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Introduction 

Emergency management is a continually evolving process. At South Dakota State University 

(SDSU), the Emergency Management Team (EMT) is the university committee responsible for 

development, implementation and coordination of emergency planning, response and recovery 

activities. The list of team members is available on the university’s emergency management 

website. Among other emergency management activities, the EMT is responsible for 

development and management of the university’s Continuity of Operations Plan (COOP), the 

Building Emergency Plan (plan) and Building Warden Program (program).  The university’s 

emergency management specialist is responsible for coordinating the plan and the program. 

The building emergency plans created by the program are crucial parts of emergency planning 

and response. Plans provide general information and documents specific to building emergency 

procedures such as building evacuations, sheltering-in-place and the roles and responsibilities of 

building wardens, administrators, and other building occupants. 

Wardens are university employees who volunteered or were selected and are responsible for 

developing the plan for their facility, coordinating building occupant training and, to the extent 

the activities can be conducted safely, serve in a response capacity during an incident. 

All buildings have a warden and a plan. In some cases, especially in large buildings, there may 

be deputy, area, or floor wardens. To assist wardens in plan development, a standardized 

template was developed. This template and its companion, the Building Warden Guide, provide 

campus-wide consistency to the planning process, allow occupants of the building to become 

familiar with the steps taken to assure their safety should an incident occur, identify primary and 

secondary warden(s), and provide guidance on the proper response to an emergency and 

additional information and support. 

This template is designed to encourage continuous proactive prevention and response activities 

to reduce the potential for and the impact of an incident. The template contains building-specific 

information and protocols and requires the input of wardens, building administrators and 

building occupants. 

While the product of this effort is the plan, an ancillary benefit of completing a building plan is 

the process itself, as it educates building occupants of the procedures in place on campus and 

within their facility that enhance their safety.  

Upon completion, the plan is reviewed by the building administrator(s) and sent to the university 

emergency management specialist for final review and approval. The warden and the emergency 

management specialist annually review the plan.  

 

 

https://www.sdstate.edu/safety-security/emergency-management


4 

 July 18, 2022 
 

 

Building Administrator(s): Deans/directors/department heads are responsible for: 

• Identify and assign warden(s); 

• Provide warden(s) adequate release time for program support; 

• Provide necessary equipment and supplies; 

• Provide nonmaterial support; and 

• Review and approve plan before submission for review by the emergency management 

specialist. 

 

Building warden(s) planning responsibilities: 

• Complete building emergency plan. 

• Coordinate activities identified in the plan. 

• Distribute plan to building occupants. 

• Complete an annual review of and update the plan. 

• Assure the plan is available during an incident. 

• Work with the department head/director to identify an adequate number of area wardens 

for the buildings in which they are responsible. 

• Provide training to the area wardens. 

• May provide training to the building occupants in the areas of fire and life safety, 

evacuations, and how to react during an emergency. 

• Conduct or assist in evaluating the readiness of buildings and life safety systems; and 

• May also be present during any life safety inspections, installations, maintenance, or 

repair of devices in a building or workplace. 

 

To the extent wardens are available and activities can be conducted safely, their responsibilities 

during an emergency include: 

• Assist in evacuation. 

• Report to Emergency Assembly Area (EAA) and account for evacuated personnel. 

• Collect and provide essential information to emergency response personnel (e.g., location 

of incident, persons in building, special hazards, etc.). 

• Report on the state of the evacuation to emergency responders. 

• Record evacuation details; and 

• Complete an after-action report. 

 

Area wardens planning responsibilities include: 

• Participate in planning and response activities. 

• Be familiar with the use of safety equipment located in the building. 

• Be familiar with any special needs of the occupants within their area of responsibility. 

• Facilitate the education/practicing of the emergency evacuation procedures with the 

occupants; and 

• May also be present during any life safety inspections, installations, maintenance, or 

repair of devices in a building or workplace. 

 

Responsibilities 
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Area warden responsibilities during an emergency, to the extent these activities can be done 

safely, include:  

• Inform people when they need to evacuate in the event of an emergency. 

• Coordinate general safety and assist with evacuations within their assigned building; and 

• Verify that everyone in assigned area is out of the building and report missing occupants 

to the warden or emergency responders. 

