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I.  FOREWORD 

 

The College of Coastal Georgia is committed to providing and maintaining a safe and healthful environment for 

learning.  To continue to meet the goals outlined in the college mission statement, it is essential that the facility 

and grounds be properly maintained to minimize hazards. 

 

This manual was developed by Campus Safety personnel and is intended to provide guidance in the event of 

safety related incidents. It offers information related to the duties and responsibilities of certain college 

employees and sets a policy, which must be adhered to for the program to be effective. In the event of an 

emergency that encompasses the campus and areas of the surrounding community, the guidelines and authority 

mandated by the National Incident Management System (NIMS)/ Incident Command System (ICS) will be 

followed. (See addendum # 11) 

 

The College enjoys its symbiotic relationship with the local communities it serves. In times of emergency need, 

mutual aid agreements are in place for the College to receive aid and to offer it. Formal agreements are 

maintained with the Brunswick and Kingsland Police Departments for the College sites in those cities. 

 

Every employee must be trained initially upon their employment with the college and updated on changes.  It is 

the responsibility of College supervisors to maintain a safe working environment for their employees and to 

enforce the requirements of this plan. 

 

Periodic drills and exercises will be conducted by Campus Safety personnel to test the effectiveness of elements 

of this plan. 

 

The College President or designee will apply or modify campus rules appropriate to addressing the needs of the 

emergency response. 

 

The College will maintain memorandums of understanding with community public safety agencies and develop 

relationships with those agencies that may be called upon to assist in providing personnel and/or facilities in the 

event that an emergency is beyond the capacity of the college. 

 

A Flu Pandemic Coordinator has been appointed to oversee elements and concerns related to large scale or 

widespread instance of contagious disease that may affect the College. A plan for addressing those concerns is 

included in this manual in the Specific Emergency Procedures section (14). (P.31) 

 

 

 

 

 

 

 

_________________________________________________ 

Dr. Valerie A. Hepburn, President 

College of Coastal Georgia                                                                              
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II. INTRODUCTION 
 

This safety plan has been prepared by the College of Coastal Georgia Campus Police/Campus Safety 

Department.  The plan sets forth procedures and general guidelines relative to safety concerns.  Its intended 

purpose is to enable quick reference to information needed in the event of a campus emergency and to acquaint 

all personnel with other public safety related programs.  A Hazardous Chemical Protection Communication 

Plan that gives guidance relative to employee interaction with hazardous materials on campus also has been 

developed.  This plan offers information to the campus participant and is anticipated to reduce occurrences of 

emergencies.  It is included in the addendum section of this plan. 

 

Each division, department or program is encouraged to develop additional safety procedures specific to its own 

area.  Such plans must not conflict with the overall campus safety management plans. 

 

All personnel must be trained to respond appropriately to campus emergencies. The Campus Police/Campus 

Safety Department should be used as a reference, but it is the responsibility of the Division Chairpersons to 

make arrangements for his/her personnel to be properly trained relative to all aspects of this plan. 

 

Student laboratory and shop training must be developed, administered and enforced by the respective 

instructional personnel. These plans should be submitted to the Campus Police/Campus Safety Department, 

once approved, these plans will be kept on file in the Campus Safety office. Periodic monitoring of such plans 

and their implementation will be administered by the Campus Police/Campus Safety personnel.   

 

The contents and effectiveness of this plan will be evaluated and updated on a regular basis. 

 

 

1.  Purpose 
 

The basic emergency procedures outlined in this guide are provided to enhance the protection of lives and 

property through effective use of college and 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 three general types of 

emergencies that may result in the implementation of this plan.  These are: (1) large-scale disorder, (2) large-

scale natural/man made disaster, (3) flu pandemic/large scale contagious disease event (see Addendum #12). 

Since an emergency can be sudden and without warning, these procedure are designed to be flexible in order to 

accommodate contingencies of varying magnitudes. 

 

 

2.  Scope 
 

These procedures apply to all personnel, buildings and grounds, owned and operated by the College of Coastal 

Georgia. Also, under the authority vested in the President of the College by the Board of Regents of the 

University System of Georgia, all other individuals and groups who are on campus or are involved in college 

programs must adhere to the rules and regulations of the college regarding safety. 
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3.  Types of Emergencies 
 

Types of emergencies covered by this manual are: 

 

a. Fire 

 

b. Weather Emergencies 

 

c. Chemical/Hazardous Materials Release 

 

d. Explosion/Downed Aircraft (crash) on Campus 

 

e. Bomb 

 

f. Civil Disturbances or Demonstration 

 

g. Utility Failure 

 

h. Violent or Criminal Behaviors 

 

i.  Medical and First Aid 

 

j. Psychological Crisis 

          

  k. Large Scale Contagious Disease Event 

 

In addition, there are sections on how to report all emergencies, building evacuations, and first aid instructions. 

 

 

4.  Definitions of an Emergency 
 

The College President or his/her designee serves as the overall Emergency Director during any major 

emergency or disaster. The first College Police Officer on the scene will act as incident commander until 

relieved. The following definitions are provided as guidelines to assist personnel 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 immediately to the Campus Police /Campus Safety 

Department by calling the Duty Officer cell phone 9-258-3133 on campus, 258-3133 from public and 

off-campus phones. 

 

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 may be required as 

well as major efforts from the College Administration during times of crisis. Report to the Campus 

Police/Campus Safety Department by the same method as Minor Emergency. 
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c. Disaster:  Any event or occurrence that has taken place and has seriously impaired or halted the 

operations of the College.  In some cases, mass personnel/participant 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 resources will be essential. NIMS/ICS guidelines will be 

followed when an incident requires outside resources and/or has a potential impact above a Minor 

Emergency. In all cases of disaster, an Incident Command Post will be activated and the appropriate 

support and operations plans will be executed.  

 

In addition, any incident which has the potential for media publicity concerning campus resources, and/or 

instrumentalities of the college, should be promptly reported to the Public Information Officer (279-5704 or 

extension 65704). At times that they are not available, the Campus Police/Campus Safety Department will 

forward such information to the appropriate administrators. 

 

5.  Assumptions 
 

The College Safety Management Plan/Emergency Response Manual is predicated on a realistic approach to the 

problems likely to be encountered on a 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. The most senior/ranking on duty College Police Officer will assume incident 

commander duties until relieved. (See NIMS/ICS guidelines…Addendum #11) 

b. The succession of events in an emergency are not predictable, hence, published support and 

operational plans will serve only as a guide and check list, and may require field 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). Regular communications with outside agencies will be maintained by 

Campus Safety personnel utilizing telephone, by portable radio interface with the county 911 Center, 

or if these are unavailable, by runner. 

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

is probable to occur. 

 

6.  Declaration of Campus State of Emergency 
 

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

follows: 

 

During the period of any campus major emergency, the Campus Police/Campus Safety Department shall place 

into immediate effect, the appropriate procedures necessary in order to meet the emergency, safeguard persons 

and property, and maintain educational facilities.  The Campus Police/Campus Safety Department shall 

immediately consult with the President or his/her designee regarding the emergency. 

 

When this declaration is made, only registered students, faculty, staff and affiliates (ie, persons required by 

employment) are authorized to be present on campus.  Those who cannot provide proper identification 

(registration or employee 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 accordance 

with State Law. 
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In addition, only those faculty and staff members who have been assigned emergency resource team duties or 

issued authorization by the Campus Police/Campus Safety Department will be allowed to enter the immediate 

disaster site. 

 

III. DIRECTION AND COORDINATION 
 

Emergency Director 

 

All emergency operations shall be directed by the President, or his/her designee, as listed below: 

In the absence of the President, or his/her designee, the on duty Campus Police/Campus Safety Officer shall 

assume operational control of the emergency until relieved. 

 

Emergency Coordinator 

 

All emergency operations shall be coordinated by the Director of Campus Safety/ Police Chief or the delegated 

alternate.  The direct operational control of a campus major emergency or disaster is the sole responsibility of 

the College Emergency Coordinator (i.e., Director of Campus Safety/ Police Chief) or his/her designee. The 

coordination of campus emergency resources teams is the responsibility of the Director of Campus Safety/ 

Police Chief.   

Coordinator of Hurricane Preparedness 

 

Due to the many facility related concerns of hurricanes and other emergency incidents, the Director of Plant 

Operations shall be responsible for the protection, maintenance and operations of the physical plant. He/she will 

act as logistics chief for acquiring and making available, materials and facilities needed in an emergency. 

Coordination and supervision of such personnel related to physical plant needs shall be included in this 

authority. 

 

 

1. Incident Command Post 
 

When a major emergency occurs, or is eminent, it shall be the responsibility of the Campus Police/Campus 

Safety Department to set up an appropriate Incident Command Post as directed.  The regular department 

facilities in the Central Plant Building are to be kept fully operational at all times, if possible. A Field Incident 

Command Post may be useful for small incidents, or when circumstances dictate, and allow a close proximity 

for the incident command. 

