
 

 

 

 

 

EMERGENCY ACTION PLAN 

Saieh Hall for Economics 
 
 
 
 
 

 
 
 
 
 

 
 
 

 

APRIL 2026 

5757 S. UNIVERSITY AVENUE 



5757 S. University Ave 
Emergency Action Plan 

1 

 

 

Contents 
Introduction ....................................................................................................................................... 2 

Approval and Implementation ............................................................................................................. 3 

Purpose, Scope, and Assumptions ........................................................................................................ 4 

Situation Overview.............................................................................................................................. 5 

Concept of Operations ........................................................................................................................ 6 

Preparedness Operations................................................................................................................. 7 

Notification and Activation .............................................................................................................. 8 

Response Operations ....................................................................................................................... 9 

Recovery and Transition Operations ............................................................................................... 10 

Mitigation Operations ................................................................................................................... 11 

Assignment of Responsibilities ........................................................................................................... 12 

Direction and Control ........................................................................................................................ 13 

Plan Development and Maintenance .................................................................................................. 14 

Authorities and References ................................................................................................................ 15 

Emergency Procedures Annex ............................................................................................................ 16 

Evacuation Annex.......................................................................................................................... 17 

Shelter-in-Place Annex ................................................................................................................... 28 

Lockdown Annex ........................................................................................................................... 29 

Social Distancing Annex ................................................................................................................. 31 
 



5757 S. University Ave 
Emergency Action Plan 

2 

 

 

Introduction 

The University of Chicago comprises numerous administrative, academic, and research facilities across a 

217-acre campus in Hyde Park, the surrounding neighborhoods, regional locations, and centers 

worldwide. 

Ensuring a safe working environment for the students, staff, faculty, postdoctoral researchers, and 

visitors who occupy these facilities is vital. Accordingly, the following Emergency Action Plan (EAP) has 

been developed. The EAP details safety procedures for building occupants, including evacuation, 

shelter-in-place, lockdown, and social distancing. In addition, the EAP assigns roles and responsibilities 

for alerting occupants of potential emergencies and for notifying the appropriate responding units. 

Although not part of the University’s Emergency Management Plan (EMP), the EAP serves to protect 

occupants in the initial stages of an emergency and will integrate into the EMP as the situation 

escalates. 

Through procedures outlined in the EAP, all building occupants will serve an integral role in reducing 

injuries, death, and damage during an emergency. All employees of 5757 S. University Avenue are 

expected to understand the plan and be prepared to execute these emergency procedures. 
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Approval and Implementation 

Section One 

If any section, clause, or provision of this plan shall be held invalid, the invalidity thereof shall not affect 

any other provision of this plan. 

Section Two 

Any of the provisions of this plan conflicting with regulations or parts of regulations or ordinances, shall 

be immediately repealed. 

Section Three 

This Emergency Action Plan shall be in full force and effect from the date of its approval, as provided by 

law. 

Approved (month, date, year) 

Title:  

Name:  4/16/2026
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Purpose, Scope, and Assumptions 

Purpose 

The purpose of the EAP is to provide a set of procedures for occupants to follow in an emergency. The 

EAP will document procedures for notifying building occupants and emergency officials of an impending 

emergency situation. Roles and responsibilities for emergency activities will also be identified. This plan 

is intended to provide building occupants with the knowledge and skills required to protect themselves 

and visitors in the event of an emergency; it is not intended to give instructions on how response units 

will mitigate or neutralize the threat. 

Scope 

This plan is applicable to all individuals working at 5757 S. University Avenue. This is an “all-hazards” 

plan; accordingly, the procedures documented in this plan apply to any emergency, including natural, 

technological, and human-caused hazards. All occupants must be familiar with the plan. 

Assumptions 

• Due to the use of space within 5757 S. University Avenue, the facility has some interaction with 

the public. 

• The EAP pertains to individuals working in University of Chicago-owned and managed 

facilities, including students, staff, faculty, postdoctoral researchers, and other affiliates. 

• The EAP will follow the management principles outlined in the National Incident Management 

System (NIMS). 

• All building occupants will become familiar with procedures identified within the EAP. 

• Although all occupants will be required to familiarize themselves with the plan, certain 

occupants will be assigned leadership roles. 

• The EAP is intended to provide occupants with strategies to protect themselves against a myriad 

of threats; the plan is not intended to provide procedures for University response entities. 

