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Building Safety Guide



�The purpose of this building safety guide is to ensure the safety of life and property at the University of Wisconsin Stevens Point campus in the event of an emergency or hazardous situation.  It is in your best interest and in the interest of those around you to read this guide and to understand it, before an emergency occurs. Please use this as a quick reference and keep it handy or post it where it may be helpful.



SAFETY CONTACTS��Name�Phone��EMERGENCIES�911��Protective Services�346-3456��Env. Health and Safety�346-2320��Risk Management/Workers Comp.�346-3901��Physical Plant (Maintenance)�346-4219��Housing (Maintenance)�346-2397��University Center (Maintenance)�346-4291�����������News Services*�346-3046��

*News Services should be contacted in the event of a major emergency and will coordinate media relations.�If you are a victim of, or observe an accident that involves an injury such as a cut, sprain or more serious trauma:

Determine if medical attention is necessary.

Contact Protective Services at ext. 3456 or dial 911 informing them of the accident, the number of people involved and location.

Reports of accidents or injuries should be submitted within 24 hours by the supervising faculty/staff member to the Workers Compensation/Risk Management Coordinator at ext. 3901. Report forms can be obtained from the UWSP Health and Safety Manual or the Safety and Loss Control Office at ext. 2618.



Effectively preventing future accidents requires that we fully understand the causes involved. Please be as detailed as possible when documenting an accident.�Report all acts of theft, vandalism and violence immediately to Protective Services at ext. 3456 or dial 911.

Do not physically engage a perpetrator of violent behavior unless in defense of personal safety.

If possible to do so safely, pay close attention to the perpetrator’s appearance and provide that information to responding authorities.

In the event of a holdup, cooperate in every way, giving money, wallet, or other items as ordered.

�Report outages immediately to Physical Plant at ext. 4219 during regular business hours or Protective Services at ext. 3456 during other times.

Follow directions received from your supervisor.

Occupants should notify Protective Services of persons trapped in elevators or equipment that may present a hazard upon re-energization of the building.

Supervising staff/faculty must decide whether to dismiss staff/students in the event of an extended failure.

Note: No one should be in a work area that has no light. This violates state safety law. If the condition exists, move people to an area with at least minimal light (enough to locate an exit path).

Have a flashlight available in the event that emergency lighting fails. If it does, check unlit rooms/halls/bathrooms to see if someone needs assistance.

Lab users should follow these precautions:

Put vital equipment on emergency power circuits if available.

Make a list of equipment that must be reset or re-started.

Keep fume hood sashes closed and all containers capped.

Check cold storage items. Use dry ice if necessary.

�A hazardous material release could involve substances such as lab chemicals, asbestos, automotive fluids, or biological materials.

Notify Protective Services at ext. 3456 or dial 911 immediately. If known, provide them with the identity, amount and location of the material.

A.	If the release does not represent a hazard beyond its immediate location:

DANGER

HAZARDOUS

MATERIAL

KEEP AWAY

Ask the occupants to leave the area.

Have a staff member post signs such as 

this outside the secured area.

If unsure about the hazard, proceed with building evacuation.

B.	If the material is unknown or if it poses a hazard beyond its immediate location (e.g. very large quantity, highly volatile or toxic compound), evacuatE. 

If possible to do so safely, position someone at locations outside the immediate spill area to direct traffic away from the spill, then pull a fire alarm to initiate evacuation.



�Notify Protective Services at ext. 3456 or dial 911.

Follow any instructions received from Protective Services.

The receiver of the call should attempt to get as much information as possible.

Fill out the Bomb Threat Call Checklist above as soon as practical and relay the information to Protective Services.

Do not attempt to locate, move or disarm any suspicious items. Inform authorities of the item when they arrive. Alert others to stay clear of it.�TORNADO OR SEVERE THUNDERSTORM

Notification of an approaching storm will be made by the National Weather Service and relayed by Protective Services via audix and e-mail. Audix notification will occur through a building phone tree system. Call recipients should relay appropriate warning information to staff in their areas.

County sirens will sound in the event of a tornado warning.  If sirens sound, building occupants should take shelter in the lowest safe location available, preferably in an interior room or basement. Avoid wide span structures such as gyms, pools or pole buildings.

Remain in your shelter area until instructed to do otherwise by your Building Safety Representative (identified by a fluorescent vest), Protective Services or local authorities.

Never try to outrun a funnel cloud or tornado in a vehicle. 

ICE/SLEET/SNOW

Notification of a major ice/sleet/snow storm will be made by the National Weather Service and will be relayed by Protective Services to staff via audix or e-mail. Refer to the UWSP Inclement Weather Policy, which can be obtained from the Personnel Office at ext. 2606.

Keep a flashlight and battery-operated radio to take to the shelter area.�Pull a fire alarm and evacuate the building.

