






























EMERGENCY


PROCEDURES





EMERGENCY – SWITCHBOARD “0” 


CAMPUS POLICE – Ext. 4300	EMERGENCY TELEPHONE NUMBERS








IN THE EVENT OF AN EMERGENCY WITHIN YOUR DEPARTMENT OR AREA, PLEASE CONTACT THE DEPARTMENT BELOW:





GENERAL EMERGENCY/SWITCHBOARD	“0”


     M – F 7:30am – 4:30pm


CAMPUS POLICE	4300


     24 Hours


HEALTH SERVICES (NURSE)	4262


     M – W 8am – 7:30pm, Th 8am -5pm, F 8am - 2:30pm


MAINTENANCE	4378


     M – F 7am – 3pm


OPERATIONS	4374


     M – F 7am – 3pm











IN THE EVENT OF AN EXPLOSION IN THE BUILDING, EMPLOYEES SHOULD:





Take cover under tables, desks, or any other such objects that will give protection against flying glass or debris.


Telephone Campus Police at Ext. 4300 or Operator “0”.


After the effects of the explosion have subsided, Campus Police will determine if evacuation is necessary.


If evacuation is ordered, exit building as directed by emergency personnel.  Seek out any disabled persons and provide assistance.


Upon leaving the building, proceed to designated area Emergency Evacuation Assembly area and await further instructions.











CAMPUS POLICE – Ext. 4300	EXPLOSION








IN THE EVENT OF A POWER BLACKOUT:





Between the hours of 6:00am and 2:30pm notify the Maintenance office at Extension 4378 or deliver a message to the office.  Phones in the affected area may not ring.


After hours, notify Campus Police at Extension 4300, or deliver a message to Campus Police.


If evacuation of the building is necessary, seek out any disabled persons and provide assistance.


Staff in labs or offices should secure experiments, activities, or equipment that may present a danger if electrical power is off or if a danger may be created.


Turn off all electrical equipment. (Leave room light on.)











MAINTENANCE – Ext. 4378	POWER BLACKOUTS


OPERATIONS – Ext. 4374


CAMPUS POLICE – Ext. 4300





CAMPUS POLICE – Ext. 4300	FIRE


SWITCHBOARD “0”





IN CASE OF FIRE:








Phone Campus Police at Ext. 4300 or switchboard “0”.   Do not attempt to call the Fire Department.  Let campus police do it as they know locations on campus and can direct quickly.





Attempt to extinguish the fire if you can do so easily and safely. (Important to know location of fire extinguisher in your area!)





Evacuate building if necessary, closing fire doors behind you.





Seek out and provide assistance to disabled persons in the area.





If evacuated, proceed to your designated Emergency Evacuation Assembly Area (see map) and await further instructions.





All fires, no matter how small, must be reported to the college police department.














	EARTHQUAKE








IN THE EVENT OF EARTHQUAKE:








Stay in the building.  





Take immediate shelter under tables, desks, doorways and similar places.





Keep away from overhead fixtures, windows, filing cabinets, bookcases, and electrical power equipment.





Assist any disabled persons in the area and find a safe place for them.





If you are outside, stay outside, go to a clear area away from buildings, trees, power poles, etc.





Keep calm and await emergency instructions.








IF EVACUATION IS ORDERED BY EMERGENCY PERSONNEL:





Evacuate as instructed by emergency personnel.





Seek out any disabled persons in the area and provide assistance.





Beware of falling debris or electrical wires as you exit.





Proceed to your designated Emergency Evacuation Assembly Area (see map on the last page of this booklet).





Take precautions against additional aftershocks.





Follow all emergency instructions.














	EVACUATION








EVACUATION PROCEDURES





POLICE/FIRE/AMBULANCE dial: Extension 4300





In an Emergency in which College Police CANNOT be reached, call 911.





1. 	Building Evacuation





	a. 	All building evacuations will occur when an alarm sounds and/or upon 						notification by College Police or other authority.





When the building evacuation alarm is activated during an emergency, leave


		 by the nearest marked exit and alert others to do the same. CAUTION: The building 


		 alarms ring only in some buildings. You must report the emergency via telephone.





ASSIST THE HANDICAPPED IN EXITING THE BUILDING!  Remember that elevators are reserved for handicapped persons. DO NOT USE THE 


	ELEVATORS IN CASE OF FIRE.





Once outside proceed to a clear area that is at least 500 feet away from the affected building. 


		Keep streets, fire-lanes, hydrant areas and walkways clear for emergency vehicles and


		personnel. Know your area assembly points.





	e. 	DO NOT return to an evacuated building unless told to do so by a College Official.





IMPORTANT: After any evacuation report to your designated area assembly point. Stay there until an accurate headcount is taken. The Area Emergency Coordinator will coordinate head-counts with faculty, department chairs and managers.





2. 	Campus Evacuation





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





All persons (students and staff) are to immediately vacate the site in question


		and relocate to another part of the campus grounds as	 directed.

















