
BASIC RULES OF PERSONAL SAFETY  

•  Do not leave your wallet, purse, briefcase, laptop, or cell phone unattended or in plain 
view inside your vehicle.  

•  Keep your vehicle locked. Have your keys ready when you return to your vehicle. Look 
around the area and under your vehicle as you approach.  

•  If you are out at night, walk or park in well-lighted areas or call the ECU Police 
Department for an escort at 252-328-6787.  

•  Keep your vehicle in good running order and have at least a quarter tank of gas at all 
times.  

•  Keep your vehicle’s doors locked and windows rolled up at least part of the way, no 
matter how short the distance you’re driving or how safe the neighborhood.  

•  Don’t stop to help other motorists; call for help for them at your earliest convenience.  

•  Stay alert. Keep your mind on your surroundings—who’s in front of you and who’s 
behind you. Don’t get distracted. If you’re worried about crime, ask a friend to 
accompany you when you go out.  

•  Communicate that you are calm, confident, and know where you’re going. Stand tall, 
walk purposefully, and make quick eye contact with people around you.  

•  Trust your instincts. If you feel uncomfortable in a place or situation, leave.  

•  If you see anything suspicious or unusual on campus, call the ECU Police Department.  

•  Remember, if you have an emergency, call 911.  

 

EMERGENCY BLUE LIGHT PHONES 

Emergency call boxes located around campus have direct lines to the ECU Police Department. 
You will see that the call boxes have a blue light on top. To operate these call boxes, use the 
general rule of thumb:  

If it has a receiver, pick it up. If it has a button, push it. 
 

To use the phone, push the button or pick up the receiver. You will be connected to the ECU 
Police Department.  
 
If you are being followed and cannot stop to talk to dispatch, press button and continue walking 
to have law enforcement respond to the area. Press the button on the next phone to establish 
your direction of travel. 



 

SHELTER-IN-PLACE (WEATHER AND ENVIRONMENTAL EMERGENCIES) 

Tornado Procedures (remove this from the site; it will fall under shelter-in-place) 

A tornado watch means that tornadoes and severe thunderstorms are possible. A tornado warning 

means that a tornado has actually been sighted somewhere in the warning area.  

If a tornado warning is announced, take immediate action:  

1. If time permits, go to the basement or interior hallway on the lowest floor.  

2. If time does not permit, get into the safest area of your classroom or office (the inside wall) 

farthest away from doors and windows. Modular units should be evacuated immediately when 

a tornado warning is issued.  

3. Avoid windows, auditoriums, gymnasiums, or other structures with wide, free-span roofs.  

4. In case of tornado, take shelter underneath your desk or any heavy furniture available. 

Assume a curled position so as to protect your head and eyes.  

When the potential for severe weather exists, keep posted through local radio, TV, and ECU Alert.  

Environmental Emergencies (Chemical/hazardous release) 

Chemical, biological, or radiological contaminants may be released accidentally or intentionally into the 

outdoor environment. It is important that you follow instructions from university authorities and know 

what to do if they advise you to shelter-in-place. Shelter-in-place means to seek shelter where you are 

currently located or a safe indoor place if you are currently outdoors.  

 If outdoors, seek shelter in the nearest substantial structure.  

 Stop classes or work, or close business operations.  

 Allow people outside to enter.  

 If there are others in the building, provide for their safety by asking them to stay – not leave.  

 Close and lock all windows, exterior doors, and any other openings to the outside. Turn off 

ventilation fans and air conditioners when possible.  

 If you are told there is danger of explosion, close the window shades, blinds, or curtains.  

 Select interior rooms with the fewest number of windows. 

  

Seek more information by listening to the radio or TV and check the ECU Alert website 

www.ecu.edu/alert until you are given the All Clear message by authorities.  

 

http://www.ecu.edu/alert


 

VIOLENCE OR ACTIVE SHOOTER (LOCKDOWN) 

A lockdown will be issued when a hostile intruder or active shooter has threatened or actually caused an 

act of violence on campus. This could include an individual(s) who has committed an act of violence off 

campus and who may now be on campus.  

When the lockdown is issued: 

 Remain calm.  

 Call 911 and notify others in your department if safe to do so.  

 Get out of the corridor.  

 Secure yourself in the nearest room with a door. Lock the door and/or block the door with 

furniture.  

 Turn off the lights.  

 Close windows, pull shades, or close blinds.  

 Cover window pane in door if applicable.  

 Hide under a desk.  

 Spread out in the room.  

 Turn cell phones and other electronic devices to silent mode.  

 Stay quiet.  

 Remain in place until All Clear has been issued.  

 

Unsecured Areas: 

 If you find yourself in an open area, immediately seek protection.  

 Put a barrier between you and the assailant.  

 Consider trying to escape, if you know the location of the assailant and there appears to be an 

escape route immediately available.  

 If in doubt, find the safest area available and secure it the best way that you can.  

 If the shooter confronts you and you cannot flee, you can hide; you may choose to play dead, if 

other victims are around you. Your last option may be to fight back. This is dangerous, but 

depending on your situation, this could be your last option. 



