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PART ONE:  INTRODUCTION
What you do in the first 20 minutes of an emergency will have the greatest impact on the outcome....

Introduction 

This document applies the principles of National Incident Management Systems (N.I.M.S.) and the concept of Incident Command System, (I.C.S.) to Grinnell College’s emergency plan. Emergency responses to any major disaster should be conducted within the framework of this plan. Exceptions or changes to the outlined procedures must be approved by the Emergency Response Director (E.R.D.) before implementation.
The plan is designed to effectively coordinate the use of college and community resources to protect life and property immediately following a major natural or accidental disaster at Grinnell College. It is placed into operation whenever an emergency affecting the campus cannot be controlled through normal channels. The primary emergencies envisioned by this plan are a major earthquake, flood, tornados, biological, chemical incidents, hazardous material incident, air crash, or wild land fire, though the principles are applicable to other occurrences.
The National Incident Management Systems (N.I.M.S.) is the set of principles developed for coordinating state and local emergency response. NIM provides for a multiple level emergency response organization and is intended to structure and facilitate the flow of emergency information and resources within and between the organizational levels: the field response, local government, operational areas, regions and the state management level.

Plan Use

This plan is established as a supplement to the administrative policies, procedures, and practices followed during normal times. When implemented, it serves as the Grinnell College emergency manual, setting forth the authorities and policies for activation, personnel emergency assignments, operational procedures and recovery activities.
The format is intended to require minimal time to find guidelines, procedures and supplemental information, once the reader is familiar with the document. This allows for immediate use when required during an emergency. 
The format is also intended to be “response ready.” Users are to utilize the checklists contained in this document when participating in drills, exercises, or in actual events. The completed forms are then kept on file, as official records of the emergency response.

Concept of Operations

The college’s partial or total response to natural disasters or technological incidents will be declared by the type and magnitude of the emergency. Generally, response to a major emergency situation will progress from local, to regional, to state, to federal involvement.

For planning purposes, the Safety & Security Department has established three levels of response to emergencies, which are based on the severity of the situation and the availability of campus resources.

LEVEL ONE

Minor to moderate incident where campus resources are adequate and available. 
LEVEL TWO

A moderate to severe emergency wherein campus resources may not be adequate and mutual aid may be required on a larger basis. 

LEVEL THREE
A major disaster wherein resources in or near the impacted area are overwhelmed and extensive city, county, state and/or federal resources are required. The college President can proclaim a STATE OF EMERGENCY.

	This emergency plan provides for a full emergency response by the college for an incident. However, only those sections of the response organization that are required to address the situation at the time are activated. 

For example, a Level One disaster occurring on campus would require minimal activation of the plan, where more serious situations would require increased activation.


Management and Control

The college President establishes the basic policies which govern the Emergency Management Organization, declares a campus emergency when required, and acts as the highest level of authority during an emergency. The Emergency Operations Plan is under the coordination of the Director of the Campus Safety & Security Office on campus (henceforth to be designated the Emergency Response Director). The Director reports directly to the Executive Advisory Group. In addition he/she is the head of the colleges Emergency Response Team and works with them in times of emergencies.

            In the event that the city of Grinnell’s Emergency Operations Plan is activated this plan will work in conjunction with their plan, with the city of Grinnell Fire Chief functioning as the overall Emergency Response Director and the campus Emergency Response Director will function as an Assistant Emergency Response Director responsible for campus coordination of  the college plan. 

Plan Goals and Objectives

The major goals of this Plan are preservation of life, protection of property, and continuity of campus operations.

The overall objective is to ensure the effective management of emergency forces involved in preparing for and responding to situations associated with emergencies. 

Specifically this will include:

· Overall managing and coordinating of emergency operations to include, as required, on scene incident management,

· Coordinating or maintaining liaison with appropriate federal, state, and other local

· governmental agencies and appropriate private sector organizations,

· Requesting and allocating resources and other related support,

· Establishing priorities, and adjudicating conflicting demands for support,

· Coordinating inter-jurisdictional mutual aid,

· Activating and using communication systems,

· Preparing and disseminating Emergency Public Information,

· Disseminating community warnings and alerts,

· Managing the movement and reception of persons in the event an evacuation is ordered,

· Collecting, evaluating and disseminating damage information and other essential data,

· Responding to requests for resources and other support,

· Restoring essential services.

Plan Activation

When an emergency situation arises, the Emergency Response Director can activate the full Emergency Plan with the consent of the Executive Policy Group. She/he will retain control of the Emergency Operations until relieved by the President of the college or his designee. College personnel and equipment will be utilized to provide priority protection for:

· 1st Life Safety,

· 2nd Preservation of Property,

· 3rd Restoration of the Academic Program.

The manner in which college personnel and equipment will be used will be determined by the Operational Plan under the direction of the Emergency Response  Director. The Emergency Response Director will work with members of the college to insure the operation of the plan.  Offices within  the college who have worked to develop the plan and participate in its activation are:

· Facilities Management
· Human Resources
· Public Relations
· Campus Dining
· Information Technology Services
· Student Affairs- 
· Treasurers Office.
· Members of the Campus Science Department

· Members of the Faculty
· Campus Health Center

· Student Government Association 
The President (Chief Executive) or the Vice President of Student Affairs,  VP Academic Affairs & Institutional Planning or  Dean of Academic Affairs (Executive Advisory Group) of the college will be responsible for notifying the Emergency Response Team Director to deactivate the Emergency Operations Plan when she/he deems it appropriate.
Activation During Business Hours

When a disaster such as the one envisioned by this plan occurs during college office hours the following should take place:

If Telephone Services ARE Operational:

· The Emergency Response Director or designee will activate the Incident Command System for the emergency. She/he will evaluate the need to establish a Field Command

· Post for the Incident and/or open an Emergency Operations Center.

· The Campus Safety and Security Office dispatcher will immediately begin calling Emergency Response Team Members, and advise them where to report.

· After notifying the Emergency Response Team members, the dispatcher will contact:

· Chief Executive (President)

· Executive Advisory Group (Vice Presidents of Student Affairs, Academic Affairs & Institutional Planning)
If Telephone Services ARE NOT Operational:
· Pre-designated members of the Emergency Response Team will immediately travel to the Campus Safety & Security Department to implement the Emergency Operations Plan as soon as they are aware that a major disaster affecting the Grinnell College campus may have occurred.

· If the designated Emergency Response Team member does not respond to the Emergency Operations Center in a reasonable amount of time, messengers may be dispatched.

Activation During Non-Working Hours

There is a significant chance that a disaster such as the one envisioned by this plan may occur before or after regular college office hours, or on a holiday or weekend when departments and offices are closed. 

While the structure of this plan remains precisely the same, its implementation may vary depending upon available resources and labor until the proper officials can be notified. Until that time, however, the individuals assuming the most responsibility will necessarily be those officials/individuals of highest rank who are available at the time. These individuals should seek to follow as nearly as possible the guidelines and checklists in this plan, while simultaneously making an effort to notify superior officials of the situation so as to obtain verification or advice on actions.

The Emergency Response Team should report to the Emergency Response Director at the established assembly location. If the location is unknown, members should report or check in with Campus Safety & Security Office.
Priority One Objectives

LIFE SAFETY EVACUATION: Evacuate people from hazardous or high-risk areas to safe zones.

· RESOURCES:

1. Campus Alert Network Coordinators, Administrators, Dept. Heads (Faculty and Staff)

2. Campus Safety & Security Department Members, Facilities Management Employees, and Housing staff.

FIRE SUPPRESSION: Evaluate fires or fire hazards and use resources to control and evacuate.

· RESOURCES:

1. Campus Alert Network Members

2. Fire Department (City and County Fire Services)

3. Campus Safety & Security Department Members and Facilities Management Staff.

4. City Police Department

SEARCH AND RESCUE: Appoint search and rescue teams and initiate light and heavy rescue ops:

· RESOURCES:

1. Facilities Management Staff

2. Campus Safety & Security Officers

3. Fire Department

4. Volunteer Forces

5. City Police Department

MEDICAL AID: Evaluate medical services available and advise rescue forces regarding the location of treatment facilities for injured.

· RESOURCES:

1. Student Health Services

2. Local medical facilities

HAZARDOUS SUBSTANCE CONTROL: Survey critical area and secure or clean up as needed (i.e., biological, radiological, and chemical).

· RESOURCES:
1. Campus Safety & Security Department

2. City & County Fire Departments

3.  Waterloo City Hazardous Material Team Members

BUILDINGS: Evacuate, search, and close damaged buildings.

· RESOURCES:

1. Campus Safety & Security Officers

2.  Campus Alert Network

3.  Facilities Management workers & staff

4.  Administrators, Dept. Heads

COMMUNICATION NETWORK: Establish a communications network using available staff, and equipment.

· RESOURCES:

1. Telecommunications (telephone, email)

2. Operations Radio (Safety & Security and Facilities Management Frequencies)

3. Information Technologies Services Department

UTILITY SURVEY: Evaluate utilities. Shutdown or restore as able (gas, electric, steam, and water).

· RESOURCES:

1. Facilities Management - Electrical Shop

2. Local Gas & Electric and Water utilities.

Priority Two Objectives

SUPPLIES AND EQUIPMENT: Develop system to renew flow of supplies and equipment from outside sources.

· RESOURCES:

1. Procurement staff

2. Property staff

3. Shipping & Receiving staff

VALUABLE MATERIALS SURVEY: Identify survey and secure valuable materials on campus.

· RESOURCES:

1. Library/Art Gallery

2. Faculty

RECORD SURVEY: Identify survey and secure all Grinnell College records.

· RESOURCES:

1. Human Resources staff

2. Fiscal Operations staff

3. Registrar staff

4. Information Technology Services Staff

ACADEMIC SURVEY: Survey academic departments and determine requirements to begin academic operations.

· RESOURCES:

1. Deans, Department Chairs and Faculty

2. Admissions & Student Financial Aid

The Priority Process

The Emergency Response Team will concentrate efforts on Priority One Objectives until these objectives are substantially met. Priority Two Objectives will be addressed, as resources become available.

It is expected that, as operations progress from Priority One through Priority Two, the administrative control of Grinnell College will move from the Emergency Operations Organization back to the normal Grinnell College organizational structure. The President or designee will determine when to deactivate the Emergency Operations Plan.
The Planning Process

The Director of the Emergency Response Center is responsible for coordination of the emergency planning process. The planning team is known as the ERT TEAM. The basic team is made up of representatives of:

· Director of Security 
· Director of Human Resource
· Communication and Events
· Associate Director of Facilities Management
· Dean of Student Affairs

· Science Department Members
· Faculty Member

· Information Technology Services
· Treasurer’s Office
· Campus Health Center

The Director of Campus Safety & Security shall:

· Call periodic meetings of the ERT TEAM to revise and update the Emergency Operations

· Plan to ensure that all members understand their roles and responsibilities.

· Distribute and update copies of the Emergency Operations Plan to all appropriate Grinnell College staff members.

· Authorize Emergency Identification Cards to key Grinnell College employees in order to access the campus during a major disaster.

Members of the ERT TEAM have the following planning responsibilities:

· Attend all Emergency Operations Planning meetings.

· Designate alternative Emergency Response Team members.

· Assist in the development and revision of the Grinnell College Emergency Plan.

The Primary member of each Emergency Response Team member is to have the following planning responsibilities:

· Assist in developing specific, concise plans covering the responsibilities assigned to the Emergency Function they serve.

· Notify the Emergency Response Team Director of current addresses and telephone numbers of him/herself and of the alternate members of the team for his/her area.

Incident Command Organizational Chart
SEMS/ICS
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PART TWO- INTRO TO SEMS

Introduction

The National Incident Management Systems (N.I.M.S.) is the group of principles developed for coordinating state and local emergency response.  It provides for a multiple level emergency response organization and is intended to structure and facilitate the flow of emergency information and resources within and between the organizational levels: the field response, local government, operational areas, regions and the state management level.

The Incident Command System

ICS provides standardized procedures and terminology, a unified command structure, a manageable span-of-control, and an action planning process that identifies response strategies and tactical actions. Other disciplines, such as law enforcement and medical services, have adopted the ICS and emergency planning concepts.

SEMS Features Adapted from Incident Command System

SEMS contains several essential features that have been adapted from ICS. They are:

· Essential Management

Functions: At the field response level, the five primary ICS functions of command, operations, planning and intelligence, logistics and finance are used.

· Management by Objectives

As applied to SEMS, management by objectives means that each SEMS level of operation establishes measurable and attainable objectives to be accomplished for each established operational time period.  Each objective may have one or more strategies and performance actions. The operational period is the time period set by management for the completion of the objectives. It may vary from a few hours to days, as determined by the situation.

· Action Planning

There are two variations of action planning under SEMS.

· First, are Incident Action Plans, written or verbal action plans at the field response level, which reflect the overall strategy and specific tactical action and support information for the next specified operational period?

· Second, Emergency Operations Center Action Plans are developed at the local, operational area, regional, and state levels to provide designated personnel with knowledge of the objectives to be achieved and the steps required.

Action plans provide a basis for measuring achievement of objectives and overall performance, in addition to providing direction.

· Modular Organization

Modular organization provides for only those elements of the organization required to meet the current objectives to be activated and provide that all organizational elements can be arranged in various ways under SEMS essential functions Management, Operations, Planning and Intelligence, Resources and Logistics, and Finance and Administration. Each activated element must have a person in charge. A supervisor may be in charge of more than one element.

· Organizational Unity

Every individual within the organization has a designated supervisor and hierarchy of command or management under the concept of organizational unity. Also, all organizational elements within each activated level are linked together to form a single overall organization within acceptable span-of control limits.

· Span of Control

Maintenance of an acceptable span-of-control is the responsibility of every supervisor. The optimum span-of-control is one to five, meaning one supervisor with supervisory authority over five subordinates. The recommended span-of-control at all levels is one to three through one to seven. A larger span-of-control can be acceptable if the supervised positions are all performing a similar function.

