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CRISIS RESPONSE 
Incident First Response Possible Second Response Follow-Up 

Alcohol 

Poisoning 

 Call 911 

 Stay with student until help has arrived 

 Consult with your supervisor 

 [Day] Call Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031  

 Check in with other impacted residents 

 Conversations 

 VSOC 

 IRIS 

 CAPS 

Attempted 

Suicide 

 Call 911 

 Stay with student until help has arrived 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Call Area Coordinator (home) 

 [Day] Call CAPS 434-243-5150  

 [Nights/Weekends] Call CAPS-On-Call 434-972-

7004 

 Gather relevant information 

 Check in with other impacted residents 

 CAPS 

 Conversations 

 IRIS 

Bias Incident  If crime in process, call 911 

 Support the victim(s) [Refer to manual protocol] 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Call Area Coordinator (home) 

 Encourage victim(s) to complete bias report 

 Gather relevant information 

 Check in with other impacted residents 

 Conversations 

 IRIS 

Bomb Threat  Call 911 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Call Area Coordinator (home) 

  IRIS 

Death of a 

Student 

 Call 911 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Call Area Coordinator (home) 

  [Day] Call CAPS 434-243-5150  

 [Nights/Weekends] Call CAPS-On-Call 434-972-

7004 

 Gather relevant information 

 Check in with other impacted residents 

 CAPS 

 Conversations 

 IRIS 

Drugs  Call 911 

 Consult with your supervisor 

 [Day] Area Coordinator 434-924-3736 

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Conversations 

 VSOC 

 IRIS 

Fire  Pull Alarm/Evacuate 

 Call 911 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Call Area Coordinator (home) 

 Gather relevant information 

 

 

 Conversations 

 IRIS 

Harassment  Support the victim(s) 

 Call 911 

 Consult with your supervisor 

 [Day] Area Coordinator 434-924-3736 

 [Nights/Weekends] Call Dean-On-Call 434-964-

7031 

 Conversations 

 IRIS 

Area Coordinatorsô Home Phone Numbers:  Stephanie Austin: 434-295-5682  Ory Streeter: 434-297-4347  

               Paul Clay-Rooks: 434-297-5772   Emily Frost: 703-282-9727
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CRISIS RESPONSE 
Incident First Response Possible Second Response Follow-Up 

Large Party/ 

Belligerent Crowd 

 Call back-up with staff or call 911 

 Consult with supervisor 

 [Day] Area Coordinator 434-924-3736 

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 Make sure no illegal substances are being used 

 Conversations 

 VSOC 

 IRIS 

Maintenance 

Emergency 

 [Day] Call Facilities Office 434-924-3053 

 [Nights/Weekend] Call Systems Control 434-

982-4685 

 Consult with supervisor 

 [Day] Area Coordinator 434-924-3736 

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 Put in work order for any additional concerns 

 

Mental Health Issue  Call 911 

 Stay with student until help has arrived 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 [Day] Call CAPS 434-243-5150  

 [Nights/Weekends] Call CAPS-On-Call 434-

972-7004 

 Call Area Coordinator (home) 

 Gather relevant information 

 Check in with other impacted residents 

 CAPS 

 Conversations 

 IRIS 

Missing Person  [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 Gather relevant information 

 Call 911 

 Call Area Coordinator (home) 

 IRIS 

Physical Assault  Call 911 

 Stay with student until help has arrived 

 Consult with supervisor 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 Check in with other impacted residents 

 Conversations 

 IRIS 

Serious Injury/ 

Illness 

 Call 911 

 Stay with student until help has arrived 

 Consult with supervisor  

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 Gather relevant information 

 IRIS 

Severe Weather  Consult with supervisor 

 Check email/voicemail regularly 

 Provide pertinent information to residents  

Sexual Assault  Encourage survivor to go to the emergency 

room 

 Encourage survivor to speak with the police 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 [Day] Call CAPS 434-243-5150  

 [Nights/Weekends] Call CAPS-On-Call 434-

972-7004 

 Womenôs Center 434-982-2361 

 Conversations 

 IRIS 

 CAPS 

 SARA 

Weapons/ 

Firearms 

 Call 911 

 Consult with supervisor 

 