 

Wardens are provided with all the training necessary to complete this specialized function. The 

training consists of the following topics: 

• General causes of emergencies and methods of prevention. 

• Identification of potential risk—areas in the building or workplace where knowledge of 

processes which can be controlled. 

• Methods of extinguishing fires. 

• Evacuation of physically handicapped occupants; and 

• Evacuation of victims. 

 

Building occupants are responsible for: 

• Participating in building emergency planning and response activities. 

• Being familiar with the plan. 

• Knowing the evacuation routes and EAA location(s). 

• Participating in exercises/drills. 

• Attending department training sessions; and 

• Following the directions of first responders and building wardens. 

 

The emergency management specialist is responsible for: 

• Technical assistance. 

• Distribution of backpacks. 

• Plan review; and 

• Coordination of training.  

• Fire extinguisher use. 

• Fire/tornado drills; and 

• Hazard identification and mitigation. 
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Notification of an emergency 

 

The City of Brookings, Brookings County and the university use a variety of tools to 

communicate with their communities. Collectively, these comprise the area’s emergency 

communications systems. The city and county exclusively use a countywide siren to inform the 

community of a tornado warning. The university emergency communications system includes 

Everbridge, Alertus Desktop Notification and university-controlled websites and social media. 

 

Everbridge provides email notifications for all university students and employees. Staff and 

students may add additional emails, cellular and hardwired phone, and text numbers to the 

system. Alertus Desktop Notification sends emergency information directly to the user’s 

computer monitors and can be downloaded by students and staff. Information on Everbridge and 

Alertus Desktop Communication is available on the Emergency Management website. 

  

The university’s emergency communication system is used for tornado warnings. Through 

Everbridge, all community members receive an email and other user-selected methods, notifying 

them of the tornado warning that direct them to seek shelter. University community members 

who downloaded Alertus Desktop Notification receive the warning on their computer screens. 

The university announcement of a tornado warning is independent of the Brookings City/County 

siren. As a result, one may receive notification of a tornado warning before or without a siren 

notification. 

 

In addition to tornado warning notification, Everbridge and Alertus Desktop Notification and 

university-controlled social media and Web sites are also used for an event that may or currently 

impact a large portion or all the campus or community. These communications inform 

community members of the emergency and provide direct actions to mitigate the effects of the 

emergency. The university emergency communications policy 10:3 Community Notification of 

Potential, Imminent or Active threat the University is available at the university policy and 

procedure website.    

 

At the individual building level, the primary communication tool is the fire alarm system’s horns 

and strobes. Except for a fire alarm system test, fire alarms are only used to activate a building 

evacuation. In rare instances, police or other first responders will inform occupants of the need to 

evacuate or shelter-in-place independent of any other form of communication. 

  

Procedures 

https://www.sdstate.edu/safety-security/emergency-management
https://www.sdstate.edu/policies-and-procedures/section-10-safety-and-security
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University policy requires immediate evacuation when any fire alarm sounds within a building. 

All faculty, staff, students, and any other individuals within the building must promptly evacuate 

the building using the nearest designated exit routes.  

Evacuation Procedures 

• Personnel may briefly delay evacuating if they need time to shut down electrical and 

other equipment, especially any that involves flame, explosive vapors, or hazardous 

materials. 

• All building occupants shall follow instructions relevant to public safety issued by the 

building warden or fire and police personnel. 

• After exiting building, occupants are to go directly to their designated Emergency 

Assembly Area (EAA) and follow guidance provided by the building warden (or 

designated safety representative) and emergency responders. 

• No one may re-enter building until authorized to do so by fire or police officials. 

• If involved with hazardous research or doing a dangerous procedure, immediately shut 

down operations that could create additional hazards, if left unattended. Evacuate as soon 

as possible. 

• If immediately shutting down hazardous research would cause additional risks or hazards, 

notify the emergency personal of location and hazards.   

• When you evacuate, take keys, coat, medication, purse and any other critical personal 

items with you to the EAA. 

• Close doors as rooms are vacated. 

• Assist those who need help, but do not put yourself at risk attempting to rescue trapped or 

injured victims. 

• Note location of trapped and injured victims and notify emergency responders. 

• Walk calmly but quickly to the nearest emergency exit. 

• Use stairways only. Do not use elevators. 