· Personnel Accountability

The intent of personnel accountability is to ensure that there are proper safeguards in place so that all personnel are accounted for at any time. This is accomplished through organizational unity and hierarchy of management using check-in forms, position logs and other status keeping systems.

· Common Terminology

Common terms are used for all organizational elements, position titles, facility designations and resources, ensuring consistency and standardization within and between all SEMS levels. It enables multi-agency, multi-jurisdiction organizations and resources to work together rapidly and effectively.

· Resource Management

In SEMS, there are functional activities related to managing resources at all levels. Resource management describes the ways in which field resources are managed and how status is maintained.  The management activity varies from level to level, from directing to controlling, to coordination, to inventorying and the procedures vary accordingly.

· Integrated Communications

At the field level, integrated communications are used in any emergency. Throughout Emergency Response Centers and among SEMS levels, communications systems must be compatible and planning and information flow must occur in an effective manner. Integrated communications refers to hardware systems, planning for system selection and linking, and the procedures and processes for transferring information.

SEMS Planning and Coordination Levels at Grinnell College

SEMS consists of two organizational or response levels, which are activated as needed to respond to an emergency. They are the Field Response Level and the Local Government Level.

Field Response Level

The Field Response Level consists of emergency response personnel and resources carrying out tactical decisions and activities in direct response to an incident or threat.

Local Government Level

The definition of local government includes cities, counties, and special districts. They manage and coordinate the overall emergency response and recovery activities within their jurisdictions.

Emergency Response Training and Exercises
The objective of the Emergency Response Organization is efficient and timely response during emergencies. An effective plan is the first step toward this objective.  However, planning alone will not guarantee preparedness. Training is a vital element of the campus Emergency Operations Plan.

The following emergency management department personnel shall be included in specific 

emergency management training:

· Campus Safety and Security Members
· Human Resource Members
· Office of Communication and Events Members
· Facilities Management Member
· Student Affairs Members
· Information Technology Services Member
· Treasurers Office Member
· Members of the Faculty

· Campus Health Center 

· Other College Members as needed

· Student Government Association
Training Considerations:

· Emergency Operations Plan – Overview of the Plan and responsibilities of each area/department; levels of responsibilities with clearly designated individuals and their roles; and an effective method to provide “need-to-know” information to the people on campus.

· Response – Levels of response to emergencies; special circumstances (haz-mat, public health); control and reporting; and use of outside agencies and resources (mutual aid).

· Emergency Preparedness – Drills and practice sessions; identification of dangerous areas; formulation of the ERT TEAM (Physical Plant, EHS, and Public Safety); review and familiarization of available emergency equipment and 

· supplies; individual training in building safety, search and rescue, basic first aid, incident containment, and public safety; and coordination of campus-wide response.

Simulation Exercises

An essential element of the training program is emergency simulation exercises that allow personnel to become thoroughly familiar with the procedures, facilities, and systems that will actually be used in emergency situations. These exercises may be carried out in several ways:

· Orientation seminars are used to introduce or refresh participants to plans and procedures. They may involve lectures, panel discussions, media presentations, or debrief of past incidents for lessons learned.

· Tabletop exercises provide a convenient and low-cost method of introducing ERT staff to scenario-related problem situations for discussions and problem solving. Such exercises test policies and procedures.

· Functional exercises are used to simulate actual emergencies. They involve the ERT staff and are designed to exercise procedures as well as test the readiness of personnel, communications, and facilities. Such exercises should be conducted at the ERT level coupled with field exercises.

· Full-scale exercises are the most complex type of activities and the ultimate goal of the training program. This is a full performance exercise which adds a field component, which interacts with the ERT through simulated messages. These exercises test the deployment of resources and operations field personnel.

PART THREE- The Emergency Response Organization

Assignment and Responsibilities

SEMS requires that all public agencies use five designated functions to serve as the basis for organizing emergency planning and response. The five functions are:

• Management/Command

• Operations

• Planning

• Logistics

• Finance

The Grinnell College emergency response organization is based on these functions, as shown on the Emergency Management Organization Chart in Part One.

The President of the college (Cheif Executive) provides the executive management of the Emergency organization. This position sets policy and provides support to the Emergency Response Team Director/Emergency Response Director.

· The Emergency Response Emergency Response Center is headed by the Emergency Response Director. The Grinnell College Director of Safety & Security serves as the Emergency Response Director, commanding the response. The Emergency Response Director is supported by the Public Relations Officer (PRO), Liaison Officer and the Environmental Safety Coordinator, Executive Advisory Group and the Command Section Advisor.

· The Operations Section is the responsibility of the Operations Coordinator. The coordinator directs the efforts of various operational branches.

· The Planning Section is the responsibility of the Planning Coordinator. The Planning Section supports the Operations Section with confirmation of information, action plans, and status reports. The coordinator is assisted by the Situation Status and Damage Assessment Units.

· The Logistics Section is the responsibility of the Logistics Coordinator. The Logistics Section supports the Operations Section with resources. The coordinator is assisted by the Food Services, Housing and Human Resources Officers.

· The Finance Section is the responsibility of the Finance Coordinator. The Finance Section works closely with each Section to effectively establish the proper documentation for cost recovery. The coordinator is assisted by the Accounting and OES/FEMA Documentation

· The Facilities Management Section will have the sections of Utilities / Preliminary Damage Assessment; Site/Scene Access Control – Transportation; Temporary Repairs & Clean up & Supply & Procurement 
Emergency Response Center/ COMMAND

Introduction

The Emergency Response Center Director is responsible for overall emergency policy, direction, and coordination of the emergency response effort either at the ERC or an alternate Emergency Response Center. The Response Center Section staff is responsible for interacting with each other, the Emergency Response Director, and others within the Emergency Response Center to assure the effective functioning of the organization. The various elements within the Management Section are the Chief Executive, Executive Advisory Group, Presidential Advisors, Emergency Response Director, Public Relations Officer, Liaison, Environmental Safety and the Command Section Advisor.












Management ( Executive Policy Command Group

The Executive Advisory Group members are responsible for providing policy and support to the Emergency Response Director with official executive actions, liaison to other agencies and representation to the community and elected officials, as practical and as requested by the Emergency Response Director.
Chief Executive (Checklist 1-A)
The College President, referred to as the Chief Executive.  
Responsible for:

(
Declaring an emergency when required,

(
Functioning as the highest level of authority during an emergency.

Executive Advisory Group (Checklist 1-B)

The Vice Presidents of Student Affairs, Academic Affairs and Institutional Planning are referred to as the Executive Advisory Group
Responsible for:

(
Ensuring the emergency organization follows established policies and procedures,

(
Authorizing priorities for the use of personnel and resources,

(
Adjudicating conflicting demands for support,

(
Managing the recovery process.

Presidential Advisors - Provides advice and consultation to the Chief Executive.
OFFICER

Command

Emergency Response Director (Checklist 1-C)

The Emergency Response Director is responsible for all incidents activities including the development of strategies and tactics and the ordering of and the release of resources. The Emergency Response Director has complete authority and responsibility for the conduct of overall Operations. This includes activating, directing and managing the ERT establishing objectives and strategies, approving the action plans developed by ERT staff to implement the objectives and strategies, and approving requests for ordering or releasing resources through mutual aid.

The Emergency Response Director directs the emergency response for a major disaster to minimize casualties and injuries, sets priorities and delegate’s tasks, and provides the Emergency Operations Executive with current information on the status of the emergency response.  The Emergency Response Director (ERD) is assisted by the staff listed below, who is assigned to essential activities and responsibilities.

Command Support Positions

Public Relations Officer - PRO (Checklist 1-D)

The Public Relations Officer (PRO) is responsible for preparing and disseminating emergency public information regarding the incident size, cause, ongoing situation, resources, and other matters of interest associated with the emergency.

The PRO with the assistance of the Human Resource Officer provides information to employees, students, and the general campus community. The PRO is the point of contact for the public and the news media, coordinating releases for the university and with other agencies and holding news conferences as necessary.

The PRO is responsible for establishing a Rumor Control Center and assisting with plans for the rapid release of emergency instructions and information to the public through all available means.

Command Section Advisor
The Command Section Advisor will provide advice to the Emergency Response Director.

Liaison (Checklist 1-E)

The Agency Liaison function is to serve as the point of contact for the supporting agencies and mutual aid agency representatives (particularly the Operational Area ERT). 

The Liaison function assists with intergovernmental communications and liaison. This may include representatives from other law enforcement agencies, fire services, emergency medical providers, Red Cross, Public Works, Coroner's Office, and Health Services.

Environmental Safety Coordinator (Checklist 1-F)
Assesses hazardous conditions and provides advice to the Emergency Response Center.

Enclosure: Emergency Broadcast System

General

The Emergency Broadcast System (EBS) was devised to provide the President, campus and local governments with a means of emergency communications with the general public, through non-government broadcast stations, during and following an emergency action condition.  KDIC the local campus radio station will act as the campus emergency broadcast system in the event of an emergency.

Call letters-KDIC 88.5

College Closure   (Area Under Review)
Background

The basic mission of Grinnell College is to function as an educational institution, which necessitates continuing the programs, classes and laboratories unless there is a compelling reason not to do so, such as immediate or potential danger to life and property. There may be times when only a certain area of the campus will necessitate 

closure for the protection of certain individuals or property.  There may, however, be other times when the entire college must be closed.

Emergency Response and Actions

The decision to close shall be made by the Executive Advisory Group, or their acting designee at the time and on the basis of recommendations received through the Director of the Emergency Response Team.

A. 
Informing the Campus Community (Policy Under Review)
(    The Public Relations Officer should prepare a media release stating the campus will be closed per the president of the college.

(
The statement should contain emergency instructions and explain why the closure is taking place.

(    The release will be released to the Executive Advisory Group for comment and then it shall be released to the media by the PRO.

(    The PRO shall release the media release to the following areas:

a. KDIC 88.9

b. Campus community through email

c. KGRN

B. 
Closing the College (Policy Under Review)
            The Emergency Response Director will direct:

· Campus Safety & Security to send staff out all Campus Email..

· Campus Safety & Security will send an email message to the Campus Alert Network.

· The Communications Dispatcher to begin calling building administrators and resident hall staff.

· Facilities Management will be contacted to have crews begin setting up barricades and signs to close off areas and assist personnel out of the area if needed.

   (UNDER REVIEW)

GRINNELL COLLEGE

DECLARATION OF EMERGENCY

Date:








 Time:

As result of ________________________________________________________

Occurring at, _______________________________________________________

On________________________________________________________________

conditions of extreme peril to the safety of college personnel and property now exist. These conditions cannot be fully responded to with available college resources. I as President of the college hereby declare an emergency in order to protect the lives and property of this college.

All non-essential personnel are required to evacuate the campus as-soon-as possible. Closure procedures shall be those prescribed in the College Emergency Plan.

It is further proclaimed and directed that during these emergency conditions the powers, functions, and duties of the emergency organization plan of this college shall be those prescribed by the College Emergency Plan.

President
MANAGEMENT/COMMAND

Checklists, Assignments and Responsibilities

This chapter contains the functional checklist for the Management/ Command Section assignments.

The following are contained within this Chapter.

	Checklist
	                 Title
	                          Position

	1-A
	Chief Executive 
	President 

	
	During the emergency, the President determines if a STATE OF EMERGENCY is warranted. He authorizes the official request for assistance or notification to appropriate state and federal agencies and supports the management of emergency forces involved with the response to situations associated with emergency. Checklist for the President, Vice-Presidents, Executive Assistant, Special Assistant, Associate Vice-President, and Deans/Directors attached as 1A Supplements.

	1-B
	Executive Advisory Group
	Vice Presidents of Student Affairs, Academic Advising & Institutional Planning

	
	During the emergency, the group serves as primary link between the President and the Emergency Response Director (Emergency Response Director) and ensures the emergency organization performs according to established procedures and oversees the operation of emergency plan. In addition, the group guides the management of emergency forces involved with the response to situations associated with emergency by establishing operational policies as needed and adjudicating conflicting demands for support.



	1-C
	Emergency Response Center – Emergency Response Director
	Director of Campus Safety & Security

	
	During the emergency, the ERT Director (Emergency Response Director) implements the opening and staffing of the Emergency Operations Center, focusing on the highest priorities (life & death) and controlling problems. The EOD initiates intelligence gathering concerning casualties and damage, reviewing the vast amount of information coming in from field units, identifying immediate problems, performing rapid assessment of casualties and damage, prioritizing response teams to incidents. The EOD also provides the Emergency Operations Executive with recommended courses of action.



	1-D
	Public Relations Officer (PRO)
	Director of  Communications

	
	During the emergency, the Public Relations Officer will provide the rapid dissemination of accurate instructions and information to the general public and campus community and oversee the establishment of a Media Center to provide information concerning the incident to representatives of the print and electronic media. The PRO establishes a Rumor Control Center as it relates to the situation and responds to inquiries from relatives and friends outside the impacted area concerning the university and students.

	1-E
	Liaison Officer 
	Director of Human Resources

	
	During the emergency, the Liaison Officer functions as the campus point of contact for instructions and assistance to outside responding agencies.