 

If the emergency involves only one building or a small part of the campus, a Campus Police/Campus Safety 

Officer is to be placed as near the emergency scene as reasonably possible. 

 

Incident Command Post equipment should in include. 

 

 a) Barricades, barrier tape and related portable signage 

 b) Portable radios and recharged batteries 

 c) Portable public address system 

 d) First Aid Kit 

 e) Campus and local telephone directories 

 f ) Portable Generator (gasoline fueled)  

          g) Gasoline/oil 

          h) Potable water and food rations 
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Staging Area 

Campus Safety personnel will designate a location for all personnel and equipment to be kept in readiness while 

waiting for tactical assignments. This location will serve as a muster point for outside agency personnel and 

others needed during the emergency. Multiple or specialized staging areas may be designated as needs suggest.  

 

A conference room or area designated for marshalling media is highly desirable. 

 

2.  Campus Emergency Resource Team 
 

The Campus Resource Team will advise the Emergency Director and act as a planning team for emergency 

incidents. Along with advisory duties, they are responsible for those duties listed below. 

 

Emergency Director: President of the College 

Emergency Coordinator/Operations Chief:  Director of the Campus Safety / Police Chief 

Damage Control/Facilities/Logistics Chief:  Director of Physical Plant 

Resource Team Contact/possible 1
st
 Incident Commander: On duty Police Officer 

Public Information/Records:  Director of Institutional Advancement 

Environmental Health and Compliance:  Manager of Campus Safety/ Police Chief 

Incident Commander: First authority on the scene of an emergency (maintain command until relieved) 

 

NOTE:  Current phone listing for the above and other pertinent phone numbers are included in the Addendum 

section. (Addendum #1 and #2*****Resource Teams) 

 

 

General responsibilities of the team members are listed below: 

 

 

3.  Emergency Director:  President of the College of Coastal Georgia or his/her designee. 
 

a)  Is responsible for the overall direction of the college emergency response. 

b)  Works with the Emergency Coordinator and others in assessing the emergency and preparing the 

College’s official response. 

c)  Declares and ends, when appropriate, the campus state of emergency. 

d)  Notifies and coordinates liaison actions with the college administration, governmental agencies, 

Emergency Resource Team and others as necessary. 

e)  Notifies and maintains liaison with Ga. Regents staff. 

 

NOTE: The Regents Office of Environmental Affairs may be asked to forward messages among the College 

Cabinet Members if no other communication links are available. Cabinet members are urged to exchange cell 

phone numbers and personal email addresses for communication when normal sources are unavailable. 

 

 

4.  Emergency Coordinator/Operations Chief: Campus Safety Director/Police Chief 

 

 a)  Responsible for the overall coordination of the College 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 College administration, and in consort, begins 

assessment of the College’s condition. 

d)  Notifies and utilizes police, other public safety personnel and College administration and, if necessary, 

student aides in order to maintain safety and order. 
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e)  Notifies the members of the Emergency Resource Team; advises them of the nature of the emergency. 

f)  Notifies and conducts liaison activities with an appropriate outside organizations such as fire, police, 

GEMA and the courts. 

g)  Ensures that appropriate notification is made to off campus staff, when necessary. 

 h)  Performs other related duties as may be directed by virtue of the campus emergency.      

 i)  Ensures that all appropriate documentation and reporting related to the emergency is accomplished           

 (The Public Information Officer, Logistics Chief and designate from the Business Office will gather and 

document information related to after action needs). 

 j)   Manages all other environmental and compliance related tasks. 

      k)  Maintains the safety of all involved personnel. 

  

5.  Damage Control/Logistics Chief:  Director of Plant Operations 

 

a)  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 and supplies,  

  assigns vehicles as required by the Emergency Response Team for emergency use. 

 c)  Obtains the assistance of utility companies as required for emergency operations. 

 d)  Furnishes emergency power and lighting systems as required. 

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

 f)  Maintains supplies for sustaining personnel and facilities to be used in long term emergencies. 

g)  Monitors warning systems related to informational needs of the emergency (GEMA, NOAA, etc.). 

h)  Maintains a list of persons authorized to access the campus while the emergency exists and apprises 

Campus Safety. 

i)   Documents costs related to the emergency. 

 

6.  Campus Safety and Communications:  Campus Safety Personnel and Dispatch 

  

a)  Maintains the Campus Police/Campus Safety Department in a state of constant           

readiness. 

 b)   Notifies college administrators as directed by the Emergency Director and as needed. 

 c)   Monitors the various warning systems available (GEMA, NOAA, etc). 

d)  Takes immediate and appropriate action to protect life, property, and to safeguard department records as 

necessary. Acts as Incident Commander until relieved. 

 e)   Obtains necessary off campus Public Safety resources as needed. 

 

7.  Public Information Officer:  Director of Institutional Advancement 

 

a) Establishes liaison with the news media for dissemination of information as requested  

     by the President. 

b)  Establishes liaison with local radio and television services for the public         

announcements.  

 c)  Arranges for photographic and audio-visual services. 

d)  Advises the President, or designee, of all news concerning the extent of the    

 disaster affecting the campus. 

 e)  Prepares news releases for approval. Once approved, facilitates the release of appropriate information. 

f)  Coordinates record keeping and documentation of information needed during and following an 

emergency. Such information may include costs incurred related to the emergency. 

 

 



 
10 

NOTE:  Once decisions/assessments are made relative to the emergency, the College administration will be 

responsible for further dissemination of information to their subordinates.  Instructors and other personnel who 

have students or others under their guidance shall be responsible for disseminating pertinent information 

relative to the emergency to them.  This may include ceasing operations and initiating building evacuation. 

 

 

IV. COLLEGE NOTIFICATION SYSTEM 
 

The telephone is the primary means of emergency notification at the College of Coastal Georgia.  This system is 

intended for the immediate transmission of specific information regarding an emergency to all affected areas of 

the campus. The police vehicle PA system and hand-held bullhorn may be utilized, when appropriate for 

immediate notifications. 

Important:  During an emergency, campus phones must be restricted to college official notification only. In the 

absence of phone services, the Campus Police/Campus Safety Department or those designated by the 

Emergency Coordinator will act as runners for emergency notifications. 

 

 

 

*NOTE: DURING COLLEGE CLOSURE OR EVACUATION THE COLLEGE WEB SITE 

WILL BE MAINTAINED AND AN ALTERNATE SERVER WILL ROUTE INFORMATION 

RELATED TO INFORMATIONAL NEEDS OF CAMPUS PARTICIPANTS UNTIL 

NORMAL OPERATIONS RESUME. (see College web site at http://www.ccga.edu ). 

 

 

The officer on duty will notify: 

1.  The Emergency Coordinator 

2.  The Director of Plant Operations (Damage Control) 

3.  The Vice President for Business Affairs 

4.  The Vice President for Academic Affairs 

5.  The Vice President for Student Development Services 

 

 

NOTE:  In order to free the duty officer to respond to immediate campus needs, the first person he/she makes 

contact with shall continue the notification of others in the above positions. 

 

 

V. SOURCES OF ASSISTANCE DURING EMERGENCIES 
 

1.  Campus Police/Campus Safety Department: 

 

Campus Police/Campus Safety Officers are on duty twenty-four hours per day, seven days per week, including 

holidays.  They may be reached by calling 9-279-5820 or VOIP extension 65820 (279-5820 from off campus) 

for non-urgent needs.  For all emergencies or urgencies, call the duty officer cell phone 9-258-3133 on campus 

(258-3133 from off-campus). 

 

 

 

 

 

http://www.ccga.edu/
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2.  Plant Operations: 

 

Plant Operations can be reached during regular business hours to report facilities problems by calling 279-5830 

or VOIP extension 65830. Campus Police can contact Plant Operations to report facility related problems 

outside of regular business hours. 

 

Skilled workers are available from Plant Operations at all times during normal working hours and on short 

notice at other times.  They are capable of providing the following emergency services: 

 

 a) Utilities:  Repairs to water, gas, electric and sewer systems. 

 

b) Structures:  Repairs to structures and mechanical equipment therein, including heating and cooling 

systems. 

 

c) Equipment:  Portable pumps, generators, flood lights, welders, air compressors, tractors, chain saws, 

backhoes, forklifts, dump trucks, etc. 

 

d) Transportation:  Light trucks, tractors, vans, sedans, dump trucks, and flatbed trucks for transporting 

quantities of equipment. 

 

Emergency Shutdown  

 

In the event of a disaster in which major structural damage is envisioned or sustained, it is advisable to turn off 

hazardous utilities: 

 

 a) Electricity:  building structural damage and/or fire require that electrical supply be assessed for the need 

of shutdowns. Fire fighting and building repairs may be more dangerous if the electricity supply is active.  

(Note: the electrical supply to buildings is controlled in the Central Plant Building.) 