• Keep to the right side of corridors and stairwells as you exit. 

• Proceed directly to your designated EAA. Stay away from the immediate area near the 

building you evacuated. 

• Remain in EAA until accountability is taken and instructions are given. 

• Do not re-enter the building until authorized by fire or police department personnel give 

the “all-clear” instruction.  

 

  

Evacuation 
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An area of refuge is a building location designed to hold occupants who are physically unable to 

evacuate during a fire or other emergency or when evacuation may not be safe or possible. 

Occupants can move to an area of refuge where they can be rescued by a first responder or 

capable volunteer. Some areas of refuge have systems that allow communications between the 

area of refuge and the fire panel. First responders check the panel to determine if the area of 

refuge indicator has been activated.   

 

When physically unable to evacuate a facility, building occupants may visit an undesignated 

area of refuge that provides protection from the threat. It is important that occupants who seek 

refuge in a location not identified as an area of refuge immediately notify first responders of their 

location and situation. Evacuees aware of individuals who have sought refuge should help them 

evacuate the building, if possible. If they are unable to assist others, evacuees should notify first 

responders of the location of the individual(s).  

 

Shelter-in-place means seeking immediate shelter inside a building and is appropriate for 

tornadoes, earthquake, and releases of hazardous materials in the outside air, civil disturbance 

and for the report of armed intruders on campus. When directed to shelter in place seek shelter 

that is appropriate to the emergency. Stay sheltered until you receive information the emergency 

has passed or that evacuation is possible.   

 

When to shelter-in-place: You must immediately seek shelter when: 

1. Hear the Brookings City/County sirens. 

2. Directed by a message from the emergency communications system. 

3. Directed by police or fire department personnel; or 

4. See or are made aware of a threat indicating sheltering-in-place is necessary. When safe 

to do so, make sure the police are aware of the threat by dialing 111 from a campus 

phone or 911 from a cellular phone. 

 

In some situations, the decision to evacuate a building or area may be a more advisable than 

sheltering-in-place. These situations are fact dependent and may require action with limited 

information. For example, if there is a report of a hazardous material spill, evacuation may be a 

better option than sheltering-in-place.   

 

 

 

 

 

 

 

 

 

 

Area of Refuge 

Shelter-in-Place 
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Incident Appropriate Shelters Additional Information 

Tornado  Lower levels of building away from 

exterior doors and windows. 

Monitor local news for most current 

information. 

Hazardous 

Materials 

Incident  

Remain in or move to unaffected 

areas and close windows and doors.  

Wait for instructions from the university. 

Be prepared to evacuate current location 

should conditions change.  

Active shooter/ 

armed intruder 

Seek a safe location, preferable a 

room without windows that can be 

locked or secured by barriers. 

Remain out of view and silent. Monitor 

emergency messages for most recent 

information and direction.  

Individuals may be confused or physically unable to evacuate or shelter-in-place. As a result, 

occupants are encouraged to assist others if they can do so safely. 

 

Portions of or all the university emergency notification system may be used to provide an all-

clear message. In some circumstances, a first responder will signify all clear by going room to 

room.  

 

The primary source of fire suppression at SDSU are building sprinklers, fire-rated doors, hand-

held fire extinguishers and HVAC systems that shut off when a fire alarm occurs. Some areas on 

campus may have fire-suppression equipment designed for the specific needs of the facility.  

 

Fire alarms can be activated in the following ways: 

• Pull station activation. 

• Smoke/heat detector activation; and 

• Sprinkler system activation. 

 

All fire alarms require an immediate evacuation of the facility. Do not use the elevator during a 

fire alarm. The building may not be re-entered until the alarm has been investigated and the fire 

alarm system reset. At that time, fire or police officials allow building re-entry. Manual fire 

alarm pull stations are generally located throughout the facility with most buildings having a pull 

station near the front lobby near the fire panel. 

 

 

When a fire alarm occurs, elevators return to the ground floor and fire doors throughout the 

facility close. In some cases, air handlers shut down. These services are restored once the 

building has been evacuated and the fire alarm reset. 

 

Fire extinguishers are located throughout most facilities and are inspected monthly. SDSU uses 

class ABC extinguishers that are red in color. Generally, they are located on each floor of every 

building, mounted to the wall or inside cabinets in the common corridors. 