	1-F
	Campus Health Coordinator
	

	
	During the emergency, the Coordinator monitors and assesses situations and develops measures for assuring personnel health safety


Position
CHIEF EXECUTIVE
	Checklist
	1-A

	Assignment
	COLLEGE PRESIDENT

	Section
	MANAGEMENT/COMMAND


FOR CONSIDERATION OR ACTION  

· Assess situation; obtain information through EXECUTIVE ADVISORY GROUP 
· Declare a State of Emergency when warranted

· Confer with local and state officials as needed
· Activate EMERGENCY PLAN on recommendation of Executive Advisory Group.
· Issue any necessary public statements through the PUBLIC RELATIONS OFFICER

· Receive periodic situation updates from the Executive Advisory Group
Position
PRESIDENTIAL ADVISORS
	Checklist
	1-A Supplement

	Assignment
	Vice Presidents’ Treasurer of the College; College Services & College Alumni Relations

	Section
	MANAGEMENT/COMMAND


FOR CONSIDERATION OR ACTION 
· Do not go to the incident site

· Turn on your cellular phone

· Assess situation by obtaining  information through the Executive Advisory Group    

            or Emergency Response Director.
· Inform your staff on the emergency situation and status as it affects their areas

          Dial 269-4600 for Campus Safety & Security

Position
EXECUTIVE ADVISORY GROUP
	Checklist
	1-B

	Assignment
	Vice Presidents’ of Academic Affairs; Student Affairs & Institutional Planning

	Section
	Management/Command


FOR CONSIDERATION OR ACTION  

· Notify the Chief Executive (College President) of the situation. 
· Keep the Chief Executive (President) informed of changes and conditions.
· Obtain authorization from President to activate Full Emergency Plan if needed.  .
· Direct the activation of an ERT if  needed.
· Establish communications with Campus Safety & Security Dispatch Center and ERT
· Direct ERT Director to implement actions authorized by President.  
· Authorize emergency messages and dissemination of information to the campus.

· Obtain information on the situation and actions taken from the ERT Director and brief the President.
Position
Emergency Response Director 
	Checklist
	1-C

	Assignment
	Campus Safety & Security Director-

	Section
	Management/Command


Primary Responsibilities

Function as the EMERGENCY RESPONSE DIRECTOR of the EMERGENCY OPERATIONS CENTER.

Conduct an initial situation assessment to determine:

· Type of emergency

· Location of emergency

· Type of structure/vehicles involved

· Size of area involved

· Number of additional people required

· Incident Command Post location

· Staging Area locations

· Access routes for emergency vehicles

· Assistance required (e.g., medical, fire, physical plant, environmental safety)

· Number and type of casualties/injuries

FOR ACTION

Implement the plan, activate a EMERGENCY RESPONSE CENTER.

Inform the Executive advisory Group of the current situation: casualties, damage, nature of the problem, and the location of the EMERGENCY RESPONSE CENTER.

Establish a journal/log for recording major activities.

Establish a communication link with the Campus Safety & Security dispatch center.

Set priorities, delegate tasks, and manage the Emergency Response Center.

Assign personnel to staff SEMS functions:

· Operations

· Planning

· Logistics

· Finance

Develop and implement control plans which may include:

· Perimeter control provisions/Interior patrol provisions

· Evacuation procedures

· Liaison with other emergency agencies

· Traffic control plans

· Mobilization of on-duty personnel

· Mutual Aid contingencies

Update the Executive Advisory Group with current information on the status of the emergency response and the incident.

Request personnel and equipment resources needed for control of the incident.

Provide the PUBLIC RELATIONS OFFICER with information for release to the media.

FIRST PRIORITY TASKS / CONSIDERATIONS

Human resources immediately available.

Immediate fire and medical needs.

Initial damage to the campus and infrastructures.

If evacuation will be needed and set up a plan.

If campus closure is ordered, implement Closure Procedure.

If emergency alert or warning will be needed.

CONTINUING PRIORITY TASKS / CONSIDERATIONS

The status of emergency communications.

Need for closure and advise the Executive Advisory Group
Request from Section Heads ongoing status reports on their activities and resources.

Evaluate the need and use of field command post.

Request recommended sites for casualty collection point, and coroner operations.

Establish contact with local (city, county) emergency operations centers.

Implement mutual aid plans.

Direct situation analysis staff to prepare detailed assessment of damages, injuries, and casualties.

ADDITIONAL ITEMS THAT THE ERT  DIRECTOR SHOULD FOCUS ON
Continued Operations and Resources

· Estimate the duration of the response and develop plans for replacing human and physical resources.

· identify staging areas for incoming resources.
Security and Access Control

· Perimeter security needs and resources for night operation.

· Will the campus become a reception point for outside victims?

Position
Public Relations Officer

	Checklist
	1-D

	Assignment
	Director of Communications

	Section
	Management/Command Support


Primary Responsibilities

Release emergency instructions/information to faculty, staff and students about the emergency and what steps individuals should take.

Release emergency instructions/information to the electronic and print media.

Produce news releases as required.

FOR ACTION

Open media center.

Ensure that all information is clear, concise, confirmed, and approved by appropriate authority before release to the media or public.

Do not release unconfirmed information or speculate on the extent of the emergency, despite repeated urging by reporters to do so.

Gather information on the emergency situation and response actions.

Assign a Public Information Representative, if appropriate, to:

· Establish Media Control Point near incident site.

· Keep ERT Staff informed of the media situation at the incident site.

· Establish and release a "media only" telephone number(s).

Monitor published and broadcast Emergency Public Information (EPI) for accuracy. Correct serious misinformation whenever possible.

 Post hard copy of news releases.

Attend periodic ERT briefings and policy meetings.

Consider additional methods for distributing emergency instructions as required.

PRIORITY TASKS FOR CONSIDERATION


Schedule media briefings/press conferences and tours as conditions permit.

Arrange for media access to the EMERGENCY RESPONSE CENTER, command staff, and incident site when appropriate.

Establish a center for rumor control.

ADDITIONAL ITEMS THAT THE PUBLIC RELATIONS OFFICER SHOULD FOCUS ON

Communicating the Problem to the Campus Community

· Members of the campus community need to know the problem is being handled and what they (Students faculty & staff) should do. When can they help and how can they help?

Closure

· Will the incident require the closing of the campus? What is the best process to communicate this information?
Position
Liaison
	Checklist
	1-E

	Assignment
	Director of Human Resources

	Section
	Management/Command Support


FOR CONSIDERATION OR ACTION  

 Provide a point of contact for assisting mutual aid agency representatives.

Provide information and maintain a liaison with other public and private agencies.

FOR ACTION

Report to the EMERGENCY RESPONSE CENTER.

Talk to the EMERGENCY RESPONSE DIRECTOR to determine:

· The extent and nature of the emergency.

· Are outside agencies responding; i.e. fire services, medical?

· What location will be used for receiving and staging responding agencies?

· What will be the communication and coordination frequency used?

· Will mutual aid be requested?

Notify the responding outside agencies where to check in and the staging location.

Identify agency representatives from each agency including the Communications link and their location.

Monitor the incident operations to identify what might be potential inter-organizational problems.

Provide the EMERGENCY RESPONSE DIRECTOR with status reports concerning the arrival times of responding agencies, number of personnel responding, and the type of resources expected.

Maintain a log.

Provide information during briefing to other Section officers on the number and type of resources coming to the campus to assist with the emergency.
ADDITIONAL ITEMS THAT THE LIAISON OFFICER SHOULD FOCUS ON:

Outside Agency Issues

· Responding agencies have protocols that are specific to their agency and communication must be established and maintained to ensure that efforts are not going at cross-purposes.

Extended Operations

· Some incidents could extend for several hours or days. The LIAISON OFFICER must determine the continued availability of the resources and arrange for long-term stays.

Deployment and Release

· It is important that the LIAISON OFFICER closely monitor the use and release of outside resources. Outside agencies are not familiar with the campus and should be either thoroughly briefed or assisted by a member of the campus.

Position
Campus Health Coordinator 
	Checklist
	1-F

	Assignment
	

	Section
	Management/Command Support


FOR CONSIDERATION OR ACTION  

To Be Determined
FOR ACTION

· Report to the EMERGENCY RESPONSE CENTER.
· Talk to the EMERGENCY RESPONSE DIRECTOR to determine:

· The extent and nature of the emergency.
· What health issues should be taken into consideration?
· Monitor the incident operations to identify what might be potential hazardous and unsafe situations.

· Provide the EMERGENCY RESPONSE DIRECTOR with status reports concerning the potential of hazardous or unsafe situations.

· Maintain a log of current status information
OPERATIONS SECTION

The Operations Section is responsible for coordinating all operations in support of the emergency response and implementation of the action plan(s). This section includes the response teams, which are teams working toward reduction of the immediate hazard and establishing situation control and the restoration of normal conditions. The Operations Section is supervised by the Operations Coordinator. The coordinator oversees the operational response by functions or branches activated to deal with the emergency. Branches activated under Operations may include Search and Rescue, Medical, Health and Safety, Security.













Checklist, Assignments, Responsibilities

Operations Section (Checklist 2-A)

The Operations Coordinator is responsible for the implementation and management of all Operational plans and supervises the Operations Section. The coordinator activates and supervises the organizational elements of the response in accordance with the Plan and directs its implementation. The Operations Coordinator supervises field tactics with other staff members, handles the request for or release of resources, makes situation changes to the plan as necessary and reports such changes to the Emergency Response Director (Emergency Response Director).

Assistant Operations Section (Checklist 2-A)

The Assistant Operations Coordinator is responsible for assisting the Operations Section coordinator with the implementation and management of all operational plans.

Operational Support Branches

The structure of the SEMS Command allows for Branches under Operations to effectively deal with the incident.  The following branches could be activated and supervised under the Operations Coordinator.

Medical (Checklist 2-B)

Medical is responsible for setting up and staffing the First Aid Center, assisting the injured by providing first aid, and arranging for hospital transportation. Also, if required, Medical should establish a temporary morgue.

Health and Safety (Checklist 2-C)

Health and Safety is responsible for coordinating the containment and clean up of hazardous materials, identifying unsafe conditions for campus facilities, sanitation, and developing measures for assuring personnel safety.

Security (Checklist 2-D)

Campus Safety & Security is responsible for providing traffic and crowd control in support of closure plans and protecting critical facilities and supplies. In addition Law Enforcement assists with the search and closure of damaged buildings and the evacuation of the campus community if needed.
Search and Rescue (Checklist 2-G)

Search and Rescue is responsible for covering predetermined areas of the campus, in established patterns, rescuing any trapped or injured persons and extinguishing any small fires.

Operations Section

Check Lists, Assignments and Responsibilities

This chapter contains the functional checklist for the Operations Section assignments. The following are contained within this Chapter.

	Checklist
	                 Title
	                          Position

	2-A
	Operations 
	Campus Security Lieutenant

	
	The OPERATIONS initiates intelligence gathering concerning casualties and damage, identifies immediate problems, focuses on the highest priorities (life & death), and controls problems. Based on information obtained and resources available, the OPERATIONS COORDINATOR will establish appropriate branches to deal with the emergency.

	2-B
	Medical Branch
	Student Health Services Director

	
	Contact the Grinnell Regional Medical Center and coordinates activities with their staff

	2-C
	Health & Safety
	Member of Science Department 

	
	HEALTH & SAFETY is responsible for coordinating the containment and clean up of hazardous materials, identifying unsafe conditions for campus facilities, sanitation, and developing measures for assuring personnel safety.

	2-D
	Security
	Security Department Sergeant 

	
	Safety & Security will provide assistance with first priority (life threatening) tasks: warnings, immediate evacuation of hazardous areas, and rescue. In addition, Safety & Security will provide for traffic control, access containment, and property protection. Special Note:  In the early stage of an emergency, the ranking Safety & Security Officer on duty is the Emergency Response Director and may have to assume this responsibility until relieved by a higher ranking officer or the Emergency Response Director. As the Emergency Response Director, the senior officer should consider following the MAJOR INCIDENT Checklist in Appendix C.

	2-G
	Search and Rescue
	Security Officer

	
	SEARCH & RESCUE coordinates locating endangered, trapped, disabled and/or isolated persons; gains access to persons in need of assistance or rescue according to the established rescue plans; assists the injured to the First Aid Center or sends for help if the person cannot be safely moved.


Position
 Operations Section 

	Checklist
	2-A

	Assignment
	Campus Security Office Lieutenant

	Section
	Operations


FOR CONSIDERATION OR ACTION
     
Assumes operational command of the response.

Manages the OPERATIONS Section of the EMERGENCY RESPONSE CENTER, including the following response teams:

· Safety & Security Department

· MEDICAL

· HEALTH & SAFETY

· SEARCH & RESCUE 

Keeps the EMERGENCY RESPONSE DIRECTOR informed of response team activities.

Evaluates operational information and determines priorities. 

Deploys teams to address problems.

SUPPORT RESPONSIBILITIES
Recommends Mutual Aid needs and resources.

Provides information to the SITUATION STATUS representative.

FOR IMMEDIATE ACTION

Report to the EMERGENCY RESPONSE CENTER for briefing, then organize and activate the OPERATIONS Section.
Establish a journal/log for recording activities.
Establish a communication link with the communications dispatcher.

Evaluate operational needs and response based on:

· The type of emergency.

· Location of emergency and types of facilities involved.

· Size of area involved (limited area or campus wide).

· Number and type of casualties/injuries.

· Access routes for emergency vehicles.

· Assistance required (e.g., medical, fire, Physical Plant, EHS).

In coordination with the EMERGENCY RESPONSE DIRECTOR and the PLANNING and INTELLIGENCE Section, develop a tactical plan.

FIRST PRIORITY / CONSIDERATION

Number one priority is LIFE SAFETY. Determine if the following branches need to be activated:

· Medical for emergency triage or first aid.

· Search & Rescue to find and rescue injured and trapped students and staff.

· Law Enforcement to evacuate people away from a danger zone.

· Heath & Safety to assist with control and containment of a hazardous material.
Authorize immediate actions according to safety and emergency operation procedures including on-site treatment of the injured, occupancy status of the buildings, and 

procedures for relocating students, employees, and visitors away from dangers and hazards.

STAFFING ACTIONS

Determine what staff resources are immediately available and make requests for appropriate personnel and equipment resources needed for control of the incident.

Make requests to Logistics for resources, which are needed or will be needed soon. Determine if public agency mutual aid is required for any operations on campus. Upon concurrence with the Emergency Response Director determine if outside assistance will be responding; establish procedures and staffing for the incoming assistance.

MEDICAL ACTIONS
Direct the establishment of the Medical Staging and Treatment Area. Ensure that supplies are available. Establish and implement procedures and priorities for Medical Treatment First Aid, etc. Verify that emergency transportation has been called for severe cases; transport to the closest emergency facility.

