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Emergencies in the Classroom
Off- and Extended Campuses

Note:  This summary sheet does NOT replace official university policies.

[image: image1.wmf]In a medical emergency, such as a student having a seizure, or a guest being hurt:

1.
Do not try to diagnose the problem. When in doubt, assume it is life-threatening. If possible, stay with the person. 

2.
If there is a phone in the classroom, call 911. If there is no phone, send a calm student (with the class room number) to the nearest office to report the problem and request they call 911. Also, have them bring another employee to assist with the situation. 

3.
Employees should contact Human Resources to report injuries (745-6195).  Encourage visitors (non-employees) to complete the Personal Injury Incident Report Form that can be found at 
http://www.wku.edu/Dept/Support/Legal/EHS/forms/sairform.htm 

[image: image2.wmf] In an emergency requiring evacuation from the building, e.g., fire, chemical spill inside: 

1.
Keep all your students together. Gather them and their belongings at a safe distance away from the building at the designated gathering spot for the building (see below*). You will need to "count noses" so it is clear the building is evacuated. Do not stop to lock doors or turn off lights. 

2. 
If you have a student who needs more assistance to evacuate than you can safely provide, take the student to the designated “safe space”* for that floor. Emergency personnel will go to that place to look for them.  Have another person inform the Building Coordinator.  If you will personally need evacuation assistance, early in the term arrange for a nearby teacher to shepherd your students and tell your Building Coordinator(s) your situation and schedule. In an emergency you should go to the "safe space."*
Only attempt evacuation of persons with medical difficulties if there is immediate danger.  

[image: image3.wmf] In an emergency requiring evacuation within the building, e.g., tornados, earthquake, and chemical spill outside:

1.
Keep all your students together. Stay in the building in the designated “safe space”*, away from glass, until you hear from the Building Coordinator. 

2. Do NOT smoke, operate electrical switches, or try to use electricity in any way.

3. For an outside chemical spill, close all windows and doors.

*Safe locations can be identified by checking out the Evacuation Plan for the buildings in which you teach or in consultation with Building Coordinators: http://www.wku.edu/Dept/Support/Legal/EHS/
If a plan for your building is not listed contact the person to whom you report for guidance. 

For a copy of this handout, go to http://www.wku.edu/teaching/db/teachingtools/; select Challenges.
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Important Information for Buildings in Which You Work

Building 1: _____________________


Building Coordinator: ____________________ Phone: ___________


Outside Safe Place: ______________________


Inside Safe Place/Tornado Shelter: ________________________

Building 2: _____________________


Building Coordinator: ____________________ Phone: ___________


Outside Safe Place: ______________________


Inside Safe Place/Tornado Shelter: ________________________

Building 3: _____________________


Building Coordinator: ____________________ Phone: ___________


Outside Safe Place: ______________________


Inside Safe Place/Tornado Shelter: ________________________
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