 

 

When present in buildings, smoke/heat detectors are often located in common areas and 

corridors. Activation of smoke detectors in the elevator lobbies take the elevators out of service 

and return them to the ground floor. The doors open and the elevator car are deactivated until 

Fire Alarm/Fire Suppression Information 
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reset or controlled by firefighters. Smoke detectors may also shut down the HVAC equipment 

throughout the building to prevent the spread of fire and smoke within the building. 

 

Summary 
 

The program and plans are effective methods of preparing for and responding to an incident at 

the individual building level. The effectiveness of the program and plans are dependent on the 

active participations of the warden(s), building administrators and building occupants. This 

document is intended to provide general information to enhance the safety of the community and 

should be used as a resource in the development of the program and plan. 

 

The plan template is designed to provide wardens a tool to provide building-specific information, 

such as the location of designated evacuation assembly areas, shelters and AED along with 

specific building hazards and considerations. Jayme Trygstad, the university’s emergency 

management specialist, is available for assistance. 
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Appendix 

 

Appendix A:  Acronyms and Term Definitions 

 

Acronyms 

BW:  Building Warden 

BEP:  Building Emergency Plan 

EAA:  Emergency/Evacuation Assembly Area 

EPG:  Emergency Procedures Guide 

BFD:  Brookings Fire Department 

UPD:  SDSU Police Department 

EH&S:  Environmental Health and Safety 

 

Term Definitions 

Automatic External Defibrillators (AED): An AED is a medical device designed to analyze 

sudden cardiac arrests and deliver an electronic shock to the heart if the computerized system 

deems it necessary. See AED policy in appendix 

  

Building administrators: Vice presidents, deans, directors and/or department heads that have 

offices located in the building. 

 

Building emergency plan: The plan is a document that consists of emergency procedures, 

activities for preparing for emergencies, and roles and responsibilities of building occupants. 

 

Building safety committee: A group composed of members of each department in the building 

generally chaired by the building warden or other employee, charged with coordinating building 

safety concerns. 

 

Building specific considerations: Some buildings have building specific considerations that are 

unique to their building. While these do not identify an increased hazard, they may require 

different actions than would be necessary for other facilities. Examples may include research and 

childcare/preschool facilities on campus. 

 

Building-specific hazard: Most buildings house hazardous materials at some level. These may 

include routine cleaning supplies, industrial solvents, fuels, oxidizers and research-related 

chemicals/radioactive materials. Identification, quantity and location of these materials, may be 

important to first responders.   

 

Critical function: Any operation or process that is essential to the long-term viability of the 

department and/or the university. 

 

Department safety manager: This coordinator is a university employee who assists department 

management in coordinating, implementing, and documenting the department’s safety program. 

This includes ensuring that the department safety committee meets regularly, conducting 

periodic workplace inspections and becoming or remaining a participant in the Integrated Safety 

Program. 
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Emergency/Evacuation Assembly Area (EAA): A predesignated safe location(s) near a 

building where building occupants assemble and report to the roll taker(s) after evacuating their 

building. Location should be at least 150 feet away from the building.  

 

Emergency management flip chart: A resources designed to provide information to the 

community on common threats and general responses to emergencies. Flip charts are available 

from the SDSU emergency management coordinator.  

 

Emergency power: Where existing, building backup power automatically maintain/restore 

electrical power to the facility. Capacity ranges from support of all electrical function to 

temporary support of life-safety features such as emergency lighting.  

 

Emergency responder(s): Person who aids in an emergency (or potential emergency) situation 

in a building. These individuals are not building occupants and may be UPD, Brookings Fire 

Department, Brookings County Emergency Management, SDSU emergency management 

specialist, SDSU Facilities and Services, SDSU Environmental Health and Safety, etc. 

 

Outdoor warning sirens: Brookings County Emergency Management/Brookings Dispatch 

controls activation of the siren system. Sirens are part of the warning notification system for any 

major shelter-in-place event such as tornado warning, or as deemed necessary by police 

personnel. 

 

Panic alarms: Panic alarms, often referred to as duress alarms and are activated by an individual 

who is under duress. All panic alarm-activated information is sent to UPD. 

