
EMERGENCY ACTION GUIDE
IN THE EVENT OF LIFE-THREATENING OR EXTREME EMERGENCY CALL 911 FIRST.

Sign up for emergency notifications at mc3.edu/txt

CAMPUS SAFETY 
BLUE BELL CAMPUS

Dial 6666 from campus phone
or call 215.641.6666

CAMPUS SAFETY 
POTTSTOWN CAMPUS

Dial 1913 from campus phone
or call 610.718.1913





ACCIDENTS/EXPLOSION/BUILDING COLLAPSE/EARTHQUAKE

3.	� Call 911 from a safe location. Provide the call taker with the location of incident  
campus, building, room number), a description and, if known, how or why it occurred. 

4.	 Notify Campus Safety.

5.	�	 Do not use lanterns, torches, lighted cigarettes, or open flames, since gas leaks  
could be present.

	6.	 Do not return to the evacuated building unless told to do so by Public Safety.

If you become trapped:
	1.	� If a window is available, place an article of clothing outside of the window as a marker  

for rescue crews.

	2.	� If there is no window, tap on the wall and shout at regular intervals to alert 
emergency crews of your location.�



ACTIVE SHOOTER
When an active shooter is in your vicinity, quietly determine the most responsible way to 
protect your own life.

GET OUT – EVACUATE – RUN
1.		 If there is an accessible path, attempt to exit immediately, but do NOT sound the fire alarm.

2.		 Always have an escape route and plan in mind.

3.		 Evacuate regardless of whether others agree to follow.

4.



ACTIVE SHOOTER/ARMED INTRUDER

RESIST – TAKE ACTION – FIGHT
1.	 As an absolute last resort, and only when your life is in imminent danger, attempt to 
	 disrupt and/or incapacitate the active shooter by:

	Acting as aggressively as possible against him/her.

	 Throwing items (e.g., books, backpacks) and improvise weapons  
	 (fire extinguishers, chairs).

	 Yelling loudly to disorient. 

	 Commiting fully to your actions. 

3.		 Seek protection if shots are fired in your direction.

4.	�	 Do not trap or restrict your options for movement, if possible.

5.		 If there is sufficient space, spread out – do not bunch together.

6.	�	 Lock the door and blockade the door with heavy furniture. 

7.	�	 Close, cover, and move away from exterior and interior window(s).

8.		 Remain quiet and silence cell phones.

9.	�	 Call 911 if possible. If unable to speak, leave the line open and allow the dispatcher to listen.



BOMB THREAT
	 A bomb threat must be treated as a serious matter. The emergency actions described  

	 should be implemented, regardless of whether the bomb threat appears real or not.

	 Any faculty or staff that is made aware of a written bomb threat (for example, bathroom  
	 walls, written note) should notify Campus Safety immediately.

	 All personnel who answer campus telephones should know how to speak to the person  
	 making the threat and who to notify.

Emergency actions if a phone call bomb threat is received:
1.	 Do not put the caller on hold.

2.	 Do not transfer the call.

3.	 Do not hang up the phone the call came in on.

4.	 Keep the caller on the phone as long as possible.

5.	 �Listen closely to the voice



Emergency actions for a suspicious package:



CRIMINAL AND/OR VIOLENT BEHAVIOR
CRIME/INCIDENT IN PROGRESS
1.	� Protect yourself. Only intervene if you feel safe to do so.

2.	 �Call 911. Make sure that the dispatcher understands that the incident is in progress. 
Provide the location of the incident (campus, building, room number), a description of the 
nature of the incident, person(s) involved, any weapons involved and/or any injuries that 
have occurred.

3.	Stay on the line with the dispatcher until help arrives.

4.	� Keep the dispatcher updated on any changes, so responding units can be updated. Even 
if you cannot communicate, stay on the phone, so the dispatcher can listen to what is 
happening.

