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Introduction 

This Emergency Information Guide provides information on what to do in the event of various emergencies and procedures for action should and emergency arise.  The information provided is to protect lives and property, and to ensure continuity of essential services.  Knowing this information also helps to promote a state of emergency preparedness.  It is imperative that you become familiar with it and keep it available for quick reference in time of· emergency. 

The guide shall be reviewed annually.

Declaration of Campus State of Emergency/Informing the Public
The authority to declare a campus state of emergency rests with the College President or designee.  During the period of any campus major emergency, the President or designee will immediately consult with the Administration regarding the emergency and the possible need for a declaration of a campus state of emergency.  

When the President or designee makes this declaration, appropriate procedures necessary to safeguard persons and property, and maintain facilities.  Only those persons authorized by the College administration will be allowed on campus.  Persons who do not have urgent business on campus will be asked to leave the premises.  Unauthorized persons remaining on campus may be subject to arrest in accordance with the law.

One designated command center will be established, determined by the location and nature of the emergency. 

The President or designee declaring the state of emergency will designate one individual to be in charge of coordinating and directing all emergency responses.

All telephone calls on R-CCC phones will be limited to emergency calls.

In the event of a disaster or crisis in our institution, no one other than the President or who is authorized to do so should speak with the public and/or press about the incident.  (This is to make sure that only the correct information gets out.) 

Reporting Emergencies

Emergencies can develop at any time.  The first thing to keep in mind is to try to remain calm.  Do not panic.  Irrational action is a major cause of injury and death in emergencies.  In most instances, a couple seconds of sound thinking will enable you to develop a reasonable course of action.  While time may be of the essence, it is just as important to take the proper action, as it is to act quickly.
Telephone extensions to keep in mind when on the R-CCC campus:

· 219 for Campus Security

· “0” for Campus Operator

If an emergency arises on campus, call Campus Security using a regular college telephone by dialing 219 or 0.  If you have access to a campus telephone and an immediate police, fire or ambulance response is required, dial 8-9-1-1 to make contact with Hertford County's 9-1-1 system.  If you are using a cell phone, simply dial 9-1-1.
When reporting an emergency, remember to furnish the following:

· The nature of the emergency - a brief description 

· The location (R-CCC campus, building, etc.) 

· Your name 

· Any additional information that could aid in handling the situation
Bomb Threat or Suspicious Objects
	Employees receiving a bomb threat or who discover a suspicious package or what appear to be a bomb should immediately call Campus Security at 219 or the switchboard operator from an office phone.  CELL PHONES OR ANY OTHER MOBILE COMMUNICATION DEVICES SHOULD NOT BE USED BY ANYONE.  The switchboard operator will contact campus security, and college administrator. 

The Emergency Response Team (ERT) will meet to assess the situation and to implement the appropriate College response.  The ERT shall include:  

· President 

· Deans 

· Plant Operations Supervisor
· Security Chief
· Public Information Officer

If you receive a telephone threat:

1. Remain calm and listen carefully.  Try to keep the caller talking, so you can gather more information.

2. Notify Security.  If possible, signal a colleague to contact Security for you; or call as soon as the caller hangs up.

3. Promptly complete a telephone threat report, writing down as many details as you can remember.  Security and police interviewers will need this information.

4. Do not discuss the threat with anyone else.

5. Do not immediately evacuate the building unless immediate danger is present or when directed by security or a college official to do so.  If evacuation is ordered, go to a designated area, as far away from danger as possible.  Make sure staff, students, and patrons come with you. 

If you receive a written threat or suspicious parcel, or find a suspicious object on the premises:

1. DO NOT HANDLE OR GO NEAR IT!

2. Clear the area and immediately notify Security.

3. Do not call police department yourself.  

4. Promptly write down everything you can remember about finding or receiving the letter or object.  Security and police interviewers will need this.

5. Do as directed.  If evacuation is ordered, go to a designated area as far from danger as possible.

6. DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by College official or emergency personnel.

                                                                                                                                                        


BOMB THREAT REPORT

Number appearing on caller ID _______________

Time and Date of call ____________________
Exact Words of Caller: _________________________________________________

Questions to Ask: (REMAIN CALM AND SPEAK DISTINCTLY)

Tell caller that the school building is occupied and innocent people will be hurt.