 

Resources: Building wardens have been provided with a backpack for their use. The backpack 

contains a first aid kit, flashlight w/batteries, vest, work gloves, notepad w/pen, zip lock bag, and 

a whistle. It is the responsibility of the BW to work with the emergency management specialist 

to make sure the backpack’s items are current and operational. 

  

Building wardens provide or coordinate training opportunities for building occupants such as: 

• Fire extinguisher training. 

• Fire drills; and 

• Emergency Management flip chart   

 

Roll taker: A building occupant assigned to take roll at the EAA after a building evacuation, 

understanding that this is a difficult process at a public university. 

 

Security alarms: Devices that determine when a security breach has occurred. They primarily 

detect motion, glass breakage or motion within a facility. When a breach has been detected, UPD 

is notified of the alarm. 

 

Utilities controls: The location of a utility shutoff is important information for first responders. 

Building wardens should be prepared to provide this information to first responders. First 

responders, Facilities and Services staff and utility employees are the only people authorized to 

turn off utilities. 
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Appendix B: Resource List 

 

SDSU Police Department (UPD): 605-688-5117 (24 hours a day/7 days a week) 

Responsible for enforcing campus policies and regulations in order to uphold the safety and 

security of campus and can be found online: http://sdstate.edu/safety/ 

  

SDSU emergency management specialist: 605-688-4251 (M-F, 8 a.m.-5 p.m.) 

The individual serves as the focal point for emergency preparedness questions and issues. 

Reference the following website for more information: http://sdstate.edu/safety/. 

 

Environmental Health and Safety: 605-688-4264 (M-F, 8 a.m.-5 p.m.) 

Information on various safety topics, including employee training, can be found online: 

http://sdstate.edu/safety/.                         

 

Facilities and Services:  605-688-4136 (M-F, 8 a.m.-5 p.m.) 

Department provides installation and repair of facility safety equipment. Maintenance services 

can be found online:  

https://insidestate.sdstate.edu/administration/facilitiesandservices/default.aspx    

 

Brookings Fire Department: 605-692-6323 (M-F, 8 a.m.-5 p.m.) 

More information:  http://www.cityofbrookings.org/index.aspx?NID=231 

Information on training and services should be scheduled through Environmental Health & 

Safety at 605-688-4264. 

  

http://sdstate.edu/safety/
file:///C:/Documents%20and%20Settings/rdwright/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Emergency%20Bldg%20%20EvacuationdraftMay07%20.doc%23_Hlk168203421
file:///C:/Documents%20and%20Settings/rdwright/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Emergency%20Bldg%20%20EvacuationdraftMay07%20.doc%23_Hlk168203421
http://sdstate.edu/safety/
http://sdstate.edu/safety/
file:///C:/Documents%20and%20Settings/rdwright/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Emergency%20Bldg%20%20EvacuationdraftMay07%20.doc%23_Hlk168203352
file:///C:/Documents%20and%20Settings/rdwright/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Emergency%20Bldg%20%20EvacuationdraftMay07%20.doc%23_Hlk168203352
https://insidestate.sdstate.edu/administration/facilitiesandservices/default.aspx
http://www.cityofbrookings.org/index.aspx?NID=231
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APPENDIX C: Fire Extinguisher Training 

 

Be familiar with your assigned area, the occupants, exit facilities and the fire equipment. Know 

the location and operating features of the fire alarm pull station and fire extinguishers. 

  

UPON DISCOVERY OF A FIRE: 

➢ CALL 111 from a campus phone or 688-5117 IMMEDIATELY TO REPORT ANY FIRE 

BEFORE ATTEMPTING TO EXTINGUISH THE FIRE. 

➢ ACTIVATE THE FIRE ALARM SYSTEM IF THE FIRE IS IN THE BUILDING BEFORE 

ATTEMPTING TO EXTINGUISH ANY FIRE. 

Upon discovery of a fire, evacuate the area and activate the nearest pull station which starts the 

building evacuation procedures. If you have been trained and feel confident of your safety you 

may attempt to extinguish or isolate a small fire using one fire extinguisher.  

 

Do not attempt to contain a large fire. Be certain to have an escape route that is not obstructed by 

the fire. If you are unsure, do not attempt to deal with the fire. Remember to use the PASS 

System for operating the extinguisher: 

 

* Pull the pin. 

* Aim the fire extinguisher. 

