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Introduction 
 
The University of Illinois at Chicago is committed in providing a safe learning and 
working environment. Many strategies are used to assist the campus in both awareness 
and preparedness with regards to emergency situations. The intent of this Emergency 
Action Plan (EAP) is to serve as a guideline for employee, student and visitor actions in 
the event of an emergency. Nothing in this plan shall be construed in a manner that 
limits the use of common sense and awareness of personal safety during an emergency 
situation. Common sense and awareness of personal safety should take precedence 
over any action described in this plan. When in doubt, follow your instincts. You are your 
best advocate. This plan is designed to comply with Occupational Safety and Health 
Administration (OSHA) standard 29 CFR 1910.38. 

This Emergency Action Plan is to be used in conjunction with the UIC Emergency 
Guide, which provides recommendations for response actions to specific emergency 
events: https://www.ready.uic.edu/emergency_guide 

 
 

  

https://www.ready.uic.edu/emergency_guide
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Means of Reporting Fires & Other Emergencies 
 
In the event of an emergency, contact UIC Police by dialing (312) 355-5555 or 5-5555 
from a campus phone, or by pressing the red button on any of the 1,500+ available 
Emergency Call Boxes or 8-foot Blue Light Emergency Poles on campus. The UIC 
Police Department is the primary contact for all UIC Campus emergencies.  

*  Consider programming your cell phone to speed-dial UIC Police at (312) 355-5555. 

Some reasons to call: 

• Medical emergency 
• Fire incidents, even if the fire is extinguished 
• Report a crime or suspicious activity 
• You feel threatened 

*  For fire emergencies, a fire alarm pull station may be used to activate the building fire 
alarm system and will also notify the UIC Police of any fire emergencies. 

What information to provide: 

• Your name 
• The nature of the emergency 
• The location of the emergency 
• When the emergency happened 
• How the emergency happened 
• Whether or not you are in a safe location 

Stay on the phone with UIC Police dispatch until notified by the dispatcher to hang up, 
or until emergency responders arrive on the scene. 
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Evacuation Procedures & Emergency Escape Routes 
 
Building Evacuation: 

A building evacuation goes into effect in the event of a fire or other emergency that 
requires all occupants to immediately leave the building to ensure their safety. 

How to Prepare for a Building Evacuation: 

Take the time now to familiarize yourself with emergency stairwells, exit routes, and the 
Evacuation Assembly Area for your primary location, as well as for all buildings that 
you frequent. Evacuations are mandatory for fire alarms and when directed by 
authorities. No Exceptions! 

* An Evacuation Assembly Area is a designated place where occupants have been told 
to wait after evacuating a building in the event of a fire or other emergency. 

Signals: A building evacuation will be signaled by the building fire alarm, including 
strobe lights, audible alerts, and/or other means of emergency notification (e.g., UIC 
Emergency SMS or other alerts by first response agencies). 

Action (Get Out!): If you encounter a fire, the fire alarm sounds, or you receive an 
emergency notification, leave the building and proceed to the Evacuation Assembly 
Area.  

• Evacuate the building as quickly as possible using the primary or alternate exit 
routes. Dial (312) 355-5555 or 911 and be prepared to give the exact location of 
the emergency, including the building address, building name, and cause of the 
emergency, if known. 

• If you encounter fire and the fire alarm is not sounding, pull the manual fire alarm 
pull station (where available) to activate the fire alarm and to prompt a response 
for others to evacuate. 

• If time permits and these operations can be performed safely: 
o Turn off equipment 
o Secure hazardous materials 
o Take critical personal items only 

• Assist those who need help, but carefully consider whether you may put yourself 
at risk. 

• Look for exit signs indicating potential egress/escape routes. 
• If you are not able to evacuate, go to an Area of Rescue Assistance or to the 

nearest stairwell and wait for assistance. 
• Evacuate to the Evacuation Assembly Area and remain there until additional 

instructions are given. 
• DO NOT use elevators. 
• Alert authorities to those who may need assistance or any missing or trapped 

persons. 
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• DO NOT reenter the building until authorized emergency personnel give the “all 
clear” signal. 
 

Evacuation Assembly Area:  

The Evacuation Assembly Area for the College of Urban Planning & Public Affairs Hall 
building is Parking Lot 8, which is located across the street from the Art and Exhibition 
Hall building. 

 

If you are caught in smoke: 

• Drop to your hands and knees and crawl toward an exit. 
• Stay low to the floor, as smoke rises to the ceiling level. 
• Hold your breath as much as possible. 
• Breathe shallowly, through your nose, and use a filter such as your shirt or a 

towel. 

If you are trapped in a room: 

• Place wet cloth material around or under the door to prevent smoke from 
entering the room. 

• Close as many doors as possible between you and the fire. 
• Be prepared to signal someone outside, but DO NOT break glass unless it is 

absolutely necessary! 
• Call UIC Police at (312) 355-5555 or 5-5555 from a campus phone. 

How to Know When It’s Safe to Return to the Building: 

UIC Police will provide additional information at the Evacuation Assembly Area. You 
may only reenter a building when authorized by them. 

* If a fire or other incident makes a building unsafe to enter for a significant period of 
time, building occupants may be temporarily relocated. 

Evacuation for Persons with Functional Needs: 

In the event of an evacuation, people with physical disabilities that prevent them from 
exiting the building with others should: 

• Proceed to an Area of Rescue Assistance or to the nearest stairwell and wait 
there to be evacuated by a member of the UIC Police Department or an 
emergency responder. 

