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Maroon Alerts

• Register to receive emergency alerts.
– Personal information section of Banner

• Follow updates at emergency.msstate.edu or 
@MaroonAlert
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Maroon Alerts
• Phone notifications
• Webpage & web 

banner
• Social Media
• Desktop notifications 

& digital signage
• Alertus beacons
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Emergency Guideline Booklets

• Limited number of booklets available.
• Placards are available.
• Put in a Campus Services request or contact 

Emergency Management.
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Outdoor Warning Sirens
• Intended to notify those 

outdoors.
• Sounds may not 

penetrate buildings and 
vehicles.

• Sirens may stop and 
start again.

• We are working on 
additional features in 
our tests.
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Guide to creating your 
Building Emergency

Action Plan 
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BMO Role During an Emergency

• Know your building and occupants.
• Report or fix problems.
• Be available to assist the CAT or Incident 

Command with information about your 
building.

• Develop, update, and distribute Building 
Emergency Action Plans.
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Building Emergency Action Plans

• Each building is required to have a plan.
• Plans should be updated regularly.
• The online system is the official record.
• BEAPs  provide employees with guidance 

for responding to emergencies. 
• BEAPs give the CAT access to critical 

information during an emergency.
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Best Practices
• This plan is to be used as a training tool and a 

guide. 
• Each emergency is different, and the actual 

response may differ from this plan.
• There is no such thing as a perfect plan. Do the 

best you can with the information you have. Your 
plan will change over time. 
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BEAP Steps
Meet with your building’s Managers & Operators. Determine 
how your building should respond to each situation.

Complete the BEAP Worksheet.

Designate someone to update the online BEAP.

Publish the BEAP and share with the appropriate people.
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Please collaborate with others in your 
building. 

Reach out to other departments: Police, 
Environmental Health & Safety, 
Emergency Management, etc. 
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Who has access
• All BMOs in a building will have access to their 

building’s BEAP.
• BMOs do not have access to edit plans they are 

not assigned to.
• Building occupants & the public do not have 

access to the BEAP system. 
• Your BEAP must be Published (pdf) and 

shared. - You share it with who you deem 
appropriate
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BEAP Completion

• Answer the questions that are 
appropriate. 

• At a very bare minimum, you should 
include:
– AED and First aid kit information
– Evacuation instructions
– Severe weather instructions
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BEAP Worksheet

• How do you communicate?
• Building notes
• AEDs
• First-aid kits
• Fire extinguishers
• Regroup / reunification
• Severe weather gathering/refuge areas
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More questions to consider

• Do you have any special instructions for:
– Power outages
– Hazardous materials
– Medical emergencies
– Infection control & prevention
– Assisting those with special needs
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Communication
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Creating your BEAP
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Logging In

• Visit: 
https://www.buildingmanager.msstate.edu/

• The BEAP link is on the left side.
• Use your NetID & password to enter the 

system
• All BMOs for your building will have access 

to the same document.

https://www.buildingmanager.msstate.edu/
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Navigating the site

Return to this page to see the list of buildings you have access to.

See your completed & published BEAPs

Click the gear to begin editing this building’s plan.
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Jump to a section of your BEAP
Add non-MSU contacts

Add your own pdfs

See how your 
finished plan 
will look
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You may wish to have additional MSU personnel listed
(NetID required)

Identify this person as a Weekend or Football 
game contact or just an extra contact

Edit this person’s contact information
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Groups

Continue on to the next page

Create a new building group
*see following slide 

Save your work

Only publish once you have 
finalized and approved your plan
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Groups

• Most buildings do not need to be divided 
into groups. However, some building areas 
or departments have significantly different 
responses.

• BMOs are encouraged to create a plan for 
the general building first. You can always 
go back and add building groups later.
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Building Operations, Security, 
Afterhours, & Special Events

Confidential sections allow you to 
document information that should 
not be shared with everyone. Only 
your building’s BMOs will see this 
information.

Click the checkbox if you do not 
wish to include additional 
information.

