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PREFACE
This Emergency Plan and Procedures Guide has been designed as a basic contingency manual for the college personnel in order to plan for campus emergencies. While the guide does not cover every conceivable situation, it does supply the basic administrative structure and guidelines necessary to cope with most campus emergencies.  The college practices and procedures described herein are expected to be followed by all staff and faculty members whose responsibilities and authority cover the operational procedures found within this guide. Campus emergency operations will be conducted within the framework of the college guidelines. Any exceptions to these crisis management procedures will be conducted by, or with the approval of, those college administrators directing and/or coordinating the emergency operations. 

All requests for procedural changes, suggestions, or recommendations will be submitted in writing to the Vice President for Finance for technical review. All changes recommended by the Vice President for Finance will be submitted in writing to the President for evaluation and adoption.

Written Response Plan
The National Safety Council recommends that all facilities have a written response plan including procedures for emergencies most likely to occur at the facility.  The plan should address the action employees must take to assure their collective safety during an emergency.  It must include information on applicable emergency procedures for general evacuation, fire reporting, medical emergencies, bomb threats, tornado safety, notification procedures for deaths, hazardous material releases, earthquakes or structural failure, armed robbery, and other related events.  All employees must be trained to respond to various emergencies that may occur for any plan to work.

Crisis Management Teams
Each campus of Southern West Virginia Community and Technical College has a Crisis Management Team that is under the leadership of the Director of Campus Operations.  Each team member will be appointed by the President and should include someone from facilities management, academic affairs (science faculty member, allied health, and/or criminal justice faculty), student affairs (counselor), a student, any college or outside group that uses our facility (daycare) on a regular basis, and anyone else who can provide needed expertise.

Team members should be trained to handle the first response.  They are to analyze the crisis, implement the crisis management plan and conduct a post-crisis evaluation and recommend updates to the plan to the Vice President for Finance as necessary.

The training should also include a hazard assessment that would cover critical equipment.  This would include the location of all utility entry points and shut-offs, determine if shipping, rail, air or highway emergency events may have a spillover effect, determine what hazardous materials exist on site, and what neighboring facilities could have a spillover effect in an emergency. 
Recovery and Restoration Plan (COOP Plan – Continuity of Operations Plan)
Planning for recovery and restoration or continuity of operations is often overlooked in crisis management planning, but it is as important, if not more so, to the life of the institution.  This should include a comprehensive damage assessment, restoration of basic services, and a contract in place prior to any emergency for temporary space and equipment needs so the college basic functions can continue while the facility is being repaired.  
Preparedness
To be prepared for a crisis, a plan of action must be in place.  This includes naming a crisis management team and that the team members are trained and have defined roles.  Their training should include practice sessions through drills and table top exercises. 
Evacuation drills should take place each semester.  Other less extensive drills or rehearsals involving fewer employees should be practiced periodically to ensure that those people having critical roles to play understand and can carry out their assignments in a timely fashion.

In order to ensure that faculty and staff have quick and easy access to emergency reference material, an emergency flip chart should be placed near their office phone, one in each classroom and the entire manual should be placed on the web.
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PART I
EMERGENCY PLAN
A. 
REPORTING EMERGENCIES

In an Emergency

Dial 9-911
Seconds count in an emergency!  When police, fire or medical emergencies occur, 911 can help save precious time.  It can mean saving property and lives.

If you are using a campus phone, you must dial 9-911.  

If you are using a pay phone line, you must dial 911.

Stay CALM and CAREFULLY explain the problem, location including the campus location, and give a callback number.

DO NOT HANG UP UNTIL TOLD TO DO SO BY THE 911 OPERATOR or if it unsafe to stay on the phone!
If the situation allows, notify the campus operator (dial “0”) and the campus operator will notify the appropriate Director of Campus Operations immediately.

B. 
ON/OFF CAMPUS RESOURCES FOR ASSISTANCE  

1.  ON-CAMPUS RESOURCES FOR ASSISTANCE















a. Campus Emergency Number:

0 (Operator) 7:30 am – 9:30 pm
     
Director of Campus Operations 

see page 3 for listing
b. Maintenance:



0 (Operator) 7:30 am – 9:30 pm
Skilled workers are available from the maintenance department.  They are capable of providing the emergency shutdown of services (water, gas, electricity) and other physical plant issues.  

2.  OFF-CAMPUS RESOURCES OF ASSISTANCE
Generally, the director of campus operations is responsible for coordinating outside emergency assistance. These numbers are given for information and advance planning only and can be found on the individual campus sections you will find later in this document.

C.
MAJOR EMERGENCY GUIDELINES 

1.
PURPOSE 
The basic emergency procedures outlined in this guide are designed to enhance the protection of lives and property through effective use of campus resources. Whenever an emergency affecting the campus reaches proportions THAT CANNOT BE HANDLED BY ROUTINE MEASURES, the President, or his/her designee, may declare a state of emergency, and these contingency guidelines may be implemented. There are two general types of emergencies that may result in the implementation of this plan. These are: 1) large-scale disorder, and 2) large-scale natural/man-made disaster. Since an emergency may be sudden and without warning, these procedures are designed to accommodate contingencies of various types.

2.
SCOPE

These procedures apply to all personnel, buildings, and grounds operated by the college.

3.
TYPES OF EMERGENCY INFORMATION
Types of emergency information covered by this manual are:

· Evacuation Procedures 

· First Aid Instructions 

· Medical and First Aid 

· Fire 

· Utility Failure 

· Violent or Criminal Behavior 

· Chemical or Radiation Spill 

· Bomb Threat 

· Explosion, Aircraft Down, Crash on Campus 

· Civil Disturbance or Demonstration 

· Psychological Crisis 

· Flood 

· Severe Windstorm/Tornado 

· Personal Preparedness Plan

4.
DEFINITIONS OF AN EMERGENCY 

The President or his/her designee serves as overall Emergency Director during any major emergency disaster. The following definitions of an emergency are provided as guidelines to assist Southern employees in determining the appropriate response.

a. MINOR EMERGENCY: Any incident, potential or actual, which will not seriously affect the overall functional capacity of the college. Report them immediately by telephone to Supervisor. 
b. MAJOR EMERGENCY: Any incident, potential or actual, which affects an entire building or buildings and which will disrupt the overall operations of the college. Outside emergency services will probably be required, as well as major resource efforts from campus support services. Major policy considerations and decisions will usually be required from the Administration during times of crisis. Call 9-911 and report by telephone to Supervisor. 
c. DISASTER: Any event or occurrence which has taken place and has seriously impaired or halted the operations of the college. In some cases, mass personnel casualties and severe property damage may be sustained. A coordinated effort of all campus-wide resources is required to effectively control the situation. Outside emergency services will be essential. In all cases of disaster, an Emergency Control Center will be activated, and the appropriate support and operational plans will be executed. Call 9-911 and report to Supervisor.

5.    ASSUMPTIONS 

The College Emergency Plan is predicated on a realistic approach to the problems likely to be encountered on campus during a major emergency or disaster. Hence, the following are general guidelines.

a. An emergency or a disaster may occur at any time of the day or night, weekend, or holiday, with little or no warning.

b. The succession of events in an emergency are not predictable; hence, published support and operational plans will serve only as guidelines and checklists, and may require on-the-spot modification in order to meet the requirements of the emergency.
c. Disasters may affect residents in the geographical location of the college; therefore, city, county and federal emergency services may not be available. A delay in off-campus emergency services may be expected (up to 48-72 hours). 

d. A major emergency may be declared if information indicates that such a condition is developing or is probable.


6. 
DECLARATION OF CAMPUS STATE OF EMERGENCY


The authority to declare a campus state of emergency rests with the President or his/her designee as follows:


During a period of any campus major emergency, the Director of Campus Operations shall place into immediate effect the appropriate emergency procedures necessary in order to meet the emergency, safeguard persons and property, and maintain educational facilities. The Director of Campus Operations shall immediately consult with the President regarding the emergency and the possible need for a declaration of a campus state of emergency.


When this declaration is ordered, only registered Southern students, faculty, staff, and affiliates (i.e., persons required by their employment) are authorized to be present on the campus. Those who cannot present proper identification (registration or identification card, or other I.D.), showing their legitimate business on campus will be asked to leave the campus. Unauthorized persons remaining on campus may be subject to arrest.


In addition, only those faculty and staff members who have been assigned emergency resource team duties or granted permission by the Director of Campus Operations will be allowed to enter the immediate disaster site.


In the event of earthquakes, aftershocks, floods, etc. in or about the campus, or which involves college property, the Director of Campus Operations or designated maintenance staff will be dispatched to determine the extent of any damage to college property.


After the emergency event, an assessment will be made by the President or his/her designee in order to further strengthen the Emergency Guidelines.

D. DIRECTION AND COORDINATION 

1. EMERGENCY DIRECTOR 

The President or his/her designee shall direct all emergency operations.  

In the absence of the President, an assigned Administrator shall assume operation control of the emergency.

2. EMERGENCY COORDINATOR 


The Vice President for Finance or a designated alternate shall coordinate all emergency operations.  The coordination of campus emergency resource teams is the responsibility of the Vice President for Finance or designee, who will coordinate all on-campus emergency functions as directed.

3. 
EMERGENCY COMMAND POST


If the emergency involves a large part of the College, the Command Post is to be set up in the Board of Governors Conference Room in Building C on the Logan Campus.  If this site is unavailable, the Emergency Director or Coordinator is to select an alternate location. At least one person is to staff the Command Post at all times until the emergency situation ends. The Emergency Coordinator or designee for operations of the combined on-site emergency resource team (see next section for a description) shall establish a marshalling area for outside local agency assistance.   A conference room with facilities for emergency teams or media crews, and which is designed to accommodate multiple telephones and/or electrical appliances, is desirable.


If the emergency involves a small part of a campus, it shall be the responsibility of the Emergency Coordinator or designee to set up and staff an appropriate Emergency Command Post.

E.   COLLEGE EMERGENCY RESOURCE TEAM 

While the Emergency Command Post is being established, the Emergency Coordinator shall immediately begin contacting all necessary members of the College Emergency Resource Team (which is different from the Campus based Crisis Management Teams) which consists of the following personnel:

EMERGENCY DIRECTOR: President or assigned Administrator

EMERGENCY COORDINATOR: Vice President for Finance 

DAMAGE CONTROL: Vice President for Finance
HEALTH SERVICES: Dean for Career & Technical Programs
CAMPUS MANAGER:  Director of Campus Operations
PUBLIC INFORMATION: Vice President for Communications 
Team members may coordinate as necessary with the Emergency Coordinator (Executive Vice President) for the implementation and coordination of the campus operation plan and support as it pertains to their areas.  Each campus also has a campus based crisis management team that reports directly to the director of campus operations that will handle the initial phase of the emergency and be a resource to the Emergency Coordinator.
Team members are to keep in constant communication with the Emergency Command Post. General responsibilities of the team members are listed below:

1. EMERGENCY DIRECTOR: President or designee

a. The President or designee is responsible for the overall direction of the campus emergency response.
b. Works with the Emergency Coordinator (Vice President for Finance) and others in assessing the emergency and preparing the college's specific response. 

c.    Declares and ends, when appropriate, the campus state of emergency. 
d.
Notifies and conducts liaison activities with administrative governmental agencies, the College Emergency Resource Team, the Chancellor, the Chair of the Board of Governors and others as necessary. 