  

 b) Natural Gas:  building structural damage and/or fire require that natural gas supply be assessed for the 

need of shutdowns. Fire fighting and building repairs may be more dangerous if the natural gas supply is 

active.  (Individual building cut-off valves are located on the exterior of supplied buildings.) 

  

 c) Hazardous Materials:  Any hazardous materials in buildings or on the grounds  

must be secured/assessed for containment needs.  Hazardous waste, flammables, caustics, oils, etc. must 

not be left unattended due to the dangers they may present both during the emergency and as a damage 

control  to  prevent  releases  to  the  environment. Pressurized containers may become a   more 

dangerous feature if they are not properly secured (ie: high winds, flood). 

 

3. Purchasing Department:                                                                                                   

   

The emergency procurement of materials and services can be arranged in direct support of any contingency. 
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VI.  DISASTER RESOURCES (CURRENT TELEPHONE LISTINGS) 
 

1.  Brunswick Police Department                                                  267-5559  

2.  Glynn County Police Department                                                  554-7800 

3.  Georgia State Patrol                                                   262-2380 

4.  Brunswick Fire Department                                                  267-5546 

5.  Glynn County Fire Department                                                  554-7779 

6.  Glynn County Sheriff's Office                                                   554-7600 

7.  Glynn County Emergency Squad                                                                                                     9-911 (only) 

Note:  All of the above may be contacted through the 911 system. 

8.   Glynn County Magistrate                                                   554-7250 

9.   Rape Crisis                                                    264-7273 

10.  Gateway Center (Psychological Crisis)                                                 267-0760 

11.  Georgia Emergency Management/Civil Defense                                                          267-5678 

12.  Georgia Power                                                    265-2040 

13.  GBI (for investigative & bomb threats)                                                        9-1-(912)729-6198 

14.  FBI                                                       265-2560 

15.  Glynn County Public Works                                                  554-7700 

16.  Brunswick City Public Works                                                  267-5570 

17.  Judge of State Court                                                              267-5675 

18.  Judge of Superior Court                                                              267-5607 

19.  Poison Control Center                                                                                                          9-1-(800)222-1222 

20.  American Red Cross                                               9-1-(866)724-3577 

21.  Local Hospital                                                               466-7000 

22.  Board of Regents Univ. System Office, Environmental. Safety                                          9-1-(404)656-2247 

23.  Natural Gas Emergency                                                                                                       9-1-(877)427-4321 

24.  Georgia Power Emergency                                                                                                   9-1-(888)891-0938 

25.  City of Brunswick Water Dept.                                                                                                           267-5578 

26.  Root Communications (FM WYNR-107.7)                                                                                        264-1033 

27.  WFGA (FM 103.3) (for public broadcast of emergency information)                                                264-1033 

28.  WXMK (FM 105.9) (for public broadcast of emergency information)                                              261-1000 

29.  WSFN (AM 790) (for public broadcast of emergency information)                                                   264-6251 

30.  Army EOD Unit at Fort Stewart (38
th

 EOD Detachment                                                    9-1-(912)368-6529 

 

 

 

VII. SPECIFIC EMERGENCY PROCEDURES 

 

 1. Emergency Equipment and Lab Safety 

 

 2. Reporting Emergencies 

 

 3.  Building Evacuation 

 

 4.  Fire 

 

 5. Severe Weather 

 

 6.  Chemical/Hazardous Materials Release 

 

 7.  Explosion, Downed Aircraft (crash) 
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8. Bomb 

 

 9.  Civil Disturbance or Demonstration 

 

 10.  Utility Failure 

 

 11.  Violent or Criminal Behavior 

 

 12.  Medical and First Aid 

 

 13. Psychological Crisis 

 

 14 Flu Pandemic Plan 

 

1.  Emergency Equipment and Lab Safety 
 

It is imperative that all academic labs generate safety instructions relative to the needs of that curriculum.  The 

various lab safety modules are filed in the Division Office of the related program. A copy should be sent to 

Campus Safety for reference by first responders of that Department. 
 

Safety equipment should be supplied and maintained by the various divisions offering the laboratory programs. 
 

The Campus Police/Campus Safety Officers are authorized to periodically and randomly check these facilities 

and modules for compliance. 
 

Safety equipment and training for nonacademic programs are to be supplied and regulated by the Campus 

Police/Campus Safety Department and will meet the various specified regulations.  

 

2. Reporting Emergencies 
 

For all campus emergencies, call 9-258-3133 from campus phones, 258-3133 from public and off-campus 

phones. 
 

Note:  All staff and faculty should be familiar with how to summon an officer to request emergency assistance. 
 

 

3. Building Evacuation  
 

In any Emergency - Police/Fire/Ambulance – apprise the duty officer by calling 9-258-3133 from any campus 

phone or 258-3133 from any public or off-campus phone. 
 

 

1.  Building Evacuation 
 

a. All persons will evacuate campus buildings when an alarm sounds and/or upon notification by Public 

Safety or other authorized person(s). Please take all personal items with you. 
 

b. When the building evacuation alarm is activated during an emergency, leave by the nearest EXIT and 

alert others to do the same. 
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c. Once outside, proceed to a clear area that is at least 500 feet away from the affected building.  (See 

Addendum for Evacuation Zones.) 
 

d. Please assist the disabled in exiting the building.  Remember that elevators are reserved for disabled 

persons during an emergency evacuation.  DO NOT USE THE ELEVATORS IN CASES OF FIRE 

AND/OR EARTHQUAKE. 
 

 e. Do not return to an evacuated building unless authorized by a college official. 
 

2.  Campus Evacuation 

 

a. Evacuation of all or part of the campus grounds will be announced by the Campus Police/Public Safety 

Department or by authorized personnel. 

 

b. All persons (students, faculty, staff and visitors) are to immediately vacate the site/building in question 

and relocate to another designated part of the campus grounds as directed by college personnel. 

 

4. Fire 
 

IN AN EMERGENCY, DIAL 9-258-3133 from campus phones or 258-3133 from public or off-campus phones.  

This will reach the on-duty Public Safety Officer (If unavailable call 911 Center) 

 

In all cases of fire, the College of Coastal Georgia Campus Safety Department must be notified immediately. 

 

 Know the location of fire extinguishers, building exits and alarm systems in your area and know how to 

use them.  Training and information are available through the Campus Police/Campus Safety 

Department at extension 65820. 

 

 If a minor fire appears controllable, remove a fire extinguisher from its holder, pull the pin, aim the 

nozzle at the base of the fire and squeeze the lever to emit the extinguishing agent.  The Campus 

Police/Campus Safety Department must be notified immediately. 

 

 If an emergency exists (or the fire is apparently not containable), activate the building alarm and contact 

the Campus Police/Campus Safety Office immediately. Caution: Each building's alarm sounds only in 

that building. 

 

 When the building evacuation/fire alarm is sounded, walk quickly to the nearest EXIT and alert others to 

do the same. Close all doors to confine the fire.  Take all personal items with you. 

 

 Assist the disabled in exiting the building.  DO NOT USE THE ELEVATORS DURING A FIRE.  

Smoke is the greatest danger in a fire, if needed, stay near the floor and crawl to the exit. 

 

 Once outside, move to a clear area at least 500 feet away.  Keep streets, fire lanes, hydrants and 

walkways clear for emergency personnel. 

 

 If requested, assist emergency crews as necessary. 

 

 A Campus Incident Command Post may be set up near the emergency site.  Keep clear of the Command 

Post unless you have official business. 

 

 Do not return to an evacuated building unless authorized by a college official. 
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Note: If you become trapped in a building during a fire and a window is available, place an article of clothing 

(shirt, coat, etc) outside the window as a marker for rescue crews. 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.  

 

5. Severe Weather 

 

A. Lightning Storm Response 

 

 If outside, get inside the nearest building 

 If no shelter is available, get inside closed vehicle.  If you are caught in an open area, get prone or stay as 

low as possible and stay away from trees 

 Avoid the use of telephones and electrical equipment 

 Stay away from windows. 

 

B. Tornadoes 

 

 Campus Safety will notify faculty and staff of tornado watches or warnings via e-mail, telephone and/or 

PA devices. 

 Tornado Watch means conditions are favorable for tornadoes to develop. 

 Tornado Warning means a tornado has been sighted in the area. 

 When a tornado warning is received by the Campus Safety personnel, an alarm will  be made, beginning 

with telephone calls to the Administration, requesting the suspension of classes and other functions, 

allowing the below to be followed (if timing allows, if not, the personnel must decide whether the below 

measures must be enacted without further approval). Then campus offices will be contacted by the 

College Administration, giving direction for building occupant’s safety. Office workers may be 

requested to disseminate warnings within their buildings. Campus Safety will utilize the PA system in 

their vehicle, as well as the bullhorn, to raise the alarm. Runners may be requested to help disseminate 

the warning if appropriate. 

 If a tornado develops on or near the campus, go to the first floor interior hallways. 

