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PennReady: Emergency Procedures

Evacuation Shelter-In-Place Lock DownLock Out
 Alarm = act immediately

 DO NOT use elevators

 Follow evacuation plans

 Take only important items

 Exit to “building area of refuge

 Stay inside

 DO NOT evacuate

 Close all windows/doors

 Report to shelter area

 Incident occurring outside

 Stay inside

 Lock all exterior building doors

 NO ONE may enter

 Continue normal activity inside

 Immediate danger to occupants

 Secure yourself in a room

 Lock down/barricade all doors

 Remain quiet & calm

 Wait for  “all clear”



Emergency Evacuation – Remain Calm

 Fire alarm pull stations
 Know at least two (2) emergency exits from their 

building
 Actions to take if an emergency is discovered:

 Notify occupants in the immediate area
 Evacuate the room closing doors if everyone else was able to 

evacuate
 Proceed towards to the nearest available exit
 Do not use elevators
 Pull a manual fire alarm pull station
 Notify the Division of  Public Safety from a safe location at 5-1-1 

or 215-573-3333 



Emergency Evacuation – Continued

 Actions to take when a fire alarm is activated:

 Follow the evacuation procedure for the building

 Standby at work location

 Evacuate into the fire stairway

 Evacuate from the building

 Evacuate to a Building Area of Refuge (BAR)

 Primary BAR

 Secondary BAR

 Penn Emergency Team (PET) members will assess the 
evacuees



Blockley Hall



Blockley Hall



Shelter-in-place

 Stay inside

 Do not evacuate

 Close all windows and doors

 Facilities can shut of some Air Handling Units 
remotely 

 Report to a building shelter area

 Seek additional information on the Division of 
Public Safety Web site 



Lock Down

 Immediate danger to occupants

 Secure yourself in a room

 Turn off lights 

 Lock down/ barricade all doors

 Silence cell phones

 Remain quiet and calm

 Call PennComm with a soft voice at 5-1-1 or 

215-573-3333

 Wait for an “all clear”



Lock Out 

 Incident occurring outside

 Stay inside

 Lock exterior building doors

 No one may enter 

 Continue normal activity inside



Penn Emergency Team (PET)

Business, Building or Facility Manager
(School/Center)

Building Emergency Coordinator
(Penn Affiliated Buildings)

Emergency Team
Leader (ETL)

Emergency Team
Leader (ETL)

Emergency Team
Leader (ETL)

Emergency
Team 

Members (ETM)

Emergency
Team 

Members (ETM)

Emergency
Team

Members (ETM)

Emergency
Team 

Members (ETM)

Emergency
Team 

Members (ETM)

Emergency
Team 

Members (ETM)

Alternate Building 
Emergency Coordinator

(ABEC)

Mission Continuity Liaison
(MCL)



Individuals Requiring Assistance

May voluntarily register with 
Public Safety and the Office of 

Affirmative Action



Important Contact Numbers

University of Pennsylvania 
Public Safety Emergency

5-1-1
(from a University phone)

215-573-3333

School of Medicine Security Operations
215-898-0669



SoM Emergency Preparedness Information

http://www.med.upenn.edu/spo/EmergencyPreparedness.shtml



Questions
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