2. EMERGENCY COORDINATOR: Vice President for Finance
a. The Vice President for Finance is responsible for overall coordination of the college's emergency response.

b. Determines the type and magnitude of the emergency and establishes the appropriate Emergency Command Post. 
c. Initiates immediate contact with the President and the college administration and begins assessment of the college's condition.

d. 
Notifies and utilizes 911, etc., in order to maintain safety and order. 

e.
Notifies members of the College Emergency Resource Team and advises them of the nature of the emergency. 

f. Notifies and conducts liaison activities with an appropriate outside organization such as Fire, Police, Office of Emergency Services, etc. 

g.
Insures that appropriate notification is made to staff when necessary. 

h.
Performs other related duties as may be required. 

i.
In conjunction with the College Emergency Resource Team, prepares and submits a report to the President appraising the final outcome of the emergency.

3. 
DAMAGE CONTROL: Vice President for Finance with assistance from the Campus Directors
a. The Vice President for Finance provides equipment and personnel to perform shutdown procedures, hazardous area control, barricades, damage assessment, debris clearance, emergency repairs, and equipment protection. 

b. Provides vehicles, equipment and operators for movement of personnel, equipment and supplies; assigns vehicles as required to the College Emergency Resource Team. 
c.
Obtains the assistance of utility companies as required for emergency. 

d.
Furnishes emergency power and lighting systems as required. 

e.
Surveys habitable space and relocates essential services and functions. 

f.
Provides facilities for emergency generators fueled during emergency/disaster. 

g.
Provides for storage of vital records at an alternate site.

4.   HEALTH SERVICES: Dean for Career & Technical Programs
a. The Allied Health Department coordinates emergency medical activities and directs additional trained medical personnel at the disaster site when warranted. 

b.
Prepares and staffs an Emergency Health Center with necessary personnel and equipment. 

c.
Establishes liaison with local medical facilities and physicians to provide necessary support. 

d.
Works with Counselors to support staff and students at this time.

5.   CAMPUS DIRECTOR:  Director of Campus Operations 

a.
The Director of Campus Operations maintains emergency equipment in a state of constant readiness. 

b.
Monitors campus emergency warning and evacuation systems. 

c.
Takes immediate and appropriate action to protect life and property and to safeguard records as necessary. 

d.
Obtains assistance from city, county and federal emergency aid resources as required. 

e. Provides traffic control, access control, perimeter and internal security patrols, and fire prevention services as needed. 

f.
Provides and equips an alternate site for the Emergency Command Post. 

g.
Maintains liaison with the Chief Technology Officer for telecommunications support as necessary.

h.
Trains and coordinates the campus based crisis management teams.

6.   PUBLIC INFORMATION: Vice President for Communications 

All information for media (facts and figures) is channeled through the President.

a. The Director of Communications establishes liaison with the news media for dissemination of information. 
b.
Establishes liaison with local radio and T.V. services for public announcements. 

c.
Arranges for photographic and audiovisual services. 
d.
Prepares news releases for approval and releases to the media concerning emergency.

F. RESPONSIBILITIES OF EMPLOYEE 

1.  PRESIDENT

a. The President, or designated alternate as Emergency Director, is responsible for the overall direction of campus emergency operations, as outlined in the College Emergency Resource Team section of this guide.  The President will establish a specific line of emergency authority, composed of 
designated college managers (i.e., Vice President for Finance) to act as alternate Emergency Director in his/her absence.
b. In the absence of the President an assigned Administrator shall assume the role of the Campus Emergency Director.

 2.  ADMINISTRATORS AND DEPARTMENT HEADS 

Every Administrator and Department Head has the following general responsibilities prior to and during any emergency.

a. Emergency Preparedness

i. Building evacuation information shall be distributed to all employees with follow-up discussions, on-the-job training, or explanation, as required.  Contact the Director of Campus Operations for assistance. 

ii. Time shall be allotted to employees in order to enhance the college's preparedness plans. 

iii. Time shall be allowed for training of employees in emergency techniques, such as fire extinguisher usage, first aid, C.P.R., and building evacuation drills. Contact the Human Resource Administrator for assistance in scheduling training.  These may take place during a Governance Day or be campus based.
iv. Follow-up on reported safety hazards to minimize accidents (i.e., initiate work orders).

b. Emergency Situations 

i. Inform all employees under their direction of the emergency condition. 

ii. Evaluate impact the emergency has on their activity and take appropriate action. This may include ceasing operations and initiating building evacuation. 

iii. Maintain communications with officials on the scene of the emergency, or by phone from an alternate site, if necessary.

IMPORTANT: Inform all students, staff and faculty to conform to building evacuation guidelines during any emergency, and to report to a designated campus area assembly point outside the building where a head count will be taken.

3. TEACHING FACULTY AND SUPERVISORS 


Each faculty member and staff supervisor has the responsibility to:

a. Educate their students and/or employees concerning college emergency procedures as well as evacuation procedures for their building and/or activity.

b. Inform their students and/or staff of an emergency, and to initiate and follow emergency and evacuation procedures, as outlined in this guide. 
c. Evaluate and survey their assigned building facility or activity, in order to determine the impact that a fire, flood, or disaster could have on their facility. Report all safety hazards to their administrator.

4.  CLASSIFIED EMPLOYEES 

Each classified employee has the responsibility to:

a. Have knowledge of the college emergency procedures as well as evacuation procedures for their building/work areas. 
b. Follow the college emergency procedures as well as the evacuation procedures. 
c. Evaluate and survey their assigned work areas in order to determine the impact that a fire, flood or   disaster could have on their area. Report all safety hazards to their supervisor. 

G. COLLEGE NOTIFICATION SYSTEM 

Email is the primary means of emergency notification at Southern, other notification may be telephone and/or intercom.  This system is intended for the immediate transmission of specific information regarding an emergency to all affected areas of the campus.  All classrooms are equipped with campus phones and the administration has access to dial all extensions at one time to make a notification of a crisis situation and the appropriate action to be taken.
THE CENTRAL SWITCHBOARD 

The Switchboard is the focal point for the two-way transmission of official emergency telephone        communications to Administrative staff.  Each Administrator, upon receiving notification of a campus

emergency, is to pass the same information to all those departments/offices under his/her direction.

IMPORTANT: During an emergency, campus phones must be restricted to official college notification only. Also note, when there is a prolonged power failure, only cell phones, pay phones, or non-campus phones will operate.

H. PROCEDURE REVIEW, PRACTICES AND NOTIFICATION

1. EMERGENCY PROCEDURES REVIEW

a. The Emergency Plan Procedures Guide will be reviewed annually by the Campus Directors under the direction of the Vice President of Finance along with the flipcharts that contain a shorter version of this plan that are located near every college phone and updated as necessary. 

b. All changes recommended by the staff, faculty, and students will be submitted in writing to the Vice President for Finance for review by the Administration for evaluation and adoption.

2. 
EMERGENCY PROCEDURES PRACTICE 

a.
Full-scale practice drills will be conducted annually, or as directed. This includes fire evacuation and other drills as deemed appropriate.
b.
All campus emergency personnel and occupants of the affected building(s) are to fully participate in the drills. 

c. Any procedural changes found necessary through conducting the drills are to be submitted by the parties concerned to the Vice President for Finance.

3.  EMERGENCY PROCEDURES NOTIFICATION 

Following approved changes, the Vice President for Finance will disseminate information reflecting procedural changes to the campus community via email and updated on the college’s intranet site.
PART II 
EMERGENCY PROCEDURES GUIDE

This section contains the recommended procedures to be observed during specific types of emergencies. The procedures should always be followed in sequence, unless conditions dictate otherwise.

A.  EVACUATION PROCEDURES

1. BUILDING EVACUATION 
Note: Each building has flipcharts posted near every college phone that contains the Building Evacuation Plan with instructions.  

a.   All building evacuations will occur when an alarm sounds continuously and/or upon notification by your Administrator/Supervisor or Director of Campus Operations.

b.   When the building evacuation alarm is activated during an emergency, vacate the building using the nearest marked exit and alert others to do the same. Caution: The building alarms may only ring in the building on certain campuses so you must report the emergency via telephone to 9-911 and the appropriate administrators besides activating the alarm. 

c.   Assist individuals with disabilities or other persons that may need help in exiting the building. 

d.   Once outside, proceed to a clear area that is at least 200 feet away from the affected building. Keep streets, fire lanes, hydrant areas, and walkways clear for emergency vehicles and personnel. (KNOW YOUR AREA ASSEMBLY POINTS). 

e.   DO NOT return to an evacuated building unless the "all clear" signal is given. (This is not when the alarm stops sounding!)
IMPORTANT: After any evacuation, report to your designated area assembly point.  Stay there until an "all clear" signal or further instructions are given by your Administrator/Supervisor.

2. CAMPUS EVACUATION 

a.   Evacuation of all or part of the campus grounds will be announced by Administration, as directed. 

b.   All persons (students and staff) are to immediately vacate the site in question, and relocate to another part of the campus grounds or to a site designated off campus, as directed. 

c.   When necessary to leave campus by personal vehicle, exit nearest to where you are parked and follow traffic patterns as directed by Director of Campus Operations and/or the police. 

A.  Evacuation  (For use when condition outside

B.   Reverse Evacuation (For use when

are safer than inside)




conditions inside are safer than outside)



       


When announcement is made or alarm sounded:

When the announcement is made:
1. Take the closest and safest way out as 

1.  Move students and staff inside as quickly

 
posted (use secondary route if primary route                     as possible.


is blocked or hazardous)



2.  Assist those needing special assistance 

2. Take roll book for student accounting

3.  Report to a classroom

3. Assist those needing special assistance

4.  Check for injuries

4. Do not stop for student/staff belongings

5.  Take attendance, report according to 

5. Go to designated Assembly Area


      Student Accounting and Release 

6. Check for injuries



      procedures.

