
● All building evacuations will occur when an alarm sounds, when a CU App Alert message is
issued, and/or upon notification by the Emergency Director. Tests of the emergency alert system
are not an exception to this rule.

● When the building evacuation alarm is activated during an emergency, leave by the nearest marked
exit and alert others to do the same. Evacuation routes are posted in each classroom wall near the
door.

● When classes are in progress, the instructor will be responsible for instructing all students in the
classroom to evacuate the building, using the nearest exit. Building Runners will be responsible for
ensuring that buildings are evacuated.

● ASSIST INDIVIDUALS WITH DISABILITIES IN EXITING THE BUILDING! The safe
evacuation of individuals with disabilities is a top priority in evacuating the building.

● Once outside, proceed to a clear area that is at least 500 feet away from the affected
building. Keep streets, fire lanes, hydrant areas and walkways clear for emergency vehicles
and personnel.

● DO NOT RETURN TO AN EVACUATED BUILDING unless you are given the “all clear”
signal by the appropriate University personnel. The signal that the staff and students can return
to an evacuated building will be initiated by emergency response personnel. Once the
Emergency Director receives the “all clear” signal, s/he will communicate this to the Building
Runners, who will notify evacuated staff and students that they can return to the building.

● University personnel should request that students stay at a designated area until an accurate
headcount is taken. Faculty members will compile a list of students in their classes who are at
the evacuation location and give this list to the Emergency Director.

Missing Student Notification Procedure

Definitions
A. Residential Student - For purposes of this policy, a student who resides in on-campus housing

under a housing contract and is currently enrolled at the University.
B. Missing - For purposes of this policy, a residential student is presumed missing if he or she is

overdue in reaching home or campus for more than 24 hours past their expected arrival and a check
of their residence supports that determination. A residential student may be considered missing if
he or she is overdue in reaching home, campus or another specific location past their expected
arrival, additional factors lead University staff to believe he or she is missing, and a check of their
residence supports that determination.

Notification to Residential Students
A. Residential students are to be informed that they have the option to identify an individual to be

contacted by the institution no later than 24 hours after the time that the student is determined
missing.

B. Residential students, who are under 18 years of age and not emancipated individuals, are to be
informed that the University is required to notify a custodial parent or guardian no later than 24
hours after the time that the student is determined to be missing.

C. Residential students are to be informed that the University will notify the appropriate law
enforcement agency within 24 hours after the time that the student is determined missing.

D. Residential students are to be informed that they have the option to confidentially identify an
individual, and his or her telephone number(s), to be contacted by the institution no later than 24
hours after the time that the student is determined missing. The Office of Residence Life will
collect and maintain the confidential contact information. The student is responsible for ensuring
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