ACCESS CONTROL ACTIONS

Direct staff to cordon off unsafe areas, secures facilities, and control access where there is damage. Have utilities shut down, if presenting a possible hazard

Ensure traffic control is established to provide access for emergency vehicles. 

Direct the establishment and control of on-campus evacuation reception areas.

Deal with requests to re-enter buildings, coordinate with the Emergency Response Director 

PLANNING & SITUATION STATUS ACTIONS

Coordinate with Damage Assessment regarding safety and initial damage inspections, support damage assessment with Building and Utility Teams, as required. Following Damage Assessment continue t o have Safety & Security inspect and ensure people are kept out of damaged and/or dangerous areas.

Coordinate with Planning and Intelligence and Damage Assessment to identity priorities for further inspections, repairs, service restoration, and facility restoration.

Forward information to Situation Status and others in the Emergency Response Center. Keep the Emergency Response Director informed of events and actions. Work closely with Situation Status to keep track of site operations.

RESOURCE LOGISTICS ACTIONS

Request site food/water and other personnel support for response teams from the Logistics Coordinator.

Request arrangements for a secure site away from public access (The Emergency Response Center is not a shelter operation).

Plan for on-going operations if damage is severe or field activities appear to be extensive. Coordinate with Logistics Human Resources and the Emergency Response Director to plan for extended operations especially during non-business hours.

RECOVERY ACTIONS

Coordinate and direct the clean up, salvage, and repair efforts for all facilities.

Provide lists of personnel on duty and any preliminary information on personnel matters or claims to Human Resources.

Provide information and recommendations to Planning and Intelligence for the After-Action Report. 

Support the Documentation files with photographs and source documents; time records, field notes, etc.

Position
MEDICAL 
	Checklist
	2-B

	Assignment
	HEALTH SERVICES

	Section
	OPERATIONS SUPPORT POSITION


FOR CONSIDERATION OR ACTION  

Activate and staff a First Aid Center

Provide first aid to injured person

Arrange for and coordinate hospital transportation.

Establish a temporary morgue, if necessary.

SUPPORT RESPONSIBILITIES
Rescue operations.

FOR ACTION
Report to the staging area at the ERT.  Make contact with the Operations Coordinator with a list of Team members and obtain equipment and assignments.

Determine the number of personnel available to respond.

Keep the Operations Coordinator briefed.

Develop an Action Plan for Medical operations.  The plan should have contingencies for:

· An emergency First Aid Station for the campus community and emergency workers.

· Arrange for and coordinate hospital transportation.

· Set up a triage operation at specific location for mass injuries

· Contact the Grinnell Regional Hospital Center for Assistance.

Report the results of assignment operations to the SITUATION STATUS OFFICER under the PLANNING Section (deaths, injuries, etc.).

Keep a log of your activities.

ADDITIONAL ITEMS THAT MEDICAL SHOULD FOCUS ON
Outside Agency Issues

•Responding medical agencies have protocols that are specific to their agency and communication must be established and maintained to ensure that efforts do not conflict.

Extended Operations

• Some incidents could extend for several hours or days. MEDICAL must determine continued availability of staff and resources and arrange for replacements.
Medical Support – Operations

RESPONSE - ALL HAZARDS

· Request that field teams report persons needing medical assistance.

· Determine number and location of persons requiring medical attention.

· Report information to the ERT.

· Request assistance with incoming ambulance and medical personnel.

· Assign staff until county responders arrive.

· Request Medical staff be sent to the site or transport victims to Health Center.

· Provide assistance to the ERT in accordance with the Hospital as needed.

· Obtain and record information on identify of victims and destination of transported casualties.

NOTE:  If county medical units cannot respond sufficiently under extreme emergency situation, consider the following actions as appropriate.

· Establish contact with the ERT and determine condition of the local hospitals.

· Request the ERT contact outside public and private medical organizations to determine the availability of personnel and services.

· Contact the ERT and determine which facilities will be used to support the medical operation.

· Mobilize and brief volunteer medical personnel. Allocate staff to the following locations or activities as required.

· Casualty Collection Point.

· Health Center.

· Transport of injured.

· Staging location of medical support.

· Assign volunteer medical staff to medical care sites.  Ensure that briefings for staff and volunteers include:

· Triage.

· Arrest of significant bleeding.

· Use of intravenous solution.

· Pain relief.

· Tagging injured.

· Patient tracking.

· Identification and handling of facilities.

· Ensure that injured requiring supplemental treatment are taken to the Casualty Collection Point site if one is set up by the hospital.

· Determine the following support needs and request from the ERT :

· • Medical supplies.

· Portable generators.

· Emergency radio net.

· Transportation for victims to other medical facilities.

· Food and water.

· Conduct a periodic poll of injured and casualties to determine additional support requirements.

Disaster Triage Procedures

During disaster situations that produce mass casualties and tax or overwhelm available campus medical resources, it may be necessary to use unusual techniques to provide the most effective aid. Under such conditions, the rule of “the greatest good for the greatest number” will be the guiding principle.

The disaster medical-care triage procedure initiated at campus disaster sites and disaster medical care facilities should be in accordance with the following guidelines:

Priority I - Immediate transport. First priority casualties are those that have life threatening injuries that are readily correctable. For purposes of priority for transport to a hospital, a second sorting or review may be necessary so only those "transportable" cases are taken first. Some may require extensive stabilization at the scene before transport.

Priority II - Delayed transport of casualties are all those whose therapy may be delayed

without significant threat to life or limb and those for whom extensive or highly

sophisticated procedures are necessary to sustain life.

Casualties requiring minimal care will not be tagged or registered. They will not be given professional level care and will not be admitted to hospitals. They will be sent from the incident scene in order to reduce confusion unless they are needed to assist as litter bearers or first aid staff.

The dead will be identified by an "X" on the forehead or covered with marked material.  Professional opinion will be sought where needed. They will be completely covered with a sheet, blanket or other available opaque material. They should be moved out of the immediate casualty sorting area by the Coroner team as soon as practicable.

Panic-stricken or psychologically disturbed persons, who might interfere with casualty handling, should be isolated from the incident scene as soon as possible.

Multiple Casualty Incident Plan

Emergency Medical Services (EMS) are normally provided t o the campus through an EMS system administered by the county.  Multiple casualty incidents may occur on campus as a result of events such as fire, explosion, vehicle accident, or hazardous materials release.. The Grinnell College Security Dispatcher will contact the Poweshiek County EMS dispatcher (911) concerning this type of emergency.

In an area wide emergency that results in casualties on campus and delays or reduces the County EMS system's ability to respond, the campus medical response will be managed by the MEDICAL Branch under the OPERATIONS Section.

The response of campus personnel to the incident will be governed by the following guidelines:

•The Security Dispatcher will request an EMS response through the Sheriff's Communication Center.  Information will be provided on the number of casualties, conditions, and any special hazards.

•LAW ENFORCEMENT or Security Department units will escort ambulances to the site and will assist ambulance personnel in establishing an ambulance staging area.

•LAW ENFORCEMENT or Security Department personnel responding to the scene will establish a perimeter and, as feasible, initiate rescue and provide first aid to the victims.

•Student Health Services will be notified and placed on stand by.  A campus medical team will respond to the scene if the incident is a major medical emergency or larger incident, or if ambulance response is unduly delayed. Any medical personnel on scene will identify themselves to the Emergency Response Director or medical supervisor and provide assistance as requested.

Coroner Operation-Support

SUPPORTING ORGANIZATIONS AND RESPONSIBILITIES

Student Health Services is the primary unit for supporting coroner operations on campus.

The County Coroner has support responsibility for coroner operations countywide including the campus.

Local mortuaries and morticians will provide personnel and facilities for handling fatalities.

Corner Operation-Response

RESPONSE - ALL HAZARDS

Determine the impact of the incident and have the ERT contact the County Coroner.

Make recommendations to the ERT for sites that would be suitable as a temporary morgue.

Refer all inquiries concerning number of the deceased to the ERT.

Determine the number of personnel immediately available for assistance.

Ensure personnel assisting the recovery teams understand the County Coroner policies and procedures.

If the county coroner/medical examiner cannot be contacted under extreme emergencies, consider the following actions as appropriate:

· Designate Fatality Recovery Teams and prioritize assignments.

· Check condition of critical equipment and supplies. Obtain body bags, tags, gloves, masks and other support items.

· Assign staff for the following functions as needed:

· Recovery teams.

· Identification records.

· Morgue.

· Assign a person to handle records and personal effects.

· Establish a communication system between the temporary morgue and ERT.

· Check with OPERATIONS before using or entering a damaged facility. Ensure staff have adequate protective clothing and equipment.

· Coordinate activities with law enforcement, fire, medical and Search & Rescue operations.

· Observe assigned staff carefully for indications of stress.

· Evaluate the need for security of the temporary morgue.

Advise TRANSPORTATION of the coroner transport needs.
Position
 Health and Safety Branch
	Checklist
	2-C

	Assignment
	Technical Assistant/Chemical Hygiene Officer 

	Section
	OPERATIONS SUPPORT POSITION 


FOR CONSIDERATION OR ACTION
Identify, control, and contain chemical, biological, and radiological hazards that impact the emergency response.

Provide emergency workers with appropriate safety instructions and protective clothing to safely carry out their mission.

Provide and implement a sanitation plan for emergency operations.

SUPPORT RESPONSIBILITIES

Assist Search & Rescue and Building & Utilities with identifying chemical, biological, and radiological hazards.

FOR ACTION

Report to the staging area at the ERT. Make contact with the Operations Coordinator with a list of team members and to obtain equipment and assignments.

Determine the number of personnel available to respond.

Keep the Operations Coordinator briefed.

Develop an Action Plan for Health & Safety operations. The plan should have contingencies for:

•Safety instruction for emergency workers

•Providing protective equipment and clothing

•Providing critical information t o fire fighters concerning hazardous materials contained inside buildings.

•Analyzing building Haz Mat conditions for rescue worked, repair operations, and building inspection

•Preparing a sanitation plan.

•Implementing the HEALTH & SAFETY mutual aid.

Report the results of assignment operations to the SITUATION STATUS OFFICER under the PLANNING Section (deaths, injuries, etc.).

Keep a log of your activities.

ADDITIONAL ITEMS THAT HEALTH & SAFETY SHOULD FOCUS ON

Outside Agency Issues

Responding agencies have protocols that are specific to their agency and communication must be established and maintained to ensure that efforts do not conflict.

Position
 Security

	Checklist
	2-D

	Assignment
	Security Department Sergeant

	Section
	Operations


FOR CONSIDERATION OR ACTION
Provide a rapid warning to the campus community of hazards or dangers.

 Activate the Campus Alert Network briefing them on the activities and any need for their help.  (See Appendix A for a list of Alert Network Volunteers)

Assist with clearing and closing buildings

Evacuate people from potential or existing danger.

Close off areas and controlling access (limited or no access).

Traffic-control.

Protect property.

FOR ACTION

Report to the staging area at the ERT. Contact the Operations Coordinator with the list of team members and obtain equipment and assignments.

Determine the number of personnel available to respond.

Keep the Operations Coordinator briefed.

Develop an Action Plan for your assignment.

Advise Situation Status Officer of the Security mission and assignment.

Keep a log of your activities.

IF ASSIGNED TO WARN THE CAMPUS OF A DANGER

Determine who needs to be warned.

Clarify the message that will be given out. If the message deals with evacuation from an area; be specific where you want people to go.

Determine the method for giving the warning, (In person, by going to specific locations, public address system).

IF ASSIGNED TO EVACUATE AN AREA OR THE CAMPUS

Plan should include:

· Assembly areas and safe exit routes

· Traffic control devices, barricades, and signs

· Accommodations for relocating the physically impaired

Review the Closure Plan

Determine if special transportation is needed.

Assign staff to the reception area.

IF ASSIGNED TO SEARCH OR ASSIST PERSONS INJURED OR TRAPPED.

Obtain safety instructions for damaged buildings (How to recognize hazards, conditions that would prevent entering a damaged building, protective clothing, etc.).

Search assigned areas, according to the established pattern.

Check each building ensuring complete evacuation. Make a note of unsafe conditions and areas.

Remove any trapped or injured persons, according to established procedures. Assist the injured to the First Aid Center. Send for help if the person cannot be safely moved. 
NOTE: If there is structural damage to the building or severe hazard (electrical, fire, hazardous materials, etc.) to Officers, advise the Operations Coordinator before proceeding. You may need to call the Fire 

Department and  other experts to successfully rescue a victim without further harm to yourself and/or the victim. This is especially important for earthquake damaged buildings which may fully collapse during aftershocks.
IF ASSIGNED TO CLOSE OFF AREAS AND/OR CONTROL ACCESS

Determine the type of control of persons and vehicles into and out of the area.

· NO ACCESS

All people will be prohibited from entering the closed area. Authorized personnel, i.e., campus, local, state, or federal personnel performing emergency work will be permitted entry. Media representatives will be allowed access on a controlled basis.

· LIMITED ACCESS

Allows  persons into closed area according to criteria established by the Emergency Operations Executive. Persons entering must abide by the policies established in order to gain entry.

Direct the placement of barricades, traffic control devices, and signs.

Establish an entry system.

Establish and staff control points.

Determine the pass system for entry and exit for the area secured.

Campus Safety & Security Department Alert and Warning

RESPONSE - ALL HAZARDS

One aspect of emergency management is the process of issuing an effective warning of danger or hazard to the community. Depending upon the nature of the emergency, there may be time to plan and organize or it may only permit a spontaneous reaction. Alert & Warning is a function of the Emergency Management Operation that deals with the process of notifying the campus community of impending or existing hazards.

OBJECTIVES

The overall objectives of Alert and Warning are:

· Providing a process where the campus community is advised of potential or existing hazards.

· Protecting lives by issuing alerts that will reduce the potential of risk.