7. Take attendance; report according to Student

6.  Wait for further instructions.

Accounting and Release procedures

       8.    Wait for further instructions

B.    NATURAL DISASTERS 

1. FIRE 
In all cases of fire, 911 MUST be notified immediately!  Dial 9-911! Also dial ‘0’ and report. Give your name, describe the location of the fire and give a call back number if possible.

a.   Know the location of fire extinguishers, fire exits, and alarm systems in your area and how to use them. Each instructor must inform his/her class about assembly points in case of fire. 

b.   If a minor fire appears controllable, IMMEDIATELY contact the Fire Department (9-911).  If you have been previously trained in using fire extinguishers, then promptly direct the charge of the fire extinguisher toward the base of the flame. 

c.   If an emergency exists, activate the building alarm. Caution: The building alarm rings only in the building on certain campuses - you must report the fire by calling the Fire Department (9-911) and Campus Operator (0). 

d.   On large fires that do not appear controllable, IMMEDIATELY EVACUATE all affected rooms, closing all doors to confine the fire and reduce oxygen. (Do not lock doors!) Smoke is the greatest danger in a fire, so stay near the floor where the air will be less toxic. Cover your mouth and nose; crawl as the smoke arises. 

e.   When the building evacuation alarm is sounded or an emergency exists, walk quickly to the nearest exit and alert others to do the same. GO TO YOUR AREA ASSEMBLY POINTS.   DO NOT USE ELEVATORS!
f.   Assist persons with disabilities or other persons that may need help in exiting the building! 

g.   Once outside, move to a clear area at least 200 feet away from the affected building. Keep streets, fire lanes, hydrant areas and walkways clear for emergency vehicles and crews. 

h.   A Campus Emergency Command Post may be set up near the emergency site. Keep clear of the Command Post unless you have official business. 

i.   Do not return to an evacuated building unless the "all clear" signal is given.

NOTE: If you become trapped in a building during a fire and a window that opens is available, place an article of clothing (shirt, coat, etc.) outside the window as a marker for rescue teams. If there is no window, stay near the floor where the air will be less toxic. Shout at regular intervals to alert emergency crews of your location. If the window does not open, then place some type of message on the window that can be seen from the outside indicating you need help and that there are people in that room.  DO NOT PANIC.

2. FLOOD
Warning of a flood may be received by telephone, radio, or a message from Emergency Services officials. The extent of the flood and the amount of time before the flood is expected will dictate the appropriate actions to take. You may be directed by your Administrators to go home, evacuate the building, or take some measures to minimize damage to the building and hazards to employees.

3. SEVERE WINDSTORM/TORNADO 
The National Weather Service has developed a system of "watches" and "warnings" that are issued when severe weather conditions may exist. A "warning" is more severe than a "watch"!

IF WATCHES AND WARNINGS HAVE BEEN ISSUED:

a.   REMAIN ALERT for additional weather advisories if a severe windstorm "watch" has been issued. (A watch is issued when a thunderstorm with winds in excess of 55 m.p.h. or a tornado may develop in a given area and during a specific time frame.) If a watch is issued during working hours, you will be notified by the Administration and will be kept up to date on the latest developments. 

b.   WAIT FOR INSTRUCTIONS from the Administration if a severe windstorm "warning" has been issued. (A warning indicates that a thunderstorm with winds in excess of 55 m.p.h. or a tornado has been sighted in the area, and precautions to minimize potential risks should be taken.) If a warning is issued during working hours, the Administration may direct you to go home if there is sufficient time before the anticipated arrival of the storm, or may direct you to remain at work if it would be dangerous to leave.

IF THERE IS NO ADVANCE WARNING:

a.   TAKE COVER immediately in interior rooms or along an inside wall. Try to find a place away from large, heavy objects and windows. 

b.   OPEN DOORS to reduce pressure, if possible. 

c.   KEEP CALM. 

d.   WAIT FOR INSTRUCTIONS from the Administration.

Severe Weather Safe Area   (For use in severe weather emergencies)

When the announcement is made or alarm sounded:

1. Take the closest, safest route to shelter in designated safe areas ( classroom or office with no exterior walls or windows) (use secondary route if primary route is blocked or dangerous.

2. Occupants of portable classrooms shall move to the main building to designated safe areas.

3. Instructors should take a class roster with them  for student accounting.

4. Take attendance; report according to missing students to the Campus Director.

5. Assist those needing special assistance 
6. Do not stop for student/staff belongings.

7. Remain in safe area until the “all clear” is given

8. Wait for further instructions.

C.  ACCIDENTS AND/OR MEDICAL EMERGENCIES

Scene Safety for All Emergencies

a.   Remain calm.

b.   Call 9-911 from any College phone.  Briefly describe the incident, nature of the injuries and location of the injured person.  Always let the 911 operator hang up first to ensure all vital information has been given.

c.   DANGER: Never put yourself at risk to help someone else unless you assess the scene first.  Do not assist the victim or attempt a rescue until you are ABSOLUTELY certain that the environment in which the victim is located is safe and does not represent a life-threatening situation for you.

d.   If you observe what appears to be a medical emergency and a potentially hazardous situation do not enter the scene.  Your must wait for emergency personnel to access the scene to determine the type hazard involved.

e.   If hazardous materials are involved you will need special personal protective equipment before coming in contact with the victim.  Without this equipment you may become contaminated.

f.   The use of gloves and other personal protective equipment is required if blood or body fluids are involved.

g.   If you detect the victim is not breathing and the heart is not beating – and you are properly trained in CPR – establish a clear airway and begin CPR. (see Collapsed Person below)

h.   Do not move an injured person unless he/she is in further danger (e.g. advancing fire).

1. SHOCK
Shock is a condition of general body weakness caused by loss of circulating bodily fluids, such as loss of blood through internal or external bleeding, or loss of plasma from major burns, or through extreme pain or fear.  The victim may feel weak, faint, may be anxious or restless, may feel sick and may vomit.  Skin may become pale, cold and clammy, sweating may develop.  Breathing can be shallow and rapid, and unconsciousness may develop.  Shock is present in all cases of accident to a varying degree.


Treatment:

a.   If breathing and heart-beat stop, begin resuscitation immediately.

b.   If no indication of spinal injury, lay victim on back and raise the feet, 6-12 inches.

c.   Cover the victim to prevent heat loss.

d.   Check breathing and pulse every ten minutes.

e.   Search for, and if possible, treat the cause of shock.

2. CHEST PAIN
PROPER TRAINING IS REQUIRED TO PERFORM CPR, HOWEVER ANY HEART ATTACK CAN LEAD TO CARDIAC ARREST AND IT IS THEREFORE VITAL FOR FIRST AIDERS TO BE ABLE TO RECOGNIZE THE EARLY WARNING SIGNS OF A HEART ATTACK SO THE VICTIM CAN RECEIVE PROMPT PROFESSIONAL ATTENTION!  DIAL 9-911 IMMEDIATELY


Know the warning signs of heart attack:
a.   Pain, pressure, discomfort or squeezing in the center of the chest.

b.   Radiating pain to shoulders(s), neck, back, arm(s) or jaw.

c.   Stabbing chest pain with pounding heartbeats (palpitations).

d.   Shortness of breath or difficulty breathing.

e.   Nausea, vomiting or severe indigestion.

f.   Breaking out in a sweat for no other apparent reason.

g.   Dizziness, weakness or sensation of panic with feeling of impending doom.

First aid for a heart attack:

a.   Recognize the signs & symptoms of a heart attack.

b.   Comfort and reassure the victim

c.   Have the victim stop whatever they were doing and sit or lie in a comfortable position.

d.   Summon emergency medical help quickly.

e.   If the victim becomes unconscious, be prepared to perform CPR (IF YOU ARE TRAINED TO DO SO)

3. COLLAPSED PERSON
A.  Airway:
If you find a collapsed person, to find out if he/she is conscious shake the shoulders and shout, “are you all right?”  If you do not get a response, direct someone to call 9-911 immediately.  If the victim is not lying flat on his/her back, roll moving the entire body at one time, as a unit.  

To open the airway, lift the chin gently with one hand, while pushing down on the forehead with the other to tilt the head back.  Once the airway is open, place your ear close to the victim’s mouth:

a.   LOOK – at the chest and stomach for movement.

b.   LISTEN – for sounds of breathing.

c.   FEEL – for breath on your cheek.

If none of these signs is present, the person is not breathing.  If opening the airway does not cause the person to begin to breathe spontaneously, you must provide rescue breathing.

B.  Breathing:
The best way to provide rescue breathing is by using the mouth-to-mouth technique.  Take your hand that is on the person’s forehead and turn it so that you can pinch the nose shut, while keeping the heel of the hand in place to maintain head tilt.  Your other hand should remain under the chin.  Give two full slow breaths, using the mouth-to-mouth method.

C.  Circulation:
The American Heart Association 2005 guidelines state that effective chest compressions produce blood flow during CPR.  The guidelines note the following about chest compressions and rescue breaths during CPR:
· After delivering the first 2 rescue breaths, the lay rescuer should immediately begin cycles of 30 chest compressions and 2 rescue breaths.  The lay rescuer should continue compressions and rescue breaths until an AED arrives, the victim begins to move, or professional responders take over.
· To give effective chest compressions, all rescuers should “push hard and push fast.” Compress the chest at a rate of about 100 compressions per minute for all victims (except newborns).
· Allow chest to recoil (return to natural position) completely after each compression, and use approximately equal compression and relaxation times.

· Try to limit interruptions in chest compressions.  Every time you stop chest compressions, blood flow stops.

· The AHA recommends a compression-to-ventilation ratio of 30:2 for all lone (single) rescuers to use for all victims from infants (excluding newborns) through adults.
· Each rescue breath should be given over 1 second.  Each rescue breath should make the chest rise.  All rescuers should avoid delivering too many breaths or breaths that are too large or too forceful.
Unconscious casualties who are breathing and whose hearts are beating should be placed in the recovery position.

4. BLEEDING
The principle of controlling blood loss is to restrict the flow of blood to the injured part by pressure and elevation.

A.  Severe Bleeding:
a.   Apply a clean, sterile dressing to the wound with firm, constant pressure, which should be held for up to twenty minutes.

b.   If there is a foreign body in the wound, such as glass, apply pressure alongside and do not attempt to remove the object.
c.   If you are sure there is not fracture or dislocation, raise the part and support it while maintaining pressure.  This should decrease the flow of blood.

d.   If bleeding continues, apply indirect pressure.  Press the artery at the next pressure point (pressure points are difficult and sometimes dangerous to use, and should only be used by someone trained in first aid).

e.   Cover and/or dress the wound as soon as possible.

f.   Call 9-911.  Wrap any severed part, (such as a finger) in a bag and place it in ice if possible, and send with victim (Don’t place the finger in direct contact with the ice).

B.  Cuts, scratches and scrapes:
a.   Mild to moderate bleeding cuts and scrapes usually stop bleeding if washed and dressed firmly.  A course of tetanus injections may be necessary.

C.  Nose Bleed:
a. Have the victim sit comfortably; leaning forwards with a cloth under the nose.

b. Encourage mouth breathing and discourage nose blowing, wiping, rubbing, speaking and movement.

c. If bleeding is profuse, press nostrils together just below the hard part and push it against the face gently for twenty minutes.

d. If bleeding continues for move than twenty minutes, or increases in volume, seek medical help.

5. BURNS

Burns are injurious to body tissues caused by heat, chemicals or radiation.  Scalds are caused by wet heat, such as steam or hot liquids.  Burns are classified according to the area and depth of injury.  Superficial burns involve only the outer layers of the skin may cause redness, swelling, tenderness, and usually heal well.  Intermediate burns form blisters, can become infected, and need medical aid.  Deep burns involve all layers of the skin, which may be pale and charred, may be pain free if nerves are damaged, and will always require medical attention.