 [Day] Area Coordinator 434-924-3736  

 [Nights/Weekends] Call Dean-On-Call 434-

964-7031 

 Conversations 

 VSOC 

 IRIS 

Area Coordinatorsô Home Phone Numbers:  Stephanie Austin: 434-295-5682  Ory Streeter: 434-297-4347  

              Paul Clay-Rooks: 434-297-5772   Emily Frost: 703-282-9727
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Incident Response 

ICED-T Model 
General Incident Response Guidelines 

 

I=Initial Assessment  

-Whatõs going on? 
- Do I need help? 

-Is anyone in physical danger? 

 

C=Conversation and Action!  
-Introduce yourself as a staff member  

- Address WHO is involved 
-Address WHAT is involved 

 

E=Engaging Support Network  
-Confidentiality Loop  

-Police 
-Dean-on-Call 

 

D=Document the Incident  
-Incident Report: within 48 hours  

- VSOC: violations of the standard of conduct  
-Online work order: Damage and Vandalism 

 

T=Talk About It!  
-With Residents 

- With Supervisor 
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CALLING 911 FOR EMERGENCIES  
 
STAY CALM  ð The dispatcher will talk you through it, but you must communicate rationally and 
calmly. 
 
GIVE THE DISPATCHER INFORMATION  

 Your name and position (RA, etc...) 

 Your location or the location of the incident 

 The problem (fire, injury, alcohol poisoning...)  

 The name and/or description of the person(s) involved  

 What, if any, medical assistance is currently being provided 

 Any relevant medical history, current medications, and any allergies 

 A call back number (only hang up if absolutely necessary or told it is OK by the dispatcher) 

 Tell them how they need to get to the location (they may have trouble getting in) 

 If the patient is large, inform the dispatcher so they can potentially call for a lift assist 
For Fire 

 Is anyone still inside and where are they? 

 How did it start?  (if known) 
For Trauma 

 What physically happened (car wreck, fall and how high, etc.)? 

 How long ago did the trauma happen? 

 How has the condition changed since it happened? 

 Is the person unconscious or bleeding? 
For Medical Emergency 

 When did it start? 

 Has the situation changed over time? 

 Was there any provocation? (what started it, if anything) 

 What type of pain? (sharp, dull, etcé) 

 Does the pain go anywhere? (e.g. chest pain radiating down left arm) 

 What was the last oral intake?  (What did they eat and drink last, when was that?) 

 Are alcohol and/or drugs potentially involved?    Do you have the container? 

 Who else can give you information on their current state? (Friends that were with him/her) 
FACILITATE THE  ARRIVAL OF EMERGENCY PERSONNEL  

 Send someone outside to meet the ambulance so the patient can be located quickly. The responders 
may not be familiar with the building, know which driveway to pull into, and/or cannot get into the 
dorm.  This is not to be done at the expense of leaving the patient alone. 

 In dealing with a person while waiting for the ambulance to arrive, in the case of a fall or traumatic 
injury, the person should not be moved to prevent potential spinal injury.  

 
FOLLOW -UP, DOCUMENT , COMMUNICATE  

Anytime professional emergency services are required, a staffer should inform his/her supervisor, the AC, 
and/or the Dean-On-Call (timing depends on the severity and immediacy of the situation).  Document the 
incident using IRIS.  Outside of the necessary supervisory chains, respect the residentõs confidentiality. 
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Dean -On -Call  

434 -964 -7031  

Call the Dean On -Call in the incident of:  

 Death or serious injury to a student  

 Serious behavioral (i.e. alcohol related) or psychological (i.e. 

severe depression and/or clear signs of suicide) issues that 

threaten the health and safety of individual students and/or the 

community.  

 A facilities issue that is very dangerous and clearly harmful  

 Serious acts of intolerance and/or race -based hostility that may 

incite large crowds to violence or riotous behavior.  

 Whenever you are in doubt.  ERR ON THE SIDE OF CAUTION.  