Responding units will reference procedures documented in the Emergency Management Plan or 

their agency’s emergency operation plan/standard operating procedures to mitigate or 

eliminate the threat. 
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Situation Overview 

The Saieh Hall for Economics at 5757 S. University Avenue is a 5-story mixed-use space. The facility is 

open from 7:00 am to 7:00 pm Monday through Friday; however, staff, faculty, and some graduate 

students have access 24/7. 

The Kenneth C. Griffin Department of Economics and several sub-departments occupy this space, using 

it for class instruction, study, meetings, office, and recreational space. Each floor has a unique floor 

plan and utilizes the space by combining the listed uses. There are several small kitchenette/break 

room areas throughout as well, though there are no full-sized appliances. On the first floor, there is a 

Starbucks coffee shop that does contain food preparation space, storage, and appliances. 

The facility contains two elevator bays and three stairwells. There is also a loading dock area off the 

north end of the first floor. There are many emergencies exits on all sides of the first floor of this facility. 

Saieh Hall is equipped with a fire detection and suppression system throughout. Fire extinguishers can 

also be found throughout the building where required. There are several areas throughout the facility 

that require keycard access with a UChicago ID. The main doors to this building are also on the keycard 

locking system. 
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Concept of Operations 

The Concept of Operations describes the actions occupants of 5757 S. University Avenue take to 

prepare, respond, mitigate, and recover from emergencies. 

This facility has assigned primary and alternate Safety Leads to notify office occupants of an emergency, 

ensure proper safety procedures are implemented, and to serve as a point of contact when responders 

arrive. 

The Safety Leads assigned for 5757 S. University Avenue are: 

• Kayla Partacz: kpart@uchicago.edu

• Joy Serletic: jserletic@uchicago.edu

• Sherry Manick: smanick@uchicago.edu

When an emergency occurs, it is the responsibility of all staff to make the initial notification. This 

includes notifying occupants in the office and UCPD at ext. 123 from a campus phone, or 773.702.8181 

from a non-campus phone (911 can be called as well). After this initial notification, the Safety Lead will 

ensure any staff who are unaware of the situation are notified. 

After the incident has been concluded, the Safety Lead will account for the whereabouts and status of office 

occupants and interface with responders until no longer needed. 

The Safety Lead will coordinate with Leadership within the various Offices in this facility to provide 

directions on the next steps for office occupants. 

Access and Functionally Limited Populations 

5757 S. University Avenue is a handicap accessible location. Priority Rescue Areas are noted on the 

evacuation maps for each floor. The University asks all functionally limited populations to self-identify. 

After self-identification, the Office of Environmental Health and Safety (EH&S) will work with these 

populations to design appropriate emergency plans. In designing an emergency plan, the Safety Lead 

will coordinate with EH&S as needed. 

mailto:kpart@uchicago.edu
mailto:jserletic@uchicago.edu
mailto:smanick@uchicago.edu
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Preparedness Operations 

The following is a list of pre-emergency activities undertaken by staff to prepare for all-hazards: 

Annual Fire Safety Training 

All University of Chicago staff and faculty are required to complete a fire safety training course annually. 

This course discusses proper evacuation techniques, including horizontal and vertical evacuation. 

Drills 

Evacuation, shelter-in-place, and lockdown drills can be conducted annually upon request. 
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Notification and Activation 

Notification 

When an emergency occurs, it is the responsibility of all staff to notify emergency responders and 

fellow occupants of a threat. The UCPD should be contacted about any emergency by dialing 123 from 

a campus phone or 773.702.8181 from a non-campus phone. The UCPD will notify other responding 

authorities of the threat. The emergency notification process is described in the bullets below: 

1. A call is made to UCPD through the Emergency Communications Center (Dispatch) by individuals

on scene calling 773-702-8181 or by dialing 123 from a campus phone

2. UCPD confirms the emergency call 

3. UCPD contacts the appropriate response emergency resources (e.g., Chicago Fire Department 

[CFD], Chicago Police Department [CPD], the Safety Office, Emergency Management, Facilities

Services)

4. UCPD notifies the Environmental Health & Safety Office and the Emergency Director (Director of

Emergency Management)

5. The Emergency Director will notify the Senior Emergency Management Officer (Associate Vice

President for Safety, Security, and Civic Affairs)

In addition to notifying emergency responders, office workers must also be aware of a threat. This 

facility will utilize available internal communication modalities, including office phones and verbal 

warnings. 

Activation 

When an emergency occurs, Safety Leads will be activated in their roles. Safety Leads will be 

responsible for contacting their departmental leadership to notify them of the incident. 

Once this initial contact has occurred, supervisors will be responsible for notifying subordinates in their 

areas. A record of contact information for occupants should be kept at 5757 S. University Avenue. It can 

also be found in the Contingency Plan. 
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Response Operations 
Evacuation 

Evacuation is appropriate when conditions inside a structure pose a threat to the health and safety of 

building occupants and leaving the facility is safer than remaining inside of it. 

Emergencies that are appropriate for evacuation include: 

• fire

• gas leak

• violent intruder (depending on the circumstances)

• confirmed bomb threat 

Specific evacuation procedures and routes for 5757 S. University Avenue are included in the Evacuation 

Annex of this plan. 

Shelter-in-Place 

Shelter-in-place is appropriate when conditions inside a structure provide protection from dangerous 

external conditions. 

Emergencies that are appropriate for shelter-in-place include: 

• severe weather

• tornado

• certain hazardous material releases

Specific shelter-in-place procedures for 5757 S. University Avenue are included in the Shelter-in-Place 

Annex of this plan. 

Lockdown 

Lockdown is a temporary sheltering technique used to limit exposure of building occupants to an 

imminent hazard or threat. When “locking down,” building occupants will shelter inside a room and 
prevent access from the outside. 

Emergencies that are appropriate for lockdown include: 

• a violent intruder

• similar unauthorized entry

Specific lockdown procedures for 5757 S. University Avenue are included in the Lockdown Annex of this 

plan. 

Social Distancing 

Social distancing is a public health safety intervention used to reduce the likelihood of transmitting 
communicable disease. 

Emergencies that are appropriate for social distancing include: 

• communicable disease outbreaks

• pandemics

Specific social distancing procedures for 5757 S. University Avenue are included in the Social Distancing 

Annex of this plan. 
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Recovery and Transition Operations 

In recovering and transitioning back to normal operations, personnel of Saieh Hall will follow direction 

from departmental leadership. 

The Safety Lead will consult with leadership, which will disseminate information about recovery 

activities to the staff. 
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Mitigation Operations 

Fire Alarms 

5757 S. University Avenue is equipped with a fire detection, suppression and alarm system. 

Fire Extinguishers 

5757 S. University Avenue is equipped with three fire extinguishers, which are checked for tagging, 

pressure levels, etc. every six months. 

Duress (“Panic”) Buttons 

There are no panic buttons at this facility. 

Access Control 

This facility is under access control by keycard after business hours. 
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Assignment of Responsibilities 
Safety Lead 

• Inform occupants of an emergency

• Notify responders of an emergency

• Ensure occupants are notified of appropriate safety interventions (e.g., if evacuation was

ordered, then ensure everyone has been notified)

• Interface with responders when they arrive on scene

• Take roll call at the reunification center/area, identify the health status of occupants

• Initiates notifications to leadership

• Communicate post-emergency related information to staff

• Update and maintain plan when appropriate

Leadership 

• Set policy regarding recovery and transition

• Develop notifications to family/next-of-kin, if necessary

All Staff 

• Notify responders of emergencies

• Notify occupants of emergencies

• Enact appropriate safety measures

• Notify subordinates to notify of emergency, if necessary

• Report to the reunification center/area after the emergency, if appropriate

University of Chicago Emergency Response Teams 

• Activate Emergency Management Plan, if necessary

• Provide life safety assistance

• Provide safety information to University stakeholders through mass communication modalities

• Contact and interface with appropriate internal and external partners

• Issue public information releases, if necessary
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Direction and Control 

The organization chart below outlines reporting responsibilities for 5757 S. University Avenue during an 

emergency. 
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Plan Development and Maintenance 

The Safety Lead is responsible for reviewing and updating this plan annually. In addition to the annual 

plan maintenance process, the plan can be updated at any time due to a variety of factors, including: 

1. Recommendations identified in drills

2. Efficiencies discovered from operations

3. Comments from internal and external plan users

4. Subject matter expert feedback

5. Internal and external audits and reviews

Record of Change 

The Safety Lead will use the Record of Change to house plan updates during the plan maintenance 

process. 

Record of Change 

Feedback Corrective Action Completed By Date 

Update and Content Review Minor updates to content. Jody Adkins 3/12/2026 
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Authorities and References 

Authorities 

• OSHA standard [29 CFR 1910.38(a)]

References 

• University of Chicago Emergency Management Plan
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Emergency Procedures Annex 

• Evacuation

• Shelter-in-Place

• Lockdown Plan

• Social Distancing Plan

• Call Down/Activation Process
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The following document details the responsibilities and evacuation routes for 5757 S. University Avenue. 

General Procedures 

Evacuation operations will occur when conditions inside the building are hazardous, and exiting the 

building will enhance the safety of building occupants. During an evacuation, occupants must leave the 

building as quickly as possible; they should not return to their desks to collect belongings. 

Examples of hazards that may lead to evacuation include, but are not limited to, fire, bomb threat, gas 

leak, localized toxic spills, violent intruder (in some cases and only when it is safe to do so). Once 

evacuated, occupants should continue to reunification or temporary congregation points for an 

accounting of everyone’s safety. For 5757 S. University Avenue, these reunification points (primary and 

alternate) are: 

• Primary: ISAC

• Alternate: The Booth Harper Center

Roles and Responsibilities 

Safety Lead 

• Inform occupants of evacuation order

• Contact UCPD at ext. 123 or 773.702.8181 and inform them of the emergency

• Ensure all occupants have left the building 

• Notify all staff via email departmental distribution list 

• Interface with responders when they arrive on scene, if necessary

• Take roll call at reunification/congregation point, make note of any missing or injured occupants

• Initiates call-down notifications to leadership

• Provide post-emergency updates to staff, as appropriate

Leadership 

• Set policy regarding recovery and transition

• Develop notifications to family/next-of-kin, if necessary

All Staff 

• Notify responders of the emergency unless you have directly witnessed someone else make

the notification

• Notify other building occupants of the emergency

• Immediately evacuate the premises, do not return to the desk for valuables, refer to the

attached floor plan for evacuation routes

• Report to the reunification/congregation area after evacuation

• Call down to subordinates to notify them of the emergency, if necessary

• Do not use elevators unless directed to do so by first responders
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Access and Functional Needs 

• This facility is ADA Accessible

Evacuation Maps: 

Basement: 

ISAC MUSEUM 

ISAC MUSEUM 
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First Floor: 

ISAC MUSEUM 
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Second Floor: 

ISAC MUSEUM 
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Third Floor:  

ISAC MUSEUM 
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Fourth Floor: 

ISAC MUSEUM 
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Fifth Floor: 

ISAC MUSEUM 
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Shelter-in-Place Annex 

The following document details responsibilities for shelter-in-place operations at 5757 S. University 

Avenue. 

General Procedures 

Shelter-in-place operations will occur when external conditions are hazardous and remaining inside the 

building will enhance the safety of building occupants. When a shelter-in-place occurs, occupants must 

immediately find a safe area to shelter, preferably at the lowest level and away from glass, windows, and 

debris. 

Examples of hazards that may lead to a shelter-in-place order include, but are not limited to, tornadoes, 

windstorms, and other external threats. 

A shelter-in-place order can be initiated by City of Chicago sirens, cAlert, internal public address systems, 

responders directly, or other means. 

Note: a shelter-in-place order may last several minutes or hours. Identifying access to food, water, and 

restrooms may be appropriate. 

Roles and Responsibilities 

Safety Lead 

• Inform occupants of shelter-in-place order 

• Contact UCPD at ext. 123 or 773.702.8181 and inform them of emergency 

• Ensure occupants have enacted procedures 

• Notify all staff of shelter-in-place order via departmental distribution list 

• Interface with responders when they arrive on scene, if necessary 

• Take roll call at shelter area, make note of any missing or injured occupants 

• Initiates notifications to leadership 

• Provide post-emergency updates to staff, as appropriate 

Leadership 

• Set policy regarding recovery and transition 

• Develop notifications to family/next-of-kin, if necessary 

All Staff 

• Notify responders of the emergency unless you have directly witnessed someone else 

making the notification 

• Notify other building occupants of the emergency 

• Immediately proceed to the shelter area, do not return to the desks for valuables 

• Notify subordinates to notify them of the emergency, if necessary 

• Do not use elevators unless directed to do so by first responders 

Access and Functional Needs 

• This facility is an ADA Accessible location. 
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Lockdown Annex 

The following document details responsibilities for lockdown operations at 5757 S. University Avenue. 

General Procedures 

Lockdown operations will occur when a threat has entered 5757 S. University Avenue and has the 

potential of harming occupants within the facility. The purpose of lockdown is to put a physical barrier(s) 

between you and the threat and to remain undetected. This will increase the time it takes for the threat 

to contact you, giving law enforcement more time to neutralize it. Lockdown involves multiple actions, 

each potentially increasing your safety; however, no single action or sequence of actions will 100% 

guarantee your safety. 