To limit tissue damage, the burned area should be cooled down immediately by flooding the area with slow running water for at least 10 to 20 minutes.  If no water is available, clothing should be removed immediately from the injured area, (only if it is not stuck to the skin) clothing soaked with hot liquids retains heat (avoid pulling clothing over the face). 

Most minor burns will heal on their own, and home treatment is usually all that is needed to relieve your symptoms and promote healing. But if you suspect you may have a more severe injury, use first-aid measures while you arrange for an evaluation by your doctor.
Immediate first aid for burns

· First, stop the burning to prevent a more severe burn. 

· Heat burns (thermal burns): Smother any flames by covering them with a blanket or water. If your clothing catches fire, do not run: stop, drop, and roll on the ground to smother the flames.

· Liquid scald burns (thermal burns): Run cool tap water over the burn for 10 to 20 minutes. Do not use ice. 

· Electrical burns: After the person has been separated from the electrical source, check for breathing and a heartbeat. If the person is not breathing or does not have a heartbeat, 

· Chemical burns: When a chemical burn occurs, find out what chemical caused the burn. Call your local Poison Control Center or the National Poison Control Hotline (1-800-222-1222) for more information about how to treat the burn. 

· Tar or hot plastic burns: Immediately run cold water over the hot tar or hot plastic to cool the tar or plastic.

· Next, look for other injuries. If you or the person who is burned was involved in an accident that caused the burn, other serious injuries may have occurred.

· Remove any jewelry or clothing at the site of the burn. (I believe you already have this statement)

If clothing is stuck to the burn, do not remove it. Carefully cut around the stuck fabric to remove loose fabric. Prepare for an evaluation by a doctor.
If you are going to see your doctor soon:

· Cover the burn with a clean, dry cloth to reduce the risk of infection.
· Do not put any salve or medicine on the burned area, so your doctor can properly assess your burn. 

           

6. FRACTURE/ BROKEN BONES
A broken or cracked bone may be diagnosed by being felt or heard, by pain, difficulty in moving, tenderness, swelling, bruising, deformity or symptoms of shock.


Treatment:
a.   Difficulty in breathing, severe bleeding and unconsciousness is a true emergency and must be corrected before treatment or immobilization of broken bones.

b.   Treat all fractures in position found, if possible. If victim must be moved before emergency personnel arrive, gently support the injured part by hand, place the victim in a comfortable position, and support with rolled up blankets or pillows.

c.   If transportation is delayed, immobilize the injured part by securing it to the body with padding and bandages with arm to body or leg to leg.

d.   Treat for shock

7.   POISONING
A poison is any substance that causes damage if taken into the body.  Poisons can be swallowed, inhaled, injected or absorbed through the skin.  The aim of treatment is to get an open airway, and bring medical help to the victim as soon as possible.

a. FOR SWALLOWED POISONS – do not attempt to induce vomiting, as this may harm the victim further.

b. FOR INHALED POISONS – remove the victim from danger and into fresh air.

c. FOR ABSORBED POISONS – flush away any residual chemical on the skin.

d. If breathing and heartbeat stop, begin resuscitation immediately.

e. USE CAUTION.  DO NOT contaminate yourself with poison that may be on or around the victim’s mouth.

f. If the victim is unconscious but breathing normally, place him in the recovery position.

g. If the victim is conscious, ask quickly what has happened, he/she may lose consciousness.

h. Move victim to hospital immediately.  Send any samples of vomit, pill boxes or bottles found nearby to hospital with the victim.

8.   FAINTING
Fainting is a brief loss of consciousness caused by a temporary reduction in the flow of blood to the brain.

a. If breathing and heartbeat have stopped, begin resuscitation immediately.

b. If the victim is unconscious but breathing normally, lay him down, elevate the legs.

c. Loosen tight clothing at the neck, chest and waist to assist breathing.

d. Check and treat any injury sustained in falling.

e. Reassure the victim while regaining consciousness, gradually raise to sitting position.

f. If worried about the condition of the victim, seek medical help.

g. DO NOT give anything to eat or drink until conscious, then only sips of cold water.

9.   PANIC ATTACKS

Panic attacks are brought on by social situations and activities perceived to be a threat to the person. The attack may be the person’s first or they may have had a number of attacks before, attacks may recur repeatedly and rapidly, however; once these symptoms abate, moderate to severe anxiety may last for many hours.

The symptoms may include:
a. Shortness of breath with rapid breathing (or smothering sensations).

b. Dizziness, unsteady feelings, or faintness.

c. Sweating.

d. Palpitations or accelerated heart rate (feeling ones own heart beat).

e. Trembling or shaking.

f. Nausea or abdominal distress.

g. Numbness or tingling sensations (pins and needles in the arms/ legs).

h. Choking

i. Flushes (hot flashes) or chills.

j. Chest pain or discomfort. (Normally this is not a heart attack, but if chest pain persists has it checked out by a Doctor).

Treatment:
a. Remain calm.

b. Make direct eye contact, and speak clearly and slowly.

c. Identify yourself.

d. Give short clear instructions.

e. Make calming gestures.

f. Get the victim to sit down

g. Encourage the victim to take long, slow deep breaths.

h. Allow the victim some space.

i. Hold breath for +1 seconds

j. Exhale slowly.

10.  HYPOTHERMIA

Hypothermia is when the body’s core temperature drops.  Hypothermia doesn’t happen in a matter of minutes like frostbite, but slowly over several hours of exposure to cold.  The possible result: coma and death.  

The symptoms of hypothermia are:

a. Slurred speech

b. Slow pulse

c. Loss of coordination

d. Loss of bladder control

e. Stiff muscles

f. Puffy face

g. Mental confusion
· If you suspect hypothermia, CALL 9-911 immediately.   
· The first priority is to perform a careful check for breathing and a pulse and initiate cardiopulmonary resuscitation (CPR) as necessary.  If the person is unconscious, having severe breathing difficulty, or is pulseless, call 911 for an ambulance.  Because the victim's heartbeat may be very weak and slow, the pulse check should ideally be continued for at least 1 minute before beginning CPR. Rough handling of these victims may cause deadly heart rhythms.

· The second priority is rewarming. 

· Remove all wet clothes and move the person inside.

· The victim should be given warm fluids if he or she is able to drink, but do not give the person caffeine or alcohol.

· Cover the person's body with blankets and aluminum-coated foils, and place the victim in a sleeping bag. Avoid actively heating the victim with outside sources of heat such as radiators or hot water baths. This may only decrease the amount of shivering and slow the rate of core temperature increase.

· Strenuous muscle exertion should be avoided.
11.  DRUG OVERDOSE
Drug abuse is defined as the misuse or overuse of any legal or illegal drug.  These drugs include alcohol, over-the-counter medicines, and prescription medicines.

 Signs and symptoms
Overdose symptoms include:  Abnormal pupil size and pupils that do not change when exposed to light, agitation and terror, convulsions or tremors, difficulty breathing, drowsiness, excessive sweating, hallucinations, paranoia, or violent behavior, inability to coordinate movement, nausea and vomiting, staggering or unsteady walk, unconsciousness

Symptoms associated with drug withdrawal include:  abdominal cramping, agitation or restlessness, cold sweats, convulsions, delusions, or believing something despite evidence that it is not true, depression, diarrhea, hallucinations, shaking.

First aid for a drug overdose includes:
Check for signs of circulation, such as normal breathing, coughing, or movement in response to stimulation.  Call 9-911 immediately.  

Start cardiopulmonary resuscitation, or CPR, if the person stops breathing.  Stay with the person until medical assistance arrives.  If possible, try to keep the person from taking more drugs.

Allergic Reaction

Most allergic reactions are much less serious, such as a rash from poison ivy or sneezing from hay fever. The type of reaction depends on the person but is sometimes unpredictable.  

Most reactions happen soon after contact with an allergen.  An allergen is a trigger that causes the reaction after touching a certain part of the body, The blood may be exposed from an injection, The blood or gut may be exposed from swallowing an allergen, the lungs may be exposed from inhaling the allergen, The skin my be directly exposed to an allergen.

Usually these reactions are mild, however, some people have a sudden, life-threatening allergic reaction within minutes, called anaphylaxis.  Anaphylaxis can progress rapidly and result in shock and even death if medical help is not obtained.  

Signs and Symptoms:  

Mild allergic reaction may cause the following:  coughing, sneezing and nasal congestion, fever, hives or raised swellings on the skin that itch, joint pain or muscle aches, redness or the skin or a rash, swelling of the tongue, eyelids, or face, worsening of asthma or an asthma flare-up, which makes breathing difficult

Severe reactions may cause severe forms of the above changes such as:  abdominal distress or cramping, chest discomfort, difficulty swallowing, dizziness or light-headedness, unconsciousness

· If you can identify the cause of the reaction, prevent further exposure.
· Triggers of anaphylaxis include many substances. Only a trace amount of the trigger may be needed to cause a severe reaction. Triggers of allergic reactions, including anaphylaxis, may include: 

· Prescription and over-the-counter medications 
· Venom of stinging insects such as yellow jackets, bumble bees, honey bees, wasps, fire ants 
· Foods, especially high-protein foods - most commonly, shellfish, fish, nuts, fruit, wheat, milk, eggs, soy products Food additives, such as sulfites 

· Numerous other substances such as latex (natural rubber) 

· Sometimes the trigger of the reaction is obvious--a bee sting, or a new prescription drug. Often, however, the trigger is unknown.

· Bystanders should administer CPR to a person who becomes unconscious and stops breathing or does not have a pulse.
· People with asthma, eczema, or hay fever are slightly more likely to have an anaphylactic reaction than people who do not have these conditions.

Severe Allergic Reaction Symptoms
The symptoms of anaphylaxis can vary. In some people, the reaction begins very slowly, but in most the symptoms appear rapidly and abruptly.
· The most severe and life-threatening symptoms are difficulty breathing and loss of consciousness.

· Difficulty breathing is due to swelling and/or spasm in the airways (which can include swelling of the tongue or the airways). In very rare cases, breathing can stop altogether.

· Loss of consciousness is due to dangerously low blood pressure, which is called "shock."

· In the most serious cases, the heart can stop pumping altogether. 
· These events can lead to death from anaphylaxis.
· While some symptoms are life threatening, others are merely uncomfortable. Generally, a reaction must involve at least two different body systems, such as skin and heart, to be considered anaphylaxis.
· Skin: Most anaphylactic reactions involve the skin. 
· Hives, welts, or wheals (raised bumps): Hives can cause severe itching 
· Generalized erythema (redness) 
· Swelling in the face, eyelids, lips, tongue, throat, hands, and feet 
· Breathing: Swelling of the surrounding tissues narrows the airways. 
· Difficulty breathing, wheezing, chest tightness 
· Coughing, hoarseness 
· Nasal congestion, sneezing
· Cardiovascular: Blood pressure may drop to dangerously low levels. 
· Rapid or irregular heart beat 
· Dizziness, faintness 
· Loss of consciousness, collapse 
· General 
· Tingling or sensation of warmth - Often the first symptom 
· Difficulty swallowing 
· Nausea, vomiting 
· Diarrhea, abdominal cramping, bloating 
· Anxiety, fear, feeling that you are going to die 
· Confusion

· Act quickly if someone experiences the symptoms of an anaphylactic reaction. True anaphylaxis is a medical emergency and requires immediate treatment in an emergency department of a hospital, where the person can be watched closely and life-saving treatment can be given. 

· It is impossible to predict how severe the allergic reaction will be. Any person who shows symptoms of anaphylaxis must be transported to a hospital emergency department. 

· If swelling develops rapidly, particularly involving the mouth or throat, and you have trouble breathing or feel dizzy, light-headed, or faint, call 911 for ambulance transport to the hospital. 
D.  INDUSTRIAL CAUSES

1.  UTILITY FAILURE
a.   In the event of a major utility failure occurring during regular working hours immediately notify the Director of Campus Operations or Maintenance.

b.   All building evacuations will occur when an alarm sounds continuously and/or when an emergency exists. Follow evacuation procedures. 

c.   Assist individuals with disabilities and those that may need help in exiting the building! 

d.   Do not return to an evacuated building unless the "all clear" signal is given.

Additional Information and Procedures -- always observe Steps #a and #b above 

whenever the following utility emergencies arise:
ELECTRICAL OR LIGHT FAILURE

Electrical sparks have the potential of igniting natural gas if it is leaking.  It is wise to teach all responsible staff and faculty where and how to shut off the electricity.  Always shut off all individual circuits before shutting off the main circuit breaker.

Campus buildings equipped with emergency lighting may not provide sufficient illumination in corridors and stairs for safe exiting. It is, therefore, advisable to have flashlights and portable radios available for emergencies. Wait at work area.
PLUMBING FAILURE/FLOODING

Water quickly becomes a precious resource following many disasters.  It is vital that all learn how to shut off the water at the main valve.  Cracked lines may pollute the water supply.  It is wise to shut off the water until you hear from authorities that it is safe for drinking.
Cease using all electrical equipment. Notify maintenance of the emergency.  If necessary, evacuate the area.

SERIOUS GAS LEAK

Natural gas leaks and explosions are responsible for a significant number of fires following disasters.  It is vital that all individuals know how to shut off the natural gas.

If you smell gas or hear a blowing or hissing noise, open a window and get out quickly.  Turn off the gas, using the outside main valve if you can and call the gas company.

If you turn off the gas for any reason, a qualified professional must turn it back on.  Never attempt to turn it back on yourself.

Cease all operations.   Do not switch lights or any electrical equipment on or off!  Remember: Electrical arcing (turning on or off) can trigger an explosion!  Notify the Director of Campus Operations.  Evacuate the area, leaving doors and windows open. The shutoff valve should be turned to the off position by a member of the Campus Crisis Management Team.
VENTILATION PROBLEM

If smoke or odors come from the ventilation system, immediately notify the Director of Campus Operations.  If necessary, cease all operations and evacuate the area.

2. CHEMICAL OR RADIATION SPILL 
IF SPILL ORIGINATES INSIDE:

a.   Any spillage of a hazardous chemical or radioactive material is to be reported immediately to the Director of Campus Operations -- and 9-911. 

b.   When reporting, be specific about the nature of the involved material and exact location. 911 will contact the necessary specialized authorities and medical personnel. 

c.   Any person on site should evacuate the affected area at once. When evacuating, stay UPWIND, UPSTREAM, and UPGRADE OF SPILLAGE. 

d.   Anyone who may be contaminated with a radioactive material must stay isolated from others. If it is a chemical contamination, refer to MSDS sheet and call 9-911.  Each campus keeps them in different locations and the Campus Director should notify you of their location. Required first aid and clean-up by specialized authorities should be started at once. 

e.   If necessary, follow evacuation procedures. 

f.   Assist individuals with disabilities and those that may need help in exiting the building! 

g.   Do not return to an evacuated building unless the "all clear" signal is given. Do not take unsafe actions such as lighting matches, candles, etc.

IF SPILL ORIGINATES OUTSIDE:

a.   Call 9-911

b.   Immediately call the Director of Campus Operations to report the accident. 

c.   Stay upwind, upstream, and upgrade of spillage. Leave the area when you are instructed to do so. Take care to avoid fumes or fires.

Shelter in Place (For use in external gas or chemical release) 
When the announcement is made:

a.   Students are to be cleared from the halls immediately and to report to nearest available classroom or other designated location.
b.   Assist those needing special assistance
c.   Close and tape all windows and doors and seal the gap between bottom of the door and the floor (external gas/chemical release)
d.   Turn off all air handler systems
e.   Take attendance; report according to Student Accounting and Release procedures
f.   Do not allow anyone to leave the classroom
g.   Stay away from all doors and windows
h.   Wait for further instructions
Lockdown (For use to protect building occupants from potential dangers in the building)


When the announcement is made:  

a.   Students are to be cleared from the halls immediately and to report to nearest available classroom 
b.   Assist those needing special assistance
c.   Close and lock all windows and doors and do not leave for any reason.  If the door cannot be locked, place a chair or desk up against the door.
d.   Cover all room and door windows
e.   Stay away from all doors and windows and move students to interior walls and drop
f.   Shut off lights
g.   BE QUIET
h.   Wait for further instructions                      
3. EXPLOSION, AIRCRAFT DOWN, CRASH ON CAMPUS 
a.   In the event of an explosion or downed aircraft (crash) on campus: 

b.   Immediately take cover under tables, desks and other such objects which will give protection against falling glass or debris. Hold onto the furniture, if possible. 

c.   When safe to do so, notify the 9-911 and the Director of Campus Operations.  Give your name and describe the location and nature of the emergency. 

d.   Assist individuals with disabilities and those that may need help in getting to a safe location.
e.   Do not leave the safe area unless the "all clear" signal is given. Do not take unsafe actions, such as returning to the building before it has been declared safe, getting too close to the aircraft, or lighting matches, candles. 

E.    HUMAN CAUSES 

1.   VIOLENT OR CRIMINAL BEHAVIOR
In an emergency, dial 9-911 and the Director of Campus Operations.

From On-Campus Line: DIAL 9-911 / From Pay Phone: DIAL 911
a.   Everyone is asked to assist in making the campus a safe place by being alert to suspicious situations and promptly reporting them. 

b.   If you are a victim or are a witness to any on-campus criminal offense, avoid risks and call Operator (0) immediately. If you observe a criminal act or a suspicious person on campus, immediately notify the Director of Campus Operations.

c.   When reporting the incident, promptly include the following:

1) Nature of incident 

2) Location of incident 

3) Description of person(s) involved 

4) Description of property involved

d.   Assist the officers when they arrive by supplying them with all additional information and ask others to cooperate.

e.   Should gunfire or discharged explosives be a hazard on the campus, you should take cover immediately, using all available concealment. After the disturbance, seek emergency first aid if necessary. 

2.  BOMB THREAT
Terrorist activities could take the form of bomb threats or involve threats to the personal safety of individuals, or the taking of hostages. If circumstances permit, you will receive warnings and directions from Administration or law enforcement agency.

a.   If you observe a suspicious object or potential bomb on campus, do not handle the object! Clear the area and immediately call the Director of Campus Operations.

b.   Any person receiving a phone call bomb threat should follow the Bomb Threat Response Instructions (familiarize yourself with the information on the list) so you will be able to respond to the call and complete a report. 

c.   Follow evacuation procedures as directed

d.   Take the following steps immediately after the call:
1. Call 9-911.  Identify your location.

2. Notify the Director of Campus Operations
3. Notify your Administrator/Supervisor

e.   The person taking the call should complete the bomb threat checklist/form.

BOMB THREAT RESPONSE

TELEPHONE THREAT

· Remain Calm.

· Refer to the Bomb Threat Record Sheet

· Keep the caller on the line as long as possible.

· Obtain as much information as possible:

· WHY did you pick this facility?

· Where is the bomb located?

· When is the bomb set to go off?

· IS there a specific target?

· WHAT type of bomb?

· HOW is it to be detonated?

· WHAT does it look like?

· WHAT is your name?

· Take good notes, Law enforcement will need this information.

· Notify 911 and the Director of Campus Operations of the call.

· Police will then report a telephone bomb threat and they will follow instructions given.  

· Police will conduct a cursory search of premises.

· If a suspicious object or package is discovered, follow the procedure for Suspicious Packages on this chart.

WRITTEN THREAT

Save all materials received.  DO NOT handle unless absolutely necessary.  Finger prints are important to finding the perpetrator.  (If anything unusual is noted such as a ticking sound or leakage, skip this section and treat it as a Suspicious Package – see below)

· Notify 911 and the Director of Campus Operations.

· Call Police and report a written bomb threat.  They will then give further instructions.

· Police will conduct a cursory search of premises.

· If a suspicious object is discovered, DO NOT approach it or touch it.

· Follow the Suspicious Packages procedure below.

SUSPICIOUS PACKAGES OR OBJECTS
· Do not approach or handle the package.

· Notify 911 and the Director of Campus Operations. 

· Management at the site will determine whether to evacuate, based on input from the Bomb Squad.

· Provide the following information:

· Approximate size of the package.

· Any noises made by the package

· Any leaks or wet spots

· Any odors

· Color of the package or leaking liquid

· Any unusual shape to the package

· Follow instructions given by fire/police departments.
BOMB THREAT RECORD

COMPLETE FORM AND REPORT TO POLICE

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When is the bomb going to explode?  _______________________________________________________

Where is the bomb?  ____________________________________________________________________

What does the bomb look like?  ___________________________________________________________

What kind of bomb is it?  ________________________________________________________________

What will cause the bomb to explode?  _____________________________________________________

Who placed the bomb?  _________________________________________________________________

Why was the bomb placed?  ______________________________________________________________

From where are you calling?  _____________________________________________________________

What is your address?  __________________________________________________________________

What is your name?  ____________________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ________________________________________________________

___________________________________________________________________________________

3.    How to handle Anthrax and Other Biological Agent Threats

Do Not Panic

1.  Anthrax organisms can cause infection in the skin, gastrointestinal system or the lungs.  The organism must be rubbed into abraded skin, swallowed, or inhaled as a fine, aerosolized mist.  Disease can be prevented after exposure to the anthrax spores by early treatment with the appropriate antibiotics.  Anthrax is not spread from one person to another person.

2.  For anthrax to be effective as a covert agent, it must be aerosolized into very small particles.  This is difficult to do, and requires a great deal of technical skill and special equipment.  If these small particles are inhaled, life-threatening lung infection can occur, but prompt recognition and treatment are effective.

Suspicious Unopened Letter or Package Marked With Threatening Message Such as “Anthrax” or with Powder Spilling Out:

1. Do not touch, handle, lift, or bump the suspicious object.  If object must be moved, please wait for Hazmat to arrive. Don’t shake or bump.  Don’t open, smell, touch, or taste.

2. Then leave the room and close the door, or section off the area to prevent others from entering (i.e., keep others away).

3. Wash your hands with soap and water to prevent spreading any powder to your face.

4. What to do next…

a.   If you are home, then report the incident to local police.

b.   If you are at work, then report the incident to local police, and notify your director of campus operations or an available supervisor.

 9.
List all people who were in the room or area when this suspicious letter or package was recognized.  Give this list to both the local public health authorities and law enforcement officials for follow-up investigations and advice.

Question of Room Contamination by Aerosolization:

For Example:  small device triggered, warning that air handling system is contaminated, or warning that a biological agent released in a public space.

1.
Notify the Campus Director or any member of the Campus Crisis Management Team to turn off local fans and/or ventilation units in the area.

3. Leave area immediately.

4. Close the door, or section off the area to prevent others from entering

5. What to do next… If you are at work, then dial 9-911 to report the incident to local police and                 the local FBI office, and notify your Director of Campus Operations.

6. Shut down air handling system in the building, if possible.

How to Identify Suspicious Packages and Letters

Some characteristics of suspicious packages and letters include the following…

1. Excessive postage

2. Handwritten or poorly typed addresses

3. Incorrect titles

4. Title, but no name

5. Misspellings of common words

6. Oily stains, discolorations or odor

7. No return address

8. Excessive weight

9. Lopsided or uneven envelope

10. Protruding wires or aluminum foil

11. Excessive security material such as masking tape, string, etc.

12. Visual distractions

13. Ticking sound

14. Marked with restrictive endorsements, such as “Personal or “Confidential”

15. Shows a city or state in the postmark that does not match the return address

CHEM-BIO THREAT RECORD

COMPLETE FORM AND REPORT TO THE DIRECTOR OF CAMPUS OPERATIONS
Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When will the event occur?  ______________________________________________________________

What is the chem./bio agent being used? ____________________________________________________

What type of delivery system will be used?  _________________________________________________

Where is the device located?  _____________________________________________________________

What does the device look like?  _​​​​​​​​​​_________________________________________________________

How will the device be activated?  _________________________________________________________

Who placed the device?  _________________________________________________________________

Why was/did you pick this facility?  _______________________________________________________

Is there a specific target?  ________________________________________________________________

What is your name?  ____________________________________________________________________

What is your address?  ___________________________________________________________________

From where are you calling? ______________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ____________________________________________________________

______________________________________________________________________________________

Additional Comments: ___________________________________________________________________

______________________________________________________________________________________

4. CIVIL DISTURBANCE OR DEMONSTRATIONS

Most campus demonstrations such as marches, meetings, picketing and rallies will be peaceful and non-obstructive. A demonstration should not be disrupted unless one or more of the following conditions exists as a result of the demonstration:

INTERFERENCE with the normal operation of the college.

PREVENTION of access to offices, buildings, or other college facilities.

THREAT of physical harm to persons or damage to college facilities.

If any of the preceding conditions exist, the Director of Campus Operations should be notified, Dial 0, and will be responsible for contacting and informing the Administration.  Depending on the nature of the demonstration, the appropriate procedure listed below should be followed:

A. PEACEFUL, NON-OBSTRUCTIVE DEMONSTRATIONS

1. Generally, demonstrations of this type should not be interrupted. Demonstrators should not be obstructed or provoked and efforts should be made to conduct college business as normally as possible. 

2. If demonstrators are asked but refuse to leave by regular facility closing time:

a.   Arrangements will be made by the Administration to monitor the situation during non-business hours, or 

b.   Determination will be made to treat the violation of regular closing hours as a disruptive demonstration (see Section b., below).

B. NON-VIOLENT, DISRUPTIVE DEMONSTRATIONS

In the event that a demonstration blocks access to college facilities or interferes with the operation of the college:

a.   Demonstrators will be asked to terminate the disruptive activity by the Administration or designee. 

b.   The Administration or designee will consider having a photographer available. 

c.   Key college personnel and student leaders will be asked by the Administration to go to the area and persuade the demonstrators to disperse. 

d.   The Dean of Student Development and Special Services or designee will go to the area and ask the demonstrators to leave or to discontinue the disruptive activities. 

e.   If the demonstrators persist in the disruptive activity, they will be apprised that failure to stop the specified action within a determined length of time may result in disciplinary action including suspension or expulsion or the possible intervention of civil authorities. 

f.   Except in extreme emergencies, the President will be consulted before such disciplinary actions are taken. After consultation with the President, the need for an injunction and intervention of civil authorities will be determined. 

g.   If determination is made to seek the intervention of civil authorities, the demonstrators should be so informed. Upon arrival of the police, the remaining demonstrators will be warned of the intention to arrest the demonstrators in violation.

C.   VIOLENT, DISRUPTIVE DEMONSTRATIONS
In the event that a violent demonstration in which injury to persons or property occurs or appears imminent, the President will be notified.
During Business Hours:

a.   The Dean of Student Development and Special Services will notify the Director of Campus Operations and call 9-911 if necessary to prevent injury to persons or property. 

b.   The President will determine necessary action.

    After Business Hours:

a.   The Director of Campus Operations should be immediately notified of the disturbance. 

b.   The Director of Campus Operations will investigate the disruption and report to and notify the President or designee.

5.    PSYCHOLOGICAL CRISIS 

A psychological crisis exists when an individual is threatening harm to him/herself or to others; or is out of touch with reality due to a severe drug reaction or a psychotic break. A psychotic break may be manifested by hallucinations, uncontrollable behavior, or complete withdrawal. If a 

psychological crisis occurs:

a.   Contact the Director of Campus Operations. 

b.   The responsible Administrator should be informed. 

c.   The family of a minor will be notified in the event of hospitalization.

For Unusual or Potentially Dangerous Situations:
a.   NEVER try to handle a situation on your own that you feel is dangerous. Assess your best resources for the situation. 

b.   Notify the Director of Campus Operations and/or 9-911. Clearly state that you need immediate assistance. Give your name, the nature of the incident and location of incident.

CRISIS INTERVENTION PROCESS WITH DISRUPTIVE PERSONS

The following procedures may help you in identifying and handling crisis situations with disruptive persons:

A. Pre-Contact Stage

1. People in crisis are fearful, anxious, and vulnerable, making them extremely sensitive to offers of help. At times, feelings generated by this sensitivity may take the form of physical or verbal violence. 

2. Survey the situation for possible danger before becoming involved. 

3. Take a deep breath or two to calm yourself while you plan your course of action. 

4. Protect yourself on approach; you cannot help if you are hurt. 

5. People in crisis often feel physically trapped by the environment and can become agitated. Position yourself so you have an escape route and try not to place a troubled person where he/she has no exit.

B. Calming the Person Down

1. Don't touch the disturbed person. 

2. People tend to mirror your attitude and demeanor. Use your voice and manner to calm the person down. Give calm, simple, direct instructions. 

3. Ask them to walk with you outside and to tell you what is upsetting them. Try to identify feelings. 

4. Do not make threats, issue ultimatums or shout at the troubled person. 

5. Buy time, let the situation cool down. Don't rush or crowd them.

C. Problem Identification Stage

1. Encourage the person to talk with you while walking away from the scene of the disturbance. 

2. Ask open-ended questions so that the person must think in order to formulate an answer. (Don't ask questions that can be answered with a simple "Yes" or "No".) 

3. Listen without judging. 

4. Acknowledge their feelings (empathize). 

5. Reassure frequently. 

6. Clarify, paraphrase, summarize. 

7. Don't let the disturbed person switch the focus to you.

SPECIFIC CRISIS SITUATIONS

THREATENED SUICIDE OR HOMICIDE

1. A situation of extreme danger exists if a person is threatening to harm to himself or herself or others and has the means and strength to follow through with this threat. 

2. Protect yourself and others as much as possible and call 9-911. Also call the Director of Campus Operations. Suicide attempters can be potentially dangerous. 

3. Buy time. Listening may be exactly what a suicide attempter wants and needs from you. The odds of tragedy occurring decrease with the passage of time and good communication. 

4. Keep in mind that some people bent on killing themselves have already made up their minds. Sometimes nothing we say or do can deter them. 

DISPUTES OR THREATS OF VIOLENCE 

If disputants are engaged in verbal or physical conflict, call for help 9-911. Also notify the Director of Campus Operations.

DOMESTIC VIOLENCE

1. Abused children-call 9-911 (from campus phone). Also notify the Director of Campus Operations.

a.   If abuse involves a child, try to separate from abuser.

2. Mate battering or threatening:

a.   Call 911 (from campus phone system 9-911). Also call the Director of Campus Operations.  Mate battering is against the law.  Reporting is mandatory. 

b.   Do not touch combatants. 

c.   This is a potentially very dangerous situation because hostile individuals tend to displace anger in any direction. 

d.   Protect yourself and others.

F.    PERSONAL PREPAREDNESS PLAN - WORK, HOME & AUTOMOBILE

PERSONAL PREPAREDNESS AT WORK: 

Besides taking part in training and drills, each employee should take measures to become personally prepared at work. The following suggestions will help employees to become fully prepared:

a.   Become familiar with the location of nearby exits and alternate evacuation routes. 

b.   Know the location of fire extinguishers, fire alarms, and first aid kits. 

c.   Keep a small supply of emergency food on hand (e.g., energy bars, non-perishable snack items, etc.) as well as bottled drinking water. 

d.   Arrange nearby file cabinets so that heavier items are in the bottom, to lessen the potential of the cabinets falling over. 

e.   Do not place items on top of cabinets. 

f.   Do not store items under desks or tables, as these spaces will be needed during the "duck and cover" activity required in certain emergencies. 

g.   In cases of special dietary or medical needs, keep a small supply of such food and medicine on hand, and advise a fellow staff member of their location.

EMERGENCY SUPPLIES AND EQUIPMENT FOR HOME:

Try to store the items in a place that will be accessible even if there should be structural damage to the home (in an outside storage shed, garage, etc.). It is recommended that your home be equipped with the following emergency supplies and equipment:

· Bottled water (two quarts to 1 gallon per person per day)

· Food (canned or dehydrated, with current expiration dates)

· Utensils (knives and forks, can opener, pots, etc.)

· Paper plates and towels

· First aid kit (with instructions)

· Blankets or sleeping bags

· Portable radio (with spare batteries)

· Critical medication and glasses

· Fire extinguisher (dry chemicals)

· Flashlight (with spare batteries and bulb)

· Watch or clock (battery or spring wound)

· Sanitation supplies (soap, plastic bags, tissue, waste containers)

· Crescent wrench (for turning off gas)

· Other tools (axe, hammer, screwdriver, pliers, shovel)

· Rope and plastic tape

· Gloves

· Candles and matches

PERSONAL PREPAREDNESS IN YOUR AUTOMOBILE: 

It is also recommended that your automobile be equipped with a small amount of supplies and equipment, as follows:

· Bottled water

· Non-perishable food

· First aid kit (with instructions)

· Flares

· Blankets

· Critical medication

· Fire extinguisher (CO2)

· Flashlight (with spare batteries and bulb)

· Sanitation supplies (plastic bags, tissues, moistened towelettes, etc.)