 Stay away from windows 

 If you are outdoors and have no available shelter, lie flat in nearest ditch, ravine or culvert with your 

hands shielding your head 

 If you are in a vehicle, trailer or temporary building, evacuate immediately and move to a more 

substantial structure or ditch, ravine or culvert. 

 

C. Hurricanes 

 

In a time of crisis you have a responsibility to yourself and to your family to take appropriate precautions to 

secure your property, make plans for evacuation if the order is given, determine in advance how you would treat 

pets, and generally have available a supply of food which does not require cooking, bottled water, gasoline in 

your vehicle, and batteries for your flashlight and your radio.  Please read carefully the information regarding 

Hurricane Preparedness which can be found in the BellSouth telephone book.  The key is that you need to think 

about these concerns NOW and not wait until a Hurricane Watch or Warning is issued for this region.  Only if 

you begin to think through these issues will you be prepared when a storm arrives in this area. 

 

The Glynn County Office of Emergency Management advises that an evacuation might include from 3-7 days 

away from your residence either at a local shelter or at a distant location.  Reentry back to your area of 

residence will be strictly controlled by the Office of Emergency Management for Glynn County. 
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Your Responsibility to the College of Coastal Georgia 

 

You will be responsible as the manager of your area to determine in advance what is to be secured and how it is 

to be secured in the event of a storm.  Hurricane Readiness Operating Conditions (OPCONS) will determine 

how you should respond in answering these issues.  These OPCONS are explained on the following page.  You 

will note that there are specific actions to be taken on the campus which relate directly to OPCONS 4, 3, 2 and 

1.  Your actions will be guided accordingly. 

 

Please be certain that you take care of the following in the event of a storm whose intensity is judged to be 

Category II or higher: 

 

 

1. Prepare to back up the complete computer system in your area from the hard drives to disks or tapes 

which can be removed and secured. 

 

2. Depending on the severity of the storm, prepare to pack up critical or highly expensive equipment/items 

in your area for evacuation to the second floor, or from the campus to a safe location. 

 

3. Identify documents which cannot be replaced and which must be removed for safekeeping. You will 

want to identify those documents which would be nice to save, but which could be regenerated in the 

event of a major loss, in order to reduce the volume of records which you believe to be essential. 

 

4. Identify those essential employees who must assist you in securing your area. Assure that those 

employees are identified and are acquainted with their responsibility in advance.  Their campus duties 

should be completed and they should depart from the campus as soon as possible in advance of the 

storm. 

 

5. Prepare a list of persons for your area who are to be given access to the campus after the storm and 

deliver this list to the Coordinator of Hurricane Preparedness.  These are persons who will assist in the 

cleanup and security after the storm.  The Office of Emergency Management for Glynn County will 

issue reentry passes to approved personnel. These passes will be dispensed to the “Critical Workers” 

prior to the evacuation, by the Emergency Coordinator. All those given passes must carry a picture 

identification that corresponds to the name on the reentry pass to be acceptable. 

 

 

Decision to Close the Campus 

 

Any decision to close the campus will be made and announced by the President. This would occur late in 

Hurricane Readiness Operating Condition 3 when estimated landfall by the storm is between 36 and 48 hours.  

By that time the campus should be prepared, depending on updated wind speeds and storm direction. All 

employees will be off the campus within twelve hours of the decision to close the campus, except those 

designated as part of the Command Post. Plant Operations may be asked to set up a livable area on the second 

floor of the Science Building, so that a more comfortable staging space may be available to those personnel who 

will remain on Campus.  These designated employees will ride out the storm from that location and will oversee 

with Glynn Emergency Management Authority the reopening of the campus after the storm. 

 

Thank you for your cooperation in developing both mental and physical preparedness for the possibility of a 

severe storm coming into the Brunswick area and affecting the College very directly.  We must have a strategy 

in place now, NOT wait to develop it when a Hurricane Watch is announced. 
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HURRICANE READINESS OPERATING CONDITIONS 

(OPCONS) 

 

 

OPCON 5: Normal for hurricane season.  Development of tropical disturbances monitored.  Normal 

operations maintained.  Encourage employees to be prepared early at home. 

 

 

OPCON 4: Hurricane poses a threat to the Georgia coast – Begin tracking coordinates on tracking map. 

Review and check damage control and recovery plans for personnel and materials 

considerations. 

 

 

OPCON 3:    Hurricane MAY STRIKE a portion of the Georgia Coast within 36-48 hours. Prepare  

evening and night shift employees to report on day shift. Clear floors. Move custodial supplies and 

equipment to top floors. Assess information and be prepared to begin closing campus the next day or later this 

same day. 

 

 

*NOTE:  DECISION TO CLOSE CAMPUS WILL BE MADE IN OPCON 3 OR WHEN OPCON 2 IS 

INITIATED (related to day of week of estimated landfall). 

 

 

OPCON 2: Hurricane WILL PROBABLY impact an area of the Georgia Coast within 36 hours. Damage 

control measures should be underway. Degree of preparation depends on classification/wind speeds in 

hurricane.  Err on the side of caution. College vehicles and materials may be moved to Waycross College or 

other inland locations early during initial phase of OPCON 2. All employees, except those designated to remain, 

should be off campus within 12 hours.   

 

 

OPCON 1: A hurricane WILL PROBABLY IMPACT A SPECIFIC AREA OF THE GEORGIA 

COAST WITHIN 12 HOURS.  Complete damage control preparations. 

 

 

HURRICANE PREPARATIONS BETWEEN OPCON 3 (HURRICANE MAY STRIKE)  

AND OPCON 2 (HURRICANE WILL PROBABLY STRIKE) 

 

1. Complete “backing up” of all computer files and drives. 

 

2. Remove all items from floor, if reasonable. 

 

3. Unplug / disconnect all electrical equipment; i.e., computers, typewriters, telephones, fax machines. 

Copiers, coffee pots, microwave ovens and refrigerators. 

 

4. Cover above items with plastic sheeting and secure to prevent being easily blown loose.(plastic sheeting 

is accessible through division offices or Plant Operations). 
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HURRICANE INTENSITY / WATER LEVEL CONSIDERATIONS 

 

A. A Category II (96-110 mph) will put water in the lower portion of the Conference Center 

auditorium. 

 

B. A Category III (111-130 mph) can force water in all buildings on campus, some up to 3.5 feet.  

Vital documents and computers at floor level should be moved to desk height or to a 2
nd

 floor 

location and covered with plastic sheeting. Unplug all electrical devices at ground level on first 

floor. 

 

 

C. A Category IV (131-155 mph) – “Hugo” @ 138 mph) can force water from 6 feet high in the 

Library and Gym to almost 10 feet high in the Applied Technology building. 

 

IF A CATEGORY IV HURRICANE IS FORECAST, VITAL DOCUMENTS AND EQUIPMENT 

SHOULD BE MOVED TO A 2
ND

 FLOOR LOCATION. 

 

 

 

 

 

WATER HEIGHTS / WIND SPEEDS 

 

 

     

    STORM   TIDAL  WAVE    TOTAL  

    SURGE EFFECT ACTION   HEIGHT 

 

CATEGORY I  4’ – 5’  3.5 – 4.5   2’ – 3’ 9.5’ – 12.5’ 

(74-95 mph winds) 

 

CATEGORY II  6’ – 8’  3.5 – 4.5   3’ – 5’ 12.5’ – 17.5’ 

(96-110 mph winds) 

 

CATEGORY III  9’ – 12’ 3.5 – 4.5   3’ – 5’ 15.5’ – 21.5’ 

(111-130 mph winds) 

 

CATEGORY IV  13’ – 18’ 3.5 – 4.5   3’ – 5’ 19.5’ – 27.5’ 

(131-155 mph winds) 

 

CATEGORY V  18’ +  3.5 – 4.5   3’ – 5’ 24.5’ – 27.5’ 

(155+ mph winds) 
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ELEVATIONS OF FIRST FLOOR ABOVE MEAN SEA LEVEL 

 

 

CONFERENCE CENTER   16.4’ – 19.5’ 

 

 

APPLIED TECHNOLOGY         18.0’ 

 

 

PLANT OPERATIONS         18.8’ 

 

 

CENTRAL PLANT          19.0’ 

 

 

ALLIED HEALTH          20.0’ 

 

 

ACADEMIC BUILDING         20.0’ 

 

 

SCIENCE BUILDING         20.5’ 

 

 

ADMINISTRATION BUILDING        20.8’ 

 

 

STUDENT CENTER          20.8’ 

 

 

HEALTH & P.E. (GYM)         21.0’ 

 

 

LIBRARY           21.17’ 

 

 

GROUNDS     14.0’ TO 19.0’ 
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6. Chemical/Hazardous Material Release 
 

 

  Any spillage/release of a hazardous chemical must be reported immediately to the Campus   

Police/Campus Safety Department (extension 9-258-3133 from on-campus phones, 258-3133 from 

public or off-campus phones). 

