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1   Reporting Emergencies
Emergency: 


Campus Police- cell phone 631-2831 (carried by working campus police)


From a campus phone ext. 2148 (Public Safety Building Staff)


Fire and EMT/ Ambulance- 911

Non-Emergency:


Student Services 573-518-2131


Campus Police    518-2148 or ext. 2148

Central Dispatch 431-3131


General Services 431-2136 or ext. 2136

1. The quickest way to obtain law, medical or fire help is to call 911

2. When calling, stay calm and carefully explain the problem and location to the dispatcher.

3. DO NOT HANG UP UNTIL TOLD TO DO SO!
4. Contact DPS or building coordinator for additional Emergency Procedure Information.

5. Stay calm and help others stay calm.

 2   General Evacuation Procedures
1. All building evacuations will occur when an alarm sounds continuously and/or upon direction of campus personnel and/or Law Enforcement Officials.

2. Be aware of all marked exits in your area and all routes from your work area.

3. If directed by building coordinator or law enforcement/fire official pull the fire alarm.
CAUTION: THE BUILDING ALARM ONLY SOUNDS IN THE BUILDING WHERE THE EMERGENCY IS OCCURING!

You must contact 911 or building coordinator.
4. When evacuation alarms sound or requested by Law Enforcement, walk quickly to the nearest exit and ask others to do the same.

5. ASSIST PERSONS WITH DISABILITIES IN EXITING THE BUILDING. DO NOT USE ELEVATORS IN CASE OF FIRE. SPECIALLY TRAINED PERSONNEL WILL USE A DEVICE (EVACUTRAC) TO ASSIST IN EVACUATING PERSONS WITH DISABILITIES.
6. Once outside, move clear of building. Keep streets and walkways open for emergency personnel and equipment.

7. If requested, assist Law Enforcement/Fire and building coordinator.

8. DO NOT RETURN TO EVACUATED BUILDING!
9. A field emergency command post may be set up near the emergency site. Keep clear of this area unless you have something to report.

3   MEDICAL and FIRSTAID
1. If serious injury or illness occurs on campus, IMMEDIATELY CALL 911. Give your name and immediately describe the nature and severity of the medical problem and the location on campus.

2. In case of minor injury or illness, persons trained and certified may provide emergency first aid. Use the first aid material located in the building. Be sure to restock first aid kits after use.

3. In case of serious injury or illness, certified trained personnel should quickly perform the following steps:

a) Keep the victim still and comfortable. DO NOT MOVE VICTIM!
b) Ask victim if “Are you ok?” “What is wrong?”

c) Check breathing and give rescue breathing if necessary.

d) Control serious bleeding by direct pressure on wound.

e) Control to assist the victim until help arrives.

f) Look for emergency medical I.D., question witnesses, and give all the information to the Emergency Response Officials.

4. Every building should have a person(s) trained in CPR and basic first aid. ONLY CERTIFIED TRAINED PERSONNEL should provide first aid or CPR treatment.

4   FIRE
1. If alarm is sounding immediately evacuate building. Follow the evacuation plans described early in this guide.

2. Know the location of fire extinguishers in your building and how to use them. Training and information is available from local fire departments and from general services.

3. On a minor fire direct the fire extinguisher at the base of the fire and squeeze trigger. Contact 911 as soon as possible and inform them of location of fire.

On large uncontrollable fires contact 911 immediately and tell 911 the exact location of fire. Sound alarm and evacuate the building. The alarm only sounds in the building where the fire is located. 

4. Assist person(s) with disabilities. DO NOT USE ELEVATOR DURING A FIRE.
5. Do not return to evacuated building until told to do so by Fire or Law Enforcement Official.

6. Once outside, move clear of the building. Keep walkways and street clear for emergency personnel and equipment.

7. A field command post may be set near the emergency location. Stay clear of this area unless you have information to report.  Note:  IF YOU BECOME TRAPPED in a building during fire and a window is available PLACE AN ARTICLE OF CLOTHING (shirt, jacket, ECT.) OUTSIDE WINDOW
 as a marker for emergency personnel. If there is no window stay near the floor where the air is more breathable. SHOUT at regular intervals to alert emergency personnel of your location.
5    TORNADO
1. During a tornado STAY CALM and quickly follow the steps outlined below.

