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Emergency Procedures “Quick Reference Guide”

The p roc edures c onta ined  in the "Quic k Referenc e Guide”  a re suggested  for emergenc y situa tions 
tha t may threa ten the University of Texas a t Arling ton (UT Arling ton) students, fac ulty, sta ff, and  
c ampus build ings.  No p lan c an p rovide exac t d irec tions for eac h spec ific  c irc umstanc e tha t 
c ould  develop .  However, this guide serves as genera l ac tions tha t may be taken.

In the event of an emergenc y, it is antic ipa ted  tha t adhering  to the genera l steps developed  in 
this guide may maximize the opportunity for the sa fety of those a ffec ted  by the inc ident.  Sa fety of 
UT Arling ton, fac ulty, sta ff, and  visitors is the p rimary c onc ern of this emergenc y p lan.

The materia l c onta ined  in the guide is c ondensed  from a  UT Arling ton "Your Guide to Emergenc y 
Preparedness" Z-Card . This c a rd  c onta ins add itiona l information c onc erning response for events 
tha t may threa ten the UT Arling ton c ommunity. For a  c opy of a  Z-Card , p lease c ontac t the UT 
Arling ton Offic e of Emergenc y Management or Environmenta l Hea lth & Sa fety Offic e. 

You may a lso c ontac t the UT Arling ton Offic e of Emergenc y Management for further information 
regard ing  other hazards tha t a ffec t the university and  how to be better p repared  for those 
hazards.

Contact Information

UT Arling ton Offic e of Emergenc y Management UT Arling ton Environmenta l Hea lth & Sa fety
Offic e: 817-272-0117 or 817-272-0198 Offic e: 817-272-2185
moha t@uta .edu or mora les @uta .edu www.uta .edu/ ehsa fety

UT Arling ton Polic e
Emergenc y: 817-272-3003
Non-Emergenc y: 817-272-3381
www.uta .edu/ polic e
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Alert Systems

There a re a  number of ways to rec eive notific a tion regard ing  emergenc y situa tions on 
c ampus. 

Ways to rec eive a lerts a re:

 MavAlert  (www.uta .eud / mava lert)
 Early notific a tion  via  phone, e-ma il or text message.
 Keep  your MavAlert information up  to da te.

 Pub lic  Address Systems
 Loc a ted  in the ma jority of build ings ac ross c ampus.
 Follow the d irec tions g iven.

 Early Warning  Sirens
 Emits a  loud , steady “ c ivil defense”  warning  signa l outside.
 When sounded  seek shelter indoors and  turn on the television or rad io for 

further information.

 Rad io
 Turn  to WBAP 820 AM  for information about inc lement wea ther
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Medical Emergencies

 If there is a  med ic a l emergenc y, fo llow these guidelines:

 Call 9-1-1 for Emergenc y Med ic a l Servic es.

 If you a re unab le to c a ll 9-1-1, c a ll UT Arling ton Polic e a t 817-272-3003 or ac tiva te 
one of the b lue light emergenc y phones on c ampus.

 Provide as muc h information about the emergenc y as you c an.

 If possib le, perform first-a id .

 Only use c a rd iopulmonary resusc ita tion (CPR)  or an automatic  externa l 
defib rilla tor (AED) if you have been tra ined .

 Stay with the injured  person until emergenc y responders a rrive.
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Fire

In the event of a  fire, or if you see or smell smoke, follow these guidelines:

 Ac tiva te the nearest fire a la rm.

 Evac ua te the build ing .

 If  there is smoke, then c rawl on the floor to get below the smoke.

 Feel doors before you open them.  If they a re hot to touc h, then do not open the 
door.

 If you a re trapped , then p lac e c loth materia l a round  the door to p revent smoke 
from entering . If possib le, signa l for help  by hang ing  an ob jec t out of the window.

 Call 9-1-1 onc e you a re out of the build ing .

 If you a re unab le to c a ll 9-1-1, c a ll UT Arling ton Polic e a t 817-272-3003 or ac tiva te 
one of the b lue light emergenc y phones on c ampus.