• If possible, ask another person to accompany you to the stairwell. Ask him/her to 
immediately inform UIC Police and/or other emergency responders of your exact 
location (floor, stairwell number, etc.) once he/she has evacuated. 
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o If a Floor Coordinator is present, inform him/her of your need for 
assistance so he/she may give your location to a UIC Police officer and/or 
other emergency responder. 

• Once you are in the stairwell, use a cell phone to call UIC Police at (312) 355-
5555 and provide the following information: 

o Exact location 
o Name 
o Cell phone number 
o Any information needed to assist in evacuation 

• If help does not arrive within 5 to 10 minutes, call UIC Police again. Be 
persistent! 

Personal Emergency Plan: 

If you require rescue assistance to exit the building during an emergency, please 
contact the Environmental Health and Safety Office Fire and Life Safety division at 
firesafety@uic.edu. They will work with you to develop a personal emergency plan that 
includes evacuation procedures, sheltering procedures, and means of communication in 
the event of an emergency. 

 

 

mailto:firesafety@uic.edu
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Evacuation Procedures for Critical Plant Operations Employees 
 
During some emergency situations, it will be necessary for Essential Facilities 
Management (FM) Employees to remain in the building to perform critical operations 
such as shutting down gas and/or electrical systems and other special equipment that 
could be damaged if left operating or create additional hazards to emergency 
responders (such as releasing hazardous materials). These essential employees should 
evacuate immediately once the critical operation or process is shut down or controlled, if 
conditions deteriorate, or if they are placing themselves in danger by remaining in the 
building. There are no critical operations worth risking one’s welfare to perform. 

All others that are not Essential Facilities Management Employees must evacuate 
immediately. If you believe your department has critical operations requiring one or 
more employees to remain in the building during an evacuation (this should be a rare 
occurrence), you must contact the Environmental Health and Safety Office Fire and Life 
Safety division at firesafety@uic.edu for approval and for assistance in developing a 
specific plan of action.   

No one can require anyone to remain inside a building that is being evacuated. 
Ultimately, it is a person’s individual choice to remain in the building and is only allowed 
for specific cases as indicated above. All employees remaining behind must be capable 
of recognizing when to abandon the operation or task and evacuate themselves before 
their egress path is blocked. 

  

mailto:firesafety@uic.edu


Page | 9  
 

Accounting for Employees after an Evacuation 
 
Immediately following an evacuation, occupants should attempt to identify missing 
persons and relay the names and suspected location to UIC Police or emergency 
response personnel. 

It is the responsibility of supervisors and faculty to ensure that employees or students 
are familiar with evacuation routes, designated Evacuation Assembly Areas, Areas of 
Rescue Assistance, and other procedures related to life safety and security. 
Supervisors and faculty should take account of their faculty, staff, or students once 
evacuated and notify UIC Police or emergency response personnel of missing persons. 
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Rescue and Medical Duties for Employees Performing Them 
 
The University of Illinois at Chicago relies on the City of Chicago Fire Department and 
partnering agencies to provide fire suppression, rescue, and medical response duties.  
 
IN THE EVENT OF A MEDICAL EMERGENCY: Call 911 for critical medical 
emergencies. 

Do not move the victim unless there is an immediate threat to life or danger of further 
injury. If alcohol poisoning is suspected, keep the person awake. 

In an emergency, use universal precautions (i.e., gloves and rescue masks). For all 
other medical emergencies: 

• Call UIC Police at (312) 355-5555 or 5-5555 from a campus phone, to request 
assistance. Provide the following information: 

o Building name/number 
o Floor or room number 
o Nature of injury 
o Location of injured person 
o Age and sex of injured person 
o Current condition 
o Any known medical history 

• Render first aid if you are trained to do so. 
• Remain with the person with the medical emergency. 
• Remain with the individual until UICPD and the Chicago Fire Department (CFD) 

arrive. 
• Ask a bystander to remain in the lobby or entrance to direct emergency 

responders. 
• When UICPD or the CFD arrive, be sure to provide a description of the treatment 

you have provided to the individual. 

The American College of Emergency Physicians recommends seeking immediate 
medical attention for the following symptoms: 

• Trouble breathing or shortness of breath 
• Pain or pressure in the chest or upper abdomen 
• Abnormal pain in the abdomen 
• Fainting or feeling dizzy or weak 
• Visual irregularities 
• Sudden or sharp pain 
• Bleeding that won’t stop 
• Severe or ongoing vomiting or diarrhea 
• Coughing or vomiting blood 
• Trouble speaking 
• Confusion or altered mental state 
• Feeling suicidal 
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Contacts & Emergency Numbers 

The following is a list of emergency telephone numbers that you should use in the event 
of an emergency on campus such as fire, violence, bomb threat, chemical spill, medical 
emergency or any other emergency that you may encounter. 
 
 

EMERGENCY: Dial (312) 355-5555 or 5-5555 from a campus phone 

 
UIC Police Department (Emergency) 

(312) 355-5555 

 

Telecommunications 
Devices for the Deaf 

(312) 413-9323 

 

UIC Police Department (Non-Emergency) 
(312) 996-2830 

 

Information Hotline 
(312) 413-9696 

 

Facilities Management Services 
(312) 996-7511 

 

Office of Preparedness & Response 
(312) 355-1737 

 

Environmental Health and Safety Office 
(312) 966-SAFE (7323) 

 

Off-Campus Emergency 
Police/Fire: 911     UICPD: (312)355-5555 


	EMERGENCY: Dial (312) 355-5555 or 5-5555 from a campus phone

