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EMERGENCY RESPONSE PROTOCOLS FOR FACULTY & STAFF 

COLUMBIA UNIVERSITY 

I. Introduction 
 

The purpose of this document is to provide members of the Columbia Community with 
useful information regarding what to do in the case of emergencies that may occur on 
campus. These protocols are intended to safeguard human life and to preserve property in 
the event of fire or other emergency. 

 
The document is organized into a series of incident specific sections, each of which sets 
forth specific recommendations for the particular emergencies, and can be used in 
conjunction with the Emergency Evacuation Plan for your building. 

 
 
 

FIRE............................................................................................... Pages 4-6 
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II. Fire 
 

Immediate Actions 
 

• Remain calm. 
• Issue a warning to other occupants, and activate the building alarm. 
• Once safely out of harm's way, notify the Department of Public Safety at (212) 854-5555 

or campus phone extension 4-5555; give the location and description of the fire. 
• If conditions allow, provide assistance to other individuals in your immediate area. 

Attempt rescue efforts only if there is no immediate danger to yourself. 
• When possible, provide assistance to persons with disabilities. Notify the Department 

of Public Safety if persons with disabilities are in the area and may need to be relocated. 
• If the fire is small, and if you have had training, use the proper type of fire extinguisher 

to control and extinguish the fire . Do this only after the evacuation has started and the 
Department of Public Safety has been notified (by activating the fire alarm or by calling 
(212) 854-5555 or campus phone extension 4-5555). 

• Feel door prior to opening, if cool,crack door open to look for fire, smoke or other signs 
of danger. 

• If the corridor is tenable, stay low to the floor, travel to the nearest exit and leave the 
building. 

• Close all doors as you leave, take your keys with you so you can return if you encounter 
untenable conditions. 

• Use the stairs; NEVER use the elevator when exiting the building. 
• Once outside, proceed to your department's designated gathering point at least 500 

feet away from affected buildings. Stay there . Refer to the Emergency Evacuation Plan 
for your building to identify evacuation routes and designated gathering points . 

• Keep streets, fire lanes, hydrant areas, and walkways clear for emergency vehicles and 
workers. 

• Notify the Department of Public Safety or responding emergency workers of any injured 
or trapped persons remaining in your building. 

• If requested, assist staff of the Department of Public Safety as necessary. 
• Do not return to an evacuated building until given the "all clear" by Public Safety staff. 

If Trapped In A Building 
 

• Remain calm. 

• Call (212) 854-5555 or campus phone extension 4-5555 for the Department of Public 
Safety and provide your name, phone number and location and condition preventing 
you from leaving. 

• Open, never break a window and hang a piece of clothing outside to mark your 
whereabouts for rescue workers. 

• Stay at window breathing the fresh air as it enters. 

• If smoke enters the window, close the window and stay close to the floor where the air 
is less contaminated with smoke. 
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• Periodically call-out loudly for help so rescue workers can locate you. 

• Avoid flammable liquids, compressed gas cylinders, etc. that may be in the room with 
you. 

• Close door and seal cracks to prevent smoke from entering. If possible, open window at 
top and bottom (never break the window). 

 
Procedures to Follow i f a Person's Clothi ng Catches Fire 

 
• If a person's clothing is on fire, he/she must not be allowed to run, as this will fan the 

flames and cause a more serious burn. Remember! STOP DROP and ROLL. Clothing 
fires must be extinguished immediately in order to minimize skin burns. 

• If necessary, knock the person to the floor and roll them over to smother the flames. 

• If available,place the person under a shower, utilize a hose, use a fire extinguisher, or 
wrap him/her in a blanket or whatever is available to smother the flames . 

• If possible, place clean wet cloth on burned areas, wrap the person warmly to avoid 
shock, and secure medical assistance by immediately calling Public Safety at (212) 854- 
5555 or campus phone extension 4-5555. 

 

Be Prepared 
 

• Know the location of the nearest fire alarm box. 
• Learn the location of at least two exits from 

your work place. 

• Count the doors or work spaces between you 
and the exit. In a power failure or smoke condition 
it may be necessary to evacuate in the dark. 

• University policy mandates total building evacuation 
whenever the building interior fire alarm sounds. 

