Rev. February 11, 2004

THE UNI VERSI TY OF TENNESSEE, KNOXVI LLE
GUI DELI NES FOR EVACUATI ON OF FACI LI TIES I N EMERGENCY CONDI Tl ONS

A variety of emergency situations could require evacuation of a building or
bui | di ngs on the UTK canpus, and your safety and that of other building occupants may be
dependent upon your having planned your response to such situations and acting pronptly
when an energency occurs.

PREPARATI ON FOR EMERGENCY S| TUATI ONS

There are five steps which all UTK enpl oyees, students and visitors should take to
prepare thensel ves for pronpt and appropriate actions in enmergency situations which
requi re evacuating a building. Since the nost |ikely emergency situation requiring
buil di ng evacuation is that of fire, sone specific suggestions for dealing with fire-
rel ated emergencies are provided as part of these GU DELI NES.

1. Learn the | ocation of energency exits and the shortest routes to the exits.
You should do this in all buildings in which you work, live or visit, not just
for the building in which the najority of your time is spent.

2. Learn the location of energency alarm activation stations. Again, you should
| ocate these stations in all buildings in which you work, live or visit. The

energency alarmstations are red, box-like devices |ocated on the wall near
t he enmergency exits.

3. Learn the procedures for reporting emergencies. The on-canpus energency
t el ephone nunmber is 911. Dialing 911 on any University 974 or 595 exchange
nunber will connect you to the Knox County Energency Comrunications District.
Al'l energency situations should be reported pronptly. |[If the tel ephones are
not working in the building, you should go to a nearby building or to a "blue
light" emergency tel ephone to report the situation. The "blue |ight" phones
are connected directly to 911.

4, Learn the sound of emergency al arm systens. Energency al arm system sounds
vary frombuilding to building, but are designed to sound distinctly different
fromall other bells, buzzers or other signaling devices in the building.
Shoul d you hear a constant ringing or buzzing which you are not able to
identify, evacuate and report the situation to the 911 energency operator

5. Learn the location of fire extinguishers in buildings in which you work, live
or visit. Check to see against which types of fires the extinguishers are
effective and | earn how to operate the extinguishers.

COMMVON FI RE EXTI NGUI SHER CLASSI FI CATI ONS
TYPE A Ordi nary conbustibles, such as cloth, wood and paper

TYPE BC. Fl ammabl e |iquids (such as gasoline,
cooki ng grease, duplicating fluids,
cl eaning fluids) and energi zed el ectrica
equi pnent .

TYPE ABC: Mul ti purpose (suitable for use with fires
involving all the materials described
above).

NOTE: Attenpt to extinguish a fire only after you have sounded the alarmand if the fire
is very small and not producing significant snmoke. Evacuate if the fire spreads while you
are attenpting to extinguish it. |If there is any doubt whatsocever about whether to
attenpt to extinguish the fire or evacuate the building, sound the alarm as you evacuate
and call 911.

EMERGENCY - CALL 911



REACTI NG TO AN EMERGENCY SI TUATI ON

The foll owi ng procedures should be followed in the event of an energency situation

1. Notify other building occupants of the existence of an energency. The best
way to alert others is by activating the building' s energency al arm system as
you | eave the building. The alarmsystemw ||l sound when the activation
handl e is pulled out or down.

2. Notify 911 of the emergency froma safe location. This may be an office or a
room down the hall, your own office/roomor a nearby building. Wen the 911
operator answers, describe the type of energency, its exact |ocation and the
severity of the problem Stay on the line, if you can safely do so, until you
are sure the operator has all the information you can provide.

3. If it is not safe to use a building tel ephone(s), use the nearest "blue Iight"
emer gency tel ephone or cellular telephone. The "blue light" tel ephones are
connected directly to 911. Stay on the line until you are sure the dispatcher
has all the information you can provide.

4. Procedures for evacuation: One of the nobst inmportant responsibilities of each
i ndividual is to evacuate the building pronptly and safely. |In response to
t he soundi ng of an energency alarm (or other notification) |eave the building
i mediately. As you |leave the area, close the door behind you in order to
retard the spread of flames and snoke. Proceed al ong your previously
determ ned escape route to the building's exit. (If an exit is blocked, use
an alternate path.) After you have entered a stairwell, be sure that the door
cl oses and | atches behind you. DO NOT USE THE ELEVATORS. The el evator may
fail as a result of danage or it may nove to the | ocation of the energency and
t he doors may open.

5. Once outside the building, nove away to the predesignated safe location. Do
not return to the building until instructed to do so by authorized personne
(Fire or Police Oficer). |If there are no authorized personnel on the scene,

go to a nearby building or to a "blue |ight” energency tel ephone and call for
i nstructions.

| F YOU REALIZE A FIRE HAS OCCURRED VH LE YOU ARE | NSI DE A ROOM

1. Feel the door to see whether it is hot. |If the door is hot, the area on the
other side is probably involved in the fire. |If the door is cool, kneel down
and check the air comng into the roomfromunder the door. |If the air is
cool, it should be safe to open the door

2. Kneel behind the door and open it a crack, being sure to keep your face turned
away fromthe opening. Listen and snell for snoke and fire. |If the area on
the other side of the door is on fire, very hot air and gases may rush into
t he room when you open the door. |If this occurs, close the door imrediately.

3. If you determine that it is safe to |l eave the room close all the w ndows and

then the door as you exit. Wen |eaving a snoke-filled area, nove quickly,
crawl i ng on your hands and knees. (Hot air and poi sonous gases rise; fresh

air will be nearer the floor.)

4, If you nmust stay in the roomand wait rescue, place a wet towel or other
material along the bottom of the door to inpede the entry of snbke and gases.
Check all windows for an escape route. |f no unaided safe escape froma

wi ndow i s possible, attenpt to open a wi ndow slightly and hang sonet hi ng out
to show rescuers that you are there. The snall opening will also provide
fresh air.

DI SABLED | NDI VI DUALS

Speci al arrangenents nust be nmade for individuals who have a disability that would
hi nder their evacuation fromthe building. The head of a unit in which a disabled
i ndi vidual is enployed is responsible for maki ng arrangenents for provision of necessary
assistance in the event of an enmergency. The person or persons designated to assist the
di sabl ed person should go to the di sabl ed person when the alarm sounds. The University
Pol i ce Departnent should be informed of persons for whom special arrangenments have been
made.