 

  When reporting, be specific about the nature of the involved material, exact location and if any injuries 

exist.  The Campus Police/Campus Safety Department will notify authorities for containment/cleanup 

and if needed, medical personnel. The procedures specified under NIMS/ICS will be followed (with the 

possibility of a Unified Command being established involving affected jurisdictions as needed). 

 

  If containment is reasonable (considering the safety of those attempting containment), do so. The key 

person on site should vacate the affected area at once and seal it off to prevent further contamination.  

The Campus Police/Campus Safety Department should be called immediately. 

 

  Anyone who may be contaminated by the spill is to avoid contact with others as much as possible, and 

should remain in the vicinity (outside of danger zone) and give their names to the Campus 

Police/Campus Safety Department.  Required First Aid and containment should be started at once. 

 

  If in a building and an emergency exists, one should activate the building alarm.  The building alarm 

sounds only in that building. Contact should be made with the Campus Police/Campus Safety 

Department by phone or in person. 

 

  When the building evacuation alarm is sounded, an emergency exists.  Walk quickly to the nearest 

EXIT. 

 

  Assist the disabled.  Do not use elevators in case of fire. 

 

  Once outside, move to a clear area at least 500 feet away from the affected building. 

 

  Do not return to an evacuated building or area unless directed to do so by an authorized official. 

 

 

7. Explosion/Downed Aircraft (crash) 
 

 In the event a mishap occurs as an explosion or a downed aircraft (crash) on campus, take the following 

actions: 

 

 Immediately take cover under tables, desks or other objects which will give protection against falling 

glass or debris. 

 

 After the effects of the explosion and/or fire have subsided, notify the Campus Police/Campus Safety 

Department.  Give your name and describe the location and nature of the emergency. 

 

 If necessary, or when directed to do so, activate the building alarm.  The emergency must be reported to 

the Campus Police/Campus Safety Department by phone or runner. 
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 When the building alarm is sounded or when directed to do so by an authorized official, walk quickly to 

the nearest EXIT. 

 

 Once outside, move to a clear area that is at least 500 feet away from the affected building or area.  Keep 

streets and walkways clear for emergency vehicles and crews. 

 

 Do not return to the affected area unless authorized by a college official. 

 

 

8. Bomb/Bomb Threat 

 

If you observe a suspicious object or potential bomb on campus, DO NOT HANDLE THE OBJECT. Clear the 

area and immediately call the Campus Police/Campus Safety Department at extension 9-258-3133 from on 

campus phones or 258-3133 from public or off-campus phones. 

 

Volunteer, trained bomb sweepers will conduct a detailed bomb search.  Employees are requested to make a 

cursory search of their area for suspicious objects and if found, to report the location to the Incident Command 

Post which will be located in The Bell Tower area or other as appropriate.  DO NOT TOUCH THE OBJECT.  

Do not open drawers, cabinets or turn on/off lights. 

 

Instructors and office personnel should instruct students and visitors to take all personal items with them during 

evacuations. 

 

Upon notice of bomb threat, bomb sweepers will meet at the Incident Command Post to receive instructions and 

updates. 

 

Any person receiving a phone call concerning a bomb threat should ask the caller: 

a. When is the bomb going to explode? 

b. Where is the bomb located? 

c. What kind of bomb is it? 

d. What does the bomb look like? 

e. Why did you place the bomb? 

 

Keep talking to the caller as long as possible and record the following: 

a. Time of call (exact time if possible). 

b. Age and gender of caller. 

c. Speech pattern, accent, possible nationality. 

d. Emotional state of the caller. 

e. Any background noise. 

f. Phone number of receiving site and caller number if ID is possible. 

 

Then immediately notify the Campus Police/Campus Safety Department duty officer at 9-258-3133 from on 

campus phones or 258-3133 from public or off-campus phones. 

 

If an emergency exists, do not activate the building alarm.  Walk quickly to the nearest EXIT and alert others to 

do the same. 

 

Assist the disabled. 
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Once outside, move to a clear area at least 500 feet from the affected building(s).  Keep streets, fire lanes, 

hydrants and walkways clear for emergency vehicles and personnel. 

 

 

Do not return to an evacuated area/building until instructed to do so by authorized personnel. 

 

If a suspicious object is found, well trained personnel from the GBI, Kings Bay Naval Base or Ft. Stewart will 

be summoned to extricate the object and dispose of it. 

 

9. Civil Disturbance or Demonstration 
 

Most campus demonstrations such as marches, meetings, picketing and rallies will be peaceful and non-

obstructive.  A student demonstrating should not be interrupted unless one or more of the following conditions 

exists as a result of the demonstration: 

 

a. Interference with the normal operation of the college. 

b. Prevention of access to offices, buildings or other college facilities. 

c. Threat of physical harm to persons or damage to college facilities. 

 

If any of these conditions exists, the Campus Police/Safety Safety Department should be notified and will be 

responsible for contacting and informing the President and Vice Presidents. Depending on the nature of the 

demonstration the appropriate procedures listed below should be followed: 

 

1.  Peaceful, Non-Obstructive Demonstration 

 

a. Generally, demonstrations of this kind should not be interrupted. Demonstrations should not be obstructed 

or provoked and efforts should be made to conduct college business as normally as possible. 

 

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

▪  Arrangements will be made by the college administration to monitor the                

situation during non-business hours, or 

▪  Determination will be made to treat the violation of regular closing hours as a disruptive 

demonstration (see section 2).  

 

2.  Non-violent, Disruptive Demonstrations 

 

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

college: 

 

▪  Demonstrators will be asked to terminate the disruptive activity by the Vice President for Student 

Development Services (VPSDS) or his/her designee. 

 

▪  The VPSDS will consider having a photographer available. Key college personnel and student leaders 

will be asked by the VPSDS to go to the area and persuade the demonstrators to desist. Alternatives to 

the protest should be offered, ie. by petition, meeting with college officials, etc.     

▪   The VPSDS or his/her designee will go to the area and ask the demonstrators to leave or to 

discontinue the disruptive activities. 
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 ▪   If the demonstrators persist in the disruptive activity, they will be apprised that failure to discontinue 

the specified action within a determined length of time may result in college disciplinary action, 

including suspension or expulsion, or possible intervention by police authorities (see Attachment A). 

Except in extreme emergencies, the President will be consulted before such disciplinary actions are taken. 

▪  Efforts should be made to secure positive identification of demonstrators in violation, to facilitate later 

testimony, including photographs and videotape,  if deemed advisable. After consultation with the 

President and the Campus Police/Campus Safety Director by  the Vice President for Student 

Development Services, the nee  for an injunction and assistance of civil authorities will be determined. 

▪  If determination is made to seek the intervention of civil authorities, the  demonstrators will be 

informed. 

▪  Upon arrival of Police personnel the remaining demonstrators will be warned of  the intention to arrest 

(see Attachment B). 

 

3.  Violent, Disruptive Demonstrations 

 

In the event that a violent demonstration in which injury to persons or property occurs or appears 

imminent,   the President and VPSDS will be notified: 

 

a. During Business Hours 

 

▪  In coordination with the VPSDS, the Campus Police/Campus Safety Department will contact outside 

police assistance. 

▪  If advisable, the VPSDS, having consulted with the President, will call a photographer to report to an 

advantageous location for photographing the demonstration. 

▪ The President, in consultation with the VPSDS and the Campus Police/Campus Safety Director, will 

determine the possible need for an injunction. 

▪   The Campus Police/Campus Safety Department will provide an officer with a radio for 

communication between the college, Brunswick Police and/or Glynn County Police/Sheriff personnel. 

 

b. After Business Hours 

 

▪   Campus Police/Campus Safety should be immediately notified of the disturbance. 

▪  Campus Police/Campus Safety will investigate the disruption and report and  notify  the Campus 

Police Chief /Campus Safety Director and the VPSDS. 

▪  The VPSDS will: 

     

    1.    Report the circumstance to the President 

2.    Notify key administrators and if appropriate, the Director of Plant Operations.                                     

3.    Notify the College Public Information Officer (Director of  Institutional Advancement).                                               

4.    Arrange for a photographer 

5.    If necessary, the Campus Police Chief/Campus Safety Director will call for external police 

assistance after consultation with the President or his/her designee. 
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Attachment "A" 

 

DIRECTIVE TO IMMEDIATELY TERMINATE DEMONSTRATION 

 

 

(Identify Self) 

 

This assembly and the conduct of each participant are seriously disrupting the operations of the College and are 

in clear violation of the rules of the College.  You have previously been called upon to disperse and terminate 

this demonstration.  (You have been given the opportunity to discuss your grievances in the manner appropriate 

to the College.  In no event will the Administration of this College accede to demands backed by force.)  

Accordingly, you are directed to terminate this demonstration.  If you have not done so within 15 minutes I will, 

under the authority of the Board of Regents, take whatever measures are necessary to restore order – including 

calling for Police assistance. Any student who continues to participate in this demonstration is subject to 

suspension. 