When you call the Dean -on -Call:  

1.  Identify yourself, position and area.  

2.  Giv e a brief summary of the incident, how you responded and 

how any emergency personnel may have been involved.  

3.  Ask what the DOC needs from you at this point.  

4.  They may connect you with an allied office (i.e. CAPS).  

If you get the Dean -On -Call  voicemail : 

1.  Leave  a message with your name, position and area.  

2.  Leave the phone number where you can be reached , keeping in 

mind cell phone reception and where you are most likely to be 

once you get off the phone.  Remember the area code if you are 

using a cell phone.  

3.  The D ean -On -Call will  call you at the number you specified.  

 

 

Deans serving on a rotational basis: 
Bill Ashby, Associate Dean of Students, Newcomb Hall 

Kim Bassett, Assistant Dean of Students, Office of African American Affairs 
Mike Citro, Assistant Dean of Students, Fraternity and Sorority LIfe 

Nicole Eramo, Assistant Dean of Students 
Vicki Gist, Interim Associate Dean of Students, Residence Life 

Allen Groves, Dean of Students 
Sally Kline, Assistant Dean of Students, Fraternity and Sorority Life 

Aaron Laushway, Associate Dean of Students, Fraternity and Sorority Life 
Dion Lewis, Assistant Dean of Students, Office of African American Affairs 

Joy Pugh, Interim Assistant Dean of Students, Residence Life 
Jason Shaffer, Assistant Dean of Students, Residence Life  

Sarah Wilcox Elliott, Assistant Dean of Students 
Peter Yu, Assistant Dean of Students, Office of African American Affairs 
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UVA EMERGENCY DEPARTMENT (ED)  
 
STUDENT H EALTH AFTER-H OURS TRIAGE, 972-7004 
Student Health contracts with a nurse-staffed telephone triage service after hours.  A Student Health staff 
physician and psychologist are also always on-call.  Remember that a call may prevent an unnecessary visit to 
the Emergency Room, give appropriate attention to a serious illness, or reassure.  Always err on the side of 
calling.   
 
EMERGENCY DEPARTMENT , 924-2231 

 Always visit the ED for a medical emergency.  

 When Student Health is closed, you may go to the ED for urgent care. 

 Insurance and payment information: 
o All UVa students are required to have health insurance. An insurance claim will be submitted 

against the costs of services you receive.  The portion of professional or facility charges not 
covered by insurance is the responsibility of the student or other guarantor.   

o Student Health does not pay for ED visits.  Services associated with an ED visit (e.g. tests, x-
rays, medication) will also be submitted to insurance. 

o If the ED refers you to a specialist, please keep in mind that your insurance may require a 
referral from your Primary Care Provider for specialty care to be paid at the maximum benefit 
and least out-of-pocket expense.  If you're unsure, contact your insurance company. 

  
POINTS TO REMEMBER  

 Consult your supervisor when a resident makes a trip to the ED. 

 Contact the Dean-On-Call in the event of an emergency. 

 Document incidents involving the ED using the IRIS system. 

 Maintain the confidentiality loop so that we can provide the best resources and support as Staff 
members.  Do not promise confidentiality under any circumstances. 

 
IN CASES OF ALCOHOL /D RUG OVERDOSE 

 If you have any doubt about a student's safety, you need to err on the side of caution and call 911.  
Delaying medical evaluation and treatment can be dangerous and even life-threatening. 

 University of Virginia officials, Department of Student Health clinicians, and Emergency Room 
doctors DO NOT notify police in the event a UVA student is seen in the emergency room for 
alcohol related incidents.   

 Parents or guardians are NOT notified by doctors without student permission unless a situation is 
deemed life threatening or the student is under the age of 18.   

 Please note that any 911 call from Grounds WILL result in automatic University Police response 
since they can open the building for medical staff. 

 The officer's primary emphasis is to provide assistance and see that the student receives emergency 
care.  

 The resident can expect a follow-up from the Dean-On-Call or Area Coordinator inquiring about 
their health and well-being. 