From a safe location, call Protective Services at ext. 3456 or dial 911 with information about the fire and its location.

Persons with information regarding stranded occupants must notify responding emergency personnel.

Don’t use a fire extinguisher unless you have first called Protective Services and have been trained to use it.

Before opening a door, feel if it is warm. If it is, leave it closed and find an alternate path. If you encounter smoke, stay low. Smoke and gas kill more than does fire. Should your clothes catch fire, stop, drop and roll to put it out.

If you observe staff or students not taking an alarm seriously, please encourage them to do so. It may save their life and will reduce the risks to responding emergency personnel.�Keep the area clear. In general, victims should not be moved unless other hazards pose an immediate threat to life.

Call Protective Services at ext. 3456 or dial 911 and state the location, nature and severity of the medical/emotional emergency. If available, have someone remain with the victim(s) while the call is made.

Have someone waiting at the suggested entrance to direct emergency personnel to the victim(s). 

Follow any further instructions received from emergency personnel and/or Protective Services.

Offer first aid if trained and willing to do so. (Note: Offering first aid outside of your job duties would be done as a Good Samaritan. You may not be covered by state liability or workers compensation insurance in doing so.)

� EMBED PBrush  ����If blood is released, refer to the UWSP Health and Safety Manual for cleanup procedures. If you feel you were exposed to blood or other infectious materials through the provision of first aid or through a needlestick, contact Protective Services at ext. 3456 or Safety and Loss Control at ext. 2618 for information regarding medical attention and reporting.��Central Stores at ext. 4500 stocks blood spill response kits for staff trained in their use.

American Red Cross in Stevens Point at 344-4052 offers instruction in first aid.�Remain calm. Use stairs and not elevators. Pay close attention to your surroundings as you exit. Incidents such as fire or hazardous material releases may require that alternate exit paths be selected.

Once outside, stay clear of the building and entryways to facilitate responder access to the emergency.

Do not re-enter the affected area until instructed to do so by Protective Services, your Building Safety Representative (identified by a fluorescent vest) or emergency responders. Do not take it upon yourself to turn off an alarm or to instruct others to re-enter. This can only be done by emergency personnel.

� EMBED PBrush  ����If possible to do so safely and if desired on their part, assist wheelchair users to a safe (furthest from the hazard) stairwell and inform responding emergency personnel of their location. When appropriate, follow the posted emergency evacuation procedures. Fire department personnel are trained in safe methods of evacuating wheelchair users. Do not use an elevator for evacuation needs.��If possible to do so immediately and safely upon an alarm or evacuation request, grab your purse/wallet and car keys.

Information regarding expected incident duration will be delivered by Protective Services or your Building Safety Representative. Information regarding major incident evacuation will be broadcast through local media.

If you observe staff or students not taking an alarm or evacuation request seriously, please encourage them to do so. It may save their life and will reduce the risks to responding emergency personnel.

�ICE/SLIPPERY FLOORS

Secure or isolate the area if possible.

Contact Physical Plant at ext. 4219 to correct the problem.

Post signs to warn others of the condition.

ODORS

If strange odors should arise and the cause cannot be determined, contact Protective Services at ext. 3456.

FLOODING

If a room or hall is flooded, contact Physical Plant at ext. 4219. Do not enter an area where electrical equipment or service may be under water.

OTHERS

If other hazards arise, secure the area, post signs and correct the problem as soon as possible using either departmental means or by contacting Physical Plant at ext. 4219 or Protective Services at ext. 3456.

Remind yourself and others to wear shoes offering slip resistance in the winter months as entry ways, stairs and halls will at times be wet and slippery because of tracked-in snow and slush.

Carbon monoxide gas can kill without warning. Therefore, never operate a gas/kerosene/diesel powered device or burn charcoal inside of a building.�The campus offers professional counseling services for students and staff that may be in various states of crisis. Examples of crisis situations may include:

suicide attempt	substance abuse

death of a loved one	stress

depression	sexual assault

eating disorders	DOMESTIC ABUSE

If you are aware of a student or staff member in need of assistance, please call or direct them to one of the following resources:

Student Development/University Relations (student crisis)	346-2481

Counseling Center (student counseling and employee assistance)	346-3553

Women’s Resource Center	346-4851

Protective Services (emergencies/crime)	346-3456
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LOCAL RADIO STATIONS

	WSPT		97.9 FM

	WSPO		1010 AM

	WWSP		89.9 FM

	WYTE		96.7 FM

	CONTACTS



		ACCIDENTS



			VIOLENCE



	POWER FAILURE		



		HAZARDOUS MATERIAL	



			BOMB THREAT



	SEVERE WEATHER		



		FIRE	



			MEDICAL



		EVACUATION



		OTHER HAZARDS



	PERSONAL CRISIS		