This could include building hours 
or other general notes about your 
building.
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Football Home Game Weekends

Is your building occupied on home football game weekends? Include additional 
details that apply to these events.
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Section 5: Emergency Procedures

Do not feel pressured to insert 
comments for every section. This is 
completely up to you.

Check the box on the left if you do 
not need to add comments in each 
section.

Contact brent.crocker@msstate.edu 
if you run out of room in any of the 
boxes.

mailto:brent.crocker@msstate.edu
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Section 5: 
Emergency 
Procedures

Fire extinguisher locations can be 
listed by floor or building section. 
Use a method that makes sense for 
your building.
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Fire Extinguisher Locations
Options:
1. List the locations of the fire extinguishers: “A fire 

extinguisher is located at the following: (1) 1st Floor 
Stairwell (2) NE Corner of Auditorium (3) etc…”

2. List general locations: “A fire extinguisher is located on 
each floor next to the stairwell. The Office suite has 2 
extinguishers. Each are in a marked box on the wall.”

3. Add an appendix file and reference it in the text box. 
“Fire extinguishers are located throughout the building. 
Please see the appendix: Fire Extinguishers and 
Emergency Exits.pdf for more information and 
locations.”
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Severe Weather Refuge Area 
Locations

• Example:
“Move to the hallway between rooms 110 and 
130. Overflow space is available in rooms 140 
and 141.”
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Active Shooter Shelter Locations

• Most buildings should not identify a specific 
location to shelter from active shooter 
events.

• Instead, you can provide further guidance 
for your building occupants to find a 
suitable safe place to go.

• Contact Emergency Management if you 
have questions or need guidance. 
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Additional Sections

• The “Additional Sections” page allows you 
to add more topics that may not have been 
listed. 

• This should only apply to those with 
concerns that were not addressed in the 
earlier sections.



Emergency Management
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Additional Sections

• Could be used for:
– Missing children
– Elevator issues 
– Leaking / flooding spaces
– Guests / visitor concerns
– Other
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External Contact

• External contacts are companies, agencies, 
or individuals not affiliated with MSU who 
may be needed in an emergency.

• Examples:
– Air gas companies
– Service or repair businesses
– Area experts or partners
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External Contact
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Adding Files
• You can add files to your plan.
• These must be in a pdf format. Use a 

filename that describes the contents.
• You do not have to upload them in any 

particular order. You will be able to reorder 
them later.

• Currently, you will need to email these 
separately along with your plan, when 
sharing.
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Adding Files
• Examples

– Maps
– Contact lists
– Photos (saved as a pdf)
– Instructions
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Adding Files
View, rearrange, or 
delete existing 
files.

Click to access the 
files page.

Click “Choose 
File” to locate your 
pdf on your 
computer.

Click “Load New 
File” to finish your 
upload
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Saving & Publishing
Save your work

Only publish once you have 
finalized and approved your plan

• Save your work as you progress through the 
steps. If you leave a page without saving, all 
new information will be lost.

• Publish your document once you are satisfied 
and ready to distribute it. “Save & Publish” will 
email the other BMOs of your building so they 
know a new version exists.
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Sharing
• Share with anyone you feel appropriate.
• You can publish two versions of your BEAP 

pdf:
– Public – To be shared with those in your building. 
– Confidential – May have information you do not 

want to share with everyone in your building 
(phone numbers, storage details, etc.).

All of your building’s BMOs will have access to both 
versions.
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Updating

• You may update your plan anytime you 
wish. 

• It is recommended that BMOs review their 
plans at least once a year and anytime 
changes are made to the building, staffing 
structures, or procedures.

• You may also recognize a need for changes 
after a drill or emergency.
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Updating

• When you publish the new plan, other 
BMOs in your building will be notified.

• The BMOs are responsible for sharing the 
updated plan.
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Assistance

• Feel free to contact us if you have any 
questions. 

• We can review a plan with you. However, 
this is your plan. We may be able to help 
guide you, but no one knows your building 
better than you.
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Brent Crocker
Director

brent.crocker@msstate.edu
662-418-6408 (cell)

662-325-4521 (office)

Contact us for additional training.

Natasha Cundy
Assistant Director

natasha.cundy@msstate.edu
662-325-0214 (office)
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