 On rare occasions, police follow up and investigation will take place if it is deemed necessary.   
Normally, University Police follow up will only occur if there are additional factors. 
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FIRST AID FOR INTOXICATED PEOPLE  
 
GUIDELINES FOR IMMEDIATE CARE 
 

 If the person is unresponsive, get emergency medical care immediately. 
 Stay with a drunk person who is vomiting. 
 Protect the person from injury. 
 Keep the person still and comfortable.  
 Make sure the person is on his/her sideñnot back.  Make sure the airways remain open in case of 
vomiting.  If possible, prop something behind the person to ensure he/she doesnõt roll over. 

 Speak in a clear, firm, soothing voice. Comfort and reassure the person. 
 Blood Alcohol Level (BAC) can continue to rise after one stops drinking.  Never leave a person alone 

to sleep it off. 
 
GUIDELINES FOR EMERGENCY CARE 
 
Changes in 4 basic physical signs indicate an emergency situation.  Normal function should fall within the 
range listed below.  If one of these signs is out of normal range, immediate medical attention is needed.  If 
vital signs are slowing, do not wait ð get emergency help! 

Respiration:  Should be at least 9 breaths per minute 
Pulse:  Should be between 50 and 140 beats per minute 
Pupil Dilation :  Should be evenly responsive to light. 
Pain Response:  Should respond to shoulder pinch. 

 
GUIDELINES FOR OBTAINING MEDICAL ASSISTANCE 
 

 Call 911 and identify yourself to the 911 operator. 
 State your problem and what you feel you need. 
 Give the specific location of the incident and the phone number. 
 Stay there until help arrives. 

 
 DO NOT  administer anything orally (food, coffee, liquids).  It can induce vomiting. 
 DO NOT  give the person a cold shower.  The shock could cause the person to pass out and result in 

injuries. 
 DO NOT  try to exercise the person.  The person could fall and cause injury. 
 DO NOT  try to restrain the person without (sober) assistance. 

 
If a person is drunk and belligerent, DO NOT  be verbally confrontational or aggressive in any way.  Joking, 
kidding, bargaining, and enlisting the help of friends are the best way to deal with a belligerent person.  DO 
speak clearly and calmly and to try to coax the person to a quiet place where he/she can calm down.  
 
REMEMBER:  An intoxicated person is not rational.  The alcohol has affected judgment, and you cannot 
reason with him/her.  The person may become violent and uncooperative and you may need to prevent harm 
to yourself or others.  If the person is being destructive and uncontrollable, call for assistance, up to and 
including the police.   

 

* For more information on alcohol issues, see Health, Safety & Wellness Section of the Manual. 
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HOW TO RESPOND TO  
THREATENED, ATTEMPTE D & ACTUAL SUICIDE  

 
The following guidelines have been established to aid the Resident Staff in handling life-threatening 
situations.  The Dean-On-Call, once notified, will provide further support to the Resident Staff.  Not only is 
the welfare of the potential suicide victim important, but, so is the welfare of the students directly in contact 
with the potential/successful suicide victim.   
 
What do I do if a student alludes to committing suicide?  

 Don't panic, but do take the student's talk/behavior seriously.   
 Assess the degree of immediate threat by inquiry and observation.  The steps taken next will depend on 

the immediacy and seriousness of the risk that the student will take action 
o Does the student have a plan or a means to harm him/herself (e.g., weapon, drugs, etc.)?   
o Is the student intoxicated or agitated or show unusual behavior?   

 
What do I do if a student has attempted suicide or is in a life-threatening situation? 

 Do whatever is possible to protect the person or others from potential harm.   
 DO NOT LEAVE THE PERSON UNATTENDED, but try to get assistance from others around.   

o If bodily injury has already occurred, call the Rescue Squad (911), identify yourself and where 
located and explain the situation. 

 If there is the threat of harm, get someone to call CAPS On-Call (972-7004 after hours; 243-5150 
during the day), who will help the Resident Staff know what to do next.   

o In almost all cases, the suicidal student will need to be taken to the University Hospital 
Emergency Room, but the CAPS staff can assist in alerting the Emergency Room personnel.  
The informed Dean will contact other Deans about the incident when appropriate. 