2. IF INDOOR seek shelter in the lowest level of the building. Interior hallways or rooms preferably, AWAY FROM WINDOWS!
3. IF OUTSIDE, take cover in the nearest ditch or depression away from power-lines, buildings and trees. DO NOT STAY IN A CAR OR ATTEMPT TO OUTRUN THE TORNADO!


4. After the tornado has passed evaluate the situation and if emergency help is needed contact 911. Be aware at all times of dangerous structural conditions around you.

5. Damaged facilities should be reported to the Law Enforcement, Fire Official or Campus General Services.

      Note:  Gas leaks and power-lines create special hazards. Please refer to the special section on utility failures.

6. ASSIST ALL PERSONS WITH DISABILITIES IN EXITING THE BUILDING. DO NOT USE ELEVATOR IN CASE OF FIRE. Specially trained personnel will use a Device (EVACUTRAC) to assist in evacuating persons with disabilities.

7. Keep sidewalks and streets clear for emergency personnel and equipment. Once outside, move to a clear area away from affected buildings.
8. DO NOT RETURN TO EVACUATED BUILDINGS UNLESS TOLD TO DO SO BE LAW ENFORCEMENT/ FIRE OR CAMPUS OFFICIAL.

9. If necessary, an Emergency Operations Center will be activated on campus.
10. STAY CALM!! All emergency response efforts will require clear thinking and cooperation from all members of the campus community.
6   EARTHQUAKE

1. During an earthquake, remain calm and quickly follow the steps outlined below.

2. IF INDOORS, seek refuge in a doorway or under a desk or table. Stay away from windows, shelves and heavy equipment. If indoors during an earthquake, EXIT THE BUILDING ONLY AFTER THE BUILDING HAS STOPPED!!
3. IF OUTDOORS, move quickly away from buildings, utility poles and other structures. CAUTION: always avoid power or utility lines as they may be energized.

4. IF IN AN AUTOMOBILE, stop in the safest place available, preferably an open area away from trees and other structures.

5. After the initial shock, evaluate the situation and if emergency help is needed contact 911 and campus DPS. Protect yourself at all times and be prepared for aftershocks.

6. Damaged facilities should be reported to the Law Enforcement, Fire Official or Campus General Services.
      Note:  Gas leaks and power-lines create special hazards. Please refer to the special section on utility failures.

7. ASSIST ALL PERSONS WITH DISABILITIES IN EXITING THE BUILDING. DO NOT USE ELEVATOR IN CASE OF FIRE. Specially trained personnel will use a Device (EVACUTRAC) to assist in evacuating persons with disabilities.

8. Keep sidewalks and streets clear for emergency personnel and equipment. Once outside, move to a clear area away from affected buildings.
9. DO NOT RETURN TO EVACUATED BUILDINGS UNLESS TOLD TO DO SO BE LAW ENFORCEMENT/ FIRE OR CAMPUS OFFICIAL.

10. If necessary, an Emergency Operations Center will be activated on campus.
11. STAY CALM!! All emergency response efforts will require clear thinking and cooperation from all members of the campus community.
7   BOMB THREAT
1. If you observe a suspicious object or potential bomb on campus. DO NOT HANDLE OR TOUCH THE OBJECT!  Clear the area and immediately call 911.

2. Any person receiving a phone call that a bomb or other explosive device has been placed on campus is to ask the caller:

a) When is it going to explode?

b) Where is the bomb located?

c) What kind of bomb is it?

d) What does it look like?

e) Why did you place the bomb?

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

a) Time of call.

b) Age and sex of caller.

c) Speech pattern, accent.

d) Background noise.

4. Immediately notify 911 and supply them with the information outlined above.

5. Law Enforcement Officials will conduct a detailed bomb search. Employees are requested to make a cursory inspection of their area for suspicious objects and to report the location to Law Enforcement/ Fire Official. DO NOT TOUCH OR HANDLE THE OBJECT!
6. If directed by campus authority or Law Enforcement/Fire Official, pull the fire alarm. The alarm only sounds in the building where the fire alarm has been pulled. 
7. ASSIST ALL PERSONS WITH DISABILITIES IN EXITING THE BUILDING. DO NOT USE ELEVATOR IN CASE OF FIRE. Specially trained personnel will use a Device (EVACUTRAC) to assist in evacuating persons with disabilities.

8. DO NOT RETURN TO EVACUATED BUILDINGS UNLESS TOLD TO DO SO BE LAW ENFORCEMENT/ FIRE OR CAMPUS OFFICIAL.

8   UTILITY FAILURE

1. In case of  major utility failure, occurring during regular business hours contact General Services at ext.  2136 or 2135.

2. If there is potential danger to the building or occupants, or the utility failure occurs after hours, on a weekend or on a holiday notify campus police/ security or 911.

3. ASSIST ALL PERSONS WITH DISABILITIES IN EXITING THE BUILDING. DO NOT USE ELEVATOR IN CASE OF FIRE. Specially trained personnel will use a Device (EVACUTRAC) to assist in evacuating persons with disabilities.

4. DO NOT RETURN TO EVACUATED BUILDINGS UNLESS TOLD TO DO SO BY LAW ENFORCEMENT/ FIRE OR CAMPUS OFFICIAL.

5. Keep sidewalks and streets clear for emergency personnel and equipment. Once outside, move to a clear area away from affected buildings.
Special Note:

Electrical Failure:

a) All buildings at this time are equipped with emergency light systems; they will provide enough light in corridors and stairs for safe exiting of the building. 
b) If you are in the elevator during a power failure use the emergency phone, it will notify Student Service office. Student Service will then notify Campus Police and General Services. If the phone is not functional, press the Emergency alarm button on the front panel it will alert someone that you need assistance.

Plumbing failure/ Flooding:
a) Cease using all electrical equipment. Notify General Services at ext 2136 or 2135 during normal business hours. Vacate the area if necessary.

Serious Gas Leak:

a) Cease all operations and do not turn on any electrical equipment or lights. Remember that electrical arcing can trigger an explosion!

b) Contact General Services at ext 2135 or 2136 and/or 911.
c) VACATE THE AREA!
Ventilation Problems:

a) If smoke or odors come from the ventilation system immediately contact General Services at ext. 2136 or 2135. Vacate the area if necessary.

9   SEXUAL ASSAULT
Everyone should take precautions to prevent victimization. This includes increasing your knowledge of potentially dangerous situations, avoiding them when possible and being prepared to deal with them as they are recognized. Some suggestions for improving personal safety are:

If You Are The Victim Of A Sexual Assault

· Attempt to STAY CALM and remain alert. Look for situations, which you can exploit to your advantage.
· Your primary objective should be to survive the attack, and if possible, avoid serious injury to self.
· If possible, try to get away as fast as you can. If necessary, fight back. However, if you are immediately threatened, attempt to escape or fight back initially may not be possible or advisable. In such a case, it may be necessary to go along or cooperate until a safer opportunity for escape presents itself, but escape may not be possible until after the act. Remember that staying alive is your most important concern.
· Take notice of the characteristics of your assailant, his or her habits, surroundings, contact, speech and mannerisms. This could enable you to deal with the assailant and perhaps talk your way out of a rape situation, or provide a means to escape. In addition, this information is invaluable for the police in trying to apprehend the criminal. 
· IF YOU ARE ON CAMPUS, NOTIFY CAMPUS POLICE OR 911 AS SOON AS POSSIBLE.

IN THE CAR:

· Park in well lighted areas.
· Walk back to car with keys ready.
· Check front and back seat before getting into vehicle to make sure no one is hiding.
· Keep doors locked at all times.
· If vehicle breaks down, raise the hood put on the emergency flashers and lock all doors, wait for someone to stop and offer help; stay in your locked vehicle and only roll down the window enough to ask them to call police or a tow service.
· Avoid hitchhikers and hitchhiking due to high risk involved.
REFERRAL SERVICES
Education on rape prevention is available through various community service organizations. Check with Department of Public Safety for brochures and information.

10   VIOLENT OR CRIMINAL BEHAVIOR
1. Everyone on campus is asked to assist in making the campus a safe place by being alert to suspicious person(s) or activities. These should be reported to campus police or 911 as soon as possible.

2. If you are the victim or witness to any on campus violation of the law, such as assault, robbery, theft, overt sexual behavior, stalking, etc. Contact campus police or 911 as soon as possible.

DO NOT TAKE UNNECESSARY CHANCES!!

3. Notify campus police or 911 as soon as possible with the following information:

· Nature of incident.

· Location of incident.

· Description of person(s) involved.

· Description of property involved.

4. If you witness a criminal act or when ever you notice a person(s) acting suspiciously on campus immediately contact campus police or 911 and give the above information.

5. Assist the police when they arrive by supplying them with additional information and ask others to do the same.

6. Should a sniper be firing a weapon on or near the campus, you should take cover immediately and use all available concealment. After the shooting stops and/or if possible, follow steps “3, 4 and 5” above.

