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Sauder Emergency Procedures 
 

-In case of Tornado: At the point that a tornado watch is issued, the Lead Stage Manager 
will read the Tornado watch announcement.  At the point that a Tornado warning is issued, 
the Lead Stage Manager will read the evacuation announcement and commence evacuation 
procedures.  One Usher from position B should exit immediately into the lobby to close the 
emergency doors at the west end of the south hallway.  One Usher from position C should 
close the emergency doors at the west end of the north hallway.  Those Ushers should then 
traverse the hallways to prop open the grey doors at the east end of the hallway so that the 
audience may enter quickly.  This will be the Usher to meet the audience as they arrive in the 
hallway.  S/he must be calming and give them clear instructions as to where the audience 
will be safe.   
 
The remaining usher from positions B and C should block the doors to the lobby so no one 
else may exit that way.   
 
Ushers in positions A, and D should prop open the double doors on the stage and instruct 
the audience to exit through them to the north and south hallways where they will be met by 
an usher from areas B and C.  The Stage Manager should prop open the grey double doors 
and direct the audience to the north hallway.   
 
Ushers in positions F and G should block the doors to the lobby and instruct audience 
toward areas E and H to exit the concert hall.  The Usher in position E should lead the 
audience as far as the grey door to the southeast stairwell.  From there the Usher in position 
E should instruct the audience to continue to the bottom of the stairs where they will meet 
up with area A.  The Ushers in position H should lead the audience as far as the northeast 
stairwell where they should then instruct the audience to continue to the bottom of the stairs 
where they will meet up with area D.   
 
As soon as the flow of people has begun Ushers in areas A, D, E, and H should seek out 
handicapped persons and assist them in exiting the hall.  Handicapped persons on the 
second floor should be carried down the stairs by the necessary number of people. 
**IF THERE IS THREATENING WEATHER ALL WHEELCHAIR RESTRICTED 
PERSONS SHOULD BE SEATED ON THE MAIN FLOOR. 
 
-In case of Fire:  Ushers should open all doors as quickly as possible.  Keep people calm as 
you guide them out. Handicapped persons on the second floor should be carried down the 
stairs by the necessary number of people. 
 
-In case of a fall or other minor injury:  First Aid kits are located in the ticket booth and 
off stage right of the Sauder Concert Hall.  There are also latex gloves in the ticket booth.  
Do not attempt to clean up blood unless you have been trained by the college in blood-born 
pathogen disposal procedures. If no one with training is present call Jodie Baker.  Vomit 
cleanup powder is located in the custodial office in the north wing on the main floor. 
 
Most importantly, in all situations Ushers need to be a calming presence in any emergency.  
Again, always be very clear about who is being instructed to dial 9-911. 
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Other Notes 
-Fire code regulations require that no one sit in aisles or on stairs.  A three foot wide aisle 
must remain on every side of the audience and in all exit pathways. 
-The expected number of emergency personnel is 1 per every 75 people. 
-Someone must be assigned preshow to assist each wheelchair restricted person in the event 
of an emergency. 
-There is a weather radio located in the Ticket Office.  In the case of a weather emergency 
this radio will turn on with an alert message.  If the weather is threatening someone should 
be monitoring this radio during the event.  
 
*Telephones are located Backstage Right, at the Audio Mix Position, in the Cloakroom, and 
in the Ticket Office. 
 