 Contact the Dean-On-Call and your supervisor. 
 
What do I do if a student is not in immediate danger?  

 The suicidal student should have a professional evaluation.   
 Consult the CAPS staff 

o Decisions can then be made about when and where the student can talk with a professional.  The 
circumstances of each individual situation will be considered in making those decisions.  
Resources include CAPS, the Emergency Room, and professionals in the city. 

 Notify Dean-On-Call [after hours and weekends] or your supervisor and AC [9am to 5pm]. 
 
What do I do in the case of an actual suicide?  

 Call the University Police (911) immediately.   
 Contact the Area Coordinator, Dean-On-Call, Office of Residence Life or one of the other Deans 

immediately.  This Dean will serve as coordinator to ensure that all aspects of the situation are 
addressed by the University community.   

 Do not call or notify the next of kin.   
o If you are contacted directly by next of kin and/or interested parties, inform them that this 

assistance is available and do not attempt to address the situation alone.   
 Contact your supervisor. 

 
It is important to remember that the student's trust in the Resident Staff will be established or reinforced if 
their wish for limited disclosure to others is respected.  The student can also be told that mental health 
professionals are bound by law to maintain confidentiality 
 
NOTE :  In the case of life-threatening situations, the otherwise important issue of maintaining the student's 
confidentiality is a secondary concern, although it is still important to protect the student from unnecessary 
exposure. 
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FIRE RESPONSE PROCEDURES 
 
ROLE OF RESIDENT STAFF DURING FIRE ALARMS 

 Check the corridors for signs of smoke or fire on your direct way out of the building. 
 Direct House or Area residents to evacuate on your direct way out of the building. 
 Note any resident who refuses to leave the building 
 Double check for students such as those who are wheelchair-bound or those with hearing impairments.  
 Identify yourself as a member of Resident Staff to the Battalion Chief or a Firefighter (the 

Charlottesville Fire Department knows our fire response procedures, and he/she will direct you to the 
appropriate individual.) 

 Report initial observations to Battalion Chief/Fire Department Representative: 
o residents still in building 
o any evidence of smoke or fire 
o known activities that could cause activation 
o previous history of fire alarm activation 

 Accompany Fire Department/Police Department for walk-through and fire alarm reset only upon the 
request of the Battalion Chief. 

 Act as a liaison between students and Fire Department - provide updates to students on fire alarm 
investigation. 

 Encourage all residents to provide pertinent information to the fire department.  Example: Jane/John 
Doe was last seen in his/her room on the 4th floor.  Be as specific as possible.  

 
PROCEDURES 
If a fire breaks out:; 

 Activate the manual pull station (fire alarm) and begin evacuation according to the procedures for your 
area outlined in the latter pages of this section. 

 Call 911 from outside the residence hall ("I want to report a fire at [location]") 
 Residents should have already been made aware of their evacuation route. If this route is blocked, 

students should leave the residence hall by the safest available exit. 
 Doors of rooms should be closed, but not locked. Windows should be closed with shades left up. 

Lights should be left on. Most importantly, don't waste time... E V A C U A T E! 
 Never open a door that feels hot - escape through a window if possible or try to make your presence 

known to those already outside so help can come to you. 
 Report all fires, no matter how small, to Fire Safety Office, 982-4914. 

 
EVACUATION ROUTES - EVACUATION IS THE ONLY RESPONSIBILITY of THE RESIDENTS  

 All residents should remain calm, move quickly (no running) and remain out of the way of fire-fighting 
equipment until the fire is extinguished.  

 When exiting the building and proceeding to the assembly area, remain at least 20 feet away from the 
building walls and overhangs. 

 Outline of Evacuation Routes:  These designated routes must be reviewed at a hall/suite/area 
meeting with residents at the start of each year.  Students should be aware of all alternative routes in 
the event the primary routes are blocked.  Always evacuate via the nearest and most appropriate exit. 