5.	Notify Campus Safety as soon as safely possible.

CRIMES NOT IN PROGRESS
If you or someone else is a victim of a crime on campus — and it is not an emergency or life- 
threatening situation, contact the College Department of Campus Safety to report the crime.



CRIMINAL AND/OR VIOLENT BEHAVIOR

SHELTER-IN-PLACE: VIOLENT BEHAVIOR
1.	� If safe to do so, exit the building immediately, but do NOT sound the fire alarm.

2.	� If you are unable to evacuate, immediately seek refuge in an area that can be locked from 

the inside. Doors without locks should be barricaded from the inside.

3.	 If phone is available and it is safe to do so, call 911.

4. �Once locked in a room, cover any windows on the door, so that the intruder  

cannot see into the room.

5. Turn off lights and audio visual equipment.

6.	� Move away from the windows and doors and remain out of sight.  

Remain still and quiet. Act as if no one is in the room.

7.	 Do not answer the door. Law enforcement or school personnel will have the key  

	 for access.

8.	� If the fire alarm sounds unexpectedly, do not evacuate the building unless: 

- You have firsthand knowledge that there is a fire in the building or are in imminent danger. 

- You have been advised by police or a Campus Safety Officer to evacuate the building.

 



EVACUATION OR FIRE ALARM DRILL
1.	� All occupants of each academic or administrative building are required to participate fully in 

evacuations and drills.

2.	�When the fire alarm is activated, evacuate the building from the nearest exit. 
Never use an elevator during a fire emergency or drill.

3.	�Faculty members should always be aware of persons with disabilities in their classrooms. 
Persons with disabilities may require help to reach a point of safety, such as a stairwell. 
Faculty should assist in a rescue in an emergency only if it can be done safely.

4. Move to a safe location at least 50 yards away from the building.

5.	�Remain outside of the building until the building has been checked and is deemed safe for 
occupancy by the Campus Safety Officer or fire official on the scene.



EVACUATIONS/FIRE DRILLS – HAZARDOUS WEATHER

HAZARDOUS WEATHER TORNADO, SEVERE RAIN, 
WIND OR HAIL STORMS
�Prior to the storm, stay informed through local media sources on days when severe weather 
is expected. (A WARNING is issued when a hazardous event is occurring, is imminent, or has 
a very high probability of occurring. A WATCH is used when the risk of an event has increased 
significantly, but its occurrence, location, and/or timing is still uncertain.) 
Be aware of possible indicators of a tornado including: dark, greenish sky; large hail; loud roar, similar to 
a train; cloud of debris; wind becomes calm and still; frequent lightning.

During the storm:
	 Seek shelter immediately. Avoid open areas or vehicles if possible.

	 Stay away from windows. 

	 Call Campus Safety if power outage or damage to the building occurs.

	 If tornado appears near, move to an area with no windows.  
	



FIRE
	Know the location of fire extinguishers, fire exits, and alarm systems in your area  

	 and know how to use them.

CONTROLLABLE FIRE
1.	� If a minor fire appears controllable, any person on campus has the authority to use a 

portable fire extinguisher.

2.	To operate extinguisher, remember P.A.S.S.

		  Pull the pin

		  Aim at the base of the fire
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FIRE

	UNCONTROLLABLE FIRE
1.	�




	 Evacuate the area immediately.

2.	Secure



SHELTER-IN-PLACE: HAZARDOUS MATERIALS / WEATHER

1.	� When notified of a shelter-in-place, seek immediate shelter inside a building.  
If possible, move to a room with no windows or doors to the outside.

2.	Do not go outside until instructed to do so by emergency personnel.

3.	� Close and lock all windows and doors to the outside. 
Seal and/or cover openings or windows to your room if possible.

4.	Turn off air conditioner, dryers, and other ventilation systems if possible.

5.	Do not use elevators.

6. Do not attempt to drive unless you are specifically instructed to evacuate.

7.	 Wait for instructions from emergency personnel.

8.	Listen to the radio or television station for emergency information.

1.�	 Often times it is safer to remain indoors, than outside or in a vehicle.  
	 If a shelter-in-place is required, see below.