· Providing a rapid notification on short notice to the campus community.
CONCEPT OF OPERATION
During an emergency the Alert and Warning will be coordinated by Management/Command and carried out by Operations. Performance of this function shall be in accordance with established procedures and will involve two distinct modes:

Mode 1 - During the first few hours of the emergency, Campus Safety & Security staff will provide rapid warnings to people in the area with the greatest risk by means of email.

Mode 2 - Once the immediate threat of the emergency has been contained; the alert and Warning will involve planned information concerning evacuation and closure of areas if needed.

GENERAL PROCEDURES

Short Notice Warnings

This process usually does not allow time to develop specific plans and the objective will be to quickly warn personnel to move from a high risk area to a low risk assembly area. Methods for this process will generally involve one or all of the following:

· Security Department Officer Response to area

· Verbal Notification by responding Officer

Advance Notice Warnings

When time permits, other appropriate methods may be used to get the message disseminated to the public.

· Email messages sent out on the computer.

· Telephone calls, if the system is operational and time permits

Campus Safety & Security Department Field Command Post

RESPONSE - ALL HAZARDS

A Field Command Post (FCP) is a designated, secure area, wherein those responsible for the incident direction and control can function. Key considerations include security, access and a staging area of all necessary command personnel, regardless of what agency they each represent. The department may establish a FCP for a variety of daily routine operations. This concept is not restricted only to major disasters.

CONCEPT OF OPERATION

The ranking Campus Safety Officer on duty shall evaluate the need for establishing a field command post based on the criteria listed below for an unusual occurrence or major incident:

•Will direction and command be improved by establishing a secure area close to the incident in progress?

•Will other agencies both on and off campus be responding and participating?

If the answer to either or both of the above questions is Yes, then a FCP should be established during an emergency. Performance of this function shall be in accordance with established procedures and will involve two distinct modes:

Mode 1 - At the beginning of the emergency, the Emergency Response Director will be involved with determining the location of the Field Command Post, purpose of the FCP, communications, staffing and equipment.

Mode 2 - Once the Field Command Post has been established, the Emergency Response Director will evaluate continued operations, replenishing staff & resources, access control, security, and long range operations.

COMMAND POST SITE SELECTION FACTORS

Often the rapid pace of the incident will limit your choices. The security vehicle may be your only choice. Select your location with the considerations listed below.

Usefulness

Selection of a site, which will provide you with most of the basic necessities, such as, restrooms, telephones, water and power.

• The first preference for a FCP site would be a building, which would have one or all of the following: telephone, rest rooms, electricity, and a parking lot. You will have to make arrangements for basic needs if the event is extended over a longer period of time.

NOTE: When you make a site choice it should be made with plans to remain there until the duration of the incident. Relocating during the incident creates numerous problems. Plan wisely.

Accessible

An important factor of site selection is the FCP's accessibility by responding personnel.

•The responding personnel, especially outside agencies, should be easily directed to the location. Do not pick an obscure location.

•The duty dispatcher should advise responding agencies with the FCP location and the best route.

•There should be sufficient area for vehicle parking and staging of personnel and equipment. Consider how heavy equipment would get in, if needed.

•Consideration should be given for establishing a helipad.

Safety
The third factor of site selection is safety. The location should be defensible from hostile action or impending hazards.

• The site during HAZMAT incidents should be at least 2000 feet from the incident and not down wind.

• The site should have the ability to provide access control.

Campus Safety & Security Access Control

RESPONSE - ALL HAZARDS

During an extraordinary emergency, particularly following a major disaster or technological incident, it may be necessary to control the movement of persons and vehicles into and out of an area. Access control may be necessary at a vital facility, an area around an incident, or the entire campus.

CONCEPT OF OPERATION

During an emergency the access control function is the responsibility of Campus Safety & Security with the assistance of  Facilities Management. Performance of this function shall be in accordance with established procedures and will involve two distinct modes:

Mode 1 - During the first few hours of the emergency, Campus Safety & Security along with Facilities Management staff and college resources will be used to quickly limit the access to high hazard areas or specific emergency operations.

Mode 2 - Once the immediate threat of the emergency has been stabilized, the access control operations will shift toward control and protection of specific areas, such as building(s), casualty collection sites, resource staging areas, etc. or the campus in general.

An emergency could justify the need to close all or part of the campus for a short period of time or up to several days or weeks, depending on the emergency and its severity.

First:

•Determine what places on campus will need to be closed off.

•Determine what type of area or facility will be controlled.

•Determine how large is the area to be controlled?

•Determine if the closure will involve vehicles and/or pedestrians.

•Determine if people need to be evacuated out of the controlled area first.

•Coordinate with Command.

If the area is a vital facility, THEN:

•Determine how many people will be needed.

•Determine if the incident requires protection and access control.

•Determine if the personnel need to be armed.

•Determine who may get access and what types of controls will allow entry.

If the area is an incident or emergency operations scene THEN:

•Determine the size of the area to be controlled and how many people will be needed.

•Determine if both vehicles and pedestrians are to be controlled.

•Determine equipment needs: radios, flares, reflective vests, lights, etc.

•Assign a person to provide breaks and replace equipment.

•Check access control needs for all pedestrian walkways through the area.

•Contact Resource and Logistics for staff, barricades, and signs.

•Arrange for transportation to move staff and equipment.

•Coordinate with Command for handling media requests to enter the area.

•Determine who and what may enter the area and advise control point staff.

•Determine where the Media will check in and assemble.

•Advise the ERT when the control measures are in place.

•Confirm with the ERT the policy and procedure for unauthorized entry.

•At street control points, make provisions for emergency vehicles to enter and exit.

If the entire campus is to be closed, THEN:

•Follow the campus closure procedures.

Additional Considerations

•Weather conditions.

•Night operations.

•Wind direction change during hazardous material operations.

•Develop contingency plans for reducing or expanding the perimeter.

•Using outside security personnel or volunteers.

•What special equipment may be needed?

•Personnel to direct and staff control points.

•Signs to control or restrict traffic.

•Radios to communicate to personnel within and outside the secured area.

•Establish additional control points

•Additional street markers indicating closure of the area.

•Markers on the surface streets leading to the secured area.

•Officer patrols within and outside the secured area.

•Establish a pass system for entry and exit for the secured area.

•Handle Security duties within and outside secured area.

•Direct the placement of barricades and traffic control devices.

•Initiate the entry system.

Access Policy

The criteria for allowing entry into a closed area will be established by the Emergency Response Director for an incident. The basic options are either of the following:

NO ACCESS:

All people will be prohibited from entering the closed area. Authorized personnel, i.e., campus, local, state, or federal personnel performing emergency work as necessary will be permitted entry. Media representatives will be allowed access on a controlled basis.

LIMITED ACCESS:

Allows person into closed area according to criteria established by the Emergency Operations Executive. Persons entering must abide by the policies established in order to gain entry.

ENTERING THE CAMPUS AND COMMITTING AN ACT LIKELY TO INTERFERE WITH OPERATIONS

The President of the college or his agent can order a person off-campus to maintain order. Failure to comply with this order can result in charges being filed with the local police department.

Volunteers

After the initial stages of the incident, people may begin to arrive volunteering their help. Listed below are some of the uses of volunteers:

•Traffic direction and information posts.

•Assist with loading and distributing signs and barricades.

Position           SEARCH AND RESCUE BRANCH

	Checklist
	2-F

	Assignment
	Security Officer

	Section
	OPERATIONS SUPPORT POSITION


FOR CONSIDERATION OR ACTION
Search the campus
Assist and rescue victims.
Evacuates and removes persons trapped or injured.

SUPPORT RESPONSIBILITIES
Damage Assessment; 

· Collect and report information concerning damaged facilities searched.
FOR ACTION

Report to the staging area at the ERT. Make contact with the Operations Coordinator with a list of team members and obtain equipment and assignments. 

Determine the number of personnel available to respond.

Keep the Operations Section Coordinator briefed.

Develop an Action Plan for Search & Rescue operations. The plan should have contingencies for:

· Safety instruction for emergency team members.

· Protective equipment and clothing.

· Identifying structural damage to buildings or severe hazards that would require specialized equipment and personnel to successfully rescue a victim without further harm to team members and/or the victim.

· Implementing SEARCH & RESCUE mutual aid plan if necessary.

Report the results of assignment operations to the Situations Status Officer under the Planning Section (deaths, injuries, etc.).

Keep a log of your activities.

ADDITIONAL ITEMS THAT SEARCH & RESCUE SHOULD FOCUS ON

Outside Agency Issues

Responding agencies have protocols that are specific to their agency and communication must be established and maintained to ensure that efforts do not conflict.

Extended Operations

Some incidents could extend for several hours or days.  Search & Rescue must determine continued availability of staff and resources and arrange for replacements.

Deployment and Release

It is important that Search & Rescue closely monitor the use and release of outside resources. Outside agencies are not familiar with the campus and should be either thoroughly briefed or assisted by a member of the campus.

Search & Rescue Support

SUPPORTING ORGANIZATIONS AND RESPONSIBILITIES

•Campus Safety & Security will assist the Facilities Management Department if needed.

•Facilities Management will assist with heavy equipment, trucks, forklifts, and personnel.

•Technical faculty and staff, when available, will provide expert advice on buildings and structures.

•City and county fire departments will be requested for large and specialized rescue operations.
PLANNING SECTION

The Planning Section is responsible for collecting, evaluating, processing and disseminating information; developing the action plan, in coordination with the other section/functions/teams; and maintaining documentation. In addition, the section maintains information on the current and forecast situations and on the status of resources. The functions under the Planning Section are Situation Status and Damage Assessment.



Planning Support Staff

Planning Section (Checklist 3-A)

The Planning Coordinator is responsible for the planning of ongoing Operations, supervision of the Situation Status and Damage Assessment. The Planning Coordinator provides information needed to understand the current situation, predicts probable course of incident events, assists in preparing alternative strategies and controls operations for the incident, and coordinates with other staff members.

The Planning Coordinator directs the collection of information to determine the severity of damage caused by the disaster. The coordinator writes Action Plans for:

•Control and containment of the emergency.

•Surveys of facilities and structures and inspections.

•The shut down and restoration of damaged structures

In addition, the Planning Coordinator writes After Action Reports, regularly briefs the Emergency Response Director and supervises the message flow and ERT runners.

Assistant Planning Coordinator (Checklist 3-A)

The Assistant Planning Coordinator is responsible for assisting the Planning Coordinator with the implementation and management of the Planning Section.

The structure of Incident Command allows for special support staff under each Section to be established to effectively deal with the incident. For the campus setting the following support staff positions could be activated and supervised under the Planning Coordinator.

Situation Status (Checklist 3-B)

Situation Status is responsible for collecting and processing all information and intelligence, evaluating and disseminating information throughout the Section and the ERT, and preparing the Situation Status Report and other reports, as requested.

Damage Assessment (Checklist 3-C)

Damage Assessment is responsible for coordinating with the Operations Section and the Building and utility teams to make the initial damage inspections, prepare the damage assessment reports, assess the loss, post damaged buildings, and mark hazardous areas.

Check Lists, Assignments and Responsibilities

This chapter contains the functional checklist for the Planning Section assignments. The following are contained within this Chapter.

	Checklist
	Title
	Position

	3-A
	Planning Section
	Project Manger for Physical Infrastructure-

	
	During the first few hours of the emergency, the President determines if a STATE OF EMERGENCY is warranted and authorizes the official request for assistance or notification to appropriate state and federal agencies. The Planning Coordinator supports the management of emergency forces involved with the response to situations associated with emergency.

	3-B
	Situation Status
	Security Captain



	
	The Situation Status unit collects, verifies and processes all information and intelligence. The unit evaluates and disseminates information throughout the EMERGENCY RESPONSE CENTER; maintains the current status of all college buildings, facilities, and operations and posts and maintains status boards and other EMERGENCY RESPONSE CENTER displays.

	3-C
	Damage Assessment
	Security Captain



	
	Damage Assessment makes initial damage inspections; assesses and documents damage to the buildings and facilities; determines the occupancy status of buildings; posts and secures unsafe buildings; and recommends building emergency repairs.


Types of Intelligence Reporting

During a disaster there are three types of intelligence reporting. These types are listed under the Planning/Intelligence Coordinator’s Checklist and are ranked in order of priority of collection.

FLASH REPORTS

This is the first series of reports submitted from the first responders and field units to the

Emergency Operation Center. Generally these are verbal via portable radios.

SITUATION REPORTS

These are more refined reports, which have been confirmed. These reports provide a clearer picture of the total impact and are the basis for establishing priorities. These should be submitted through channels every two hours with updates.

DETAILED REPORTS

Following situation reports, the Emergency Response Team at all levels will require more detailed information, particularly resulting from damage estimates and analysis. These reports may be needed for city, county and state emergency operations centers.

Position           PLANNING SECTION


	Checklist
	3-A

	Assignment
	ITS Project Manger for Physical Infrastructure

	Section
	PLANNING


FOR CONSIDERATION OR ACTION
Oversee the management, display, and maintenance of all information about the following:

· Situation status.

· Planning for ongoing operations, developing the action plan.

· Engineering safety.

· Damage inspections.

· Damage assessment.

· Recovery aspects.

Coordinate with the Operations Section for damage inspection team operations.

Coordinate damage assessment with the Operations Section and others in the ERT.

Manage the shutdown and restoration of damaged facilities.

Ensure the survey of all structures and that posting and restricting entrance to campus is completed.

SUPPORT RESPONSIBILITIES

OES/FEMA DOCUMENTATION and program.

FOR ACTION

Report to the ERT and manage the PLANNING Section; provide and maintain current and updated information on the emergency situation.

Activate SITUATION STATUS, ensuring the displays are set-up and maintained and the proper reports are made.

Activate DAMAGE ASSESSMENT, assuring that:

· Initial facility inspections are made and that proper reports and assessments are made.

· All damage to Grinnell College facilities is fully documented, damage estimates are made, and damaged buildings are posted and secured.

Coordinate with the Operations Section regarding facility inspections and posting; determine whether follow-up inspections are required.

Advise need for structural engineers or other structural specialists.

Coordinate damage assessment with other ERT functions.

Make plans for ongoing operations to include the expected duration and extent of the response effort and initiation of recovery activities and programs.

Identify immediate repair and construction projects, prioritizing for public and employee safety and assure containment of hazards and unsafe areas and priority use of buildings.

Coordinate with the EMERGENCY RESPONSE DIRECTOR to begin on projects.

Determine that information is verified for accuracy and consistency before it is recorded or reported.

Assist with the OES/FEMA DOCUMENTATION for disaster assistance programs.

Provide copies of inspection reports and photographs to substantiate damage and estimates.

Collect information from all response staff and prepare the After Action Report for the Emergence Response Director’s signature.

Assist Finance Administration with the continuing application process for disaster assistance.

ADDITIONAL ITEMS THAT THE PLANNING COORDINATOR SHOULD FOCUS ON 

Campus Condition

· What is the extent of casualties, injuries, and damage? What is the extent of the damage to the surrounding local community?

Campus Closure

· Will the incident require the closing of the campus? How long will the campus be closed? What information will students and employees need?

Recovery Expectations

· When will the academic process resume?

Position          SITUATION STATUS OFFICER

	Checklist
	3-B

	Assignment
	Security Captain

	Section
	PLANNING SUPPORT POSITION


FOR CONSIDERATION OR ACTION
· Collect, verify and process all information and intelligence.

· Evaluate and disseminate information throughout the ERT. Monitor radio and Television for information.
· Maintain the current status of all Grinnell College buildings, facilities, and operations.
· Post and maintain status boards and other ERT displays.

· Identify inconsistencies and verify information for accuracy.

SUPPORT RESPONSIBILITIES

· Assist the Public Relations Officer with information verification, rumor control, and event posting.

· Assists the Operations Officer with keeping track of field operations, staff, numbers and the progress of building inspections.
FOR ACTION

· Report to the ERT and check in with the Planning and Intelligence Officer.

· Install and set-up status boards, maps, and other displays.

(
Collect information from all available sources and post it for easy access and interpretation, keeping the displays current and updated as new information is received.

(
Quickly collect PRIORITY 1 information necessary to determine operational problems and immediate needs of the victims:

•Type of emergency (fire, earthquake, air crash, etc.)

•Location of emergency

•Types of facilities involved (student housing, classrooms, etc.)

•Size of area involved (limited area or campus wide)

•Incident Command Post location

•Staging Area locations

•Access routes for emergency vehicles

•Assistance required (e.g., medical, fire, PP, EHS)

•Number and type of casualties/injuries

(
Identify inconsistencies or information that obviously are not correct.

(
Refer to the appropriate ERT section to verify and clear up any problems.

(
Refrain from posting information until it is verified.

(
Maintain the ERT Activity Log.

(
Record major events, situation reports, major decisions, etc.

(
Provide copies to the EMERGENCY RESPONSE DIRECTOR and other ERT staff as needed.

(
Evaluate information and disseminate it to ERT staff, assisting with periodic briefings.

(
Provide information to DAMAGE ASSESSMENT for use in compiling damage cost estimates.

(
Assist the Public Relations Officer by providing and verifying information and assisting with rumor control.

(
Monitor radio and television broadcasts for information that is of importance to Grinnell College operations, including:

•Weather.

•Transportation routes status.

•Local sheltering sites.

•Reports from other Grinnell College campuses.

•Major Activities from the City and County.

(
Take pictures of status boards at regular intervals as a record keeping measure to track the progress of operations.

(
Provide information, recommendations, and assistance to the Planning and Intelligence Officer for the After Action Report.

ADDITIONAL ITEMS THAT THE SITUATION STATUS OFFICER SHOULD FOCUS ON:

Campus Condition

· What is the extent of casualties, injuries, and damage? What is the extent of the damage to the surrounding local community?

Documentation

· Remind other Section Officers to document their activities for recovery records.

Position           DAMAGE ASSESSMENT

	Checklist
	3-C

	Assignment
	Security Captain 

	Section
	PLANNING SUPPORT POSITION


FOR CONSIDERATION OR ACTION
( 
Assign teams to make the initial damage inspections, coordinating with the Operations Section.

(
Assess and document damage to buildings and facilities.

(
Determine the occupancy status of buildings then post and secure unsafe buildings.

(    Recommend building emergency repairs.

(    Maintain complete records of all damage and losses, by site location.

(    Assess repair and restoration costs.

(    Provide contract management for all emergency repair contracts.

SUPPORT RESPONSIBILITIES

(
Assist the Public Relations Officer with damage assessment information.

(    Assist the OPERATIONS Officer with inspections and field operations.

(
Assist the OES/FEMA application process.

FOR ACTION

(
Report to the ERT and check in with the Planning and Intelligence Section and set up the Damage Assessment position.

(
Coordinate with the Emergence Response Director and Operations Officer to determine their priorities for the initial building inspections and develop a priority list; also determine if it is safe for the inspectors.

(
Receive reports and keep files on damaged buildings.

(
Forward copies of reports and information to OES/FEMA DOCUMENTATION.

(
Post and secure damaged buildings and recommend emergency repairs.

(
Follow the damaged building guidelines. If inspection operations require further inspection, contact the operational Area ERT to request inspections.

(
Contact utility and contracted resources as needed for special areas.

(
Identify and categorize specific locations of damage and amounts of loss, updating as necessary; provide the reports to the Emergency Response Director, the Planning Officer and Situation Status.

(
Assess repair and restoration costs; provide assessments to the Planning Officer; update as more information is received.

(
Provide information, recommendations, and assistance to the Planning Officer for the After Action Report.

LOGISTICS SECTION
The Logistics Section is responsible for providing support for the Operations Section. This Section orders all resources from off-site locations and provides facilities, services, personnel, equipment and materials. The functions under Logistics are Food Services, Housing/Transportation, and Human Resources.  An additional responsibility of the Logistics Section is to develop sources for obtaining material support from resources outside of the jurisdiction involved.








Check Lists, Assignments and Responsibilities 
Logistics Section (Checklist 4-A)

The Logistics Coordinator is responsible for providing facilities, services, staffing and material in support of the incident, including the procurement, delivery, and deployment of the resources.

The Logistics Coordinator ensures that all emergency expenses are tracked, by site, and that complete and accurate records are provided for OES/FEMA Documentation, using the accounting system specified by the Finance Coordinator. In smaller incidents the Logistics Coordinator may also be responsible for financial and cost analysis aspects of the incident.

Assistant Logistics Section (Checklist 4-A)

The Assistant Logistics Coordinator is responsible for assisting the Logistics Coordinator with the implementation and management of the Logistics Section.

Logistics Support Positions
The structure of Incident Command allows for special units under a Section to be established to effectively deal with the incident. For the campus setting the following units could be activated and supervised under the Logistics Coordinator.

Food Services Officer (Checklist 4-C)

The Housing/Transportation Officer provides food, water and other support for on site workers and shelters that are under the control of campus. In addition this branch provides transportation for emergency personnel, medical operations, and evacuation of the impaired.

Housing Officer (Checklist 4-D)

The Facility Officer is responsible for assisting the campus in finding facilities for use as student residences, classrooms or administrative space, if necessary, and for setting up and maintaining campus operational facilities.

Human Resource Officer (Checklist 4-E)

The Human Resource Officer maintains and provides information to the Emergency Response Director regarding the status and availability of on and off-duty personnel. The HR officer coordinates with the ERT command to determine staff recall needs, arranges for the recruitment and orientation of any temporary employees, registers and assigns all volunteer workers and technical experts and specialists, initiates and maintains records on any volunteers that are used.

Check Lists, Assignments and Responsibilities

This chapter contains the functional checklist for the Logistics positions. The following are contained within this Chapter.

	Checklist
	Title
	Position

	4-A
	Logistics Section
	Dean of Student Services

	
	The Logistics Coordinator provides all resources and support for the response operation, including procurement and delivery arrangements, including facilities, transportation supplies, equipment maintenance, food/water/shelter, personnel support.

	4-C
	Food Services Officer
	Associate Director Dining Services

	
	Food Services Officer provides emergency food and water during the emergency. Provides for the support of the ERT. 



	4-D
	Housing Officer
	Director of Conference Operations

	
	The Housing/Transportation Officer sets up and maintains Grinnell College facility needs to support the emergency.  Sets up and manages a Rest Station for Grinnell College employees and emergency workers. 

	4-E
	Human Resources Officer
	Human Resources Generalist

	
	Human Resources Officer determines the status and location of all personnel. Provides information about available staff. Assists in determination of staff recall needs. Receives and process injury reports, compensation claims and other personnel related matters.


Position           LOGISTICS SECTION

	Checklist
	4-A

	Assignment
	Dean of Student Life

	Section
	LOGISTICS


FOR CONSIDERATION OR ACTION
(
Report to the EMERGENCY RESPONSE CENTER and function as the LOGISTICS Section Head.

(
Set-up and organize the LOGISTICS Section.

(
Check with OPERATIONS and PLANNING to identify resources that will be needed.

(
Arrange for the inventory and distribution of available resources and equipment.

(
Prepare for the provision of all resources for the operation, including procurement and delivery arrangements for the following possibilities:

•Facilities

•Transportation of  supplies

•Equipment maintenance

•Food/water/shelter supplies and facilities

•Communications equipment and personnel

•Personnel support
(
Support the provision of Grinnell College facilities for Red Cross Shelter sites.
Position           FOOD SERVICES OFFICER

	Checklist
	4-C

	Assignment
	Associate Director of Dining Services

	Section
	LOGISTICS SUPPORT POSITION


FOR CONSIDERATION OR ACTION
(
Provide emergency food and water for the site.

· Provide for support for the Emergency Response Center.

SUPPORT RESPONSIBILITIES

(
Assist with OES/FEMA Documentation.

FOR ACTION

(
Report to the ERT and check in with the LOGISTICS COORDINATOR.

(
Determine the needs of the EMERGENCY RESPONSE CENTER staff and field staff.

(
Coordinate with the Planning Section to determine the expected duration of the emergency response and need for food and water.

· Provide information and recommendations to the Planning Coordinator for after action reports

Position           HOUSING OFFICER

	Checklist
	4-C

	Assignment
	Director of Conference Operations  

	Section
	LOGISTICS SUPPORT POSITION


FOR CONSIDERATION OR ACTION
· Assist with finding temporary facilities.

· Arrange support for on-site shelter, if needed.

· Set up and maintain emergency facilities.

· Provide for support for the Emergency Response Center.

(
Set up and manage a Rest Station for Grinnell College employees and emergency workers.

SUPPORT RESPONSIBILITIES

(
Assist with OES/FEMA Documentation.

FOR ACTION

(
Report to the ERT and check in with the LOGISTICS COORDINATOR.

(
Determine the needs of the EMERGENCY RESPONSE CENTER staff and field staff.

(
Set-up a rest area for Grinnell College workers that is secured from public view and access.

(
Advise the Operations Coordinator of the Rest Area location and services.

(
Coordinate with the Planning Section to determine the expected duration of the emergency response and
need for food and water.

(
Coordinate with Supply and Procurement (FM) to obtain and arrange for delivery and distribution of the needed resources.

(
Coordinate with the Emergency Response Center to determine if there is an anticipated need for temporary shelter to be provided at the site. Normally, Grinnell College is not a designated emergency shelter site therefore; it will not be used for a community shelter.

(
Check with the Emergency Response Director for sheltering requests. Remember that if the Red Cross selects Grinnell College for shelter use, they are responsible for all shelter support.

(
If shelter needs are anticipated, make arrangements for the resources, beginning with contacting the Red Cross. It is expected these resources will only be needed on a short-term basis, as every effort will be made to remove everyone to more suitable sites.

(
Provide temporary lodging and other support for responding outside agencies and others as requested by the Emergency Response Director.

· Provide information and recommendations to the Planning Coordinator for after action reports
HOUSING
The following action may/will be taken under any major emergency affecting the campus.

•Determine what numbers of campus community members (students, faculty, and staff) will require emergency care and shelter.

•Determine which designated campus facilities will be needed for emergency care and shelter. Contact the Facility Officer for this information.

•Determine status and safety of care and shelter facilities. Contact the Situation Status Officer and the Facility Officer for this information.

•Coordinate actions with following campus organizations: Housing, Procurement, Financial Services, and the Foundation.

•Contact the HUMAN RESOURCES OFFICER for volunteer staff.

•Request assistance from Red Cross (through the Emergency Response Center) if necessary.

•Activate campus care centers as needed. Activation sequence should be:

-Human Resources Officer alert basic staff (e.g., administrators, building safety coordinators, etc.) and have them recruit additional volunteers.

-Have the Facility Officer arrange building for operations, place signs, etc.

-Obtain required supplies.

-Arrange for food service for shelters.

-Set up Registration & Inquiry desk.

•Use the following as emergency care and shelter planning guidelines when normal water and sanitation are not available:

-1 toilet per 40 persons, 40 square feet sleeping space (5'x 8') per person, 1 quart. Of drinking water (minimum per person, per day)

-5 gallons of water per person per day (all uses), 2500 calories per person per day (approx. 3 1/2 lb. unprepared food)

•Provide communications, where needed, to link mass care centers to the Emergency Response Center.

•Request necessary food supplies, equipment and supplies to operate care facilities.

•Coordinate with neighboring jurisdictions for care of students if evacuation is required.

•Evacuate and relocate any mass care facilities, which become endangered by any hazardous conditions.

•Coordinate efforts with Red Cross, Salvation Army, campus religious centers and other emergency welfare agencies.

•Ensure procedures are in effect to link Registration & Inquiry operations at different care centers with the Emergency Response Center.

•Develop plans to close down the care centers as the emergency stabilizes or other temporary housing becomes available..

HUMAN RESOURCE OFFICER

	Checklist
	4-E

	Assignment
	HUMAN RESOURCES Generalist

	Section
	LOGISTICS SUPPORT POSITION


FOR CONSIDERATION OR ACTION
(
Determine the status and location of all personnel.

(
Provide information about available staff.

(
Register and assign all volunteer workers.

(
Assist in determination of staff recall needs.

(
Receive and process injury reports, compensation claims and other personnel related matters.

(
Make family of Faculty/Staff notifications, as needed.

SUPPORT RESPONSIBILITIES

(
Compile personnel information for OES/FEMA DOCUMENTATION.

(
Assist OPERATIONS with policy decisions regarding extended work hours and duties.

FOR ACTION

(
Report to the ERT and check in with the Logistics Coordinator.  Coordinate with the Emergency Response Center and other staff to determine the status of all Grinnell College faculty, staff, and students.

(
Provide information to the Logistics Coordinator about available staff.

(
Coordinate with Emergency Response Center staff to determine staffing needs and provide staff as available.

(
Assist Operations with determining policy for overtime hours, extended workdays and special duty assignments.

(
Compile overtime costs and provide, along with other personnel information, for OES/FEMA DOCUMENTATION.

(
Receive (from the MEDICAL Team) and keep on file, records of all injuries and casualties. Handle notifications and family messages for employees.

(
Arrange for the recruitment and orientation of any temporary employees.

(
Register and maintain records on any volunteers that are used.

(
Provide information and recommendations to the Planning Coordinator for the After Action Report.

ADDITIONAL ITEMS THAT THE HUMAN RESOURCE OFFICER SHOULD FOCUS ON:

Continued Operations and Resources
•Estimate the duration of the response and develop plans for replacing human and physical resources.

Security and Access Control
•Perimeter security needs for storage and distribution sites and resources for night operations.

VOLUNTEER WORKER OPERATION

RESPONSE - ALL HAZARDS

The following action may/will be taken under any major emergency affecting the campus.

FIRST PRIORITIES:

•Identify personnel resources on duty and available.

•Determine the number of additional personnel needed and skills required.

•Establish a pool of available personnel.

•Activate community resource plans.

•Provide the EMERGENCY RESPONSE DIRECTOR with current status of staff.

•Establish a clearinghouse for employee information.

•Maintain employee records for payroll or claims purposes.

•Contact functional coordinators and determine staffing needs.

•Establish a process to register all volunteers and issue ID cards.

•Set up volunteer assignments and schedules.

•Establish schedules for work crews and arrange for relief.

HAZARDOUS MATERIAL INCIDENT/FIRE CONSIDERATIONS:

•Develop staging area away from the hazard for volunteers.

•Ensure personnel has adequate protective clothing and equipment.

•Ensure the operational area has been evaluated by Health & Safety personnel.

ADDITIONAL CONSIDERATIONS:

•Identification of staff, equipment, and supplies needed for long term operations.

•Special equipment needed for night operations.

•Staging areas and requirements for incoming assistance.

FINANCE SECTION

Checklist, Assignments, Responsibilities

The Finance Section is responsible for all accounting and financial aspects of the disaster and any other administrative requirements. The functions under this Section are Accounting and OES/FEMA Documentation.








Finance Support Positions
Finance Section (Checklist 5-A)

The Finance Coordinator is responsible for the supervision of Accounting and OES/FEMA Documentation and financial aspects of the response, as well as all documentation and oversight of the process for the disaster assistance application.

Assistant Finance Section  (Checklist 5-A)

The Assistant Finance Coordinator is responsible for assisting the Finance Coordinator with the implementation and management of the Finance Section.

Finance Support Positions

The structure of Incident Command allows for special units under a section to be established to effectively deal with the incident. For the campus setting the following units could be activated and supervised under the Finance Section Coordinator.

Accounting Unit (Checklist 5-B)

The responsibility of this function is to keep time records for all personnel involved in the disaster response and to obtain and record all damage cost information, by site.

OES/FEMA Documentation (Checklist 5-C)

The OES/FEMA Documentation staff initiates, prepares and maintains a documentation package (or binder) that contains the documentation files and records supporting the disaster assistance application process.

UNTI

Check Lists, Assignments and Responsibilities

This chapter contains the functional checklist for the Finance Section assignments. The following are contained within this Chapter.

	Checklist
	Title
	Position



	5-A
	Finance Section
	Assistant Treasurer

	
	The Finance Coordinator set up the accounting system to be used for the emergency and oversees all accounting and financial aspects of the disaster.



	5-B
	Accounting Unit
	Accounting Controller

	
	The Accounting Unit provides accounting documentation of all emergency expenses, audits all expenditures and records, and supports the OES/FEMA Documentation.



	5-C
	OES/FEMA Documentation
	Security Administrative Support 

	
	OES/FEMA Documentation prepares and maintains the OES/FEMA documentation package, maintains the documentation files, and supports the disaster assistance application process.


FINANCE SECTION
	Checklist
	5-A

	Assignment
	Assistant Treasurer

	Section
	FINANCE


FOR CONSIDERATION OR ACTION
(
Function as the head of the FINANCE Section.

(
Set up the accounting system to be used for the emergency.

(
Oversee all accounting and financial aspects of the disaster.

SUPPORT RESPONSIBILITIES

(
Assist with damage estimates.

FOR ACTION

(
Report to the Emergency Response Center for briefing
(
Compile the overtime costs and provide other personnel information for OES/FEMA documentation.

ADDITIONAL ITEMS THAT THE FINANCE COORDINATOR SHOULD FOCUS ON:

Campus Conditions

•What is the extent of casualties, injuries, and damage? What is the extent of the damage to the surrounding local community?

Documentation

•Remind Emergency Section Coordinators and Officers concerning  Documentation of their activities for recovery records.

ACCOUNTING UNIT

	Checklist
	5-B

	Assignment
	Accounting Controller

	Section
	FINANCE SUPPORT POSITION


FOR CONSIDERATION OR ACTION
(
Provide accounting documentation of all emergency expenses.

SUPPORT RESPONSIBILITIES
FOR ACTION

(
Report to the Emergency Response Center, to the Finance Coordinator and set up the Accounting function, by computer. If the power is out, use a manual system.

(
Obtain copies of all purchase orders, contracts, labor hour reports and other expense records pertaining to the emergency response.

(
Set up an accounting file by facility; prepare files to provide detail on additional work force labor, individual invoices for expenses, time records, etc.

OES/FEMA DOCUMENTATION UNIT

	Checklist
	5-C

	Assignment
	Security Administrative Support 

	Section
	FINANCE SUPPORT POSITION


FOR CONSIDERATION OR ACTION
(
Prepare and maintain the OES/FEMA documentation package.

(
Maintain the documentation files, supporting the disaster assistance application process.

SUPPORT RESPONSIBILITIES

(
Assist ERT staff with OES/FEMA source documentation (Work Closely with City and County Disaster Preparedness Officials.)

FOR ACTION

(
Report to the ERT 

(
Set up and maintain a binder or other system for documentation information.
(
Make sure you have a valid document on file to substantiate every expense listed n your application.

(
Provide information and recommendations to the Planning Officer for the After Action report.

(
Manage the OES/FEMA disaster assistance application process. Keep a duplicate of the binder ready for inspection and review during the application and reimbursement process.

(    Make notes of all Emergency Response Director Activity





Facilities Management 

This chapter contains the Section of Facilities Management

	
	
	

	
	Utility / Preliminary Damage Assessment
	

	
	

	
	Supply and Procurement Officer
	

	
	

	
	Site/Scene Access Control 
	

	
	

	
	Temporary repairs & Clean up

	
	

	
	Transportation


APPENDIX A-  

Emergency Storm Ready Policy & Plan

DISCUSSION

Strong thunderstorms and tornadoes occur in many parts of the world, but are most common in the United States. In an average year, 800 tornadoes are reported nationwide. An average of 80 deaths and more than 1,500 people are reported injured in the U.S. every year.  A tornado is defined as a violently rotating column of air extending from a thunderstorm to the ground. The most violent tornadoes are capable of widespread destruction with wind speeds of 250 mph or more.  Tornadoes are most likely to occur between 3PM and 9 PM, but have occurred during all hours of the day and night.  The “average” tornado moves from southwest to northeast, but tornadoes can move in any direction.  The average forward speed for a tornado is 30 mph, but can vary from nearly stationary to 70 mph.  (Department of Commerce National Oceanic & Atmosphere Administration National Weather Service).
SEVERE WEATHER ADVISORIES 

Please be aware of the following types of severe weather advisories issued by the National Weather Service:

A SEVERE THUNDERSTORM WATCH: Severe thunderstorms are possible in your area.  Thunderstorms are defined as severe if they produce winds in excess of 58 mph, and/or produce hail ¾ of an inch in diameter or larger.

A SEVERE THUNDERSTORM WARNING: Severe thunderstorms are occurring, or imminent.  Keep in mind that tornadoes occasionally develop in areas where severe thunderstorm watches or warnings are in effect. Remain alert to signs of an approaching tornado and seek shelter if threatening conditions exist.
A TORNADO WATCH: Tornadoes are possible in the area. Remain alert for approaching storms.  Be prepared to move to a safe location.

A TORNADO WARNING: A tornado has been sighted, or is imminent. If a tornado warning has been issued for your area, move to your pre-designated place of safety.

Preparation for Severe Weather

Strong thunderstorms and tornadoes occur in many parts of the world, but are most common in the United States. In an average year, 800 tornadoes are reported nationwide. An average of 80 deaths and more than 1,500 people are reported injured in the U.S. every year.  A tornado is defined as a violently rotating column of air extending from a thunderstorm to the ground. The most violent tornadoes are capable of widespread destruction with wind speeds of 250 mph or more.

Tornadoes are most likely to occur between 3PM and 9 PM, but have occurred during all hours of the day and night.  The “average” tornado moves from southwest to northeast, but tornadoes can move in any direction.  The average forward speed for a tornado is 30 mph, but can vary from nearly stationary to 70 mph.

If you are on campus when a tornado warning has been issued, you should move to the lower level of whatever building you are in.  DO NOT go outside to check the weather.

If an underground area is not available, move to an interior room or hallway on the lowest floor. Crouch down against a wall or get under a sturdy piece of furniture.

Auditoriums, gymnasiums, and other structures with high, wide-span roofs do not offer good protection.     Stay away from windows and exterior doors.
If you are outdoors, DO NOT attempt to outrun a tornado in a bus, truck, or car; instead, abandon it for a strong building.  If you are on the road, remember that overpasses offer little protection from tornadoes and should not be used as shelters.  If caught in the open, take cover in a ditch or low spot. Remember, this will not provide the same protection as a sturdy building.  Occasionally, tornadoes develop so rapidly that advance warning is not possible. Remain alert for signs of an approaching tornado.

Flying debris from tornadoes causes most deaths and injuries.
(Source:  national Weather Service)

If stormy weather, listen to your radio and/or television station for weather service reports.  Area radio stations include:* 

         RADIO STATIONS                              LOCAL IOWA TELEVISION STATIONS

KGRN, 1410 AM, Grinnell;                           Channel   8 KCCI

KCOB, 1280 AM, Newton;                           Channel  13 WHO

KFJB, 1230 AM, Marshalltown;                     Channel   5 WOI

WHO, 1040 AM, Des Moines;                       Channel   9 KWWL

KRNT, 1350 AM, Des Moines.

KCJJ, 1560 AM, Iowa City

The FOX, 100.7 AM, Iowa City

*This is not an all inclusive list.

For your convenience, several news stations offer an email weather notification service.  As a subscriber to these free services, you will receive automatic notices 

whenever weather developments occur in your area.   To review the benefits of these services and to subscribe, cut & past the link to your browser or click here:

WHO:  http://www.whotv.com/Global/story.asp?S=1666030&nav=LotmLXVD; KCCI:  www.kcci.com/weather/2126644/detail.html;

Below is a list of other helpful web sites with information about severe weather, lightning, thunderstorms, hail, high winds and driving safety: 

http://www.nws.noaa.gov/;

http://www.dot.state.ia.us/;

http://www.dot.state.ia.us/weather_links.htm; http://www.weather.com/activities/driving/drivingsafetytips/thunder.html?from=iForecast.  

2.      If the storm increases in intensity, listen to your radio (portable transistor is best).  The Weather Service will report if this area is under a severe thunderstorm or tornado watch.  A watch means that conditions exist that a severe storm or tornado are possible.  A warning means that a severe storm or tornado has been sighted.  If a warning is issued for Grinnell and Poweshiek County, seek appropriate shelter as noted below.

3.      If a tornado is sighted in the area, warning sirens will sound.  The sirens will make a long, continuous, loud sound.  When you hear it during a storm, do not hesitate.  Take shelter immediately.  (There is no all clear signal -- you must use your own judgment on resuming normal activities.  Note:   the sirens are tested at 9:00 a.m. each Thursday during the tornado season and a noon bell will ring at 12:00 p.m. on everyday except Sunday.)
4.      DURING A WARNING:

a.   Go to the lowest floor of any building you are in, such as a basement or dormitory pit.  Go to interior spaces or rooms that face east, preferably north and East.  (Rooms facing north and east are usually safer than those that face south and west.)

b.   Get into a room or area without windows.   If this is not possible, stay away from the windows or exterior walls.  Get behind/under a heavy piece of furniture or object to protect against flying debris.

c.   Avoid corridors, particularly those facing west or south.  If you have to take shelter in one try to stay away from the glass areas.

d.   Avoid any building with a long-span flat roof or large open spaces in its interior if possible.
5.   If in a car and there is a tornado warning, get out of the car and seek shelter in the lowest level of a nearby building.  If there is not enough time, lie flat in a ditch or other depression off the roadway.

6.   Don’t call the College switchboard, Facilities Management, Security Department, or the City Police or Fire during a tornado warning period unless there is a clear emergency. These lines should be kept open for emergency purposes only.