1. When is the bomb going to explode?

2. Where is the bomb right now?

3. What kind of bomb is it?

4. What does it look like?

5. Why did you place the bomb?
6. What will cause it to explode? 
TRY TO KEEP THE CALLER TALKING AS LONG AS POSSIBLE!

Description of caller's voice:

Sex of caller ________ 
Age _______

Accent: ________________
Tone of voice: _____________________________________
Caller appeared to be  FORMCHECKBOX 
Calm 
 FORMCHECKBOX 
Angry 
 FORMCHECKBOX 
Nervous 
 FORMCHECKBOX 
Drunk    FORMCHECKBOX 
Slurred
Comments:

Background Noise: ______________________________________________________
Other voice characteristics: 
Calm

Slow

Crying

Slurred



Stutter  

Deep   

Loud  

Broken
 
Giggling  
Accent   

Angry  

Rapid
 
Stressed  
Nasal   

Lisp  

Excited
 
Disguised  
Sincere  

Normal 

Squeaky
Time Caller Hung up _________ 
Remarks: 
Your Name _______________________

Your Telephone number _______________

Your Position _____________________


Date report completed __________________
Criminal Activity

Everyone is asked to assist in making the campus a safe place by being alert to suspicious situations and promptly reporting them.  If you see a crime in progress or behavior which you suspect is criminal, or are yourself a victim of crime, report it as soon as possible by calling the switchboard.  When calling from a cell phone or other non-campus phone, call (252) 862-1200.  The switchboard will contact security who will respond to the situation and take appropriate action. 

YOUR PERSONAL SAFETY COMES FIRST; DO NOT APPROACH OR ATTEMPT TO APPREHEND THE PERSON(S) INVOLVED; DO NOT PANIC; KEEP A SAFE DISTANCE; USE AVAILABLE COVER; SURRENDER PROPERTY; ESCAPE! 

Report as much information as possible, including:

· What the person(s) is (are) doing 

· The Location 

· Physical and clothing descriptions of those involved 

· Whether weapons are involved; if so, the type of weapon 

· Vehicle description and license plate number 

· Direction of travel when last seen 

NOTE: If the incident poses a danger of death or bodily injury, call 911 first.  Assist the officers when they arrive by supplying them with any additional information.

Fire
How to Report a Fire

1. Call the Switchboard from an office phone.  When calling from a non-campus phone, dial 252-862-1282.  Provide your name, location, the type, and/or cause of the fire, and whether emergency medical assistance is necessary.  Sound the building alarm by pulling an alarm station.

2. Use of Fire Extinguishers:  R-CCC employees, if trained in the use of fire extinguishers, may fight small fires.  Do not jeopardize your personal safety. 

3. Never allow the fire to come between you and an exit.

4. Disconnect electrical equipment that is on fire if it is safe to do so. 

5. Remove all persons from the danger area.  Close doors behind you to confine the fire.

Response to Audible Alarm:
1. Evacuate the building.  Shut all doors behind you.  Closed doors can slow the spread of fire, smoke, and water.

2. Do not use the elevators.  Do not break windows.  Oxygen feeds a fire.
3. Do not open hot doors.  Before opening any door, touch near the top.  If it is hot, or if smoke is visible, do not open the door.
4. If requested, assist persons with disabilities who appear to need direction or assistance.

5. Do not delay evacuation – If possible, take purses and backpacks.

6. Once outside, remain approximately 200 feet from the exits to help facilitate clear access to the building for emergency response personnel.

7. Return to the building only when instructed to do so by emergency response personnel.

All fires, no matter how small, must be reported.
Tornado/Hurricane/Severe Weather
In the event of severe weather, college officials will determine a course of action and instructions will be provided over the Emergency/Incident Notification System (“ALERTNOW”).  