 In the event you are unable to exit the building: 
o Remain calm, do not panic 
o Remain low; crawl if necessary 
o Place a cloth, wet if possible, over your mouth/nose to serve as a filter. 
o Place clothing/towels, wet if possible, around your door to block smoke from entering the room. 
o Use phone to inform fire department of your location.  If the phone is not working, signal for 

help from a window.  Use a towel, clothing sign, etc. 
 

FIRE ESCAPE ROUTES 
 

DO NOT USE THE EVEVATOR FOR FIRE ESCAPE! 
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ALDERMAN ROAD AND OBSERVATORY HILL RESIDENCES  
All buildings except Cauthen and Woody: 

o Suites on the left side of the building exit via the stairwell on the left side of the building 
(110, 120, 210, 220, 310, 320, 410, 420) 

o Suites on the right side of the building exit via the stairwell on the right side of the building.   
(130, 140, 230, 240, 330, 340, 430, 440) 

Cauthen House:  Exit via the most direct and appropriate route.  (Do not use Elevator) 
Woody House:  Exit via the most direct and appropriate route. (Do not use Elevator) 
Kellogg House: Exit via the most direct and appropriate route. (Do not use Elevator) 
 
BICE HOUSE  

 First Floor: 
o Apartments 101, 102, 103, 107; exit via the front door. 
o Apartments 104, 105, 106; exit via the back door. 

 Second through Eighth Floors: 
o Apartments 01, 02, 03, and 08 on each floor; exit via the front stairway and front door. 
o Apartments 04, 05, 06, and 07 on each floor; exit via the back stairway and back door. 

 
Residents using the front exit should move to the end of the parking lot, away from the building. 
Residents using the back exit should move to the end of the parking lot, toward the railroad. 
 
BROWN COLLEGE  
ALL BUILDINGS ð EXIT VIA THE FASTEST AND MOST APPROPRIATE MEANS. 
Peters, Rogers, and Holmes - Assemble at the Hume Fountain. 
Tucker, Harrison, McGuffey, Gildersleeve and Venable ð Assemble in front of Pavilion XI. 
Mallet, Long, Smith and Davis - Assemble in front of Clark Hall. 
 
DILLARD/GOOCH  
ALL BUILDINGS ð EXIT VIA THE FASTEST AND MOST APPROPRIATE MEANS. 
Buildings 381, 382, 388, 389 - assemble in the parking lot East of the complex. 
Buildings 383-385 - evacuate to the area north of Runk Dining Room in courtyard area and below Building 395. 
Buildings 386-387 - assemble in the center area of the complex away from the access roads. 
 
ROBERTA GWATHMEY HOUSE  
Residents on the East side (nearest Emmet Street) of the main stairwell (first, second and third floors) should move 
out of the building via the Fire Exit adjacent to the breezeway and continue around the breezeway onto the lawn area 
overlooking Emmet Street.  
 
Residents on the West side of the main stairwell (first, second, and third floors) should move out of the building via 
the front door and continue across the driveway to the Alumni Hall parking lot. 
 
HENCH/YOUNGER/MITCHELL  
ALL BUILDINGS ð EXIT VIA TH E FASTEST AND MOST APPROPRIATE MEANS. 
Hench (Building 565) - assemble in the parking lot to the west of the building. 
Mitchell (Building 566) - assemble in the parking lot to the north of the building. 
Younger (Building 567) - assemble in the entrance roadway south of the building. 
 
HEREFORD COLLEGE , MALONE HOUSE , WEEDEN HOUSE  
ALL BUILDINGS ð EXIT VIA THE FASTEST AND MOST APPROPRIATE MEANS. 
Weedon and Whyburn Houses - Assemble at the front entrance of Runk Hall. 
Norris and Malone Houses - Assemble on the Lawn. 
Johnson House - Assemble in upper level parking lot. 
 
HOXTON/LEWIS HOUSES  
ALL BUILDINGS ð EXIT VIA THE FASTEST AND MOST APPROPRIATE MEANS. 
Assemble in the parking lot behind Alumni Hall. 
 