 

 

                                                           

 

 

 

                    Attachment "B" 

 

 

DIRECTIVE TO IMMEDIATELY TERMINATE DEMONSTRATION WITH THE ASSISTANCE OF 

POLICE 

 

 

(Identify Self) 

 

You have previously been directed to terminate this demonstration and you have been put on notice as to the 

consequences of your failure to do so.  Since you have chosen to remain in violation of the rules and regulations 

of the College, each of you is hereby suspended, subject to later review. 

 

The police will now be called to assist in dispersing this assembly. Those who fail to leave immediately will be 

subject to arrest. 
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10. Utility Failure 
 

 

1.  In the event of a major utility failure occurring during regular work hours (8:00 a.m. - 4:30 p.m., Monday - 

Friday), immediately notify Plant Operations at 264-7210. 

 

2.  If there is a potential danger to building occupants, or if the utility failure occurs after hours or on weekends, 

notify the Campus Police/Campus Safety Department at 9-258-3133. 

 

3.  If directed to evacuate the building by those of authority, stay calm, and walk carefully to the nearest exit 

(exit signs will remain operational during power outages). Those with lighting devices should assist others. 

Take special care when exiting by way of stairs. Assist the disabled. 

 

Emergency lighting will provide only minimal illumination; therefore, more care must be taken to exit 

buildings. Do not remain in exits as this may impede others and cause unnecessary barriers for others seeking to 

exit the building.  

 

NOTE: The duration of a power outage may be minutes, or hours. The Instructor or supervisor of an area will 

necessarily have to make a decision, based on the available information, as to staying in place or exiting the 

affected area. 

 

  

11. Violent or Criminal Behavior 
 

 

The Campus Police/Campus Safety Office is located in the Central Plant building on the northwest corner of the 

building.  An officer is on duty at all times, although he/she may be on patrol and not in the office.  To summon 

an officer, dial 9-258-3133 from on campus phones.  Dial 258-3133 from off campus phones. The emergency 

call boxes in the Main and Gym parking lots allow direct communication with the on duty Police Officer 

(follow directions listed on the call box)   If unable to summon the Officer using the previous methods, dial 9-

911 or 911 and the county emergency dispatch will summon the officer. 

 

▪ Everyone is asked to assist in making the campus a safe place by being alert to suspicious 

persons/situations and promptly reporting them. 

▪ If you are the victim of a criminal act or are a witness, please report the incident to the Campus 

Police/Campus Safety Department immediately. 

▪ Assist the officer(s) when he/she arrives by supplying all relative information and ask others on the 

scene to cooperate. 

▪ Should gunfire or discharged explosives endanger the campus, you should take cover immediately, 

including barricading doors and other measures that may limit access to ones vicinity. After the 

disturbance is concluded, please give the information to the Campus Police/Campus Safety Department 

if you are a witness or victim. 
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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 do not escalate the level of 

violence.  The captor is often emotionally imbalanced.  Do not aggravate the captor. 

 

3.  Do not speak unless you are asked to speak.  Do not talk down to the captor.  Avoid appearing judgmental or 

hostile. Maintain eye contact, but do not stare. Treat the captor with complete respect. 

 

4.  Try to rest/relax.  Avoid speculation.  Comply with instructions. Avoid arguments.   

 

5.  Be observant, but not to the degree that the captor becomes threatened by a perception that you are gaining 

information that may be later used against him/her. 

 

6.  Attempt to establish rapport with the captor.  If medications are needed, tell them so. 

 

7.   If you perceive an attempt to rescue you by authorities, when appropriate, take cover. If you must stay 

stationary, lie in the fetal position and cover you head and eyes with your arms. 

 

8.  After the conclusion of the incident, be prepared for a de-briefing.  All information you can give authorities 

will be useful.   

 

12. Medical and First Aid 
 

Call the Campus Police/Campus Safety Department for all emergencies at 9-258-3133 or 258- 3133 from public 

or off-campus phones. If the victim appears to have a life threatening condition or injury, call the 911 Center 

dispatch first, for a squad to be dispatched. Please advise the Campus Police as soon as possible, as they can 

facilitate the Emergency Squad response. 

 

    1. When calling, please give your name, describe the nature and severity of the medical problem and the 

location of the victim.  If appropriate, begin First Aid procedures. (*Help may be needed if one is administering 

First Aid.) 

 

    2. In case of minor injury or illness, provide First Aid care. Use only sterile First Aid materials. Campus 

Police can apply First Aid and have materials for providing assistance. 

 

    3. The following steps may offer guidance in medical emergencies: 

 

a. Keep the victim still and comfortable.  Do not move the victim. 

b. Ask the victim "are you okay" and "what is wrong". 

c. Check breathing and give CPR, if necessary. 

d. Control serious bleeding by applying direct pressure to the wound. 

e. Continue to assist the victim until help arrives. 

f. Look for emergency medical ID, question witness and give all information to medical personnel. 

 

Note:  In any case that the Campus Police/Campus Safety Department cannot be summoned immediately, call 

911.  Assist the emergency squad in locating the victim. Continue to summon the duty officer. 
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13. Psychological Crisis 
 

A psychological crisis exists when an individual is threatening harm to themselves or to others, or is out of 

touch with reality due to severe drug reactions or a psychotic breakdown. A psychotic breakdown may be 

characterized by hallucinations or uncontrollable behavior. The person may have escaped or walked away from 

a mental health facility. 

 

 

If a psychological crisis occurs: 

 

1.  Never try to handle a situation you feel is dangerous on your own. 

    

2.  Notify the Campus Police Officer of the situation at 9-258-3133.  State the nature of the incident, give your 

name, the location or area involved. 

    

 3.  In extreme emergencies or if the Campus Police Officers are not immediately available, dial 911.  Then 

continue attempts to summon the officer. 

 

 

14. Flu Pandemic Plan 
 

Pandemic influenza is a unique public health issue and a potential community disaster. Pandemic influenza is 

considered to be a relatively high probability event, yet no one knows if or when the next pandemic event will 

occur. The effect of influenza on the community could be prolonged for several weeks when compared to the 

minutes to hours observed in most other natural disasters.  

 
As a first step in dealing with a potential influenza pandemic, the College has identified the following senior 

administrator as pandemic coordinator: 

 

Mr. David Leenhouts  

Interim Vice President for Student Development Services 

912-279-5970 

dleenhouts@ccga.edu  

 
Depending upon the severity of an outbreak, the President of the college or their designee will make the 

decision to cancel classes, sporting events, and other public events as deemed appropriate. In an extreme 

outbreak, it could become necessary to close the entire campus. In any event, college officials plan to work and 

cooperate with state and local officials in responding to a flu pandemic. The local health department, which is 

located adjacent to the college, will provide guidance and service to us as needed. In addition, Southeast 

Georgia Health Systems is located within one-half mile of the college and will provide information and 

treatment as appropriate.  

 

The college has established a new link on the college web-site at www.ccga.edu under “Student Resources,” 

“Faculty/staff resources,” and “Community Resources.” The link will direct you to PandemicFlu.gov which is a 

comprehensive one-stop access point to U.S. Government avian and pandemic flu information. This site is 

managed by the Department of Health and Human Services and is updated periodically.  

 

   
 

mailto:dleenhouts@ccga.edu
http://www.ccg.edu/
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VIII. ADDENDUM  
 

1.  List of Resource Team with current phone #s 

2.  Alternates 

3.  Bomb sweeper list with phone numbers (include their assigned areas) 

4.  Evacuation Zone Map 

5.  Emergency Action Procedure 

6.  Hazardous Chemical Protection Communication (RTK Plan) 

7. Blood borne pathogens procedures 

8. Bomb threat Report form  

9.   Lab safety training modules (on file with Campus Safety Department) 

a. Chemistry 

b.  Biology 

c.  Radiology 

d.  Welding 

e.  Machine Shop 

f.   Physics 

 g.  Manufacturing Tech 

h.  Surgical Tech 

i.   Lab Tech 

j.  Nursing (LPN & RN) 

k. Art   

10.   Board of Regents of the USG Emergency Notification Plan 

11.   National Incident Management System (NIMS)/Incident Command System (ICS) 

        (summary and definitions) 

12.   Business Continuity Plan (for maintaining reasonable services during/after disasters) 
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Resource Team (Addendum #1) 

 

 

 Title/Function                           Name                  Campus Extension        Home Phone 
 

Emergency Director:            Dr. Valerie Hepburn (President)          65705                                297.0236 
 

Emergency Coordinator:      Bryan Sipe (Campus Safety Dir.)        65820                                638.0465 

                                                      (Operations Chief) 

 

Damage Control                   Gary Strickland (Plant Op. Dir.)          65830                                261.1268 

                                                       (Logistics Chief) 

 

Campus Safety/Communications                                                       65820   (EMERGENCY) 258.3133  

(Police Officers/1
st
 Responders) 

