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A. This guide outlines the procedures to follow in an emergency. Please familiarize yourself 
with these procedures and be prepared to act quickly and calmly. 

1. Emergency Red Binder Information: 

Department managers (or their designated representative) must retrieve the red 
emergency binder during the building evacuations. This binder contains team rosters 
and emergency protocols to assist in accounting for all personnel and guiding 
evacuation procedures. 

2. Emergency Procedures: 

All employees and students should familiarize themselves with the emergency 
evacuation protocols. 

a. During an Emergency:  

 Safely exit the building. 
 Proceed to the designated emergency assembly area. 
 Employees check in with their department manager. 
 Students check in with their student affairs representative. 
 Assess yourself and others for injuries. Report any injuries to your department 

manager or student affairs representative. 

3. Evacuation Procedures / Emergency Assembly Area: 

a. Emergency Assembly Area:  

 Education Building I/II: Courtyard near Scotty’s 
 Simulation Center: Orbach Library Lawn 
 SOMR: Parking lot between buildings (Entomology, Boyden Lab, SPI, SOMR) 

b. Evacuation Procedures: Detailed evacuation maps and procedures are available 
via the QR code below:  
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c. Phased Re-entry (If Applicable): If a phased re-entry is necessary, criƟcal areas and 
departments will be prioriƟzed. The Dean or delegate will communicate the re-entry 
plan and specific instrucƟons to the leadership group and the overall SOM community.  

 4. Communication Plan: 

a. Before an Emergency: 

 Emergency procedures will be reviewed with employees and students regularly 
(e.g., during onboarding, staff meetings, and student orientations). 

 Regular drills (fire drills, earthquake drills, lockdown drills) will be conducted. 
Participation is mandatory. 

b. During an Emergency: 

 Initial communication will occur within 20 minutes of the confirmed emergency. 
 Updates will be provided frequently or as needed. 
 The RAVE Notification System (push notifications, text messages, email) will be 

the primary communication tool. Ensure you have the RAVE Notification System 
notifications enabled. 

 If the RAVE Notification System is unavailable, secondary communication 
methods will be used: phone calls, Zoom, and in-person announcements. 

c. After an Emergency: 

 Communication will include the status of the situation, any damage, and the 
plan for resuming normal operations. 

 Resources for support and counseling will be provided. 

5. Communication about Status and SOM Uniform Action:  

a. The Dean or delegate will communicate with all the members of the SOM leadership 
team daily via a meeting on Zoom, in-person, and/or email, as conditions change, to 
update contingency plans. The Dean or delegate will then communicate updates to 
all employees and students via the RAVE Notification System and the SOM listserv 
to provide information on alternative work, class, or clinical training arrangements if 
the building and/or conditions for travel to clinical affiliates are deemed unsafe. 
Departments will follow uniform guidance provided by the department manager 
and/or their respective unit heads; employees and students will be referred to their 
business continuity plans.   
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b. For student-facing units, each unit head will be responsible for providing students 
with directions on alternative curriculum locations, such as online curricula, etc., 
per the table below. 

Student Body Group Responsible Unit Head 
Undergraduate Medical Education 
(UME) 

Senior Associate Dean  

Biomedical Sciences  Chair  
Master of Public Health (MPH) 
Program  

Chair  

6. Communication Notification Process: 

a. RAVE NoƟficaƟon System – All SOM personnel and students will receive noƟficaƟons 
through the RAVE NoƟficaƟon System (phone call, text messages, email), the primary 
communicaƟon tool. If the system is unavailable, communicaƟon will occur through 
standard phone calls, Zoom, via the SOM listserv, and/or in-person announcements (if 
applicable). 

b. Uniform decisions to acƟvate the department’s conƟnuity plan will be communicated via 
the Dean or a designated spokesperson 

c. Dean or Dean’s delegate will communicate daily noƟficaƟons through the RAVE 
NoƟficaƟon System and SOM listserv.  

d. Daily communicaƟon will conƟnue unƟl the emergency incident has been resolved or it 
is safe to return to on-site work. 

5. Emergency Supplies: 

Essential emergency supplies, such as first aid kits and flashlights, are located in the 
emergency bags in the breakroom. Familiarize yourself with the location of the nearest 
emergency bag. 

6. Backup Power Sources: 

a. Backup power systems will be activated as needed. If backup power is unavailable, 
procedures will be implemented to minimize disruption to essential services. 

b. The situation will be communicated to stakeholders. Early work-from-home and 
online curricula options will be considered if the outage is prolonged. 

c.  
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7. Responsibilities: 

a. Evacuation Coordinator: BSEC Team, Department Manager 
b. Communication Lead (During an Emergency): Chief Financial and Administrative 

Officer (CFAO), Director of Facilities, Strategic Initiatives Representative, 
Designated Leadership 

c. Communication Notifications: Chief Financial and Administrative Officer (CFAO), 
Strategic Initiatives Representative, SOM Facilities Team 

d. Safety Officers: BSEC Team 

8. Training and Drills: 

All employees and students must attend regular training sessions and emergency drills 
to ensure preparedness and familiarity with the emergency plan. 

9. Reporting Concerns: 

If you have emergency preparedness or safety concerns, please contact the SOM 
Facilities Planning Department. planning@medsch.ucr.edu 

 

 

 

 

 

 

 

 

 

1 Dean’s delegate is the CFAO; in absence of the CFAO, the Assistant Dean/Chief of Staff will serve as a 
backup.   