McCORMICK ROAD HOUSES 
ALL BUILDINGS ð EXIT VIA THE FASTEST AND MOST APPROPRIATE MEANS. 
Assemble in the Quad area away from the building and road ways. 
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MARY MUNFORD HOUSE  
Rooms 102-106:  Leave by the exit door immediately off the corridor. 
Rooms 232-238, 260-269:  Leave by the south exit door on the corridor and exit through the south emergency door on 
the first floor. 
Rooms 239-259:  Leave by the north exit door on the corridor; go down the steps and exit by the north emergency door 
on the first floor. 
Rooms 332-338, 360-369:  Leave by the south exit door on the corridor and exit through the south emergency door on 
the first floor.  
Rooms 339-359:  Leave by the north exit door on the third floor; go down the steps and exit by the north emergency 
door on the first floor. 
All residents assemble in Alumni Hall Parking Lot.  
 
LAMBETH APARTMENTS, LANGUAGE HOUSES, COPELEY III/IV  
ALL BUILDINGS ð EXIT VIA THE FASTEST AND MOST APPROPRIATE MEANS. 
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WEATHER -EMERGENCY RESPONSE PROTOCOL 
 

 Stay informed regarding University plans to address potential impacts of weather - check your email 
and voicemail regularly, check in with supervisor, etc. 

 Keep accessible all pertinent information, phone numbers, flashlight and battery-operated 
radio/walkman in case of a power outage.  

 Charge your electronic equipment such as cell phones, laptops, etc. 

 Know how to contact your supervisor in case of a power or phone outage.  

 Please know that we are prepared to handle a long-term power outage or evacuate residents to a safe 
place should the need arise.  Any further information on emergency procedures will be 
communicated through your supervisor.  

 Pass along the information below to your residents as soon as possible, and:   
o Ask residents to notify you if they are planning on leaving town.  
o Check in with residents who have family in affected areas to ease their anxieties. 
o Emphasize that policies will continue to be strictly enforced. 

 Staffers in First-Year areas:  Call emergency meeting to review information with residents.  

 Staffers with card-operated doors: place signs to indicate which doors will work in case of a power 
outage. 

 
INFORMATION FOR RESIDENTS  

 Read all official email communications from the University and follow the advice and directions of 
your Resident Staff member.  Emergency information telephone lines: 924-SNOW or 243-SNOW. 

 Have a flash light accessible. Candles are not allowed in residence hall areas under any circumstances. 

 If you have a battery-operated radio or walkman, keep it tuned to emergency stations WNRN (91.9 
FM), WTJU (91.1 FM), WVTU (89.3 FM).  

 Tie down or bring inside all bikes, grills, rocking chairs, etc. that could get blown away and cause 
injuries.  Ensure that these are not blocking the means of egress. 

 Stay indoors, close your windows and move belongings away from the windows.  Trees and 
branches are likely to fall during high winds and may cause fatal injuries. 

 Do not attempt to walk or drive through standing water.  

 Do not drag mud indoors.  This will clog the drains and cause flooding.  

 Unplug any electrical equipment that is not in immediate use.  

 If you live on a basement or ground floor, protect your valuables from flooding by removing them 
from the floor, and unplug any low-lying electrical wires.   

 If a room is flooded, contact Systems Control.  

 If you live in a building that has card-swipe access, be aware that only certain doors will be functional 
in the case of a power outage.  These doors should be clearly marked. 

 In the case of a fire alarm, evacuate immediately to the nearest indoor location. 

 Even if the power is out, food will be available at Dining Halls.  Call the Newcomb Info desk at 924-
3601 to find out if Newcomb is open for meals.  You will be able to eat even if you do not have a 
meal card.  

 If the power is out for a long period of time and you must drive, remember that stop lights become 
stop signs. Drive slowly and use extreme caution.   

 Reserve 911 calls for true and immediate emergencies.    

http://newslink.org/cgi/goto.cgi?2=005330
http://newslink.org/cgi/goto.cgi?2=005330
http://newslink.org/cgi/goto.cgi?2=005330
http://newslink.org/cgi/goto.cgi?2=005331
http://newslink.org/cgi/goto.cgi?2=005334
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COVERAGE PROCEDURES AND GUIDELINES  
 
In an effort to support the Educational Objectives of Division of Student Affairs, the mission of the 
Residence Life Office, and the Terms and Conditions of the Housing Agreement, Resident Staff 
members are expected to participate in weekend coverage responsibilities.  Below are guidelines for 
staff members on coverage.  Please see your immediate supervisor for area-specific direction. 
 