                                              SGT. Bryan Sipe                                  65820                                638.0465 

                                              PSO  Jason Fell                                    65820                                264.3967 

                                              PSO Clayton Patrick                            65820                                554.8880 

                                              PSO Chris Dixon                                  65820                         912.832.2876 

                                                                                                  

 

Public Information                Elizabeth Weatherly (Dir. Inst. Adv.)  65704                               222.5046     

                                              (Public Info. Officer/Records) 
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Alternate Resource Team (Addendum #2) 

 

 

Title/Function                           Name                  Campus Extension        Home Phone 
 

Emergency Director:            C. Tom Saunders (VP Bus Affairs)    65757                                634.8012 
 

Emergency Coordinator:      Jason Fell (PSO-Training Officer)     65820                                264.3967 

                                                      (Operations Chief) 

 

Damage Control                   Harold Day (Mechanical Foreman)    65832                                264.8749 

                                                       (Logistics Chief) 

 

Campus Safety/Communications                                                      65820    (EMERGENCY) 258.3133  

(Police Officers/1
st
 Responders) 

 

                                              PSO  Jason Fell                                    65820                                264.3967 

                                              PSO Clayton Patrick                            65820                                554.8880 

                                              PSO Chris Dixon                                  65820                         912.832.2876 

                                                                                                    

 

Public Information                Robin Flores                                         65702                                264.0723   

                                              (Com. Relations & Info. Specialist) 

                                              (Public Info. Officer/Records) 
 

 

 

 

* NOTE:   The Emergency Director shall designate/appoint functionaries for the above described positions as 

needed. 
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Bomb Sweeper List (Addendum #3) 
 

                           

Assigned Areas   Name                      Campus Phone # 

 

 

Administration Building ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Library   ______________________________    ________________ 

  ______________________________    ________________ 

  ______________________________    ________________ 

 

Student Center   ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Central Plant and Grounds ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Plant Operations  ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Academic Building  ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Science Building  ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Allied Health Building ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Gymnasium   ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Applied Tech. Building ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 

 

Conference Center  ______________________________    ________________ 

    ______________________________    ________________ 

    ______________________________    ________________ 
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(Addendum #4) Evacuation Zones 
(with affected) 
(buildings listed) 

Command Post 
(location may chan 
relative to emergen 

Zone/Area #1 
Conference Center 

Zone/Area #2 

Administration 

Academic/Classroom 

Zone/Area #3 
Science Allied 
Health 

Zone/Area #4 
Library 

Student Center Applied 
Tech/Vo-Tech 

Zone/Area #5 
Gymnasium Plant 
Operations 
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DO NOT REMOVE                  (Addendum #5) 

 

 

EMERGENCY ACTION PROCEDURE 
 

The following procedures should be used in the event of an emergency (accident, illness, etc.) occurring on 

campus: 

 

1. The first person at the scene of the emergency is to remain at the site and is to send someone to notify 

the Campus Police (258-3133). Please leave your name, the nature of your call and the exact location of 

the emergency. If unable to notify the Campus Police immediately and the victim has a life threatening 

symptom, call the 911 Center, giving the nature of the incident and exact location on campus. As soon 

as possible, continue attempting to notify the Campus Police to allow them to lead the Emergency Squad 

to the site and document the incident. 

 

If the first person at the scene is a student, they should contact a staff or faculty member or a Campus 

Police Officer to provide help for the person. 

 

2. Notification to the Campus Police (258-3133) should include the type of emergency (i.e., illness, 

accident, etc.) and whether or not an ambulance should be or has been called. 

 

3. The person responding to the injured or ill person should wear latex gloves while offering assistance.  

The gloves may be obtained from the nearest secretary’s office or custodial closet. 

 

4. In case of spills of blood or body fluids, do not attempt to clean up the spill.  Call Plant Operations to 

send a custodian who has been trained in the proper methods of cleanup. 

 

5. The Chief Student Affairs Officer, or their designee, should report to the scene, if available, if the 

emergency involves a student. (call ext 65800). 

 

6. If the victim is taken to the hospital, if possible, the individual who was on the emergency scene first or 

the person from Student Services should accompany the ambulance to the hospital, to help provide 

information to the medical staff, emergency contacts of the victim and campus authorities. 

 

       EMERGENCY TELEPHONE NUMBERS              

                  Campus Police (emergency) . . … 258-3133  

       Ambulance . . . . . . . . . . . . . . . . . . . . . .  911       NOTE: to gain an outside  

       Student Services. . . . . . . . . . .  . . . . . . 65800        line from on- campus phones          

       VP for Academic Affairs  . . . . . . . . . .65710        you must first dial 9. 

       Campus Police (office) . . . . . . . . . . . .65820 

     President’s Office . . . . . . . . . . . . . . . .65705 

     Plant Operations (for clean-up) . . . . . 65830 

 

Please call the Campus Police office at 279-5820 (on Campus: 65820) for non-urgent or non-emergency 

requests. 

 
Revised 10/08 
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College of Coastal Georgia (Addendum # 6) 

HAZARDOUS CHEMICAL PROTECTION 

COMMUNICATION (RIGHT TO KNOW) PLAN 

Purpose 

In order to comply with the Georgia Public Employees Hazardous Chemical Protection and Right To Know Act of 
1988 as amended, Georgia Department of Labor Chapter 300-3-19 Public Employee Hazardous Chemical 
Protection and Right To Know Rules, and the University System of Georgia Hazardous Chemical Protection 
Communication (Right To Know) Plan, this written Hazardous Chemical Protection Communication Plan is 
established for the College of Coastal Georgia.. 

Definitions 

1.      "College of Coastal Georgia Right-To-Know Coordinator" means an individual who is assigned the 
responsibilities associated with that title in this written Hazardous Chemical Protection Communication 
(Right To Know) Plan, and who is assigned the responsibilities of Hazardous Chemical Protection 
Communication Coordinator in the Chapter 300-3-19 Rules. 

2.     "Work area" means a room inside a building or structure, an outside area, or other defined space in a 
workplace where hazardous chemicals are produced, stored, or used and where employees are present in 
the course of their employment 

3.      "Workplace" means an establishment or business of an employer at one geographic location at which work is 
performed by a state employee and which contains one or more work areas. In the case of an independent 
contractor or subcontractor, the workplace shall be deemed as all work areas wholly owned or controlled by 
such independent contractor or subcontractor. 

Policy 

All work units of the College of Coastal Georgia are included within this program. The written program is available 
for review at the office of the College Right-To-Know Coordinator, located in the Campus Police Office. 

College of Coastal Georgia Right-To-Know Coordinator. 

The College Right –To- Know Coordinator is Mr. Bryan Sipe, 279-5820, who shall: 

1.     Act as liaison between The University System Right-To-Know Coordinator and the College on hazardous 
chemicals issues; 

2.      Resolve questions regarding applicability of the Chapter 300-3-19 rules to individual workplaces and 
work areas of the College; 
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3.       Make arrangements for and/or provide appropriate and adequate Right-To-Know training to all employees 

of the College; 

 4.      Ensure that a written workplace-specific hazard communication program be developed for each 
workplace in the College of Coastal Georgia . This workplace-specific program will include a list of 
hazardous chemicals used, stored, or manufactured in that particular workplace, and will be available 
to all employees in the workplace; 

 5.     Disseminate updated information so that all employees of the College will have access to current Material 
Safety Data Sheets for those hazardous chemicals used in their work area, via their supervisors; 

 6.         Ensure that employees are made aware of and are properly trained in the uses and hazards associated 
with chemicals to which they are exposed in their work area; 

 7.         Ensure that employee training on and notification of the use of hazardous chemicals in the work area are 
adequately documented in each employee's personnel file; 

 8.    Ensure that employees are provided with personal protective equipment appropriate to each work 
environment, and receive adequate training in the use and maintenance of this equipment; 

  9.        Accumulate hazardous chemical inventory information for the College of Coastal Georgia; 

10.    Review the hazardous chemical labeling practices of work areas which use secondary storage containers at 
least annually. 

Procurement of Hazardous Chemicals 

Unless there are alternate procedures established by the College Right-To-Know Coordinator to advise the 
Coordinator of the acquisition of a hazardous chemical, any person procuring a hazardous chemical MUST 
forward a copy of the purchase order to the College Right-To-Know Coordinator, or otherwise communicate in 
writing that the procurement did occur. 

It is the responsibility of the person approving its purchase to determine whether a chemical or product used is a 
hazardous chemical under the law. 

Material Safety Data Sheets 

Material Safety Data Sheets may be accessed through the USG Environmental Health and Safety Office 
web site (http://www.usg.edu/ehs) if a copy is, otherwise unavailable in an emergency. 
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Department heads and supervisors throughout the College in keeping with their obligation to ensure a safe work 
environment are responsible for maintaining ready accessibility of MSDS's for employees in their work areas for 
review during each work shift. 