Some areas are more suitable for lockdown than others are; however, no area is completely undetectable 

or impenetrable. The following actions may enhance your safety during a lockdown order: 

• Choose a room with a sturdy door and a strong lock 

• If possible, avoid locking down in a room with internal facing glass windows or panes as they 

are easily penetrable 

• Be cognizant of which way the door opens 

• In addition to locking, fortify entrance ways with heavy items such as furniture 

• If possible, avoid limiting escape routes 

• Stay low and hide behind large items that may provide full or partial cover 

• Avoid detection 

o Be out of the view of the hazard (stay away from glass windows or doors) 

o Turn cell phones on silent (not vibrate, a vibrating phone is still audible) 

o Turn off room lights 

o Turn off other items that may cause noise, such as TVs, radios, or web 

browsers. If it is safe to do so, another option to evade the threat is to evacuate the facility. 

Lockout or Restricted Access 

“Lockout” occurs when a threat is outside and has not yet infiltrated the building. During a lockout, it is 

not necessary to enact lockdown procedures; however, it is appropriate to stay away from windows and 

limit your visibility from outside doors. 

Roles and Responsibilities 

Safety Lead 

• Inform occupants of lockdown order 

• If it is safe to do so, contact UCPD at ext. 123 or 773.702.8181 and inform them of the emergency 

o Provide information such as the number of threats, physical description of the threat, 

location of the threat, and whether the threat has a weapon 

• Ensure occupants have enacted procedures 

• Assist access and functional needs populations with lockdown, if necessary 

• Perform lockdown as appropriate 
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• Interface with responders when they arrive on scene, if necessary 

• After the incident has concluded, identify the health status and location of building occupants. 

Make note of any missing or injured occupants 

• Initiate notifications to leadership 

• Provide post-emergency updates to staff, as appropriate 

Leadership 

• Set policy regarding recovery and transition 

• Develop notifications to family/next-of-kin, if necessary 

All Staff 

• If safe to do so, notify responders of the emergency 

o Provide information such as the number of threats, the physical description of the threat, 

the location of the threat, and whether the threat has a weapon 

• Notify other building occupants of the emergency 

• Perform lockdown as appropriate 

• Call down to subordinates to notify them of emergency, if necessary 

Access and Functional Needs 

• If safe to do so, notify responders of the emergency 

o Provide information such as number of threats, physical description of threat, location of 

threat, whether the threat has a weapon 

• Notify other building occupants of the emergency 

• Perform lockdown procedures as appropriate 

• Request assistance from Safety Leads as necessary 

• If it is safe to evacuate, a handicap ramp is located at the main entrance on the east side of the 

building. 
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Social Distancing Annex 

General Procedures 

Social distancing is a public health safety intervention used to reduce the likelihood of transmitting 

communicable diseases. When social distancing procedures are in effect, office occupants may be asked to 

work from home. Those in the office will enact the following procedures: 

• Try to keep a distance (typically 3 to 6 feet) from other office occupants. 

• Adhere to public health hygienic recommendations by washing your hands after touching 

commonly used items or coming into contact with someone who is sick. 

o Proper hand washing involves scrubbing hands for at least 20 seconds with soap and water 

• Avoid touching your face, nose, and mouth, and avoid rubbing your eyes. 

• Practice proper coughing or sneezing etiquette. 

• Properly dispose of anything that comes in contact with your mouth, such as tissues or 

plastic eating utensils. 

• Avoid coming in contact with individuals displaying symptoms of illness. 

• Avoid congregating in areas with a large number of people. 

Roles and Responsibilities 

Safety Lead 

• Inform occupants of social distancing order 

• Ensure restrooms have adequate sanitary supplies 

• Post information related to proper hygienic practices 

• Ensure trash is removed on a daily basis 

• Request medical assistance for sick occupants, if necessary 

• Initiate notifications to leadership 

• Provide post-emergency updates to staff, as appropriate 

Leadership 

• Set policy regarding work from home 

• Provide budgetary resources for sanitary supplies, if necessary 

• Develop notifications and messaging to family/next-of-kin, if necessary 

All Staff 

• Practice proper hygiene 

• Work from home, if requested 

• Call down to subordinates to notify them of the emergency, if necessary 

Access and Functional Needs 

• Consult with a physician if necessary 

• Discuss potential health concerns with Safety Lead 

• Practice proper hygiene 

• Avoid congregating in large public areas 