 Give deta ils about the loc a tion of the fire.

 If you a re tra ined , then use a  fire extinguisher.

 If you a re on fire, STOP, DROP, and  ROLL to smother the flames.
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Severe Weather

UT Arling ton and  the North Texas a rea  c an be a ffec ted  by severe and  inc lement 
wea ther situa tions. In the event of a  severe wea ther situa tion, fo llow these guidelines:

 If the outdoor warning  siren system is ac tiva ted  and  you a re indoors:
You believe it is for a tornado
 Get to an interior room on the lowest level. This c an be a  basement, g round  

floor or ha llway. Stay away from windows and  g lass doors.
 Get down low and  c over your head . Get under a  tab le or desk if ava ilab le.
 Remain in the p rotec ted  a rea  until the danger has passed . 
You believe it is for hail, strong winds or lightning
 Stay away from windows and  g lass doors.
 Do not use land  line phones.
 Turn on a  rad io, wea ther a lert rad io, or television.

 If the outdoor warning  system is ac tiva ted  and  you a re outdoors:
 If possib le, get indoors to a  solid  b ric k struc ture.
 Stay away from build ing  windows and  g lass doors.
 Get to a  low lying  a rea  suc h as a  d itc h or depression.
 Lay fac e down and  c over your head  and  fac e.
 Remain in the p rotec ted  a rea  until the danger has passed .
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Hazardous Material Release

If there has been a  sp ill or release of an unknown hazardous materia l, fo llow these 
guidelines:

 Pull the nearest fire a la rm.
 Evac ua te the build ing .
 Call 9-1-1 or UT Arling ton Polic e a t 817-272-3003.

If you know wha t the materia l is, then follow these guidelines:
Under one gallon:
 Unless you have been tra ined  to do so, do not a ttempt to c lean up .
 Refer to the c hemic a ls Ma teria l Sa fety Da ta  Sheet (MSDS) for sp ill c lean up  

instruc tions.
 Transfer ma teria l into an appropria te c onta iner.
 Notify your instruc tor or supervisor of the sp ill.
 Notify EH&S of the sp ill a t 817-272-2185.
 After business hours c ontac t UT Arling ton Polic e a t 817-272-3003.

Over one gallon.
 Pull the nearest fire a la rm.
 Evac ua te the build ing .
 Call 9-1-1 or UT Arling ton Polic e a t 817-272-3003.

If the spilled material is mercury, then:
 Contac t EH&S for assistanc e and  d isposa l a t 817-272-2185.
 After business hours c a ll UTA Polic e a t 817-272-3003.
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Active Shooter

An ac tive shooter situa tion is very serious. Follow these guidelines in the event of an 
ac tive shooter on c ampus:

 If you believe it is sa fe, then evac ua te the a rea .
 If you c annot leave the build ing , then:
 Loc k and  ba rric ade the door.
 Turn off lights.
 Close b linds.
 Silenc e c ell phones.
 Bloc k windows.
 Turn off rad ios and  c omputer monitors.
 If others a re in the room with you, keep  oc c upants c a lm, quiet, and  out of sight. 

Do not hudd le together.
 Take adequa te c over behind  (c onc rete wa lls, desks, filing  c ab inets, etc .).

 If the shooter enters your room:
 If you c annot esc ape, a ttempt to reason with the shooter.
 Only as a  last resort should  you a ttempt to overpower the shooter.
 When the shooter leaves, get to a  sa fe p lac e and  c a ll 9-1-1 or UT Arling ton 

Polic e a t 817-272-3003.
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Bomb Threat

In the event you a re c ontac ted  by phone regard ing  a  bomb threa t, fo llow these 
steps:
 Remain c a lm. Keep  the c a ller on the line for as long  as possib le. Do not hang up, 

even if the c a ller does. After the c a ll, immed ia tely c ontac t UT Arling ton Polic e a t 
817-272-3003 .

