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Shelter-in-place means finding a safe location indoors and staying there until it 
is safe to leave, or you must evacuate.

➢ The basic concept of shelter-in-place is to put barriers between yourself and 
the danger, while maintaining awareness, communications, and safety.

Shelter-in-place may be required for many different reasons, including:

• Criminal Activity – active shooter, or threatening behavior

• Severe Weather – tornado, hail, winter storm, flooding, or hurricane

• Dangerous Debris Conditions – after an earthquake, or destructive events

• Hazardous Contaminants Release – chemical, biological, or radiological 

If you know or believe there is reason to seal off a room to stay safe from air 
contaminants, there are specific actions you can take to prevent the outside air 
from coming inside.

• Get inside, lock doors and windows.

• Turn off anything that moves air, like fans and air conditioners.

• Seal windows, doors, and air vents with thick plastic sheeting and duct tape.

Where you choose to shelter-in-place should safely and 
effectively shield you from the hazard.

➢ Large storage closets, utility rooms, break rooms, copy 
rooms, conference rooms, and bathrooms without 
exterior windows may work well as shelter areas.
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Here is the basic shelter-in-place procedure. Because every emergency situation 
is different, you will make changes depending on the danger that is outside:

1. If you are inside, stay where you are. If you have time, collect emergency 
supplies. If you are outdoors, get to the closest building quickly or follow 
instructions from emergency personnel in the area.

2. Unless there is an imminent threat, call or text your emergency contact to let 
them know where you are and that you are safe.

3. Move to the safest indoor area possible, which is likely to be a small, interior 
room away from windows. Choose room(s) that have adequate space for 
everyone to be able to sit. 

4. Take additional emergency actions that are specific to the hazard, which 
might be barricading the door, closing vents, sealing the room, using large 
furniture for protection, etc. Remain calm, and if possible, attempt to stay 
updated on the emergency situation.

5. Shelter-in-place until the danger has passed, the conditions warrant an 
immediate evacuation, or emergency personnel give additional directions.