CAMPUS POLICE – Ext. 4300	MEDICAL & FIRST AID EMERGENCIES


HEALTH SERVICES – Ext. 4262


EMERGENCIES SERVICES – 7 + 911	





	EVACUATION








IN THE EVENT OF SERIOUS ILLNESS OR INJURY:





1.	Emergency contact procedure:





	MAIN CAMPUS:


Call Campus Police immediately.  Dial 4300.  Remain calm and describe the problem.  Campus Police will call the necessary medical personnel, such as Health Services or an ambulance, and direct them to the proper location.





If you are unable to reach Campus Police, call Health Services or 911.  Remember to dial 7 before dialing 911.





If all of these avenues of communication fail, call the Campus Switchboard: dial 0





	SATELLITE CAMPUS SITES:


Call 911 immediately.  Remember to dial 7 to get a direct line.  Describe the problem and your location as specifically as you can.





2.	Transportation for injured party:


DO NOT transport an injured or ill person in a college vehicle.  If the injury is serious, paramedics will transport the injured party to a medical facility.  Otherwise, the person must ask a friend or relative to transport them if unable to drive themselves.  EXCEPTION:  If Campus Police have taken an injured/ill party into custody, then they will transport the individual as necessary.





3.	Refusal of medical treatment:


If the injured person refuses medical treatment, this must be documented by Campus Police.  Health Services and paramedics will also document this if they are involved.





4. 	Notifying injured person’s emergency contact:


In case of unconsciousness or life-threatening injury or illness, Campus Police or Health Services will notify the Human Resources Department (for staff) or Admissions & Records (for students).  Human Resources or Admissions & Records will then notify the appropriate person(s).  If these departments are not open, Campus Police will contact someone from the appropriate department, at home, to make the notification.  In less serious situations, notification will be made as requested by the injured/ill party.











CAMPUS POLICE – Ext. 4300	BOMB THREATS & SEARCH


	





	EVACUATION








Employees receiving a bomb threat or discovering a possible bomb should immediately notify Campus Police at Extension 4300.








DO NOT evacuate the building…DO NOT activate the fire alarm.





If a bomb threat is received by telephone, ask:


When is the bomb going to explode?


Where is the bomb right now?


What kind of bomb is it?


What does it look like?


Why did you place the bomb?





Keep the caller on the phone as long as possible.  Record the following information for Campus Police:


Time of call


Date of call


Exact words of person


Sex, age, (approximation)


Speech pattern, accent, any identified behavior


Any background noises	





If a bomb threat is received by mail, employee should:


Not handle envelope or package


Leave immediate area


Notify Campus Police and stop anyone from entering area where package is located.





If a suspicious object is discovered, the employee should:


Not attempt to touch or move the object


Evacuate immediate area only


Notify Campus Police and await further instructions








	PERSONAL SAFETY


	





	EVACUATION








GUIDELINES FOR FACULTY/STAFF WHOSE PERSONAL SAFETY HAS BEEN THREATENED.





If you believe your personal safety has been threatened, whether verbally, in writing, or by behavior, consider the following alternatives:





If you assess the threat URGENT, CALL THE CAMPUS POLICE (X4300) TO REPORT THE INCIDENT.


The campus police will talk with you to gather the necessary information and help you consider various courses of action.  Even if you are not sure of the seriousness of the threat, the police can help assess the incident, document and monitor the situation.


There is a wide range of responses that the campus police may make.  For example, every SMC police officer is empowered to arrest persons for breaking the law and to exclude a person from campus.  The campus police also will discuss the matter with the college disciplinarian, who will then contact the person who made the threat and set clear limits regarding what behavior will and will not be tolerated on campus.


In an extremely serious situation, you may want to consider filing a criminal complaint with the District Attorney’s Office or obtaining a restraining order (i.e., a court order prohibiting a person from coming within a certain physical distance of another person).  Filing a complaint with the DA must be done by the individual,  faculty or staff (the college police cannot do this for you).  Similarly, obtaining a restraining order requires that you actually go to City Hall, fill out forms, possibly hire a lawyer and whatever court costs are needed for the judge to make a finding.  The judge’s order may take 3-5 days to implement.  The college itself does not seek restraining orders because the campus police and/or college disciplinarian already have the authority to exclude a student from campus.  However, if the threat made to you extends to your safety at home or elsewhere off campus, the additional time and effort to obtain a restraining order may be worthwhile.  The SMC police will be glad to talk to you to evaluate these alternatives.





Even if you are not directly threatened but you feel some concern regarding your safety, call the college disciplinarian to report the incident.


The college disciplinarian will discuss the situation with you and ask you to document the matter.  The documentation may be brief, but should include a clear description of what was actually said or done, any relevant circumstances, and your responses (words, behavior) to the person who made the threat.


The college disciplinarian also has a wide range of actions with which to respond to the situation.  The person who made the threat may be reprimanded, placed on probation, or suspended.  In any case, the college disciplinarian will call in the person who made the threat and set clear, firm limits regarding what behavior is and is not acceptable on campus.


The college disciplinarian will inform the faculty or staff by phone or in writing of the disposition of the matter.





WHETHER YOU CALL THE CAMPUS POLICE DIRECTLY, OR CALL THE CAMPUS DISCIPLINARIAN, ALSO NOTIFY YOUR DEPARTMENT CHAIR OR SUPERVISOR OF THE SITUATION. 