• Take your keys with you and proceed to the nearest 
stairwell. 

 
Persons with Disabilities 

 
• It is suggested that individuals who use wheelchairs or who have a mobility related 

disability prepare for an emergency ahead of time by instructing coworkers or fellow 
students on how to assist in an emergency . 

• During an emergency evacuation due to fire, building elevators should not be used. 

• Evacuation may not always be necessary or advisable. If persons with mobility related 
disabilities cannot be transported from the building without using an elevator, assist 
persons with disabilities to the nearest fire stairway landing on each floor of the 
building. Immediately notify Public Safety staff or other rescue workers on-scene upon 
the arrival of persons with disabilities to the rescue  area. 
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Using a Fire Extingui sher 

 
• Activate the alarm,and report the fire to the Department of Public Safety at (212) 854- 

5555 or campus phone extension 4-5555, before attempting to extinguish the fire. 
• Use an extinguisher only if you have been trained to do so. Improper use of an 

extinguisher can increase the hazard. 
• If you have any doubt about your ability to fight the fire, exit immediately. 
• If you decide to use a fire extinguisher, place yourself between the fire and your exit 

from the area. 
• To use the fire extinguisher, follow the PASS method: 

 
PULL the pin. This will break the tamper seal if a seal is applied. 

 
AI M low, pointing the extinguisher nozzle (or the horn or hose) at the 
the fire. 

base of 

 

SQUEEZE the handle to release the extinguishing agent. 
 

SWEEP from side to side at the base of the fire until the fire is out.  Wait   in the 
area.  If the fire Re-ignites, repeat the steps above. 

 
• Portable fire extinguishers are located throughout the building. To report a discharged 

or damaged fire extinguisher, contact the Facilities Operations Call Center at (212) 854- 
2222 or campus phone extension 4-2222. 

 
 

P.A.S. S. 

PULL - AIM - SQUEEZE - SWEEP 
 

 

 
 

 
 

·· Y' 
HOLD IL!IPRIGH1i. 
PL.ILL RJNG IP4N. 

( 1' 
..-·-..._ ('..2.-..-... 

ST.AAT BACK 10 FEET. 
AIM AT SASE OF FIRE. 

'-- . ) 

SQUIEEZE LEVER. 
SWEEP SIDE TO 
SIDE. 
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III. Medical Emergency 
 

• When encountering a person in need of medical attention, immediately notify Public 
Safety at {212) 854-5555 or campus phone extension 4-5555 . Provide Public Safety with 
your name, exact location and information regarding the nature and magnitude of the 
medical emergency . If trained, provide appropriate first aid while awaiting the arrival of 
emergency responders. Remain with the person(s) requiring medical attention until 
assistance arrives. 
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Contact Authorities 

Call 911for Police and (212) 854-5555 or 
campus phone extension 4-5555 for the 
Department of Public Safety. 

 
What to Report 

 
Report your specific location - CU, 
building name and room number. 

Number of persons at your specific 
location and injuries - number and type of 
injuries. 

Assailant(s) location, number of assailants, 
race/gender, physical description, clothing 
description, type and number of weapons, 
backpack, shooter's identity,if known, 
whether separate explosions occurred 
other than gun fire. 

 

IV. Active Shooter Incident 
In the unlikely event that an Active Shooter Incident should occur on campus, the University 
may utilize multiple notification methods such as text messaging,CU campus wide e-mail,or 
building PA systems, to alert CU community of an active shooting incident. If an event occurs, 
you should: 

 
Immediate Actions 

• EVACUATE the premises if possible; leave belongings behind. If event occurs outside, 
take immediate cover indoors away from the active shooter(s). 

• Help others escape if possible, but do not wait if they are hesitant. 
• Prevent others from entering area and contact authorities when safe and able to do so. 

 

 
 

If Hiding i s Not Possible 
• Be prepared to FIGHT as aggressively as you can; 

your life depends on it. 
• Enlist others to join you. 
• Attempt to incapacitate the shooter using whatever 

weapons are available. Improvise, using chairs, waste 
baskets, umbrellas, and paper weights etc. to use 
against the active shooter. 