2.	In the case of a General Emergency, a recess of Pottstown Campus will be declared. 
	 If a state-mandated general emergency evacuation is declared or the President declares a 	
	 recess, all members of the community should 



MEDICAL EMERGENCIES
1.	 �Call 911. Provide the location of the emergency (campus, building, room number), details 

of the accident or injury and medical condition of the individual(s) affected.

2.	� Follow instructions given to you by the 911 operator.

3.	 �Identify a location where someone can meet the ambulance for directing EMS to the  
injured person(s).

4.	 Notify Campus Safety.

5.	 Remain with the person until emergency personnel arrive.

6.	� Do not attempt to move a seriously injured or ill person unless there is a life  
threatening situation.

7.	 Protect yourself from blood or body fluids.

Once EMS arrives on scene, they will be responsible for the health and safety of the  
affected individual(s).

AED USE: DETERMINING AND USING AN AUTOMATED 
EXTERNAL DEFIBRILLATOR 
If a person suddenly collapses and loses consciousness, or if you find a person already 
unconscious:

1.	� Confirm that the person is not responsive (and not just asleep.) Shout at and gently shake 
the person to try to wake. Never shake an infant or young child, instead, pinch the child. 
Check the person’s breathing and pulse. If breathing and pulse are absent or irregular, 
prepare to use the AED as soon as possible.

2.	 �Call 911. Notify Campus Safety.

3.	 If someone is present who can provide CPR, begin CPR until AED unit arrives.

5.	 Turn AED unit on and follow voice prompts.

6. �Continue CPR and use of AED as prompted until emergency medical help arrives  
or until the person begins to move.



MEDICAL EMERGENCIES • MENTAL HEALTH CRISIS

MENTAL HEALTH CRISIS
Including an individual who is: attempting or threatening suicide, acting in a bizarre or 
uncontrolled manner, and/or extremely upset due to a specific event.

If the individual presents an immediate threat of physical harm to themselves or others:

1.	� Call 911. Provide the location of the situation (campus, building, room number), and details.

2.	�Follow instructions given to you by the 911 operator.

3.	 �Identify a location where someone can meet the police/EMS.

4.	Notify Campus Safety.

Once Police/EMS arrives on scene, they will be responsible for the health and safety of the affected 
individual(s).

If the individual does not present an immediate threat of physical harm:
Contact the Wellness Center:

215-641-6611

Submit a Starfish “Health and Wellness” referral

Email: wellness@mc3.edu 

If you feel the individual needs immediate, but non-emergency support, contact Campus Safety.



UTILITY FAILURES
1.	 Notify the Department of Campus Safety.

2.	 Do not attempt to correct the problem on your own.

3.	 Only call 911 if you are injured or require immediate emergency assistance.

4.	� If an emergency exists, evacuate the building or buildings affected. 
Assist the physically disabled in exiting the building. Do not use the elevators. 
Move to a clear area 100 yards away from the building. 

Do not return to an evacuated building unless told to do so by an authorized College official.

GAS LEAK
	 Cease all operations, exit the area immediately. In the event of a major gas leak, leave the  

	 building, advise others in the area to leave the building and once outside call 911.

	 Do not turn any electrical equipment on or off, as this may cause electrical arcing, which  
	 can trigger an explosion.



POWER FAILURE
	 All machinery, equipment and appliances should be switched to OFF to prevent unexpected or  

	 sudden start up when power is restored.

	 Report all persons trapped in elevators to the Department of Campus Safety.

ELEVATOR FAILURE
	 If you become trapped in an elevator, activate the emergency alarm located on the panel.

	 If you have a cell phone, call the College Department of Campus Safety immediately.

	 Do not attempt to escape the elevator on your own.

	�




