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INTRODUCTION
Procedures outlined in this manual serve as a “Quick
Reference Guide” for general emergency situations.
No plan can address every specific situation;
however, these procedures will guide you in an
emergency situation so as to maximize the safety of
human life and the museum’s collections.
For more detailed information, please refer to the
University of Florida Samuel P. Harn Museum of Art
Disaster Preparedness, Response and Recovery Plan.

University of Florida
EMERGENCY TELEPHONE NUMBERS
In the event of a major disaster affecting the campus,
the UF Homepage is the official source of UF emergency
related information.
Fire/Police/Medical
University Police Department
Environmental Health & Safety
Biological Spill (Campus)
Chemical Spill (Campus)
Needlestick-BioPath Hotline
Pest Control (Campus)
Radiation Spill (Campus)
Workers’ Compensation
Fl. Poison Information Center

Normal Business Hours

Evenings/Weekends

911		
352-392-1111
352-392-1591
352-392-1591
352-392-8400/1591
866-477-6824
352-392-3410/1591
352-392-7359/1591
352-392-4940
800-222-1222
800-222-1222

911
352-392-1111
352-392-1111
352-392-1111
352-392-1111
866-477-6824
352-392-1111
352-392-1111

Work Management Centers
Physical Plant Department
352-392-1121
Work Management
Health Science Center (PPD)
352-273-5560
IFAS Facilities Operation
Housing & Residence Education 352-392-1984
352-392-2161
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MEDICAL EMERGENCIES
In the event of any illness or injury:
1.

2.

Notify the Security Desk at Extension 2111 immediately,
or tell a Security Officer if one is nearby.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• Information about the victim’s condition. Is the person
		conscious and alert?
• What is their age and gender?
• Number of victims.
• What is currently being done?
• Your name and the number and/or extension from which
you are calling.
• DO NOT hang up until the security desk officer does so first.

5.

Security will send a trained officer with a first aid kit and AED,
if appropriate. Security personnel will render the minimum 		
first aid necessary, and decide what additional action is 		
required (call Fire Department, Paramedics, etc.).

6.

Avoid unnecessary conversation with, or about, the ill or
injured person. You might add to the person’s distress 			
or fear and increase the risk of medical shock. Limit your 		
communication to quiet reassurance to keep the ill or injured 		
person calm, coherent and alert.

7.

DO NOT discuss the possible cause of an accident or any 		
conditions that may have contributed to the cause.

Do not move a seriously injured person unless he/she is in a
life-threatening situation.

8.

DO NOT discuss any insurance information.

9.

After the person has been given first aid and the incident is 		
over, remain available to help the investigating security 		
officer with pertinent information for a medical report, or if 		
applicable, a Workers’ Compensation report.

NOTE: If the victim must be moved, support the head and the
neck. Do not bend or twist the victim’s body. Do not approach
victims of electrocution or toxic exposure unless you are
absolutely sure it is safe to do so.
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3.

Unless trained, do not render assistance beyond basic first aid.
DO NOT jeopardize your health and safety to render care.

4.

Stay with the victim until security arrives.

10. If an injury or illness occurs to an employee, intern, volunteer 		
or docent, immediately contact the Business Office at
392-9826 ext. 2100 with any information needed for the 		
Workers’ Compensation report.
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HAZARDOUS MATERIAL RELEASE,
GAS LEAKS AND SUSPICIOUS ODORS
In the event of a hazardous material release:
1. Notify the security desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• Were people, the collection or valuable equipment involved
		 or in danger?
• Information about the victim’s condition. Is the person
		conscious and alert?
• What is their age and gender?
• Number of victims.
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so first.

7. If there is any possible danger, evacuate the area.

2. If toxic chemicals come in contact with the victim’s skin,
immediately flush the affected area with copious amounts of
clear water for at least 15 minutes, with the exception of 		
chemicals that react with water.

1. Leave the area immediately.

3. Secure the area or location of the spill so others will not be
harmed.

3. Notify the security desk at Extension 2111 immediately
from a phone outside the affected area. Be prepared to give the 		
following information:
• The nature and location of the odor.
• Your name and the extension from which you are calling.

4. DO NOT attempt to clean up the spill unless you are 		
specifically trained and outfitted to do so.
5. Turn off all ignition and heat sources.
6. Cover mouth with a cloth and try not to inhale gases,
fumes or smoke.
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8. Provide Security and public safety officials with information 		
about the spill, chemical (if known) and the spill area.
9. Re-enter the building only when an “all clear” is provided by 		
security or public safety officials.
10. If an injury or illness occurs to an employee, intern, volunteer 		
or docent, immediately contact the Business Office at
392-9826 ext. 2100 with any information needed for the 			
Workers’ Compensation report.
If you detect gas, chemical fumes or any suspicious odors:

2. Secure the area or location of the detected gas, chemical fumes, 		
or suspicious odors, so others will not be harmed.