Police Response 
• Remain calm and follow officers' instructions. 
• The officers' objective is to engage and neutralize 

the shooter(s) immediately. 
• Put down any items in your hands and raise your 

hands and spread your fingers. 
• Keep hands visible and avoid pointing,screaming 

and yelling. 
• When shooter is neutralized, responders will 

facilitate follow-up medical care, interviews, 
counseling,and will begin an investigation. 

 
 

If Escapeis Not Possible 
• 
 
 

• 

• 
 
 
• 
• 
• 

• 

If evacuation is not possible, find a place to HIDE 
where the active shooter is less likely to find you 
and where you won't trap or limit your movement. 
Lock and barricade doors. 

Take adequate cover/protection ,conceal yourself 
behind concrete walls, thick desks, or filing cabinets. 
Turn off lights, close blinds, and block windows. 

Silence cell phones, turn off radios and computers. 
Keep occupants calm, quiet, and out of sight. 

Stay low - on the floor and call authorities if able. 

·ti 
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Contact Authorities 

Call (212) 854-5555 or campus phone 
extension 4-5555 for the Department of 
Public Safety. 

Call (212) 854-2222 or campus phone 
extension 4-2222 for Facilities Operations 
Call Center 

What to Report 

Report your name, phone number,and 
the location and severity of the leak or 
flood. 
Indicate whether art collections, books, 
or other valuables are involved or are in 
imminent danger. 

Report any persons with disabilities who 
are in the area and may need to be 
relocated. 

 

V. Major Water Leak/Flood 
 

 

Identify the Source 
 

• If you know the source of the water and are confident 
of your abilities to stop it (i.e. unclog a drain, turn 
off water, etc.), do so cautiously . 

Protect from Water Damage 
 

• Cover large objects with plastic sheeting. 
Carefully remove small or light objects out of the 
emergency area . 

 
Provide Assistance 

 
• Provide assistance to persons with mobility related disabilities. Notify the Department 

of Public Safety if persons with mobility related disabilities are in the area and may need 
to be relocated. 

• Provide assistance to other individuals in your immediate area. 
 

Use Caution 
 

• If there are electrical appliances or electrical outlets near the leak, use extreme caution. 
• If there is any possible danger, evacuate the area. Refer to the Emergency Evacuation 

Plan for your building to identify evacuation routes and designated gathering points. 
• Flood water can be contaminated. Avoid contact with sewer water, as it poses a serious 

health risk. 
• Avoid standing in flood water, as it can carry electrical current. 

• Avoid walking through flooded areas. As few as six inches of moving water can knock a 
person down. 
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VI. Gas Leak 
 

General Info about Gas 
 

• Cylinders of compressed gas may be toxic, explosive, 
or asphyxiating. Petroleum gases (bottled) are heavier 
than air and will seek the lowest levels. 

• Natural gases are lighter than air and will rise. Natural 
gas is odorless. To make it discernable, an odorant 
(similar to the odor of rotten eggs) is added. The odorant 
level is noticeable when there is as little as 1% gas in the 
air. Natural gas becomes flammable and will ignite if as little as between 5% and 15% 
gas is in the air and an ignition source is present. Ignition sources include pilot lights, 
flint sparks, matches, electrical switches,static electricity, and motors. 

• Gas leaking through soil (industrial gases,sewer gas) may have the odorant removed. 
 

Contact Authorities 
 

• Call the Department of Public Safety at (212) 854-5555 or campus phone extension 
4-5555 from a safe unaffected area. 

 
What to Do 

 
• Remain calm. Shut off the source of the gas leak if immediately apparent, if it can be 

easily corrected (e.g., Bunsen burner, kitchen appliance), and if you have the knowledge 
and ability to do so without jeopardizing your personal safety. 

• Evacuate the building/area. Refer to the Emergency Evacuation Plan for your building to 
identify evacuation routes and designated gathering points. 

• Identify persons with mobility related disabilities and provide assistance if possible. 
• Leave ventilation systems operating. 
• Ventilate the area. 

 
Caution - What Not to Do 

 
• Do not use the phone in the area of the leak. 
• Do not turn light switches on or off. 
• Do not activate the fire alarm system. 
• Do not turn electrical equipment on or off. 
• Do not use elevators in the area. 
• Do not return to the evacuated area until advised to do so by Public Safety. 
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VII. Power Outage 
 

Immediate Actions 
 

• Remain calm. 

