expect	  from	  responding	  police	  officers:	  
• Immediate	  engagement	  or	  containment	  of	  the	  active	  shooter(s)	  to	  stop	  life	  
threatening	  behavior.	  Keep	  your	  hands	  visible	  to	  police	  officers	  at	  all	  times	  as	  they	  
do	  not	  know	  if	  you	  pose	  a	  threat	  or	  not.	  Do	  not	  make	  sudden	  movements	  towards	  
officers.	  

	  
• Identification	  of	  other	  threats	  such	  as	  improvised	  explosive	  devices.	  

	  
• Identification	  of	  persons	  requiring	  medical	  care.	  

	  
• Identification	  of	  and	  interviews	  with	  victims.	  

	  
• Crime	  scene	  processing	  and	  investigation.	  

	  
	  

	  
BOMB	  THREATS	  

	  
EMPLOYEES	  RECEIVING	  OR	  DISCOVERING	  A	  BOMB	  THREAT	  OR	  EMERGENCY	  
SHOULD	  IMMEDIATELY	  NOTIFY	  THE	  EMERGENCY	  EXTENSION	  911	  (from	  a	  



campus	  phone)	  OR	  734-‐-‐-‐487-‐-‐-‐1222	  (from	  a	  cell	  phone)	  and	  then	  notify	  professional	  
staff.	  
	  
1) DO	  NOT	  evacuate	  the	  building.	  DO	  NOT	  activate	  the	  fire	  alarm.	  
	  
2) If	  a	  bomb	  threat	  is	  received	  by	  phone,	  ask:	  
	  

A. When	  is	  the	  bomb	  going	  to	  explode?	  
	  

B. Where	  is	  the	  bomb	  right	  now?	  
	  

C. What	  kind	  of	  bomb	  is	  it?	  
	  

D. What	  does	  the	  bomb	  look	  like?	  
	  

E. Why	  did	  you	  place	  the	  bomb?	  
	  
3) Keep	  the	  caller	  on	  the	  phone	  as	  long	  as	  possible.	  Record	  the	  following	  
information	  for	  DPS.	  
	  

A. Time	  of	  call.	  
	  

B. Date	  of	  call.	  Exact	  words	  of	  the	  caller.	  
	  

D. Gender	  and	  approximate	  age.	  
	  

E. Speech	  pattern,	  accent.	  
	  

F. Background	  noises.	  
	  

G. Call	  DPS.	  
	  
4) If	  a	  bomb	  threat	  is	  received	  by	  mail,	  staff	  should:	  
	  

A. Not	  handle	  the	  envelope	  or	  package	  
	  

B. Leave	  the	  immediate	  area	  
	  

C. Notify	  EMERGENCY	  911	  and	  stop	  anyone	  from	  entering	  the	  area	  where	  the	  
package	  is	  located.	  

	  
5) If	  a	  suspicious	  or	  unattended	  object	  is	  discovered,	  staff	  should:	  
	  

A. Not	  attempt	  to	  touch	  or	  move	  the	  object	  
	  

B. Evacuate	  the	  immediate	  area	  only	  



	  

Notify	  DPS	  by	  calling	  911	  on	  a	  campus	  phone	  and	  wait	  for	  further	  instructions	  
	  

DO	  NOT	  use	  two-‐-‐-‐way	  radios	  or	  cellular	  phone;	  radio	  signals	  can	  cause	  a	  detonation.	  

	  
	  
Threat	  by	  E-‐-‐-‐mail/Text	  Message	  
1. DO	  NOT	  delete	  the	  e-‐-‐-‐mail/text	  message.	  
	  
2. Call	  EMU	  Public	  Safety	  at	  734.487.1222	  or	  9-‐-‐-‐1-‐-‐-‐1.	  
	  
3. Forward	  the	  e-‐-‐-‐mail	  as	  directed	  by	  Public	  Safety.	  
	  
4. Contact	  your	  Building	  Administrator.	  
	  
5. If	  directed	  to	  evacuate,	  follow	  building	  evacuation	  procedures.	  
	  
Threat	  by	  Mail	  
1. Call	  EMU	  Public	  Safety	  at	  734.487.1222	  or	  9-‐-‐-‐1-‐-‐-‐1.	  
	  
2. Handle	  mail	  as	  minimally	  as	  possible.	  
	  
3. Contact	  your	  Building	  Administrator.4.	  If	  directed	  to	  evacuate,	  follow	  building	  
evacuation	  procedures.	  
	  
Threat	  by	  Handwritten	  Note	  
1. Call	  EMU	  Public	  Safety	  at	  734.487.1222	  or	  9-‐-‐-‐1-‐-‐-‐1.	  
	  
2. Handle	  note	  as	  minimally	  as	  possible.	  
	  
3. Contact	  your	  Building	  Administrator.	  
	  
4. If	  directed	  to	  evacuate,	  follow	  building	  evacuation	  procedures.	  
	  
Suspicious	  Letter	  or	  Package	  



	  

	  
	  

The	  following	  guidelines	  are	  intended	  to	  help	  identify	  suspicious	  letters	  or	  parcels	  
and	  to	  provide	  procedures	  to	  follow	  in	  the	  event	  of	  receiving	  suspicious	  mail.	  
	  
If	  you	  receive	  a	  suspicious	  letter	  or	  package:	  
1. Do	  not	  try	  to	  open	  the	  package.	  If	  there	  is	  spilled	  material,	  do	  not	  try	  to	  clean	  it	  up	  
and	  do	  not	  smell,	  touch	  or	  taste	  the	  material.	  
	  
2. Do	  not	  shake	  or	  bump	  the	  package	  or	  letter.3.	  Calmly	  alert	  others	  in	  the	  
immediate	  area	  and	  leave	  the	  area,	  closing	  the	  door	  behind	  you.	  
	  
4. Wash	  hands	  and	  exposed	  skin	  vigorously	  with	  soap	  and	  flowing	  water	  for	  at	  least	  
20	  seconds.	  Antibacterial	  soaps	  that	  do	  not	  require	  water	  are	  not	  effective	  for	  
removing	  anthrax	  or	  other	  threatening	  materials.	  
	  
5. Call	  EMU	  Public	  Safety	  at	  734.487.1222	  or	  9-‐-‐-‐1-‐-‐-‐1.	  
	  
6. Wait	  for	  Public	  Safety	  to	  respond.	  Do	  not	  leave	  the	  building	  unless	  instructed	  to	  
do	  so	  by	  Public	  Safety	  personnel.	  
	  
Hazardous	  Materials:	  
Departments	  shall	  be	  responsible	  for	  training	  and	  conducting	  drills	  for	  the	  specific	  
hazards	  in	  their	  area.	  