4. All chemical spills and suspicious odors, no matter how 			
small, must be reported to security. Security will immediately 		
notify the appropriate authorities.
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BOMB THREAT:
PHONE, MAIL OR EMAIL
If a bomb threat is received by phone:
1. Remain calm. Keep the caller on the line for as long as possible.
DO NOT hang up, even if the caller does.

2. Handle note as minimally as possible and turn the document 		
over to the University Police Department.

2. Listen carefully. Be polite and show interest.

3. Be prepared to supply the following information to the 			
Police Officer:
• Who found it?
• What else was present?
• Where was it found or how was it delivered?
• When was it found or delivered?
• Who touched it?
• Have previous threats been received?

3. Try to keep the caller talking to learn more information.
4. If possible, write a note to a colleague to call the University
Police Department and Security or as soon as the caller hangs
up, immediately notify them yourself.
5. If your phone has a display, copy the number and/or letters
on the window display.

7. Immediately upon termination of the call, DO NOT 		
hang up but from a different phone, contact the University
Police Department immediately with information and await
instructions.

1. Notify the security desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• Your name and the number and/or extension from which 		
		 you are calling.
• DO NOT hang up until the security desk officer does so first.

If a bomb threat is received by handwritten note:

2. DO NOT delete the message.

1. Notify the security desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so first.

3. Be prepared to supply information and computer access to the 		
University Police Department.

6. Complete the Bomb Threat Checklist immediately. Write down
as much detail as you can remember.
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If a bomb threat is received by email:
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BOMB THREAT CHECKLIST
Reproduce and place this form near your telephone

Questions to ask:
1. When is the bomb going to explode?
2. Where is it right now?
3. What does it look like?
4. What kind of bomb is it?
5. What will cause it to explode?
6. Did you place the bomb?
7. Why?
8. What is your address?
9. What is your name?
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BOMB THREAT CHECKLIST
Caller’s Voice:
Calm
Nasal
Angry
Stutter
Excited
Lisp
Slow
Raspy
Rapid
Deep
Soft
Ragged
Loud
Clearing Throat
Laughter
Deep Breathing
Crying
Cracking Voice
Normal
Disguised

Threat Language:
Distinct
Accent
Well Spoken (educated)
Slurred
Familiar
Incoherent
Whispered
Foul
Taped
Message Read by Threat Maker
Irrational
If voice is familiar, who did it sound like?

Write the exact wording of the threat:
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BOMB THREAT CHECKLIST
Background Sounds:
Street Noises
Factory Machinery
Crockery
Animal Noises
Voices
Clear
PA Systems
Static
Music
Local
Long Distance
House Noises
Motor
Office Machinery

Caller Information:
Sex of Caller:
Race:
Age:
Number at which call is received:
Date:
Time:
Remarks:

Other:

SUSPICIOUS PACKAGES
In the event you come into contact with a suspicious package:
1. Notify the Security Desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• If there are victim’s involved, how many and what is their
		 condition?
• What is their age and gender?
• Number of victims.
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so first.
2. If you have opened a package containing an unknown 		
substance, powder, or threat:
• Place it down immediately.
• If powder spills from container DO NOT attempt to
		 clean up.
• Leave the room and close the doors as you exit.
• Advise others to avoid the area.
• Move to a location that will minimize exposing others.
• If possible wash hands with soap and water.
3. If a suspicious unopened package is received or found:
• DO NOT go near the package
• Advise others to avoid the area.
• Follow instructions from security and public safety officials

Name:				
Position:
Phone Number:
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4. Signs of suspicious packages
• No return address
• Poorly handwritten
• Excessive postage
• Misspelled words
• Stains
• Incorrect titles

•
•
•
•
•

Strange odor
Foreign postage
Strange sounds
Restrictive notes
Unexpected delivery
12

ACTIVE SHOOTER
If an active shooter is reported or encountered:
RUN - If the shooter’s location is known and the opportunity to
			 escape is available, flee the area.
		 • Have an escape plan in mind.
		 • If you are outside near the threat, find cover immediately!
		• DO NOT pull the fire alarm to alert others of an active
			 shooter.
		 • Keep your hands empty and visible and follow all 		
			 instructions from public safety officials.
HIDE - If you are inside a building and the shooter(s) location is
			 unknown, secure in place and deny access.
• Lock and barricade doors with heavy furniture.
• Stay away from doors or windows.
• Turn off lights.
• Block windows.
• Turn off radios and computer monitors.
• Keep yourself out of sight (take cover/protection from
		 bullets by using concrete walls or heavy furniture).
• Silence your cell phone.
• Without jeopardizing safety, call or text 9-1-1 (if you
		 cannot speak, leave the line open and allow the dispatcher
		 to listen).
FIGHT-As a last resort and only if your life is in immediate 		
			 danger, defend yourself.
• Work as a group if possible.
• Improvise weapons.
• Commit to your action.
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UN-SECURING AN AREA:
1. Consider risks before un-securing rooms.
2. Remember, the shooter will not stop until he/she is engaged by 		
an outside force.
3. An attempt to rescue people should only be made if it can be 		
accomplished without further endangering the persons inside a 		
secured area.
4. If doubt exists for the safety of the individuals inside the room, 		
the area should remain secured.
WHAT TO REPORT:
• Your specific location – building name and office/room 		
		number.
• Number of people at your specific location.
• Injuries – number injured, types of injuries.
• Assailants(s) – location, number of suspects, race, gender, 		
		 clothing description, physical features, types of weapon(s) 		
		 (e.g. long gun or hand gun), backpack, shooter’s identity if 		
		 already known, separate explosions from gunfire, etc.
Source: University Police Department
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EXPLOSION
In the event of an explosion:
1.

Remove people from immediate danger. Evacuate the area of
the explosion.

Notify the Security Desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• Were people, the collection or valuable equipment involved
		 or in danger?
• If there are victim’s involved, how many and what is their
		condition?
• What is their age and gender?
• Number of victims.
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so
		 first.

6.

Open doors carefully. Before opening any door, touch it near 		
the top. If the door is hot or smoke is visible, DO NOT open 		
the door.

7.

Watch for falling objects. Stay away from windows, mirrors, 		
overhead fixtures, filing cabinets, bookcases and electrical 		
equipment.

8.

Follow Security or local emergency personnel instructions. 		
If evacuation is ordered, go to a designated Evacuation 			
Assembly Area (see map on page 29).

9.

Assume smoke and/or fumes are hazardous.

2.
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3.

DO NOT move seriously injured people unless they are in
obvious, immediate danger from fire, building collapse, etc.

4.

Be prepared for possible further explosions. Crawl under
tables or desk.

5.

DO NOT use cellular phones, radios, wireless devices or
any electrical devices if the cause of the explosion is unknown
(secondary explosions may be triggered by wireless signals or
electrical device use).

10. DO NOT use elevator, matches or lighters.
11. DO NOT return to the area until instructed to do so by 		
Security or local emergency personnel.
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FIRE
If a fire occurs in your area:
Notify the Security Desk at Extension 2111 immediately
and/or pull one of the fire alarm pull stations located 		
throughout the facility. Be prepared to give the following
information:
• Where is the emergency?
• What happened?
• If there are victim’s involved, how many and what is their
		condition?
• What is their age and gender?
• Number of victims.
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so
		 first.
1.

2.
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Evacuate the building immediately unless otherwise directed
by authority. Only if it is safe and personal items are readily
accessible, take only important personal items (cell phone,
ID, keys, medications, wallet, purse). You may not be allowed
to re-enter the building or your area. If you are the last to
leave your area, close doors behind you to confine the fire but
do not lock them. DO NOT attempt to save possessions at the
risk of personal injury.

3.

Never allow the fire to come between you and your exit route.

4.

Assume smoke and/or fumes are hazardous. Stay clear. If the
area is filled with smoke, stay low to the floor where the air
is less toxic. If your clothes or those of another are on fire,
STOP, DROP AND ROLL.

5.

DO NOT break windows unless absolutely necessary for 		
evacuation. Oxygen feeds a fire. Before opening any door, 		
touch it near the top. If the door is hot or smoke is visible, do 		
not open the door.

6.

DO NOT use elevators.

7.

Assist others in evacuation.

8.

Go to a designated Evacuation Assembly Area (see map on 		
page 29).

9.

Once in the assembly area, direct crowds away from the fire 		
hydrants, roadways, and clear sidewalks immediately 			
adjacent to the building. DO NOT leave the assembly area or 		
congregate near fire zones.