• Notify the Department of Public Safety at (212) 
                854-5555 or campus phone extension 4-5555. 

• Provide assistance to persons with mobility related 
disabilities.  Notify the Department of Public Safety 
if persons with mobility related disabilities are in the 

area and may need to be relocated. 

• Provide assistance to other individuals in your immediate area. 

• Secure files, turn off computers, unplug electronic equipment, and lock windows and 
doors as you leave. 

• Proceed cautiously to an area that has emergency lights. 
• Do not light candles or other types of flames for lighting. 

 
If Trapped i n an Elevator 

 
• Remain calm. 

• Public Safety Officers and/or the FDNY will be dispatched to your location to assist you. 
 

What to Report 
 

• Report your location, name, and telephone number, and the location of the power 
outage. 

• Report the extent of the power outage, if known. 

• Report any persons with disabilities who are in the area and may need to be relocated. 
 

Persons with Disabilities 
 

• It is suggested that individuals who use wheelchairs or who have a mobility related 
disability prepare for an emergency ahead of time by instructing coworkers or fellow 
students on how to assist in an emergency. 

• During an emergency evacuation due to a power outage, building elevators should not 
be used. Refer to the Emergency Evacuation Plan for your building to identify 

evacuation routes and designated gathering points. Contact the Department of Public 
Safety for assistance evacuating during a power outage. 
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VIII. Bomb Threat/ Suspicious Package 
 

If You Observe a Suspicious Object or Potential Bomb 
 

• Remain calm. 

• Do not touch the object. 

• Secure the immediate area around the object to 
prevent other persons from touching the object. 

• Evacuate the area immediately. Refer to the 
Emergency Evacuation Plan for your building to 
identify evacuation routes and designated 
gathering points. 

• Notify Public Safety at (212) 854-5555 or campus 
phone extension 4-5555. 

If You Receive a Bomb Threat by Phone 
• Remain calm. 

• If your phone has caller ID, record the number 
• displayed. 

• Try to keep the caller on the line long enough to 
complete the Bomb Threat Checklist available on the 
next page. If a Bomb Threat Checklist is not available, 
try to obtain the following information: 

A.) When is the bomb going to explode? 
B.) Where is the bomb located? 
C.) What does the bomb look like? 
D.) What type of bomb is it? 
E.) Why was the bomb placed? 

• Try to record the exact words spoken by the caller 

• Make note of the caller's voice, language, and any 
background noise. 

• Call Public Safety at (212) 854-5555 or campus 
phone extension 4-5555. 

If There i s an Explosion 
• Take cover under sturdy furniture, or leave the 

building if directed to do so by Public Safety staff . 

 

 
 
 
 

 
Oily stains, discolorations, or wrong title with name   Strange odor 

crystalization on wrapper 

• Stay away from windows._Do not light matches. Do not turn light switches on or off. 

• Move well away from the site of the hazard (if known) to a safe location. Leave doors 
and windows open. Use stairs; do not use elevators. 

• Call Public Safety at (212) 854-5555 or campus phone extension 4-5555. 

 
 

Rigid or bulky Lopsided 

I f you Receive a Suspicious 
Package by Mail 

Stop immediately! Do not open items 
further. Do not move items or place 
items in water. Do not shake or empty 
contents. 

 
Notify the Office of Public Safety at (212) 
854-5555 or campus phone extension 
4-5555. 

 
Isolate the package, and evacuate the 
area. 

 
Wash your hands with soap and water. 

 
Meet responding Public Safety staff; 
provide them with specific info about the 
package, and names of any persons who 
came in contact with the package. 
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Bomb Threat Checklist 
 

 

De1>artment of the Treasury· 
Bureau of Alcohol.Tobacco & Fireanns 

 

O Slu rred O Whispered 
  BOMB THREAT CHECKLIST   

1. When is the bomb going to explode? 
0 Raggcd O Clearing Throat 

 
2. Where is the bomb right now? 

 
3. What docs the bomb look like? 

 
4. What kind of bomb is it? 

 
5. What will cause the bomb to explode? 

 
6. Did )'OU  place the bomb? 

 
7. Why? 

 
8. What is address? 

 
9. What is :you r name? 

 
  EXACT WORDING OF BOMB TRREAT:   

 
 
 
 
 
 
 
 
 

 

Sex of caller: Race: 
 

Age: Length of call: 

O Deep Breathing D Cr.tcking Voice 

D Disguised D Accent 

O Familiar (If mice isfami liar, wlzo did it sou1Td 
like?) 