COVERAGE SCHEDULE :   
 

Friday 10:00 P.M.ð Saturday 8:00 A.M. 
 Saturday 10:00 P.M.ð Sunday 8:00 A..M. 
 
COVERAGE GUIDELINES :  
 

 Staff members will be visible and accessible in their area/facility during coverage.  Staff 
members are not permitted to leave their area/facility at any time during coverage.  If an 
emergency outside of the area/facility requires your attention please contact your 
supervisor and the Dean-On-Call once you find a replacement. 

 

 Staff members will neither consume alcohol nor be under the influence of alcohol or 
drugs during coverage. 

 

 Staff members will complete at least 3 coverage rounds in the residential area/facility 
between the hours of 10:00 P.M. and 2:00 A.M.  The first round should occur no later 
than 10:30 P.M. and the last round no earlier than 2:00 A.M. 

 

 Senior Staff members will submit coverage schedule to the Residence Life Office by 4:30 
P.M. on the Wednesday preceding coverage.  If coverage is not received by this time the 
Senior Staff Member (SR) will be assigned coverage. 

 

 Staff members will notify residents of coverage schedule (contact information may be 
posted or distributed via email). 

 
H OLIDAY AND BREAK GUIDELINES : 
  

 At least one delegate per staff will remain in his or her area/facility until 5:00PM on the 
day before the break or holiday begins. 

 At least one delegate per staff will return to the area/facility by 5:00PM on the day the 
break or holiday ends. 

 
 Fall Reading Days: Saturday 10/11/08 ð Tuesday 10/14/08   
 Thanksgiving Recess: Wednesday 11/26/08 ð Sunday 11/30/08 
 Spring Recess: Saturday 2/ 28/09 ð Sunday 3/8/09 
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Resident Staff ð Violation of Standards of Conduct Documentation 

relates to I.R. #:       
Please report the following information regarding the incident. 

 
Standard(s) of Conduct Violated (circle relevant ones): 

 
1.    Physical or Sexual Assault                 5.    Blocking Traffic.                                            10.       Violation of Law not Covered by 

    2.    Conduct which threatens Health/ 6.    Violation of Rules in Record                              Standards 
        Safety    7.     Misuse of University Documents.                 11.       Intentional obstruction of the Honor 
3.     Unauthorized Entry.   8.     Disorderly Conduct.                                                  & Judiciary Committees 
4.     Intentional Disruption of University                                     12.       Failure to Comply with University 
        Activities    9.     Damage of Property                                              Officials. 

 
Date:           Time:          Location:      
 

Resident(s) Involved: 
 
Name:      Address:      Phone:    
 
Name:      Address:      Phone:    
 
Name:      Address:      Phone:    
 
Name:      Address:      Phone:    
 
Witness(es): 
 
Name:       Phone:    Name:       Phone:    
 

Staff Member(s) Present: 
 
Name:       Phone:    Name:       Phone:    
 
Submitted by:   Name:        Staff:        Phone:    
 

Describe in detail the nature of the violation and the effect of the incident on the house/area and/or residents: 
 
                 

                 

                 

                 

                 

                 

                  (continue on attached page.) 

Attention Resident: 
It is the residentõs decision whether or not to sign this form.  By signing below, the resident agrees that the above description of the incident 
is accurate, that the resident staff disciplinary procedure and university standards of conduct/policies were fully explained to him/her by the 
appropriate staff member, and that he/she understands the consequences of any future violations. 

 

Residentõs Signature(s):              
 
SR/HRõs  Signature:    /DATE:   Area Coordinatorõs Signature:   /DATE:    
 
Assistant Dean of Students Signature:    /DATE:    
 
 File               
 Initiate with UJC        Staff initial here if resident refuses to sign above 
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