
 

 

 
 

Building Emergency Coordinator 
Evacuation Checklist 

 
In the event of an emergency affecting SDSU facilities, the Building Emergency 
Coordinator is the lead person on the evacuation of the building and for communicating 
building status to the campus Emergency Operations Center. These checklists are 
provided as tools to assist the Building Emergency Coordinator with evacuation 
procedures.  
 
Building evacuations are divided into three types:  
 
Fire alarm evacuations: Evacuations initiated by the sound of the fire alarm in 
response to a fire or possible smoke in the building.  
 
Controlled evacuations: Evacuations initiated by a phone call/message from the 
University Police/emergency management office in response to a non-fire, non-fire 
alarm report of a potential hazard in or around the building. People are usually able to 
collect personal belongings and leave the building in a slow, deliberate manner.  
 
Active shooter: Evacuations initiated in response to a shooter actively menacing 
campus facilities and occupants.  
 
These checklists provide general information applicable to the majority of anticipated 
emergency situations. They do not address every contingency. Every situation is 
different and you may have to think “outside the box” from what is provided here and in 
your Building Emergency Coordinator training. Sometimes you may have to decide if it 
is safe to move to the rally point or if an alternate location is necessary. Depending on 
the situation you may decide to shelter-in-place until it is safe to leave. In all cases, 
your first concern is your safety and the safety of others.  
 
 
 



 

 

 



 

 

 