· Tools (screwdriver, pliers, knife)

· Rope and plastic tape

· Comfortable shoes

· Extra car keys


LOGAN CAMPUS
Poison Control Center
1-800-222-1222

Emergency Alert System Radio
WVOW-FM 101.9

	INTERNAL

CONTACTS


	WHO TO CONTACT


	PHONE NUMBER



	Vice President for Finance

	Sam Litteral

	896-7426


	Logan Director of Campus Operations

	Randy Skeens


	896-7366

	Counselor
	Dianna Toler (day)

Linda Workman (evening)
	896-7375
896-7388

	Medical
	Kathy Deskins
	896-7316

	Switchboard
	Henrietta McClellan
	896-7347 or 0



	  Local Emergency Dispatch
	304-752-7662

	  Logan County Office of Emergency Services
	304-752-0917

	  American Red Cross, Logan County Chapter
	304-752-1400 or 304-752-7662 after hours

	  Salvation Army 
	304-752-4936

	  Logan County Commission
	304-792-8626

	Law Enforcement:
	

	  WV State Police
	304-792-7200

	  Logan County Sheriff
	304-792-8590 *

	  City of Logan Police
	304-752-6535 *

	  FBI
	304-346-3232

	  Bureau of  Alcohol, Tobacco and Firearms
	304-340-7800/7820

	  Drug Enforcement Administration
	304-347-5209

	  Domestic Violence Hotline
	800-799-SAFE

	  US Marshall Service
	304-347-5136

	  US Secret Service
	304-347-5188

	Health:
	

	  Logan County Health Department
	792-8630 *

	  Logan General Hospital
	792-1101

	  WV Dept of Health & Human Services
	877-716-1212

	  National Response Center (Chemical, Oil Spills & Chemical/Biological Terrorism)
	800-424-8802 

	  WV Emergency Spill Notification 
	800-642-3074

	Fire & Rescue:
	

	  Logan County Public Rescue
	752-0917 *

	  Logan Fire Department
	752-2777

	  Verdunville Volunteer Fire Department
	752-4100 *

	  WV State Fire Marshals (Arson Outline)
	800-233-3473

	Other Important Numbers:
	

	  American Electric Power
	800-982-4237

	  Allegheny Power
	800-255-3443

	  National Weather Service
	304-746-0180


*Numbers are not answered 24 hours per day
 SEQ CHAPTER \h \r 1Logan Campus Elevator Emergency Phone Protocol
· When receiving an elevator emergency call, from one of the Logan Campus elevators, please follow the below listed protocol.  Please note, the phone operator for the college could be answering from one of our other campuses when the call is received. 

· The Logan Campus has three buildings with four elevators.  Each elevator has an emergency phone protocol sticker located inside the elevator car to assist the caller.

1. Ask the caller if they are on the Logan Campus.

2. If so, ask the caller which building they are located in. 


(Building A? Building B? Building C?)

Call our main phone number: 304-792-7098 to report the emergency call to Southern.

After hours, Primary Contact – Randy Skeens: Home: 304-752-9052 or 
Cell: 304-784-3502
Secondary Contact – Sam Litteral: Home: 304-736-1167 or Cell: 304-688-7299
LOGAN CAMPUS
BOMB THREAT RECORD

COMPLETE FORM AND REPORT TO POLICE

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When is the bomb going to explode?  _______________________________________________________

Where is the bomb?  ____________________________________________________________________

What does the bomb look like?  ___________________________________________________________

What kind of bomb is it?  ________________________________________________________________

What will cause the bomb to explode?  _____________________________________________________

Who placed the bomb?  _________________________________________________________________

Why was the bomb placed?  ______________________________________________________________

From where are you calling?  _____________________________________________________________

What is your address?  __________________________________________________________________

What is your name?  ____________________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ________________________________________________________

__________________________________________________________________________________

LOGAN CAMPUS
CHEM-BIO THREAT RECORD

COMPLETE FORM AND REPORT TO CAMPUS MANAGER

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When will the event occur?  ______________________________________________________________

What is the chem./bio agent being used? ____________________________________________________

What type of delivery system will be used?  _________________________________________________

Where is the device located?  _____________________________________________________________

What does the device look like?  _​​​​​​​​​​_________________________________________________________

How will the device be activated?  _________________________________________________________

Who placed the device?  _________________________________________________________________

Why was/did you pick this facility?  _______________________________________________________

Is there a specific target?  ________________________________________________________________

What is your name?  ____________________________________________________________________

What is your address?  ___________________________________________________________________

From where are you calling? ______________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ____________________________________________________________

______________________________________________________________________________________

Additional Comments: ___________________________________________________________________
  WILLIAMSON CAMPUS
Poison Control Center 800-222-1222
Emergency Alert System Radio  WVOW-AM 1290
	INTERNAL

CONTACTS


	WHO TO CONTACT


	PHONE NUMBER



	Director of Campus Operations
	Rita Roberson

	236-7648

	Business Manager
	J. Christopher Gray
	236-7614

	Counselor
	Ted Williams (Day)

 Vicky Evans (Evening)
	236-7658

236-7608

	Medical
	Steven Hall
	236-7620

	Switchboard (Campus)

	
	236-7660



	  Mingo County Emergency Communications Center
	235-0916 or 235-8551

	  Mingo County Office of Emergency Services
	304-235-0895

	  Mingo County LEPC
	304-235-0895

	  American Red Cross, Tug Valley Chapter
	304-235-5095

	  Salvation Army 
	304-752-4936

	Law Enforcement:
	

	  WV State Police
	304-235-6000

	  Mingo County Sheriff
	304-235-0300

	  Williamson Police
	304-235-2570 *

	  FBI
	304-346-3232

	  Bureau of  Alcohol, Tobacco and Firearms
	304-340-7800/7820

	  Drug Enforcement Administration
	304-347-5209

	  Domestic Violence Hotline
	800-799-SAFE

	  US Marshall Service
	304-347-5136

	  US Secret Service
	304-347-5188

	Health:
	

	  Mingo County Health Department
	304-235-3570 *

	  Williamson Memorial Hospital
	304-235-2500

	  Appalachian Regional Hospital
	606-237-1700

	  WV Dept of Health & Human Services
	877-716-1212

	  National Response Center (Chemical, Oil Spills & Chemical/Biological Terrorism)
	800-424-8802 

	  WV Emergency Spill Notification 
	800-642-3074

	Fire & Rescue:
	

	  Mingo County Ambulance Service
	304-235-2073 *

	  Williamson Volunteer Fire Department
	304-235-2073 *

	  WV State Fire Marshals (Arson Outline)
	800-233-3473

	Other Important Numbers:
	

	  American Electric Power
	800-982-4237

	  Allegheny Power
	800-255-3443

	  Columbia Gas
	800-432-9515

	  National Weather Service
	304-746-0180

	  Water Company
	304-235-3785


*Numbers are not answered 24 hours per day
WILLIAMSON CAMPUS
BOMB THREAT RECORD

COMPLETE FORM AND REPORT TO POLICE

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When is the bomb going to explode?  _______________________________________________________

Where is the bomb?  ____________________________________________________________________

What does the bomb look like?  ___________________________________________________________

What kind of bomb is it?  ________________________________________________________________

What will cause the bomb to explode?  _____________________________________________________

Who placed the bomb?  _________________________________________________________________

Why was the bomb placed?  ______________________________________________________________

From where are you calling?  _____________________________________________________________

What is your address?  __________________________________________________________________

What is your name?  ____________________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ________________________________________________________

__________________________________________________________________________________
WILLIAMSON CAMPUS
CHEM-BIO THREAT RECORD

COMPLETE FORM AND REPORT TO CAMPUS MANAGER

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When will the event occur?  ______________________________________________________________

What is the chem./bio agent being used? ____________________________________________________

What type of delivery system will be used?  _________________________________________________

Where is the device located?  _____________________________________________________________

What does the device look like?  _​​​​​​​​​​_________________________________________________________

How will the device be activated?  _________________________________________________________

Who placed the device?  _________________________________________________________________

Why was/did you pick this facility?  _______________________________________________________

Is there a specific target?  ________________________________________________________________

What is your name?  ____________________________________________________________________

What is your address?  ___________________________________________________________________

From where are you calling? ______________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ____________________________________________________________

______________________________________________________________________________________

Additional Comments: ___________________________________________________________________

BOONE/ LINCOLN CAMPUS

Poison Control Center   1-800-222-1222
Emergency Alert System Radio (Boone County)  WVAF-FM 99.9
Emergency Alert System Radio (Lincoln County)  WRVC-AM 930
	INTERNAL

CONTACTS


	WHO TO CONTACT


	PHONE NUMBER



	Director of Campus Operations
	Bill Cook

	     307-0716

	Administrative Secretary
	Dianna Ball
	307-0703

	Counselor
	Pete Parsons
	307-0709

	Switchboard (Campus)


	Administrative Office

Diana Ball
	307-0703 or 0



Boone County
	  Boone County Communications Center
	304-369-9913

	  Boone County Office of Emergency Services
	304-369-7273/9913

	  American Red Cross, Central WV Chapter
	304-340-3650

	  Salvation Army 
	304-752-4936

	Law Enforcement:
	

	  WV State Police
	304-369-7800

	  Boone County Sheriff
	304-369-3925 *

	  FBI
	304-346-3232

	  Bureau of  Alcohol, Tobacco and Firearms
	304-340-7800/7820

	  Drug Enforcement Administration
	304-347-5209

	  Domestic Violence Hotline
	800-799-SAFE

	  US Marshall Service
	304-347-5136

	  US Secret Service
	304-347-5188

	Health:
	

	  Boone County Health Department
	304-369-7967 *

	  Boone Memorial Hospital
	304-369-1230

	  WV Dept of Health & Human Services
	877-716-1212

	  National Response Center (Chemical, Oil Spills &                                                          Chemical/Biological Terrorism)
	800-424-8802 

	  WV Emergency Spill Notification 
	800-642-3074

	Fire & Rescue:
	

	  Danville Volunteer Fire Department
	304-369-0232 *

	  WV State Fire Marshals (Arson Outline)
	800-233-3473

	Other Important Numbers:
	

	  American Electric Power
	800-982-4237

	  Allegheny Power
	800-255-3443

	  National Weather Service
	304-746-0180

	  Water Company
	 800-685-8660

	  Boone County Schools
	304-369-3131 *


Lincoln County
	  Lincoln County 911 Center
	304-824-3443

	  Lincoln County Office of Emergency Services
	304-824-3443

	  American Red Cross, Western WV Chapter
	304-526-2900

	  Salvation Army 
	304-529-2401/2402

	Law Enforcement:
	

	  WV State Police
	304-824-3101

	  Lincoln County Sheriff
	304-824-7999 *

	  Hamlin Police
	304-824-5500 *

	  West Hamlin Police
	304-824-3055 *

	  FBI
	304-346-3232

	  Bureau of  Alcohol, Tobacco and Firearms
	304-340-7800/7820

	  Drug Enforcement Administration
	304-347-5209

	  Domestic Violence Hotline
	800-799-SAFE

	  US Marshall Service
	304-347-5136

	  US Secret Service
	304-347-5188

	Health:
	

