
  

 
EMERGENCY EVACUATION GUIDE 

 
In the event of a fire or other emergency, seconds count.  The safe, orderly and prompt evacuation of building 
occupants depends on having the physical safety features of a building in operating condition as well as 
having an emergency evacuation plan.  The cooperation and participation of every building occupant is 
essential.  Every person that lives and works in a building on campus has an individual responsibility to know 
how to evacuate in an emergency and to accomplish the evacuation when the fire alarm device sounds or when 
directed by an authority.  This guide will help you to prepare for emergency situations that might arise in your 
facility.   
 

Preplan Your Escape:  
√ Know the location of fire alarm pull box locations.  
√ Make sure your floor has at least two unobstructed ways out. 
√ Check the fire exits to make sure they are usable. 
√ Do not use the elevators.  They could become disabled, trapping you on the fire floor. 
√ Know the location of fire rated stairwells that will provide a protected path all the way to the outside. 
√ Learn the sound of your buildings fire alarm.  They could be bells, chimes, horns or a coded gong. 
√ Post emergency numbers near all telephones. 
√ If you have fire blankets in your area, know how to use them. 
 
If There is a Fire or Fire Alarm: EVERYONE EVACUATES! 
√ If you discover a fire or smoke condition, sound the building alarm by activating the nearest pull 

station.  Make a follow-up call to University Police at x333 (632-3333) 
√ Whenever you hear the fire alarm sound, LEAVE IMMEDIATELY!  Don’t assume the fire alarm 

is false or a test and wait to see what others do.  In a fire seconds count. 
√ Try to help others, if you can do so safely. 
√ Unless unusual conditions dictate otherwise, the best evacuation route is the nearest stairway and 

out the nearest exit. 
√ When leaving, close (do not lock) the door behind you.  If the door locks automatically, take your 

key with you in case you need to get back in for refuge. 
√ Once outside, meet at your assembly point and take a head count to make sure everyone is out and 

accounted for.  Never attempt to re-enter the building to search for someone missing – let fire or 
police officials know. 

 
Is the Door Hot? 
Before opening a door, you should make sure there is no fire on the other side by using the back of your hand to touch the door, 
door knob, or door frame.  If any feel hot, don’t open it, there’s probably fire on the other side.  If cool, open the door slowly, 
leave the area and close the door behind you. 
 
Stay Low When There Is Smoke 

If you encounter smoke while escaping,. crawl or get as low as you can.  The cleanest air will be within 1 
to 2 feet of the floor.  If the main exit is blocked by fire or smoke, you should use your alternate route.  If 
this is not feasible, go back in your room to wait for rescue. 
 

 
If You Cannot Escape 
Close all doors between you and the fire.  Seal cracks around doors with cloth to keep the smoke out.  Call University Police 
x333 (632-3333) to notify them of your location.  While waiting for rescuers, signal from a window by hanging clothes out the 
window, waving an object, or shouting. 
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Additional Planning for Persons with Physical Disabilities 
 
If you have a temporary or permanent disability that might prevent your safe, orderly, and prompt evacuation 
during an emergency, you need to do some additional planning.  You should plan to : 

 
√ Identify primary and secondary routes out of an area to the exits or a safe area of refuge.  Stairwells are designed to 

provide protection from smoke and fire; however, doors to these areas must be kept closed in order to afford you this 
protection. 

√ Locate communication devices (phones, call boxes)  
√ Establish a Buddy System with individuals who are familiar with your disability to obtain assistance during an evacuation. 
√ Be prepared to call University Police (ext. 333, 632-3333) and describe where you are located within the building. 
√ When the alarm sounds proceed to the nearest exit and evacuate the building with assistance from your buddy. 
√ If no one is able to assist you down the stairs, proceed to the stairwell or designated area of refuge and inform other 

evacuees that you need immediate rescue.  Ask individuals to inform rescuers of your whereabouts 
 
 

Additional Fire Safety Precautions 
 
Keep Exits Clear 

All stairwells, exits, corridors shall be kept free of all obstructions at all times.  No furnishings, 
decorations, other combustible objects or flammables shall obstruct exits.  Corridors and other 
portions of the means of egress are meant to be a certain width so that the expected numbers of 
people in the building can quickly exit or evacuate in a fire situation.  Any time there are 
obstructions, the possibility of people becoming trapped or slowed down in a fire, increases greatly.  
Since the prime function of corridors is to allow people to escape during a fire, we don’t want these 
areas to be the origin of fire, or a means to allow it to propagate.  This can very easily happen if 
combustibles are stored and allowed to accumulate there. 
 

Fire Drills 
Every building occupant should know what to do in case of fire.  Fire drills are conducted semiannually to provide the 
opportunity for all building occupants to practice the fire evacuation plan.  Every building occupant is expected to participate in 
drills occurring within their building.  Each drill should be treated as if it were the real thing by showing a sense of urgency, 
immediate evacuation, and following the instructions of the Fire Marshal conducting the drill.   
 
Laboratory/Hazardous Operation Procedures 
All areas that have hazardous operations, including laboratories, must have an emergency plan that details the emergency 
shutdown procedures. If the equipment requires numerous steps for emergency operation or shutdown, this plan must be in 
writing.  In the event of an emergency evacuation, hazardous operations and equipment must be shutdown. This would include: 

• Turn off flames and other ignition sources. 
• Unplug electrical equipment that cannot be shut down or secured (hot plates, etc). 
• Secure all process equipment and hazardous materials, including compressed gases. 
• Close the fume hood sash. 

 
 

 
 

Environmental Health & Safety 
110 Suffolk Hall 

Stony Brook, NY  11794-6200 
631-632-6410 

(Fax) 631-632-9683 
www.stonybrook.edu/ehs

The Fire Marshals will assist departments in developing evacuation procedures and alternative 
emergency escape routes to be utilized by building occupants in the event of a fire or other 
emergency requiring building evacuation.  Call 2-9678 to set up an appointment. 

http://www.stonybrook.edu/ehs
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