 Listen c a refully. Be polite and  show interest.
 If possib le, write a  note to a  c olleague to c a ll the authorities.
 If your phone d isp lays phone numbers, c opy the number or letters on the window 

d isp lay.
 Write down as many deta ils as you c an remember.  Try to get exac t words. Ask 

Ca ller:
 Where is the bomb loc a ted?
 When will it go off ?
 What does it look like?
 What kind  of bomb is it?
 What will make it exp lode?
 Did  you p lac e the bomb? (Yes) (No) Why?

Note information about the caller:
 Estimated age, sex, location (background noise and level).
 Is the voice familiar?
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Suspicious Packages

Charac teristic s of susp ic ious pac kages a re:
 Exc essive postage.
 Hand written or poorly typed  address. Inc orrec t titles.
 Titles, but no name.
 Misspellings of c ommon words. Exc essive weight.
 Lopsided  or uneven envelope. Visua l d istrac tions.
 Oil sta ins, d isc olora tions or odor. Tic king  sound .
 Protrud ing  wires or fo il. Exc essive tape or string .
 Marked  with restric tive endorsements .
 City, sta te, and  zip  c ode do not ma tc h.

If you believe you have rec eived  or enc ountered  a  susp ic ious pac kage, follow these 
guidelines:
 Stay c a lm.
 Do not move or hand le the pac kage.
 Evac ua te the a rea  and  c a ll UT Arling ton Polic e a t 817-272-3003.
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Loss of Utilities
It is possib le tha t build ings on c ampus c ould  lose a  utility func tion. For loss of utilities in a  
build ing  follow these guidelines:

 Report a  servic e outage to Fac ilities Management Ca ll Center a t 817-272-2000.

 Provide the following  information:
 Your name.
 Your loc a tion.
 A number where you c an be reac hed .
 Build ing  name and  a rea (s) of the build ing  a ffec ted .

 If it is sa fe, stay in the build ing  unless d irec ted  to evac ua te by UT Arling ton 
Polic e, the pub lic  address system or other notific a tion methods.

 Do not use eleva tors to evac ua te.

 If there is a  steam leak, evac ua te the a rea  and  c lose door(s) behind  you.

 If possib le, c hec k your university inbox for MavWire or Tra ilBlazer notic es via  
lap tops or c ell phones.

 Call the c ampus information phone line (1-866-258-4913) regard ing  
emergenc y c losings.
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Evacuation or Shelter-In-Place

Evacuations
When hearing  a  fire a la rm or being  d irec ted  to evac ua te, fo llow these guidelines:

 Leave belong ings behind .
 Close doors and  windows as you leave.
 Walk do not run to the nearest sta irwell or emergenc y door.
 Do not use the eleva tors.
 Evac ua tion c ha irs a re p rovided  in many sta irwells for these who c annot wa lk 

down the sta irs.

Shelter-In-Place
In some inc idents, sheltering  in p lac e is the best possib le ac tion.  If  a  shelter-in-p lac e is 
d irec ted , fo llow these guidelines:

 Stop  c lass or work.
 If possib le, move to an interior room.
 Loc k doors and  windows.
 Close shades, b linds or c urta ins. Stay put until the a ll c lea r is g iven or you a re 

told  to evac ua te.
 Turn on a  TV or rad io for more information.  If there is an ac tive shooter 

situa tion, see page 9 for d irec tions.
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Individuals with Access and Functional Needs
Ind ividua ls who need  assistanc e during  an evac ua tion, even tempora rily (due to a  

b roken leg , illness, or med ic a tions, etc .) should  p lan in advanc e.  It is important to be 
aware of your own c apab ilities and  limita tions.

What to do during  a  build ing  evac ua tion:
 If you a re unab le to evac ua te on your own, ask for assistanc e to the nearest 

enc losed  exit sta irs or a rea  of refuge.

 Ask someone leaving  the build ing  to notify emergenc y responders of your 
loc a tion.

 Call UT Arling ton Polic e a t 817-272-3003 or 9-1-1 and  let them know where you 
a re. 

Wha t to do during  a  shelter-in-p lac e:
 Seek shelter in an interior room with no windows.

 Call UTA Polic e a t 817-272-3003 or 9-1-1 if you a re unab le to get to an a rea  of 
refuge.
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