* Squeeze the handle. 

* Sweep across the fire. 
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Appendix D: AED Policy 

Office/Contact: Division of Technology & Security 

Source: SDCL 20-9-4.4 and 20-9-4.6 

Link:  https://sdlegislature.gov/Statutes/Codified_Laws/2045656 

 

SOUTH DAKOTA STATE UNIVERSITY 

Policy and Procedure Manual 

 

SUBJECT: Automated External Defibrillator (AED) Policy 

NUMBER: 10:5 
 

 

1. Purpose 

The purpose of this policy and its procedures is to establish the standards for the 

purchase, installation, testing, training, inspection, maintenance, and non-medical use of 

automated external defibrillators at the University. This policy and its procedures do not 

apply to medical response use of automated external defibrillators. 

2.   Definitions 

a.   Automatic External Defibrillator (“AED”): A medical device that is designed to 

analyze sudden cardiac arrests and deliver an electronic shock to the heart if the 

computerized system deems it necessary. 

 

b.   AED Owner: The department or division where an AED(s) is located will be 

considered the local owner of the device(s). 

 
c.   AED Program: A coordinated system of purchase, installation, testing, 

training, inspection, maintenance, and non-medical use of AEDs at the 

University. 

 
d.   Departmental AED Program: An AED Program that is approved by the 

Department of Environmental Health and Safety (“EHS”) to meet University AED 

Program requirements. 

 

e.   Good Samaritan Law: SDCL 20-9-4.4. “Civil immunity for emergency use or 

nonuse of AED. Any person, who in good faith obtains, uses, attempts to use, or chooses 

not to use an AED in providing emergency care or treatment, is immune from civil 

liability for any injury as a result of such emergency care or treatment or as a result of an 

act or failure to act in providing or arranging such medical treatment.” 

 

f.    Sudden Cardiac Arrest: A life-threatening event when a person’s heart stops or 

fails to produce a pulse. 

https://sdlegislature.gov/Statutes/Codified_Laws/2045656
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3.   Policy 

a.   The Department of Environmental Health and Safety (“EHS”) is the primary 

responsible office for the University AED Program. AED Owners are responsible for 

maintaining an EHS approved Departmental AED Program. 

 

 

b. All purchase, installation, testing, training, inspection, maintenance, and non-medical 

use of University AEDs will performed in a standardized manner as coordinated through 

the AED Program.  

c. Individuals are not required to use or attempt to use and AED at the University. Those 

who choose to use an AED in a non-medical instance in an emergency do so on a 

voluntary basis and are not directed to do so by the University.  

 

 

4. Procedures  

a. The Department requesting an AED is responsible for:  

i. Prior to purchasing or acquiring an AED:  

1. Developing a Departmental AED Program and obtaining approval by 

EHS under the University AED Program;  

2. Obtaining AED and AED location approval from EHS;  

3. Contacting Facilities and Services to determine AED installation costs;  

4. Providing the University Purchasing Office the AED purchase request 

and the required EHS and appropriate unit supervisory approvals prior to 

purchasing or acquiring an AED.  

 

ii. The development of a Departmental AED Program that will comply with the 

University AED Program and will also include:  

 

1. Identification of Departmental staff responsible for the Departmental 

AED Program, including also  

a. The designation of at least one (1) individual trained on proper 

use of the AED(s) on site during normal business hours,  

b. A Department individual who regularly checks to ensure that 

the AED is intact and is working order with no parts missing or 

the door on the unit has not been opened or damaged;  

 

2. Retention of the AED instructions, manuals, and part diagrams;  

3. Departmental AED inspection, training, maintenance and certificate 

records, and requirements;  

4. Requesting, scheduling, coordinating, and recording all AED training 

provided by EHS;  
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5. AED installation through Facilities and Services;  

6. AED supply kit;  

7. Regular inspection of the AED to ensure the AED is intact and 

operational with no parts missing and that the door on the unit has not 

been opened or damaged;  

8. Requirement to notify EHS of AED deficiencies, system 

abnormalities, or use of AED;  

9. Responsibility for all costs associated with the AED, including, but not 

limited to initial purchasing and installation, training, and purchasing and 

replacing batteries, pads or other materials as needed, including the cost 

of restoring the unit after use.  