CONDUCT WHILE BEING HELD HOSTAGE:

a) Under all circumstances, attempt to STAY CALM and be ALERT to all situations that you can exploit to your advantage. Remember that the primary objective of your family and law enforcement officials will be to secure your safe return as quickly as possible.

b) DO NOT ATTEMPT TO FIGHT BACK or struggle physically.

c) COMPLY with the instructions of you abductors as best you can.

d) Do not discuss what actions that your family, friend, or employer may take.

e) Make a mental note of all movements including times of transit, direction, distance, speeds, landmarks along the way, special odors and sounds like transportation, bells, construction, ect.

f) Take note of your abductors mannerisms, speech and other characteristics. Make note of other contact they may make. Such information can be a great value in their ultimate apprehension.

g) Generally, you cannot expect to have a good opportunity to escape: any attempt to escape, however, should not be made unless it is indicated that your life is in imminent danger. Carefully calculate the best possible odds for success.

h) Avoid making provocative remarks to your abductors. As noted, they may be unstable individuals who react explosively and are likely to be violent and abusive.

i) Try to establish some kind of rapport with your captors.

11   EXPLOSION, AIRCRAFT CRASH AND SIMILAR INCIDENT

In the event of a violent accident such as an explosion or air craft crash occurs on campus that could render a building or area unsafe, take the following actions:

1. Immediately TAKE COVER under tables, desks and other such objects, which will give protection from falling debris and glass.

2. Call 911 and notify campus police. Give your name and describe the location and nature of the emergency.

3. When told to leave by law enforcement/fire or campus official, do so quickly and ask others to do the same, go to the nearest exit or if outside to the safest place away from danger. Assist persons with disabilities in exiting the area. Once outside move to a clear area and keep walkways and streets clear for emergency personnel and equipment. Do not return to evacuated building or area!!
4. If requested assist law enforcement/fire personnel or campus official.

5. A field Emergency Command post may be set up near the emergency site, keep clear of this area unless you have something to report.

12   CIVIL DISTURBANCE OR DEMONSTRATION

1. Most campus demonstrations will be peaceful and everyone should attempt to carry on business as normally as possible. Avoid provoking or obstructing the demonstration.
2. Should a disturbance occur, call campus police or 911. To avoid causing additional trouble, use a private office when making a call.
3. A threatening disturbance should be reported to campus police or 911 immediately. The following action should be taken:
a) Alert all individuals in the area of the situation.
b) Lock all doors; secure all files, documents and equipment.
c) If necessary, cease operations and evacuate.
4. Law Enforcement Officials will asses the situation. Participants who refuse to disperse may be subject to prosecution if any Municipal, and /or State Laws have been violated.

5. If a class lecture is disturbed, call campus police or 911 and contact campus official by calling Student Services.
13   CHEMICAL AND RADIATION SPILL

1. Any spillage of a chemical or radioactive material is to be reported to 911 immediately and to Campus Police and General Services ext. 2136 or2135.

2. When reporting, be as specific about the nature of the incident and the involved materials and location of spill. 911 will contact the proper specialized authority and medical personnel.

3. Risk assessment should be conducted immediately. All persons not trained in spill containment should evacuate the area immediately and someone contact 911.

4. Anyone who may be contaminated by the spill is to avoid contact with others as much as possible. Required first aid and cleanup by specialized authorities should be started at once.

5. If necessary or directed to do so by law enforcement/fire or college official, pull fire alarm. Remember that the alarm only sounds in the building in which it is pulled. Contact Campus Police and 911.
6. When you are told to leave by law enforcement/fire or college official, walk quickly to the nearest exit and ask others to do the same.

7. ASSIST ALL PERSONS WITH DISABILITIES IN EXITING THE BUILDING. DO NOT USE ELEVATOR IN CASE OF FIRE. Specially trained personnel will use a Device (EVACUTRAC) to assist in evacuating persons with disabilities.

8. Keep sidewalks and streets clear for emergency personnel and equipment. Once outside, move to a clear area away from affected buildings.
9. DO NOT RETURN TO EVACUATED BUILDINGS UNLESS TOLD TO DO SO BE LAW ENFORCEMENT/ FIRE OR CAMPUS OFFICIAL.

Additional emergency numbers
Department of Natural Resources--- 573-634-2436

Environmental Protection Agency

Regional Office--- 913-281-0991- 24 hour reporting

National Office---1-800-424-8802
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