 
 

BACKGROUND SOUNDS: 

O Street noises O Factory mach inery 

OVoices O Crocken· 

OAnimal noises O Clear 

O PA System O Static 

0 Music DHouse noises 

D Long distance D Local 

O Motor O Office machinery 

D Booth D Other (Please specify) 

 
 

BOMB THREAT LANGUAGE: 

D \Veil spoken (education)  D Incoherent 

0 Foul O Message read b· 
threat maker 

Tele1>hone number at which call is received: 

Time call received: 

Date call received: 

 
0 Tapcd 

REMARKS: 

Dlrrat.ional 

 
 

 
 

0 Calm 

D sort 

CALLER'S VOlCE 
 

0 Nasal 
 

DAn,o,. n.· 

Your name: 

Your 1>osition: 

O Stutter O Loud Your telephone number: 

O Excited 

DLaughter 

0 Lisp 

O stow 

 
 

Date checklist completed: 

O Rasp O Crv.ino"' 
DRat>id 

O Normal 

0Deep 

O Di!'.tinct 
 

 

ATF F 1613.1 (Fonncrly ATF F 1730.1, which still may be used) (6-97) ATF F 1613.1 (Fonncrly ATF F 1730.1) (6 97) 
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IX. Hazardous Materials 
 

Emergency Procedures for Fumes/Vapors 
• Harmful/irritating fumes can infiltrate a building from various sources - improperly 

stored chemicals, faulty building systems and equipment,fires, engine exhaust, etc. 

• If the presence of harmful/irritating fumes is suspected, the affected area should be 
evacuated. Refer to the Emergency Evacuation Plan for  your building to identify 
evacuation routes and designated gathering points . 

• Remove any victims from the area only if it can be done safely. 

• If possible, aid victims outside of affected area until emergency personnel arrive. 

• Use a telephone away from the area and notify Public Safety at (212) 854-5555 or 
campus phone extension 4-5555. Public Safety will immediately contact Environmental 
Health & Safety at (212) 854-8749 or campus phone extension 4-8749. 

• It may be possible to ventilate an affected area by opening windows and or activating 
exhaust fans; provided such an action is undertaken by trained personnel. 

• Make yourself available to supply critical information to assist with treatment. 
 

Emergency Procedures for Hazardous Substance Spills: 

• Any spill of a hazardous substance must be reported immediately to Public Safety at 
(212) 854-5555 or campus phone extension 4-5555. Public Safety will immediately 
contact Environmental Health & Safety at (212) 854-8749 or campus phone extension 4- 
8749. 

• Provide any information you may have as to the location and extent of the spill, and as 
to the chemicals involved or stored in the area. 

• Stop the SOURCE of the spill if possible, but DO NOT attempt to clean up the spill 
yourself unless you are properly trained. 

• Don't endanger yourself or others. Evacuate the area.  Refer to the Emergency 
Evacuation Plan for your building to identify evacuation routes and designated gathering 
points. 

• Remove any victims from the area only if it can be done safely. 
• If chemicals come in contact with your skin,immediately flush the affected area with 

clean water for at least 15 minutes. 

• Persons who may be contaminated by a spill/release are to: 
A.) Seek medical attention immediately. 
B.) Avoid contact with others. 
C.) Alert responders/emergency personnel of the injury. 

• Aid victims if possible until emergency help arrives. 

• Make yourself available to supply critical information to assist with treatment. 
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X. Severe Weather 
 

Severe Weather Preparedness 
 

• Public Safety will initiate notifications when severe 
weather bulletins are issued for the immediate area. 

• The safest place to be during severe thunderstorms 
and tornadoes is inside a secure structure,since most 
damage occurs as a result  of broken glass and flying   debris. 

 
Glossary of Terms 

 

Tornadoes/Thunderstorm/Wind Watch 
• Normal operations will continue. 