 

b. EHS is responsible for the following AED support services:  

 

i. Development of a University AED Program that includes 

  

1. University AED standards and requirements;  

2. Approval of Departmental AED Programs and AED acquisitions as 

well as their locations;  

3. Recording AED(s) information to include; AED make, model and 

serial number;  

4. Adding and updating the location(s) of the AED(s) to the UPD master 

list of AED locations on campus;  

5. Maintain AED training records;  

6. Monitor updates to statutes and regulations concerning AEDs and 

inform the University Departments of updated requirements;  

7. Act as a liaison for AED Owners, UPD, and others for maintenance 

and compliance;  

8. Labelling the AED(s) to facilitate documentation of AED checks;  

9. Inspecting the AED(s) at a minimum of every six (6) months or as 

recommended by the manufacturer, including battery testing and any 

other testing or system software upgrading as mandated by the 

manufacturer;  

10. Record noted deficiencies or system abnormalities that are reported 

to EHS for corrective action;  

11. Ensure that used AED(s) are restocked and tested as per 

manufacturer recommendations. All costs of restocking of the unit will 

be charged back to the AED Owner.  

 

ii. Routinely reporting to the Emergency Management Team Chair the status of 

AEDs and the program at SDSU.  

 

 

c. Notification  
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i. When an individual in a Department uses an AED, the Department’s 

designated responsible individual shall notify EHS of use within twenty-four (24) 

hours.  

ii. When used in an emergency, staff of the UPD will notify EHS that a devices 

has been used and requires maintenance. UPD will forward all reports of AED 

use to EHS and the South Dakota Office of Risk Management within twenty-four 

(24) hours of the incident.  

 

d. AED Removal  

 

i. EHS will remove inoperable devices.  

1. EHS will request Facilities and Services remove AED(s) upon written 

request or notice from the Department the AED requires maintenance, or 

upon EHS determination that the AED requires maintenance.  

2. All cost associated with the removal of the AED(s) will be the 

responsibility of the Department that owns the AED(s).  

 

e. Construction and Renovation   

 

i. In new construction and facility renovation the purchase and installation may 

be considered as part of the cost of the project.  

ii. The proposed AED is subject to all the requirements of this policy and its 

procedures.  

 

f. Existing Devices  

 

i. With the exception of purchase and installation, all existing AEDs will conform 

to this policy within thirty (30) days of its approval or will be removed.  

 

 

5. Responsible Administrator  

 

The Vice President for Technology and Security, successor, or designee, is responsible 

for the annual and ad hoc review of this policy and its procedures. The University 

President is responsible for approval of this policy.  

 

SOURCE: Approved by President 02/23/2016; Revised, Approved by President 9/13/2021. 
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Appendix E: Fire Drill Checklist 

 

  



21 

 July 18, 2022 
 

Appendix F: Facility Safety Checklist Date: ________________ 

 

CHECKED ITEM CORRECTIONS NEEDED 

 List of wardens updated.   

 Wardens appointed to cover all areas.  

 Wardens trained.  

 Check that all egress routes and emergency 

exits are clear and unobstructed. 

 

 Check that all fire equipment is in place and 

appears in good condition: 

 Fire extinguishers 

 Monthly Inspection Tags 

 Annual Inspection Tags 

 Fire blankets 

 Hose cabinets  

 Hydrants near the building 

 

 Check that all exits are acceptable. 

 Exit doors are not obstructed.  

 Exit doors are not blocked open. 

 Doors with self-closures close and latch 

from the full open position without 

being assisted. 

 EXIT signs are illuminated  

 When pushing the TEST button on 

EXIT signs, the lights continue to 

remain illuminated. 

 Emergency Lighting (frog eye type 

lights) operates when the TEST button is 

pushed 

 

 Walk the exterior and interior common areas 

of the building and look for excessive 

combustibles, chemicals, or areas of concern 

for the safety of the occupants. 

 

 Look at the fire alarm panel and verify that 

the fire alarm system shows GREEN lights 

and that there are no YELLOW or RED 

lights. 

 

 In sprinkler-protected buildings, look at the 

sprinkler heads for any debris, paint on the 

sprinkler heads, obstructions within 18 

inches of the heads, fire department 

connection on the building. 
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Appendix G: Record of Changes 

  

Change By Date 
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