11. DO NOT return to the emergency area until instructed to do 		
so by Security’s or local emergency personnel.
If you are trapped inside your office:
•
		
•
•
		
		
•
		
		

Wedge cloth material along the bottom of the door to keep 		
out smoke.
Close as many doors as possible between you and the fire.
If windows open and you must have air, open the window. 		
Do not break the window as it will become impossible to 		
close it if necessary.
If a window is available, place a piece of red material in the 		
window to notify Security or local emergency personnel of 		
your location and that you need help.
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HURRICANE
Hurricane season is June 1st through November 30. There are five
types, or categories of hurricanes based on their wind speeds.
Category 1: Winds 74-95 mph
Category 2: Winds 96-110 mph
Category 3: Winds 110-130 mph
Category 4: Winds 131-155 mph
Category 5: Winds more than 155 mph

TORNADO
During a tornado, if you are inside:
1.

Stay inside. Move to the interior (preferably a stairwell, 		
hallway or lowest point of the building).

2.

Make way to the safest shelter area – the basement.

3.

Stay near the center of the building, away from windows,
skylights, items attached to the wall, book cases, cabinets and
objects suspended from the ceiling or objects that are loose/
easily movable.

Be sure to watch for hurricane warnings and watches:
A hurricane warning is an announcement that sustained winds of
74 mph or higher are expected somewhere within the specified area
in association with a tropical, subtropical, or post-tropical cyclone.
The warning is issued 36 hours in advance.
A hurricane watch is an announcement that sustained winds of 74
mph or higher are possible within the specified area in association
with a tropical, subtropical, or post-tropical cyclone. The hurricane
watch is issued 48 hours in advance.
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1.

Be sure to check your phone for UF alerts because they will
inform all employees of a hurricane watch or warning. It will
also alert employees on closures and hours of operation.

2.

Watch the news to keep updated on the information and
tracking of the storm.

3.

If a hurricane is predicted for the area, Security guards and
appropriate personnel will secure the building as well as make
sure all art and important documents are stored in a dry and
safe area.

4.

Nobody should enter the museum after the hurricane has
passed until administration and security say it is safe to do so.

During a tornado, if you are outside in the open country:
1.

Lie face down in a low area (ditch or ravine, if nearby).
Cover your head.

2.

If near a building, run inside and take shelter, if possible.

After a Tornado:
Notify the Security Desk at Extension 2111 immediately
if there is any emergency such as someone hurt, a fire 		
developing, water leaking, etc. Be prepared to give the 		
following information:
• Where is the emergency?
• What happened?
• Information about the victim’s condition. Is the person
		 conscious and alert?
• What is their age and gender?.
• Number of victims.
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so
		 first.
1.

20

POWER OUTAGE
2.

DO NOT move seriously injured people unless they are in
obvious, immediate danger from fire, building collapse, etc.

3.

Follow Security’s or local emergency personnel instructions.
If evacuation is ordered, go to a designated Evacuation 		
Assembly Area (see map, back cover of this booklet).

Additional Information:
•
•
		
•
•
		
•
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Open doors carefully. Watch for falling objects.
Do not use elevators, plumbing or gas until utility lines have
been checked.
Do not use matches or lighters.
Replace telephone handsets on cradles and avoid using for
non-emergency purposes.
Discourage the spreading of rumors which can cause
confusion and panic.

The Harn Museum of Art has generators that provide emergency
lighting and other power to limited areas of the building that make
it possible for you to evacuate safely in the event of a power outage.
Security will automatically be made aware of the power outage and
will assist all staff and visitors with any necessary evacuation.
If a power outage occurs:
1.

Provide assistance to visitors and staff in your immediate area.
Keep people in your area calm and have them stay together.

2.

Stand by for instruction from Security. If instructed to 		
evacuate, go to the Evacuation Assembly Area (see map on
page 29).

3.

If you are in an elevator that stops running, stay calm. The
elevator will return to a pre-designated floor where you will
be able to open the door. In the event that the elevator doors
do not open, use the elevator phone to notify the operator that
you are trapped and where you are located.
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FLOODING AND WATER DAMAGE
Serious water damage can occur from many sources: burst pipes,
clogged drains, broken skylights, windows, ceiling/roof, HVAC
vents, construction projects, etc.
If a water leak occurs:
Notify the Security Desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• The location and severity of any leaks.
• The source of the water intrusion.
• Is there any immediate danger to people, the collection or
		 valuable equipment?
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so
		 first.
1.
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2.

If there are electrical appliances or outlets near the leak, avoid
contact and try to secure the area so no one will be injured. If
there is any possibility of danger, evacuate the area.

3.

If you know the source of the water and are confident of your
ability to stop it (unclog the drain, turn off the water, etc.) do
so.

4.

Be prepared to help as directed in protecting objects that are
in jeopardy. Only under proper directions from trained
personnel, take those steps needed to avoid or reduce 		
immediate water damage: cover large objects or book shelves
with plastic sheeting, carefully move small or light objects out
of the emergency area, etc.

