
Emergency Response Procedures 
Note: The emergency response information that follows is provided as a guideline to facilitate an appropriate 
response in the event of an emergency.  Employees should respond immediately to emergency situations and if there 
are doubts should contact a professional staff member (Area Director or campus police). 
 

General Emergency Procedures 

If any type of emergency should occur, respond in the following manner: 

  Assess the extent/severity of the situation. 
  Contact the Area Director of your residential area and/or Area Director on call. 
  Call the Campus Police at x3300 (if necessary).    
  Accurately and objectively describe what has happened. Do not hang up until the person on the 

other end of the line is sure of what is happening. 
  Stay close to the phone. 
 Follow all directions given by the appropriate authority. Depending upon the situation, this 

may require exerting a stabilizing influence upon residents, assisting the Campus Police or 
Area Director or evacuating students from a building. 

 Write a detailed incident report 
 

Theft 
 

 Listen to the students claim 
 Refer student to Campus Police office A.S.A.P. Inform your Area Director immediately 
 Follow up with student  

 
 
Vandalism 

 Report incident to Area Director and/or Campus Safety. 

 Attempt to identify the responsible person(s). 

 Report any information you may have to the AD. 

 Write a detailed incident report 
 

Violence/Physical Assault 
 Do not attempt to break up a physical fight, if fighting does not cease with a verbal request 

do not endanger yourself. 

 Do not leave the altercation, this is key to report accurately 

 Contact Area Director in building, if not available, Area Director on call. 

 Contact Campus Police 

 Be sure to conduct crowd control, use another Resident Assistant; if absolutely necessary, a 
resident for assistance. 

 Write a detailed incident report 