• Employees should keep a close eye on changing weather conditions and be prepared to 
take action when necessary. 

 
Tornado/Thunderstorm/Wind  Warning 

• A hazardous condition stated has been spotted or identified on the radar. 
• When these conditions immediately threaten the campus,the Public Safety Department 

will make notifications. (i.e. Text message, email,web page, etc.) 

Blizzard Warning 
• Sustained winds or frequent gusts to 35 miles per hour or greater and considerable 

amounts of falling or blowing snow (reducing visibility to less than a quarter mile) are 
expected to prevail for a period of three hours or longer. 

 
Flood Warning 

 
• Flooding is occurring,or will occur soon; if advised to evacuate, do so immediately. 

 
Flash Flood Watch 

 
• Flash flooding is possible. Be prepared to move to higher ground. 

 
Flash Flood Warning 

 
• A flash flood is occurring;seek higher ground on foot immediately. 

 
DO NOT LEAVE THE BUILDING OR INITIATE A BUILDING EVACUATION WHEN 
SEVERE WEATHER STRIKES.  REFER TO THE EMERGENCY EVAUCAT/ON PLAN 
FOR YOUR BUILDING TO IDENTIFY AREAS OF REFUGE AND IN-BUILDING 
RELOCATION PLANS. 

 
 



16 

Emergency  Response Protocols for Faculty & Staff 
 

 

 
Tornado 

• If inside: go to a pre-designated shelter area such as a safe room, basement, storm 
cellar, or the lowest building level. If there is no basement, go to the center of an 
interior room on the lowest level {closet, interior hallway) away from corners,windows, 
doors, and outside walls. Put as many walls as possible between you and the outside . 
Get under a sturdy table and use your arms to protect your head and neck. Refer to the 
Emergency Evacuation Plan for your building to identify areas of refuge and in-building 
relocation plans . 

• Do not open windows. 

• Call Public Safety at {212) 854-5555 or campus phone extension 4-5555 to report any 
injuries, or property damage. 

• If outside: lie flat in a ditch or depression and cover your head with your hands. 

• If in a moving vehicle: Stay in the car with the seat belt on. Put your head down below 
the windows; cover your head with your hands and a blanket, coat or other cushion. 

• If your vehicle is hit by flying debris while you are driving, pull over and park. 
• If you can safely get noticeably lower than the level of the roadway, leave your car and 

lie in that area, covering your head with your hands 

• Do not get under an overpass or bridge. You are safer in a low, flat location. 
• Watch out for flying debris. Flying debris from tornadoes causes most fatalities and 

injuries. 

Earthquake 
• Indoors: Get under study desk or table and HOLD ON. 

• Use a doorway for shelter only if it is in close proximity to you and if you know it is a 
strongly supported, loadbearing doorway. 

• Stay away from glass, windows, light fixtures or anything else that could fall and injure 
you 

• Stay inside until shaking stops and it is safe to go back outside.  DO NOT exit a building 
while it is shaking. Refer to the Emergency Evacuation  Plan for  your building to identify 
areas of refuge and in-building relocation plans. 

• DO NOT use elevators 

• Outdoors: MOVE AWAY from buildings, streetlights, and utility wires as most injuries 
occur as a result of falling debris. 

• Stay there until shaking stops 

• If in a moving vehicle, stop as quickly as safety permits and stay in the vehicle. Avoid 
stopping under buildings, trees, overpasses, and utility wires. 

Hurricane/Winter Weather Advisory/Snow 
• Check for school closings at the News Sources, CU Website, and on your email and 

voicemail. 
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XI. Civil Disturbance/Demonstration 
 

Campus Demonstrations 
 

• Most campus demonstrations such as marches, 
meetings, picketing or rallies will be peaceful 
and non-obstructive and should not be interfered 
with. An immediate notification should be made 
to the Columbia University Department of Public 
Safety for any of the below  conditions: 

A) INTERFERENCE with normal operations of the University. 
B) PREVENTION of access to office, buildings, or other University facilities. 
C) THREAT of physical harm to persons or damage to University facilities. 

 
Peaceful, Non-Obstructive Demonstrati ons 

 
• Notify Department of Public Safety at (212) 854-5555 or campus phone extension 

4-5555 with details and information . 
• Do not interrupt or become involved with the participants. 
• Efforts should be made to conduct University business as usual. 