SEVERE WEATHER

If at work:

1.  Monitor media reports 

2. Check campus e-mail for pertinent messages.

3. Determine if roads are safe before leaving.

If at home:

1. Assess conditions prior to leaving home.

2. Monitor available media for conditions, 98.3 FM and 99.3 FM or 970 AM; WITN TV 7 (Washington); WAVY TV 10 (Virginia).

4. Check R-CCC home page at http://www.roanokechowan.edu.

3. Do not take risks in order to return to campus.

4. Contact Switchboard for information.
TORNADO

In the event of a tornado:

1. Do not leave the building

2. Go immediately to the area you are directed.  If requested, assist persons with disabilities to the safest area on the same floor.
3. Stay off elevators.  Use the telephone and cellphones only for emergency purposes.
4. Crouch along interior hallways/rooms & cover your head.  Interior rooms with no windows or exterior doors are safest.  Always go to the lower level of a two-story building if possible. 

5. Do not leave secure areas until instructed.  In helping patrons to move to designated areas before or after the storm or tornado, be polite, but firm.  Warn them of danger. 

6. If you are outside, try to seek shelter in a sturdy building.  If no building is available, a ditch or ravine offers some protection. 

7. Remain in the safe area until Campus Security or other emergency responders have given the “all clear”.
8. Report injuries and damage by calling the switchboard operator.  
HURRICANES

Hurricanes can be tracked for days, but their volatile nature makes it difficult to predict where a hurricane will come ashore until a few hours before the event.  It is therefore essential that staff prepare for a possible disaster before the threat is imminent and monitor closely advisories issued by the National Weather Service.

In the event of a hurricane:

1. Notify the proper authorities/response personnel.  Begin monitoring the storm.

2. Verify phone numbers, equipment and supply inventories, and emergency plans.

3. Based on storm projections, determine safe site to send priority collections, computer data, etc.

4. If possible, move collections away from windows.  Move collections from bottom floors.  Cover collections and equipment with plastic sheeting and securely tape.

5. Evacuate the building when instructed and follow direction from emergency authorities.

Medical Emergency
Every employee should be concerned with the well-being of other employees and with the well-being of students.  An employee should respond immediately to anyone requiring emergency medical attention.

Should an emergency arise, the following procedures should be followed:

1. Any employee should call 911 (dial 8 + “9-1-1” if calling from an on-campus phone) immediately in any of the following circumstances:

a. If the person is incapacitated or otherwise unable to express a desire for medical attention;

b. If the person’s condition appears to be one that is likely to deteriorate if the person does not receive immediate medical treatment; or

c. If the person requests that emergency medical assistance is provided.

2. You should request that Emergency Medical Services respond to your location so that they may render aid and transport the individual to the closest Emergency Medical Facility.  Be prepared to provide the following information:

a. Name of the injured or ill person, if known

b. Current location of the victim (area, building, room number)

c. Nature of the illness or injury

3. Should the individual refuse transport, EMS will have them sign a waiver.

4. Do not leave the individual unattended.  Designate someone to notify Campus Security.

5. Do not move the individual unless you are certain about the condition of the individual or unless he/she is in more danger where he/she is at the time of the accident.  Provide first aid only if you are trained to do so.

6. If the individual’s condition does not appear to be serious as described in Section 1 above, then wait for the arrival of Campus Security.  An officer will come to the individual and determine if EMS should be called.  In cases where the individual refuses treatment/transportation, their refusal shall be noted in the R-CCC Incident Report.

7. ALL INCIDENTS MUST BE REPORTED TO CAMPUS SECURITY and the appropriate administrative officer as soon as possible and in any event within 24 hours.  The officer will complete an R-CCC Incident Report.  If a student is involved, a copy of the report will be forwarded to the Dean of Students.

Additional rules to remember in a medical emergency: 

1. Unless it is a life-threatening situation, do not attempt to render any first aid yourself before trained staff or paramedics arrive. 

2. Avoid unnecessary conversation with, or about, the ill or injured person.  Some people may react adversely to what you say.  Limit your communication to quiet reassurances.  Keep bystanders as far away from the injured person as possible.

3. Do not discuss the possible causes of an accident or any condition that may have contributed to the cause.  Do not apologize or accept any responsibility for the accident or condition.


Critical Incident/Hostage Situation
A critical incident is any situation where ones action could result in death or serious bodily harm to another.  