 

Container Labeling 

The person ordering a chemical or product containing a hazardous chemical should verify that all containers 
received for use will: 

1.        Be clearly labeled as to the contents; 

2.        Display the appropriate hazard warnings; 

3.        List the name and address of the manufacturer. Secondary  

Containers 

The work shift supervisor in each section should ensure that all secondary containers are labeled with either an extra 
copy of the original manufacturer's label or with a label containing the identity of the contents, and either an NFPA 
or MSDS hazard warning label, properly filled out. 

If the secondary container is intended only for short-term storage (one week or less), it shall be labeled, as a minimum, 
with the name of the contents and date of filling. Vials and test tubes may have hazard labels affixed to the rack or 
container in which they are held, rather than on each vial or test tube, so long as every vial or test tube in the rack or 
container presents the same hazard. 

 

Unlabeled Containers 

If an employee finds a container in the work area, and it is unlabeled or carries a defaced label and is thought to 
contain a hazardous chemical, the employee should immediately notify a supervisor. If the supervisor is unable to 
identify the container, the supervisor should call the College Coastal Georgia Right-To- Know Coordinator 
for assistance. 
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Informing Contractors 

A contractor doing work at the College may: 

1.    Expose employees of the College to hazardous chemicals used by the contractor; 

2.   Expose employees and subcontractors of the contractor to hazardous chemicals used by the contractor, 

3.  Expose employees and subcontractors of the contractor to hazardous chemicals used by  the College. 

Therefore, any contract with the College of Coastal Georgia which may involve hazardous chemical exposure 
must require the contractor to: 

1.  Notify the workplace manager at the member unit work site at least 30 days prior to the commencement 
of work, of any hazardous chemicals which will be used or stored at the work site by the contractor or its 
subcontractors. (This 30-day requirement may be waived in the event of an emergency.) The workplace 
manager will then: 

a) Disseminate this information to member unit employees whose workplace is at the work site; 

b) Obtain from the contractor MSDS’ for those hazardous chemicals and maintain them readily available to 
College employees during the contractor's presence at the work site; 

2.  Provide documentation to the workplace manager that its employees and its subcontractors have been provided 
with information and training on hazardous chemicals being used by the contractor or its subcontractors at the 
work site. 

 

Hazardous Chemical lists 

The College Right-To-Know Coordinator shall supply to the University System Right-To-Know Coordinator in 
June and December of each year, a list, by name and manufacturer, of all hazardous chemicals or products 
present in the member unit's workplaces. This list shall include all chemicals labeled as flammable, explosive, 
combustible liquid, corrosive, reactive, oxidizer, toxic, water reactive, pyrophoric, or organic peroxide. 

 

APPENDIX 1 - HAZARDOUS CHEMICALS LIST 

The College Right To Know Coordinator shall publish every January and July a list of those hazardous chemicals and 
products containing hazardous chemicals which are found at the College. Publication of this list is required as a part 
of this written Hazardous Chemical Protection Communication Program. 
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Employee Training 

(Policy, DTAE Specific) 

College of Coastal Georgia 

Hazardous Chemical Personal Protection and Right to Know Public Employees Hazardous Chemical Protection 
and Right to Know Act of 1988 

College maintains an official Hazard Communication Plan approved by the President and Agency Commissioner 

There is a Haz/Chem Coordinator for the college who is responsible for maintaining the plan. 

An employee information poster describing employee rights in accordance with the Act is posted in the workplace 

Each employee receives initial and annual Haz/Chem Training, which is documented in a master training log (for 
three years) and the employee personnel file 

PPE appropriate for the chemicals/substances found in employee work area is provided and maintained 

Material Safety Data Sheet (MSDS) forms are available for all hazardous chemicals used in the program 

I. Upon initial employment all employees shall receive the Basic/Phase I Right to Know (RTK) training as part of their 
orientation. This training shall be derived from the USG Environmental Affairs web site (http://www.usq.edu/ehs/).  Upon 
completion of the training, the completion documentation shall be forwarded to the College RTK (Haz/Chem) Coordinator to 
be retained in both the Human Resources personnel fife for the employee and the RTK Coordinator's training tag. It is the 
responsibility of the employee's supervisor to assure the completion of the training and the forwarding of the documentation 
of completion. 

II. Annually, employees teaching and or supporting DTAE programs must receive Haz/Chem Training. This training may be 
derived from the USG Environmental Affairs web site (http://www.usq.edu/ehs/) or from other sources/presentations on 
hazardous chemicals. Upon completion of training, the verification of attendance shall be forwarded to the College RTK 
Coordinator to be recorded in a training log and forwarded to the Human Resources for the individual/s personnel file. I t is the 
responsibility of the supervisor to assure that the employee attends the annual training and that the attendance 
documentation is forwarded to the RTK Coordinator. 

III. A Chemical Specific training session shall be held annually during convocation week prior to the beginning of the fall 
semester. All employees shall attend this session, or an alternate session, as arranged by the College RTK Coordinator, in 
conjunction with their supervisor. The employee and the supervisor shall identify the hazardous chemicals in the workplace 
that the employee may encounter. A Material Safety Data Sheet (MSDS) shall be obtained for each of those substances and 
retained in each program workplace, with copies forwarded to the RTK Coordinator. The RTK Coordinator shall, in conjunction 
with the Division Office, plan for and facilitate the training related to the information obtained from the MSDS collection. 
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IV.     The timing and site for the training shall be derived from communication between the Division Office and the RTK 

Coordinator. Alternate sessions may be offered, if needed, to ensure attendance by employees who have a need to 
know. A record of all trainings shall be maintained in a training log administered by the RTK Coordinator. The log shall 
record the present year's training and 3 years prior training documentation. 

V.      MSDS for newly acquired hazardous chemicals shall be forwarded to the above-mentioned locations immediately upon 
their arrival on the Campuses of the College. Training shall be offered to employees related to those substances prior 
to their possible encounter to those substances. Information on storage sites, usage and quantities shall be forwarded 
to the RTK Coordinator. 

Personal protective gear for hazardous substances in Academic Programs shall be obtained and maintained by the 
supervisor of the program. 

Each Academic program shall maintain safe hazardous materials storage. The division chair for each program will 
ensure that safe storage is maintained. 

The Campus Safety Department shall be used as an informational resource and will monitor the storage and handling of 
hazardous materials on the campuses. 

 

 

Blood Borne Pathogens procedures (Addendum #7) 

 
When responding to blood and body fluid spills, care should be taken to protect the worker from possible 

transmission of blood pathogens such as Hepatitis and HIV. For any first aid given, the provider should also 

protect him / herself from like disease. 

 

PROCEDURE: 

 

1. Always us rubber gloves; disposable latex for most situations. If prolonged or extensive exposure is 

encountered, use industrial / utility rubber gloves. If non-disposable gloves are used, care should be 

taken to thoroughly clean the exterior of the gloves with a solution of bleach (1/4 cup bleach to one 

gallon of water). If this cleaning does not satisfactorily remove all contaminants, discard the gloves in 

the manner described for all bio-hazardous waste.  

2. To dispose of bio-hazardous waste, solids should be placed in a double plastic bag and the area 

contaminated should be washed with the above mentioned bleach solution. All materials used in the 

clean-up should be placed in the double bag for discarding in prescribed manner. Non-disposable 

utensils should be cleaned in the same manner as mentioned above for non-disposable gloves. The 

bleach solution also should be discarded in the double bag. 

3. The discarded package (double plastic bag with materials inside) should be turned in to the Campus 

Hazardous Materials Coordinator(s) for proper disposal or incineration. 

4. WASH HANDS THOROUGHLY WITH SOAP AND WATER AFETR DISCARDING WASTES. 

 

 

NOTE: IF DIRECT EXPOSURE TO SKIN BY BLOOD-BORNE PATHOGENS OCCURS, 

WASH EXPOSED AREA IMMEDIATELY WITH BLEACH SOLUTION AND CONSULT 

YOU’RE SUPERVISOR! 
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BOMB THREAT REPORT FORM 

(Addendum #8) 

 

THREATENING PHONE CALL                                           DESCRIPTION OF CALLER’S VOICE 

 

Time call was received______________________                Male___________ Female ____________ 

Exact words of person placing call: ____________               Young____ Middle Age____ Older______ 

_________________________________________               Tone of voice _______________________ 

_________________________________________               Accent _____________________________ 

_________________________________________               Background noise ____________________ 

_________________________________________               Is the voice familiar? _________________ 

_________________________________________               If so, who did it sound like? ____________ 

_________________________________________               ___________________________________ 

Questions to ask:      Remarks ____________________________ 

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? __________  ____________________________________ 

______________________________________  ____________________________________ 

Person monitoring/receiving the call:   ____________________________________ 

______________________________________  ____________________________________ 

Department ____________________________  ____________________________________ 

Telephone Number ______________________ 

Home address __________________________ 

______________________________________ 

Home Telephone Number _________________ 

Date __________________________________ 