	  Lincoln County Health Department
	304-824-3331/3330 *

	  Lincoln Primary Care Clinic
	304-824-5806 *

	  Charleston Area Medical Center
	304-388-5432

	  Cabell Huntington Hospital
	304-526-2000

	  WV Dept of Health & Human Services
	877-716-1212

	  National Response Center (Chemical, Oil Spills & Chemical/Biological Terrorism)
	800-424-8802 

	  WV Emergency Spill Notification 
	800-642-3074

	Fire & Rescue:
	

	  Lincoln County Ambulance Service
	304-824-7871 *

	  Hamlin Volunteer Fire Department
	304-824-7444 *

	  West Hamlin Volunteer Fire Department
	304-824-7337 *

	  WV State Fire Marshals (Arson Outline)
	800-233-3473

	Other Important Numbers:
	

	  American Electric Power
	800-982-4237

	  Allegheny Power
	800-255-3443

	  Columbia Gas
	800-432-9515

	  National Weather Service
	304-746-0180

	  Water Company
	800-685-8660


*Numbers are not answered 24 hours per day

BOONE/ LINCOLN CAMPUS
BOMB THREAT RECORD

COMPLETE FORM AND REPORT TO POLICE

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When is the bomb going to explode?  _______________________________________________________

Where is the bomb?  ____________________________________________________________________

What does the bomb look like?  ___________________________________________________________

What kind of bomb is it?  ________________________________________________________________

What will cause the bomb to explode?  _____________________________________________________

Who placed the bomb?  _________________________________________________________________

Why was the bomb placed?  ______________________________________________________________

From where are you calling?  _____________________________________________________________

What is your address?  __________________________________________________________________

What is your name?  ____________________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ________________________________________________________

___________________________________________________________________________________
BOONE/ LINCOLN CAMPUS
CHEM-BIO THREAT RECORD

COMPLETE FORM AND REPORT TO CAMPUS MANAGER

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When will the event occur?  ______________________________________________________________

What is the chem./bio agent being used? ____________________________________________________

What type of delivery system will be used?  _________________________________________________

Where is the device located?  _____________________________________________________________

What does the device look like?  _​​​​​​​​​​_________________________________________________________

How will the device be activated?  _________________________________________________________

Who placed the device?  _________________________________________________________________

Why was/did you pick this facility?  _______________________________________________________

Is there a specific target?  ________________________________________________________________

What is your name?  ____________________________________________________________________

What is your address?  ___________________________________________________________________

From where are you calling? ______________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ____________________________________________________________

______________________________________________________________________________________

Additional Comments: ___________________________________________________________________

______________________________________________________________________________________

WYOMING/ MCDOWELL CAMPUS

Poison Control Center  1-800-222-1222
Emergency Alert System Radio  WJLS-AM 560
	INTERNAL

CONTACTS


	WHO TO CONTACT


	PHONE NUMBER



	Director of Campus Operations
	David Lord


	    294-2010

	 Counselor
	Peggy Epling (Days)
Kelli Cline (Evenings)
	294-2004
294-2012

	Switchboard/Telephone 


	Patty Brooks
	294-2001 or 0

	Maintenance
	Curt Houchins
	294-2003

	Medical
	Candi Bishop
	294-2002



	  Wyoming County Communications Center
	304-732-6953

	  Wyoming County Office of Emergency Services
	304-732-6953

	  American Red Cross, Raleigh County Chapter
	304-255-1508/0102

	  Salvation Army 
	304-253-9541

	Law Enforcement:
	

	  WV State Police
	304-682-4717

	  Boone County Sheriff
	304-732-8000

	  FBI
	304-346-3232

	  Bureau of  Alcohol, Tobacco and Firearms
	304-340-7800/7820

	  Drug Enforcement Administration
	304-347-5209

	  Domestic Violence Hotline
	800-799-SAFE

	  US Marshall Service
	304-347-5136

	  US Secret Service
	304-347-5188

	Health:
	

	  Wyoming County Health Department
	304-732-7941 *

	  Raleigh General Hospital
	304-256-4100

	  WV Dept of Health & Human Services
	877-716-1212

	  National Response Center (Chemical, Oil Spills &                                                          Chemical/Biological Terrorism)
	800-424-8802 

	  WV Emergency Spill Notification 
	800-642-3074

	Fire & Rescue:
	

	  Jan Care Ambulance Service
	304-732-6111

	  Upper Laurel Ambulance Service
	304-294-4400

	  Pineville Volunteer Fire Department
	304-732-6588 *

	  WV State Fire Marshals (Arson Outline)
	800-233-3473

	Other Important Numbers:
	

	  American Electric Power
	800-982-4237

	  Ravencliff Fuel & Supply
	304-294-8430

	  National Weather Service
	304-746-0180

	  Water Company
	 304-294-4190


*Numbers are not answered 24 hours per day

WYOMING/ MCDOWELL CAMPUS
BOMB THREAT RECORD

COMPLETE FORM AND REPORT TO POLICE

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When is the bomb going to explode?  _______________________________________________________

Where is the bomb?  ____________________________________________________________________

What does the bomb look like?  ___________________________________________________________

What kind of bomb is it?  ________________________________________________________________

What will cause the bomb to explode?  _____________________________________________________

Who placed the bomb?  _________________________________________________________________

Why was the bomb placed?  ______________________________________________________________

From where are you calling?  _____________________________________________________________

What is your address?  __________________________________________________________________

What is your name?  ____________________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ________________________________________________________

__________________________________________________________________________________
WYOMING/ MCDOWELL CAMPUS
CHEM-BIO THREAT RECORD

COMPLETE FORM AND REPORT TO CAMPUS MANAGER

Exact time of call: _______________ a.m. / p.m.

Phone number where call was received:   ______________________________

Person receiving the call:  __________________________________________

Exact words of caller: ____________________________________________________________________

______________________________________________________________________________________

Questions to ask caller:

When will the event occur?  ______________________________________________________________

What is the chem./bio agent being used? ____________________________________________________

What type of delivery system will be used?  _________________________________________________

Where is the device located?  _____________________________________________________________

What does the device look like?  _​​​​​​​​​​_________________________________________________________

How will the device be activated?  _________________________________________________________

Who placed the device?  _________________________________________________________________

Why was/did you pick this facility?  _______________________________________________________

Is there a specific target?  ________________________________________________________________

What is your name?  ____________________________________________________________________

What is your address?  ___________________________________________________________________

From where are you calling? ______________________________________________________________

Caller’s Voice:

Describe (check all that apply)

____Accent

____Angry

____Broken

____Calm

____Crying

____Deep

____Disguised

____Excited

____Giggling

____Lisp

____Loud

____Nasal

____Normal

____Rapid

____Sincere

____Slow

____Slurred

____Squeaking

____Stressed

____Stutter

If the voice is familiar, whom did it sound like?  

Other Information:

Describe all background noises: ____________________________________________________________

______________________________________________________________________________________

Additional Comments: ___________________________________________________________________
 SEQ CHAPTER \h \r 1Crisis Communication Plan

Communications Standard Operating Procedures

I. Purpose 

The purpose of this plan is to outline media relations and communications procedures during a crisis. It is designed to serve as an adjunct to Southern’s existing Emergency Preparedness Plan. 

II. Scope 

This plan is applicable to all Southern locations. The President or appropriate Executive Officer will determine campus involvement and appropriate delegation of authority to the site location or campus.

III. What is a crisis? 
A crisis situation is defined as any circumstance or event identified by the President as having a real or potential major impact on the campus community as a whole. Each crisis or emergency will require a unique public information response dependent on the nature of the crisis. 
IV. Release of Information 

A. General Guidelines 

It is essential that Southern deliver a rapid, accurate, and complete response in a crisis, within constraints imposed by concern for individual privacy and legal responsibility. 

The release of any information surrounding a crisis situation will be coordinated by the Vice President of Communications. Only the President or Vice President of Communications will be authorized to speak for the college in an emergency situation. 

B. Order of Notification/Release 
Whenever possible, appropriate details and actions taken by the college during an emergency should be provided to students, staff and faculty first. Information should also be provided to those groups that may receive calls from the public. Constituents who should be contacted include: 

1. students, employees and families 

2. parents of students 

3. board of governors 

4. community leaders and government offices 

5. media 

C. Protection of Privacy and Concerns for College Liability 

In all instances, the college must strive to balance a student or employee’s right to privacy with the need to be cooperative with the media. The release of information regarding a student is governed by the Family Educational Rights and Privacy Act (FERPA). 

When inquiries are directed to the college concerning a criminal charge or a pending criminal investigation, caution will be exercised in releasing information that could interfere with an investigation or a subsequent legal proceeding. Legal counsel will be contacted immediately to provide input into the response. 

In the event of injury or death, the college will not release the names involved until notification of family/next of kin has first been achieved. The names may then be released provided authorization is on file to release directory information according to FERPA guidelines. 

D. What should/should not be released 

Information that is speculative should not be released. Unless proven and verified, the college will not release information on or speculate about the following: 

1. Number of deaths/injuries 

2. What was damaged, if anything 

3. Estimates concerning the extent of damage in dollars cannot be accurate during the first hours of an emergency and are best released when verified. 

4. Estimates concerning the length of time it will take to put a damaged facility back online. 

5. Speculation on cause and blame placed on any individual, agency or piece of equipment. 

6. Estimates of original costs 

7. Comments on judicial or administrative processes in which findings have not been issued. 

8. College shutdown (if any)

9. If and how safety rules were violated, by anyone 

10. Possible effect on the community 

Once proven and verified, the college will release information about the following: 
1. factual account of events as we know them 

2. background information 

3. update of events as they unfold 

4. actual cause of crisis 

5. course of action 

6. extent of physical damages 

V. Crisis Communication Procedures 

1. All facts will be gathered and members of the Emergency Preparedness Team will immediately convene and decide the first course of action. A statement for release to the media, based on the information available, will be the first priority. 

2. Media communications will be managed from the Communications Department. 

3. A list of talking points to summarize the situation and cover possible media inquiries will be compiled, staffed and approved by the chancellor. The message will be conveyed to internal audiences via e-mail, via the website and social media messaging.

External audiences will be notified through press releases and press conferences (if needed). A statement will be prepared and recorded for Southern’s Channel 17. All internal and external communication will direct the public to check the college website for continuing updates.  

4. Based on the nature of the incident, the Vice President of Communications may set up a media communications center or media emergency center as necessary. All  media will be directed to assemble at the assigned center to work and receive information. A designated spokesperson will issue periodic statements to the media. 

5. The Vice President of Communications will conduct all communications with the media and set up press conferences as required. Whenever possible, the press will be fully informed of all particulars as soon as they become verified. The President or the Vice President of Communications will make all official announcements to the media. The Communications Department will coordinate with the college’s Campus Directors appropriate staff for input and response. 

Updated 7/10/2009 by Vice President for Communications
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