Examples include individual on campus with a weapon, individual threatening to use a weapon, an active shooter, or a hostage situation.  Critical incidents differ from an intense argument between students or a domestic situation.  Should you see a crime in progress or behavior, which you suspect is criminal; follow the procedures outlined under Criminal Activity in this document.  
Armed Intruder Protocol

In the event that a person is seen on College property with a gun or is actively firing a weapon, the following action plan is recommended.  If you can evacuate the area, please do so in as safe a manner as possible. 

1. Ensure the safety of your students and yourself.  Lock all doors entering the classroom and remain locked until further instructions are given. 

2. If possible, do not leave the room you are in, and lock/barricade the door.  (Use furniture or anything you can push.) 

3. Do not stay in an open hallway or area.  If you are caught in an open area, seek the closest available shelter. 

4. Keep all students out of sight from windows and doors.  If time and situation permits, check for students who may be in the surrounding areas and direct them to your area of safety. 

5. Lock windows, and close blinds. 

6. Turn all lights and audio equipment off. 

7. Turn cell phones and pagers to silent mode. 

8. Try to stay calm, and be as quiet as possible. 

9. Do not sound the fire alarm.  A fire alarm would signal the occupants in the other rooms to evacuate the building, and thus, place them in potential harm as they attempt to exit. 

10. Protect yourself with any available barriers such as concrete walls, desks, or tables. 

11. If communication is available, call 911 and then College Security.  Give as much information as possible as including: location of the incident, type of incident ; number of injured if any, and description of the intruder(s) and weapons 

12. After notification, remove the appropriate display cards located at the back of the Emergency Information Guide.  Place one on the outside window (if you have one) and slide the other under the door to the hallway.  A green card will indicate your area is secure and all is safe.  A red card indicates someone is injured that needs medical attention. 

13. Should the incident warrant a lock down instructions would be provided through the Emergency/Incident Notification System. 

Lock Down notifications and code: All buildings on the campus are identified by name with each individual room being assigned a number.  When making the initial notification to switch​board or when the switchboard is notifying college staff, the code word of "Code Blue" will be used followed by the location.  Example: "Code Blue Jernigan 104" meaning a critical incident occurring in the Jernigan Building is in or near room 104.

WHAT TO DO IF TAKEN HOSTAGE: 
1. Be patient.  Avoid drastic action. 

2. The initial 45 minutes are the most dangerous.  Follow instructions, be alert, and stay alive.  The captor is emotionally imbalanced.  Do not make mistakes, which could endanger your life. 

3. Do not speak unless spoken to and then only when necessary.  Do not talk down to the captor who may be in an agitated state.  Avoid appearing hostile.  Maintain eye contact with the captor at all times if possible, but do not stare. 

4. Try to relax.  Avoid speculating.  Comply with instruction as best you can.  Avoid arguments. 

5. Be observant.  You may be released or escape.  The personal safety of others may depend on your memory.         
Flooding/Water Damage
(Burst pipes, leaks, storm damage, clogged drains, etc.)
General rules to follow in a water emergency: 

1. Remain calm.

2. Notify Maintenance at 862-1262 immediately.  If not available, dial “0” to call Switchboard Operator.  Report the exact location and severity of the leak.  

3. If there are electrical appliances or electrical outlets near the leak, use extreme caution until the power is turned off.  If there is any possible danger, evacuate the area.

4. If you know the source of the water leak and are confident of your ability to stop it (i.e., unclog the drain, turn off water, etc.), do so. 

5. Be prepared to help protect materials in jeopardy.  Take only those steps needed to avoid or reduce immediate water damage.  You can cover large objects with plastic sheeting, and/or carefully move small or light objects out of the emergency area if confident that you can move them safely.

Utility Failure
In the event of a utility failure occurring during the regular working hours of 8:00 a.m. - 5:00 p.m., Monday through Friday, immediately notify Facilities at 252-862-1256.  Remain in your classroom, lab, etc., and await the restoration of services.  In most instances, disruptions of electrical service are of short duration and power is restored quickly.  In the event utility service is interrupted for a prolonged period, facilities personnel will be in contact with utility service representatives to determine when services will be restored.  In such instances, college departments and divisions will be kept informed so appropriate action can be taken.

• If there is a potential danger to building occupants, or if the utility failure occurs after regular working hours, on weekends or holidays, notify 911.

• When the building evacuation order is given, follow the Building Evacuation Procedure.

Electrical/ Light Failure: Remain calm.  Provide assistance to others in your immediate area that may be unfamiliar with the space.  Proceed cautiously to an area that has emergency lighting, especially if you are in an unlit area.  Do not evacuate or dismiss employees or students unless told to do so and if no other danger exists.  In most cases, power will be restored or classes will be relocated to another area with power.

Elevator Failure: If you are trapped in an elevator, use the emergency button or telephone to alert Campus Security.  Remain calm.

Gas Leak: Cease all operations.  DO NOT TURN ON LIGHTS OR ANY ELECTRICAL EQUIPMENT.  Remember, electrical arcing can trigger an explosion.  Evacuate the area and notify Campus Security or Facilities immediately.

Ventilation Problems: If smoke odors come from the ventilation system, immediately notify Campus Security or Facilities, cease all operations, and evacuate the area.

Water Supply Failure: In the event of water supply failure, notify Public Safety or Facilities immediately.

Chemical Spill/Hazardous Material Incident
Knowledgeable individuals manage hazardous materials safely on a regular basis.  Minor spills may occur that can be safely and effectively cleaned up with appropriate resources.

If a hazardous material spill occurs:

1. Notify Maintenance at 862-1262 immediately.  Report the exact location and severity of the spill.  If not available, dial “0” to call Switchboard Operator or Campus Security.  When reporting, be specific about the nature of the involved material and exact location.

2. If there is any possible danger, evacuate your area and provide information to emergency response personnel.

3. If a toxic hazardous material is exposed to your skin, immediately flush the affected area with clear water. 

If you know what hazardous materials are involved in the fire, communicate that information to fire department
If a hazardous material fire occurs:

1. Remain calm.

2. Call 911 then notify Maintenance at x256.

3. If the fire is small and you have received training, attempt to put it out with a fi re extinguisher or other available means.  Do not jeopardize your personal safety.

4. Never allow the fire to come between you and an exit.

5. Evacuate your area if you are unable to put out the fire.  Close doors and windows behind you to confine the fire.  Proceed to an exit.

6. Do not break windows.  Oxygen feeds a fire.

7. Do not attempt to save possessions at the risk of personal injury.

8. Do not return to the emergency area until instructed to do so by emergency response personnel.
9. If you know what hazardous materials are involved in the fire, communicate that information to fire department officials.         
Emergency Evaluations
In advance, each occupant should:

Understand the evacuation plan for each building occupied; see evacuation maps for each building.

Recognize the sound of the fire alarm.

Know at least two ways out of the building from your regular workspace or classroom.

When you hear the fire alarm or are verbally told to evacuate the building:

1. Remain calm.

2. Evacuate the building.

3. As you exit, quickly check nearby restrooms and storage rooms for occupants who may not have heard the evacuation signal.

4. If requested, assist persons with disabilities who appear to need direction or assistance.

5. Take with you essential personal items ONLY.  Do not attempt to take large or heavy objects.

6. Shut all doors behind you.  Closed doors can slow the spread of fire, smoke, and water.

7. Proceed as quickly as possible, but in an orderly manner.  Do not push or shove.  Hold handrails when you are walking on stairs.

8. Once out of the building, move away at least 200 feet from the structure or as instructed by emergency response personnel.

9. Do not leave the evacuation area unless directed to do so by emergency response personnel.

10. Provide emergency response personnel information on anyone who may need assistance.

Disabled person evacuation procedure:

1. Evacuate out the NEAREST SAFE exit.

2. Prepare in advance by communicating assistance or direction needed to faculty and staff.

3. Know the location of safe zone areas, which are designated as temporary shelters.                                                   

	
	CAMPUS MAP
	


Building Key


 


1. -  Jernigan


2. - Student Services Center


3. - Freeman


4. - Freeland


5. - JobLink Center


6. - Young


7. - Industrial Skills Building
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