ELEVATOR ENTRAPMENT
There are three elevators in the Harn Museum of Art. Regular
maintenance minimizes the chances of failure. However, if you are
in the elevator and it should fail for any reason, the elevator car will
not fall, you will not run out of oxygen, and emergency lights in the
car will come on. In the event of a power outage, the elevator will
return to a pre-designated floor at which time you will be able to
open the door.
In the event that an elevator stops operating while you are
inside and you are trapped:
1.

Do not try to force the door open to get out of the elevator on
your own.

2.

Use the elevator phone to call for help.

3.

Assist other staff members and visitors and encourage them to
remain calm.

4.

Provide other information to Security as the situation changes.
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SUSPICIOUS BEHAVIOR AND PERSONAL SAFETY
In the event that you notice an individual behaving in an
unusual, disorderly, intoxicated or suspicious manner:
Contact the Security Desk at Extension 2111 immediately.
Be prepared to give the following information:
• Where is the emergency?
• What happened?
• How many people are involved?
• Describe the person’s appearance, age, gender and any
		 distinguishing characteristics.
• Is there any immediate danger to people, the collection or
		 valuable equipment?
• What is currently being done?
• Your name and the number and/or extension from which
		 you are calling.
• DO NOT hang up until the security desk officer does so
		 first.
1.

2.

Keep a safe distance from the person. Watch him/her if it is
safe to do so.

3.

DO NOT attempt to talk with or remove the individual
yourself.

To avoid being in a vulnerable or unsafe position:
1.

Be observant and aware of your surroundings at all times.
If you feel uneasy about a strange person or unusual noise, 		
call the Security Desk at Extension 2111 immediately.

2.

When going to a remote area of the property, or when leaving 		
any building after hours, notify a co-worker or Security. 		
Security will be happy to accompany you.

3.

Keep valuables (purse, briefcase, computers, cellular phones, 		
etc.) out of sight and in a secure place.

4.

Have keys to vehicle or building readily accessible to use while 		
walking to your intended destination.

If you observe someone committing vandalism or any other
destructive act:
Contact the Security Desk at Extension 2111 immediately.
Be prepared to give the following information:
• The location of the problem.
• What specifically is occurring
• How many people are involved?
• Describe the individual’s appearance, clothes, vehicles,
		 license plates, etc.
1.

2.
25

Security will respond and contact the University Police 		
Department to handle the situation.
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CIVIL DISTURBANCE
If a civil disturbance develops within the community, but is
not in the immediate vicinity of the Harn Museum of Art:
1. Security will contact staff with relevant information as it
becomes available. Information will include the area affected,
road closures, and the severity of the situation.
2. If you are told that the disturbance has escalated and the public
safety becomes an issue, staff and visitors may be asked to leave
the property.
3. Follow the instructions given to you by your supervisor.
If a riot or other civil disturbance develops in the immediate
vicinity of the Harn Museum of Art or encroaches onto the
Harn Museum of Art property:
1. DO NOT leave the building or try to leave the property unless
directed by Security or emergency personnel to do so.
2. DO NOT attempt to confront or talk with those causing the
disturbance. Security and the Police Department will handle
any interaction with the individuals involved.
3. If the situation escalates, visitors and staff will be directed to
a designated waiting area (for example, the auditorium) until
the police can ensure safe exiting from the property.
If instructed to leave the Harn Museum of Art property:

EMPLOYEE EVACUATION PROCEDURES
When you hear the evacuation alarm, see the strobe lights,
hear the voice evacuation system or are told to evacuate the
building by your supervisor or security:
1. Immediately shut down all hazardous operations: seal 		
chemicals, turn off equipment, etc. Shut all doors and windows
behind you if safe to do so, but DO NOT lock.
2. Leave quickly by the nearest safe exit.
3. Go directly to the nearest safe designated Evacuation Assembly
Area (see map on next page) east of the front entrance where
the red Big Max sculpture is located. This area is adjacent to
the Cultural Plaza parking garage.
Additional Information:
1. Security will ensure that occupants evacuate the area.
2. Accompany and help any people with disabilities, visitors,
and any co-worker who appears to need calm direction or
assistance.
3. Group with other members of your department and remain
in the assembly area. Assist the director of your department in
completing a head count of your department and be prepared
to relay the information to security.

1. Ride sharers: Contact your ride share partners immediately.
All others needing rides, see security for assistance.
2. Drive carefully. Extra caution is required anytime you are
excited, worried, or distracted by an emergency situation.
Watch for pedestrians and emergency vehicles.
3. Follow traffic directions from Security or other safety officials.
If normal exits are blocked, you will be directed to an alternate
route.
27
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