 
Non-Violent,  Disruptive Demonstrations 

 
• Notify Department of Public Safety at (212) 854-5555 or campus phone extension 

4-5555 with details and information. 
• Do not interrupt or become involved with the participants. 
• In the event that a demonstration blocks access to University facilities or interferes with 

the operation of the University the demonstrators will be asked to terminate the 
disruptive behavior pursuant to the Rules of University Conduct. 

• The Department of Public Safety will monitor the situation to help ensure the safety of 
all. Any further intervention will be made in accordance with the Rules of University 
Conduct. 

Violent, Disruptive, Demonstrations 
 

• In the event that a violent demonstration in which injury to persons or property occurs 
or appears imminent: 

A) Notify the Department of Public Safety at (212) 854-5555 or campus phone 
extension 4-5555. 
B)  Do not interrupt or become involved with the participants. 
C) If indoors, close all doors and windows, lower blinds,stay in groups, await updates 
from the Department of Public Safety. If evacuation is necessary, follow instructions 
and announcements. 
D) If outdoors, immediately leave area, stay in groups, and seek shelter indoors. 

• The Department of Public Safety in conjunction with the EMOT Communications team, 
will alert and update the CU community, students, staff and faculty on developments 
and conditions of the event via e-mail,text message, etc. 
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Appendix I. 
 

Important Telephone   Numbers 
 
 
 

Public Safety to Report Fire or other Emergency Campus Phone 45555 
 

 

Non Campus Phone 212  854-5555 
 

Public Safety Non Emergency 
 
 

Health Services 
 
 

Health Services Urgent Visit 
 
 

Facilities Call Center - Academi c Buil ding Issues 
 
 

Environmental Health and Radiation Safety 

Campus Phone 42797 
 

Non Campus Phone  212 854-2797 
 

Campus Phone 47426 
 

Non Campus Phone 212 854-7426 
 

Campus Phone 49797 
 

Non Campus Phone  212 854-9797 
 

Campus Phone 42222 
 

Non Campus Phone 212  854-2222 
 

Campus Phone  48749 
Non Campus Phone 212   854-8749 

 
 
 
 

 



19 

Emergency  Response Protocols for Faculty & Staff 
 

 

 
 

 
 
 
ACTIVE SHOOTER  

 

 
 

  * 
 

 

 
 

 

Appendix II. 
 

Emergency  Plan  Procedures -Classroom Poster 
 

• The poster depicted below, sets forth a brief description of the actions taken 
during emergencies. 

 

EMERGENCY Procedures 
Listed below are guldelfnes tofollowduring emergency incidents tha:t mayoccu r on the MorningsideCampus. 
Some incidents may require you to shelter in place while others may require evacuation of the facrlity. 

 
 

  FIRE EMERGENCY (EVACUATE)   
• lf lhabuildng fi"' alarm is actrmed, im.,,.dimr;,....wate 1h•bulding. 
• Proceodtolh! .,..r.$texit(HE'iERusie1h•el,,..,n,r),do,ing doorsas 

 
• G:ntinu, dmitnthetairs 3nd e.titthe bui . 
• Do not ,.nterbuilcling until au1hcrired lr/em,rg,ncyro,pooders or 

Public Safety porsonnel. 

IF UNABLiE TO EVACUATE 
• Call Publ<Saf<ty at212-ll54-SSSS. Gr,e name,tlQCt h,:.at"l'<I inside 

it,;,buildng ar,:f th•nanore of the a,nditk>n. 
• em.doc:,and sealcradcs 1"J:re''eftt Slrnl-.elil".'<11 entering. 
..  If possible,, open lll'indO'A'  ttop and botra"n '""'"'brskthe, •it.;rdo-A'). 
• Str1at·<rindcr·bru1hlng1he fresh airas it em.rs. 
• Sg,al for holp. 
•· If ,mok. enttrstho..·n:1:TN, dose Ill!!,.;ndcr"' and stil"f3SC'°" to the 

Door as poze. 
 