 

BOMB THREAT  

TELEPHONE THREAT 

1. Bomb threats usually occur by telephone. Try to keep the caller on the telephone line as long as 

possible.  

2. The person receiving a bomb threat call should remain calm and attempt to obtain as much 

information as possible from the caller by using the checklist that follows.  

3. Immediately report all bomb threats to the ECU Police Department by calling 911, giving your name, 

location, and telephone number. Inform the telecommunicator of the situation, including any 

information you may have as to the location of the bomb, the time it is set to explode, and the time 

when you received the call.  

4. Inform your supervisor and/or department head.  

5. Wait for emergency personnel to evacuate the building. Police will determine whether the building 

needs to be evacuated.   

6. If you should spot a suspicious object, package, do not touch it, tamper with it, or move it in any way. 

Evacuate people from the immediate area and call 911.   

7. If instructed to evacuate, exit the building immediately and report to the evacuation assembly point 

for the building. If inclement weather conditions exist, you may move to another building a safe distance 

away. Do not re-enter the building until you are instructed that it is safe to do so by the ECU Police 

Department.  

Note: Use the bomb threat checklist located in the Emergency Information Desk Reference to 

document a bomb threat. All threats should be reported to ECU Police Department by dialing 

911.  

WRITTEN THREAT 

If a written threat is received, contact ECU Police Department immediately by dialing 911. The threat 

should never be ignored. Save all materials, including any envelope or container. Once the message is 

recognized as a threat, unnecessary handling should be avoided.  



 

CRIME IN PROGRESS  

1. Do not attempt to approach or interfere with the criminal except in the case of self-protection.  

2. If safe to do so, stop and take time to get a good description of the criminal. Note the height, weight, 

sex, race, approximate age, clothing, method and direction of travel, and name, if known. All this takes 

only a few seconds, and it is helpful to the investigating officers. If the criminal is entering a vehicle, note 

the license number, make and model, color, and any outstanding characteristics.  

3. Immediately call the ECU Police Department at 911. Give your name, location, and telephone 

number. Advise them of the situation and remain where you are until the officer arrives.  

4. In the event of civil disturbance, continue in your normal routine as much as possible. If the distur-

bance is outside, stay away from doors and windows.  

5. Do not interfere with those persons creating the disturbance or with the law enforcement authorities 

on the scene.  

6. While police are en route, stay calm and write down everything you remember about the suspect. 



 

EVACUATION OF INDIVIDUALS WITH DISABILITIES  

Individuals with disabilities should contact Disability Support Services at (252) 737-1016 for assistance.  

When assisting an individual with a disability, always ask if they will allow you to help and how you can 

best help them in an emergency.  During an emergency, individuals with mobility impairments should 

seek rescue assistance in the nearest stairwell.  

If immediate evacuation is necessary, be aware of the following considerations: 

 Wheelchairs have moveable parts; some are not designed to withstand stress or lifting.  

 Lifting may be dangerous to you or them.  

 In a life-threatening emergency, it may be necessary to remove an individual from the 

wheelchair. Lifting a person with minimal ability to move may be dangerous.  

 Wheelchairs should not be used to descend stairwells, if at all possible.  

 Non-ambulatory persons may have respiratory complications. Remove them from smoke or 

fumes immediately and determine their needs and preferences.  

 

Individuals with a Visual Impairment: 

 In case of emergency, offer to act as a sighted guide by offering your elbow to escort them to a 

safe place. As you walk, describe any obstacles.  

 

Individuals with a Hearing Impairment: 

 In case of emergency, write a note describing the emergency. (“Fire. Go out the rear door 

now!”) 

 Turn the light switch on and off to gain attention, and then indicate through gestures what is 

happening and what to do.  



 

FIRE  

1. Upon discovering a fire, immediately sound the building fire alarm and/or alert other occupants.  

2. If the fire is small, you may fight it with a fire extinguisher from a position of escape if you have been 

trained in the proper use of fire extinguishers and you feel it is safe to do so. Be sure to sound the 

alarm first, and be sure that you are using the proper extinguisher for the type of fire you are 

fighting. When in doubt, just get out.  

3. When it is safe to do so, call 911 and give your name and location of the fire.  

4. Evacuate the building immediately. Inform others in the building who may not have responded to the 

alarm to evacuate immediately by knocking on doors on your way out.  

5. When you evacuate, do not stop for personal belongings. Leave immediately using the nearest exit 

stairways, not the elevators.  

6. Evacuate to the designated evacuation assembly point for the building and out of the way of 

emergency personnel. Do not return to the building until instructed to do so by ECU Police.  

7. Do not walk or stand in a smoke cloud.  

8. Notify emergency personnel on the scene if you suspect someone may be trapped inside the building.  

TO SURVIVE A BUILDING FIRE FIRE PREVENTION 

* Crawl if there is smoke. 

* Close as many doors as possible as 
you leave. 

* Feel doors before opening. 

* Go to the nearest exit or stairway 
that is not blocked by fire, heat, or 
smoke. 

* Always use an exit stairway, not an 
elevator. 

