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FIRE EVACUATION TRAINING

Purpose

To provide for an orderly evacuation of a college 
facility during an emergency, the following plan and 

operating procedures have been adopted.

CAMPUS SAFETY
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Evacuation and Emergency Escape Procedures

In the event of an alarm sounding or other notice of evacuation, 

all persons including students, faculty, staff, and visitors should 

leave the building by the closest available exit in an orderly 

manner. 

Emergency evacuation routes are posted in the facilities. 
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Treat all building alarms as an emergency

until determined otherwise.

.
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ÅEverybody has a responsibility for ensuring the safety of the 
building on a day to day basis

ï Don't tamper with any fire safety equipment. Don't prop open fire 
doors. 

ï Make sure you don't create any risks. If you are working in a laboratory 
make sure you are aware of the risk assessments for your 
experiments. In offices the main sources of ignition are likely to be 
electric equipment. The main sources of fuel are paper. 

ï The use of open bar electric heaters is forbidden by the college. Any 
personal electrical equipment brought into the department MUST be 
tested before use.

ï If you see anything unsafe, e.g. damaged fire equipment, fire doors 
not closing properly or unsafe working practices in a lab then report it 
to the safety officers (SRO, Arthur Kornegay, Kristy Brinson, Toni 
Murphy-Henderson)
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Accountability for Students

Faculty should take attendance at the beginning of each class 

so that all persons may be accounted for after an evacuation. 

The instructor should evacuate the class and bring the roster to 

account for all students. It is preferable that doors are closed, 

but not locked, and lights turned out as classrooms are 

evacuated and the instructor ensures that the classroom is 

empty. 

The instructor should regroup the class at the evacuation site. 

Any student(s) unaccounted for should be reported to 

emergency response personnel immediately.
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FACULTY:  IMPORTANT TO REMEMBER

Keep attendance roster with you to account for students

At the beginning of each semester advise Kristy Brinson and Toni Murphy-Henderson 
of students in your class with limited abilities that would need assistance during an 
evacuation.  A copy of their class schedule will need to be provided.

At the beginning of each semester, physically show your class the Designated Area for 
an evacuation.  These designated areas will be posted across campus.

When you reach your Designated Area, you will hold up a green card if all your 
students are accounted for, OR a red card if someone is missing.
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Accountability for Employees

Supervisors or designees should account for the 

employees in their immediate work area or department. 

Any employee(s) unaccounted for should be reported to 

emergency response personnel immediately. Because 

supervisors are responsible for accounting for 

employees, it is imperative that work groups reassemble 

in the designated evacuation site after evacuation.

Supervisors:  When you reach your Designated Area, you will hold up a green card if 
all your staff is accounted for, OR a red card if someone is missing.
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Emergency Evacuation AssemblyAreas

BUILDING ASSEMBLY AREA 

DESIGNATED

Boyette/

Maintenance

Parking lot by Head Start

Hall Parking lot by grape 

vineyard

Herring Parking lot directly in 

front of Herring Building

Hoffler/

Recreational

Tennis Courts

McGowen Flag Pole �t in front of 

McGowen Building

Strickland Clock Tower

Williams Parking lot directly in 

front of Herring Building