 
•·  Donotdimrbcrmo.-ethoctject. 
• 'Jlam ot:hi!rst.olN1>t1h area and rt ·the,uta,if possiblt . 
• Reeattoasaf•distanct--at least »Jfeet. 
• not usecellubri'1one or other -!lf'o.. (dlias•N hilo! intheart:.t. 
• Call PubIi:s.·1ety at 212-ll54-SSSS. Gr,e nam<,txaet locawn in!id• the 

building and 111•na,u,. of tho o:odwn. 
ti> not ,.ocruJII' spa,:;, until authcri,:,,d    ·emorg,ncy ,.,pondas or 
publicsafet/ p,a-sanel. 

 
 
 

HAZMAT SPILL 
  HAZARDOUS SUBSTANCE   
INOOORS 
• Call Publi: S.taty at 212-ll54-55SS. Gi',e name,en:t lo:.ati:>n inside the 

building and 1henatu11 of tho<\....-dl>:>n. 
• ilJert p«.pe in immediate .arm3ndf"acua'e... 
• Ginfinetheharard bydosingdoorsas )W i....... 
• Oonot rtoCOJp:r spao!until authai!!d qi1emergK"I.". )'responcB'Sor 

publicsofet/ persan,I. 
 

OUTDOORS 
• C.11 Publi: Saiety at 212-ll54-SSSS.Gr..,.name, eo'.t locati,nand 1he 

nablreaf 1he cnnditioo. 
• Cbsoalldoorsand ...ind...,.,_ 
• .'"3itfurthor instru:tion, fromemergencynopooders. 

 
 

• 1r..-.ntlseullfoors, seel<co....indoors. Call Public Safetyat 21:1-SS+SSSS . 
GA1!:name,exact location and th! nature of thecondltion. 
lfn-entisirxb>rs: 

• Lockard barrkade ooors arr.f ,.;ndO",.'Sard dOSo? blirr.fs. 
• Dorotstand by windcn,sor d:>ors. 
• Call Public5a1'""1•t2l2-85+5SSS.Gi\'tnam.. ..act location inside 

111•bulding and 1he mtu,. of tho cnndilion. 
• Sil""'cell phonesard tum off radios,lmmputar rmnitas. 
·•  tr.ep out of sightard ta .e adequart co,-.r. 
• ','t,it until •me<9ency personnll uri fy1hatlhr,,at ISO'.., before leirring 

• pl>a, cf saf•ty. 
 
 
 
 

MEDICAL EMERGENCY 
• CallPublicSafet/at 212-S54-5555. Ci\'t mm;o,ecactloalion arv.l the 

cl t mrx::tition . 
• lf113lnod,pro.·o.aiatf firstaid. 
• Sb)1'Aith indi';idual(s) until medical assistanO? .arm'!s.. 

 
 
 
 

 WEATHER EMERGENCY   
• Morii.r loall'I,radio and the Columbia homepag,. 
• ,oo.,to lcr,,-.st hallw.rp'ffoor without·..ind.,..._ 
• .....it furlhor in>tructais fr<rn eme<9encyp•rsonn•I. 

 
 
 

  EARTHQUAKE   
INDOORS 

• Getundersrurdydeskortabl•andHIX.DOI . 
• Use a ooorMJ)' fur shelter onr;, ifit isndost prodni1Yto, u ard if:;-ou 

biO'll'it is• Sll'COgj' supporttd,loadh«>ring door....- . 
• lb)':,,, frcrn gla,s ,.•m:T..s,light fuu.r.s oran-j1ting el>! !hatcoukl 

fall and injure you 
• Sbyinsidt until sh:aDngstopsand itisi!togJ outside 
• Do notuseelewabJrs 

 
OUTDOORS 

• Nn,e7,.. 1from buikjilgs,. meedights  ard llility ,,..;r@S 
• lb)'1h•,.untl ,hal:ing stops 
• lfin mo,ing,"thi:l!,stop asquidtly assafety pormits and st2ff  in,-.hid._ 

kloidgqJpng undtr buitlrgs,.trus., O\ss;es.,.an:I utilitJ'iirires 
 

cb COLUMBIA U N I VE RS I TY Morningside     Campus 
Department of Public Safety Non-Emergency:      212-854-2797 
Pride .Prof....,o=liml· SN'rice Emergency: 2 1     2-854-5555 
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