* Only use a fire extinguisher if you 
know how 

* Cook in approved areas or kitchens and use U.L. listed 
appliances. 

* Be careful with electricity and do not overload circuits. 

* Smoke carefully and only in authorized areas. 

* Do not leave appliances unattended. 

* Report damaged fire equipment to the ECU to use it and if 
the fire is very small. Office of Environmental Health and 
Safety at 328-6166. 

  

IF YOU BECOME TRAPPED IF YOU ARE ON FIRE 



* Keep the doors closed. 

* Signal for help by hanging an object out the window. 
* Drop and roll. 

 



HAZARDOUS SPILLS AND GAS LEAKS  

Hazardous spills may be of a chemical, radioactive, or biological nature. If the identity of the chemical 

spill is unknown, treat it as toxic material and do not attempt to clean up the material.  

1. Confine or stop the spill by using absorbent materials on hand, avoiding contact with skin, eyes, 

and clothing and shut the doors of the room.  

2. If deemed necessary, sound the building fire alarm so evacuation can begin.  

3. Call the ECU Police Department at 911 giving your name and location of the emergency.  

4. Evacuate to the evacuation assembly point for the building. Do not return to the building until 

instructed to do so by emergency personnel.  

5. Do not walk through or stand in any spill areas.  

6. After evacuating, stay with your department coworkers or classmates so that supervisors and 

instructors can determine that you have safely evacuated the building.  

 

FLAMMABLE, TOXIC, CORROSIVE, AND CRYOGENIC GAS LEAKS  

If you smell gas or other fumes or experience irritation, coughing, burning eyes, and/or difficulty 

breathing, evacuate the area immediately.   

1. Confine the fumes or fire by shutting adjacent doors.  

2. Sound the building fire alarm so evacuation can begin.  

3. Call the ECU Police Department at 911 giving your name and location of the emergency.  

4. Evacuate to the designated evacuation assembly point for the building. Do not return to the 

building unless instructed that it is safe to do so by emergency personnel.  

5. Do not walk through or stand in a gas or vapor cloud.  

6. Suspected gas leaks or suspicious odors should be reported to ECU Police Department so 

appropriate action can be taken.  



 

MEDICAL EMERGENCY (PREVIOUSLY “SERIOUS INJURY”) 

EMS telecommunicators are certified to use medical priority protocols to provide pre-arrival 

instructions.  

1. Do not move a seriously injured person unless it is a life-threatening situation.  

2. Call the ECU Police Department at 911 giving the following information:  

• Location of the emergency  

• Name  

• Number of injured people 

• Age and gender of patient  

• Caller’s location and telephone number  

• Patient’s level of consciousness and breathing  

• Patient’s chief complaint (nature of injury or illness)  

3. Return to the victim. Administer first aid per pre-arrival instructions given by the telecommunicator. 

Keep the victim as calm and comfortable as possible. Notify the telecommunicator of any changes in the 

patient’s status.   

4. If possible, send an extra person outside to meet emergency personnel and guide them to the patient.  

5. Remain with the victim until emergency personnel arrive.  

Note: If the injured person is an employee, report the injury to your supervisor. All work-related 

employee injuries and illnesses must be reported as soon as possible to the Environmental 

Health and Safety at 328-6166.  



 

SUSPICIOUS PACKAGES OR SUBSTANCES 

Individuals who discover suspicious packages, powders, or liquids should take the following steps: 

 Do not shake or empty the contents of a suspicious package or envelope.  

 Do not carry the package or envelope.  

 Do not show the suspicious substance or package to others, or allow others to examine them.  

 Do not sniff, touch, taste, or look closely at the package or suspicious substance.  

 Put the package or envelope on a stable surface.  

 Wash hands with soap and water to prevent spreading potentially infectious material to face or 

skin.  

 Alert others in the area about the suspicious package or envelope. Leave the area, close any 

doors, and take actions to prevent others from entering the area.  

 Call ECU Police at 911 and describe the situation.  

 Isolate, in a safe area, individuals who may have been exposed until they are cleared to leave by 

emergency personnel.  

 Create a list of persons who may have been exposed to the substance.  



POWER OUTAGE (THIS IS NEW) 

In many buildings, emergency lighting and alarm systems are connected to backup power. Elevators 

typically do not function during a power outage.  

 Contact Facilities Services at 252-328-6776 and report the outage.  

 Remain calm. Provide assistance to others as necessary.  

 If necessary, evacuate the building. While evacuating, look for individuals with disabilities and 

provide assistance when possible.  

 Laboratory personnel should secure all experiments prior to evacuating. If ventilation 

equipment is not functioning properly, secure any hazardous situations, provide ventilation by 

opening windows and evacuate the laboratory until power is restored.  

 Do not use candles or open flame for lighting.  

 Unplug all electrical equipment if safe to do so to prevent damage in case of a power surge 

when power is restored.  

 Emergency lighting may function for only 15-30 minutes. In areas with poor natural light, 

evacuate immediately.  

 Seek more information by listening to the radio or TV and check the ECU Alert website 

www.ecu.edu/alert.  

 

http://www.ecu.edu/alert