SEVERE WEATHER LOCATIONS Grinnell College Buildings



Address






Basement Access

1102 BROAD - Lowest level near interior structural supports.



Internal

 

1002 PARK - Lowest level near interior structural supports.



Internal 

 

1008 PARK - Lowest level near interior structural supports.



Internal

 

1019 PARK – (Student) Basement Room Key will open


            External

 

1023 PARK – (Student) Basement Open





Internal

 

1121 PARK - Nollen House lowest level near interior structural supports.

Internal

 

1131 PARK (Harry Hopkins House) - Lowest level near interior structural supports.
Internal

 

1233 PARK – (Chaplain Office) Lowest level near interior structural supports.

Internal

 

1321 PARK – (Reading Lab) Lowest level near interior structural supports.

Internal

 

1022 Park- Lowest Level near interior structural supports.                                         
Internal

 

1207 Park (Pre-School) Basement of 1217 Park




External

 

ARH - Go to the first floor corridor, away from windows.

 

ATHLETIC CENTER/DARBY - Lowest level near auxiliary gym hallway.

Internal

Bookstore-  Lowest level near interior structural supports



Internal

 

BUCKSBAUM CENTER FOR THE ARTS - Lowest level hallways.


Internal

 

Career Development Office-(1127 Park) Lowest level near structural support

External

 

CARNEGIE -  Go to the first floor corridor of ARH, away from windows

Internal

 

CONARD ENVIRONMENTAL RESEARCH AREA - Lowest level near 

Internal

          interior structural support
 

JOE ROSENFIELD CENTER – Basement access is down elevator or east side stairs.
Internal

 

FACILITIES MANAGEMENT – Office file room, interior rooms, and restroom areas.
N/A

 

FACULTY HOUSE – (1303 Park) South lowest level room.



Internal

 

FORUM - Lowest level near solid, structural walls and .



Internal


              away from exterior rooms with large windows.

 

GLOVE FACTORY – Accounting Office lowest level file room, 


Internal

      Human Resources Office file room and lowest level restrooms.

 

GOODNOW - Lowest level near interior structural supports.



Internal

 

GRINNELL HOUSE –(1011 Park Street) Lowest level near interior structural supports.
Internal


HARRIS CENTER - Interior bathrooms and storage areas behind Concert Hall.

N/A

 

HEALTH CENTER- Away from windows.  See Forum building.  


Internal

 

Harry Hopkins House- (1131 Park) Basement near interior support


Internal

 

JOHN CHRYSTAL CENTER- Lowest level





Internal

 

BURLING LIBRARY - Lowest level near central stairs and elevator shaft.

Internal

 

MEARS COTTAGE - Lowest level near interior structural supports.


Internal

 

PEC - Lowest level close to cage with doors closed or bathrooms.


Internal

 

NOYCE SCIENCE BUILDING- Lowest level rooms away from exterior windows.
Internal

 

STEINER - Lowest level near interior structural supports.



Internal

 

WINDSOR HOUSE (1026 Park) – Lowest level, southeast area.


Internal

 

RESIDENCE HALLS- GO TO LOWEST LEVEL IF IN DOUBT. SEE BELOW

 

Clark- Basement








Internal

Cleveland-Basement







Internal

Cowles- Go to Dibble Laundry room





N/A

Dibble- Laundry room







Internal

Dibble Annex- Go to Dibble Laundry room





N/A

Rathje Hall- Basement







Internal

Gates- Basement








Internal

Haines- Basement







Internal

Hannibal Kershaw-Basement






Internal

James- Basement








Internal

Langan- Basement







Internal

Lazier-Basement








Internal

Loose- Basement








Internal

Main-Basement








Internal

Norris-Basement








Internal

Rawson-Basement







Internal

Read- Basement








Internal

Rose- Basement








Internal

Smith Hall-Basement







Internal

Smith Annex – Go to Smith Hall basement





N/A

Younker HALL-Basement







Internal

 

1003 Tenth Ave-(Student) BCC, Basement  





Internal

1316 Park-(Student) Lowest level near interior structural supports


Internal

1227 Park (Student) Basement, room key will open




External

1221 Park (Student) Basement, room key will open




External

1217 Park (Student) Basement, room key will open


     

External

1205 Park (Student) Lowest Level near interior support
 (Under Construction)
Internal

1130 East (Student) Basement open






Internal

1128 East-(Pine Tree House) Basement, room key will open



 External

Appendix B-

Pandemic Influenza Preparedness Plan
The initial response to the emergence of a novel influenza subtype that spreads between people should focus on containing the virus at its source, if feasible, and preventing a pandemic.  Once spread beyond the initial focus occurs and with introduction of the virus into the Grinnell College, the focus of containment activities will be public health and individual measures that attempt to slow and limit viral transmission. For the purposes of this document, containment measures refer to measures that attempt to fully limit transmission as well as those that attempt to slow transmission.  

A pandemic can start when three conditions have been met:  a new influenza virus subtype emerges; it infects humans, causing serious illness; and it spreads easily and sustainable among humans.  
Influenza pandemics are remarkable events that can rapidly infect virtually everyone.  They are caused by a virus that spreads very rapidly by coughing or sneezing.  The fact that infected people can shed a virus before symptoms appear adds to the risk of spreading via asymptomatic students, faculty, staff and visitors to campus.

The entire version of the Grinnell College Campus plan is on file at the Campus Safety and Security Office and is an appendix to the overall crisis plan.

APPENDIX C
Emergency Building Lockup and Evacuation Procedure

OVERVIEW

College & Universities by their very nature or very difficult places to initiate large scale lock downs and evacuations. Furthermore, there are many different ways during emergencies to implement policies to lock buildings or implement building evacuations on campuses across America.  Emergency Building Lockup is a procedure to isolate persons from a danger.  For the purposes of this document it is implemented by securing the occupants of a building behind locked building entrance and exit doors and barring admission to outsiders that are unknown.  For the purposes of this document “Evacuation” is the process of removing individuals from a building to a safe area. 

The success of this procedure, and the reduction of injury and/or loss of life, is all based on awareness and knowledge of what to do, and immediacy of action.

To assure that buildings can be quickly secured and safety provided to potential victims, each building will have Building Monitors who assume the volunteer responsibilities of locking outside doors and assisting in evacuations in coordination with the Campus Safety & Security Department.
The entire Emergency Building Lockup and Evacuation plan is on file at the Campus Safety & Security Department and is listed as an appendix to the overall campus crisis plan.

APPENDIX D

Student Affairs Crisis Plan- Student Death Protocol

October 2004

Purpose: 

The purpose of this protocol is to provide a crisis communication plan for 
responding to a student death.  The goal of the communication plan is to 
minimize the trauma students, staff and faculty are exposed to by    providing timely and accurate information (within the bounds of confidentiality) in an open, competent and compassionate manner.  In addition, the protocol clarifies the roles and responsibilities of Student Affairs staff during a crisis involving a student death. We recognize that these are broad guidelines and that    each situation will present unique circumstances. 

The specifics of this protocol begin after the student is reported missing and preliminary checks are completed concerning the students’ whereabouts (by checking p-card access, computing, and dining use activity and class attendance).  The student’s room will be searched by the Dean or designee and an RLC or staff 
member if there is a strong suspicion that the student is critically injured or missing.  If the student is found to be okay then we will not continue with the protocol. At the scene the Dean will contact 911, the Vice-President for Student Affairs or designee, Security and the Student Affairs clerical staff who will place in motion the crisis communication plan.  Clearly, this protocol is written for a death on campus; response to a student who dies while off campus will be similar, but not identical.
The Student Death protocol is on file at the Campus Safety and Security Office and is listed as an appendix to the overall campus crisis plan.
APPENDIX E

Handling Blood/Contaminates & Infectious Materials

The purpose of this directive is to set forth the policies and procedures for disinfecting clothing/equipment that has been exposed to blood or other potentially infectious materials. This directive will also detail the procedures to be followed in the event an officer's person has come in contact with blood/body fluid contaminants or other potentially infectious materials.
See Campus Safety and Security policy D-7.12 concerning the department handling procedure involving blood, body contaminants or other infectious materials.
APPENDIX    F

VIP Dignitary Security Operation

It is the policy of this department to afford adequate security and assistance to visitors and VIPs when requested, and in doing so, to cooperate and coordinate such efforts as needed with other agencies involved.
See Campus Safety & Security Office policy D-7.6 for details.

APPENDIX    G

Gas Detector Alarm Response

The purpose of this directive is to set forth the proper procedure for responding to a gas detector alarm. 
See Grinnell College Campus Safety and Security policy D-1.22 for further details.
APPENDIX    H

Hostile Intruder in a Non-Residence Hall Building- Active Shooter Incidents
Contacting Authorities:

• Use Emergency 911

• 269-4600 Grinnell College Safety & Security

• 236-2650 Direct Non-emergency line to Grinnell Police Department

Be aware that the 911 system will likely be overwhelmed. Program the Grinnell College Safety & Security administrative line (269-4600) into cell phone for emergency use or consider e-mail. E-mail may be an option when unable to speak.

Secure immediate area:

• Lock and barricade doors

a. Use Chairs, desks, tables

b. Some doors require a key, try to make a habit of carrying your keys with you 

• Turn off lights

• Close blinds/Block windows

A. Use large tables if able to 

B. If not stay away from the windows

• Turn off radios and computer monitors

• Keep occupants calm, quiet, and out of sight

• Keep yourself out of sight and take adequate cover/protection i.e. concrete walls, thick desks, filing cabinets (cover may protect you from bullets)

• Silence cell phones

• Place signs in exterior windows to identify the location of injured persons

Un-Securing an area:

• Consider risks before un-securing rooms

• Remember, the shooter will not stop until they are engaged by an outside force

• Attempts to rescue people should only be attempted if it can be accomplished without further endangering the persons inside a secured area.

• Try to make decisions that benefit the greatest number of people 

• Stay in a secured area until emergency response personnel tell you it is alright to leave.

What to Report:

• Your specific location- building name and office/room number

• Number of people at your specific location

• Injuries- number injured, types of injuries

• Assailant(s)- location, number of suspects, race/gender, clothing description, physical features, type of weapons(long gun or hand gun), backpack, shooters identity if known, separate explosions from gunfire, etc

Security Dept Response:

• Respond to area with Grinnell Police Department

• Secure immediate surroundings 

• Activate Department active shooter protocol in coordination with Grinnell Police Department.   NOTE:  See Grinnell College Campus Safety and Security Firearms and Weapons response policy D-7.15 for further information.
**These are only suggestions on ways to respond to these situations.  Each situation is different and may require a different response. 
APPENDIX      I
Hostile Intruder(s) on the Grounds of the College
The police will response to this situation. Responding Campus Safety and Security Officers will not confront an armed suspect, but they will make every effort to assist with the police response and take every action possible to assist with this situation.

When a hostile person(s) is actively causing death or serious physical injury or the threat of imminent death or serious physical injury to person(s) on the campus, we recommend the following procedures be implemented:

· Run away from the threat if you can, as fast as you can. 

· Contact Campus Safety at X4600 if possible or dial 911 on a cell phone. 

· Do not run in a straight line. 

· Keep vehicles, bushes, trees, and anything that could possibly block your view from the hostile person(s) while you are running. 

· If you can get away from the immediate area of danger, summon help and warn others. 

· If you decide to hide, take into consideration the area in which you are hiding. Will I be found here? Is this really a good spot to remain hidden? 

· If the person(s) is causing death or serious physical injury to others and you are unable to run or hide you may choose to play dead if other victims are around you. 

· The last option you have if caught in an open area outside may be to fight back. This is dangerous, but depending on your situation, this could be your last option. 

· Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands in the air. This is done for safety reasons, and once circumstances are evaluated by the police, they will give you further directions to follow. 

This training guide cannot cover every possible situation that might occur but it is a training tool that can reduce the number of injuries or death if put into action as soon as a situation develops. Time is the most important factor in the optimal management of these types of situations.
**These are only suggestions on ways to respond to these situations.  Each situation is different and may require a different response. 
APPENDIX      J
Hostile Intruder(s) in a Residence Hall

Hostile Intruder(s) in a Residence Hall
When a hostile person(s) is actively causing deadly harm or the imminent threat of deadly harm within the residence hall, we recommend the following procedures be implemented:

· Lock yourself in your room. 

· If communication is available, call X4600. 

· If away from your room, join others in a room that can be locked. 

· Do not stay in the open hall. 

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

· Barricade yourself in your room with desks, beds, or anything you can push against the door. 

· Lock your window and close blinds or curtains. 

· Stay away from the window. 

· Turn all lights and audio equipment off. 

· Try to stay calm and be as quiet as possible. 

· If you are caught in the open such as hallways and lounge areas, you must decide what you are going to do. This is a very crucial time and can possibly mean life or death depending on your actions. 

1. You can try to hide, but make sure it is a well-hidden space or you may be found as the intruder moves through the dorm looking for more victims. 

2. If you think you can safely make it out of the building by running, do so. If you decide to run, do not run in a straight line. Keep any objects you can between you and the hostile person (s) while in the building. Once outside, do not run in a straight line. 

3. The last option you have if caught in an open area in the dorm maybe to fight back. This is dangerous, but depending on your situation, this could be your last option. 

4. Once the police arrive, obey all commands. This may involve your being handcuffed or made to put your hands in the air. This is done for safety reasons, and once circumstances are evaluated by the police, they will give you further directions to follow. 
**These are only suggestions on ways to respond to these situations.  Each situation is different and may require a different response. 
APPENDIX    K
Death on Arrival Plan

See Grinnell College Campus Safety and Security policy D-1.7 for further information. 

APPENDIX      L
Mental Health Emergencies

The purpose of this directive is to provide procedures for officer response to life-threatening behavioral emergencies, as well as to establish the steps to be followed in the event such behavior.
Serious psychological distress is not uncommon in the college environment.  Unfortunately, this distress sometimes takes the form of life-threatening behavior.  It is emphasized that this policy refers to behaviors that are judged, based on observable signs, to be either imminently or currently life-threatening and that have been brought to the attention of the Grinnell College Safety and Security Department.

See Grinnell College Safety and Security policy D-1.13 for further information 
and response. 

APPENDIX     M
Missing Person Policy

If a member of the Grinnell College Community has reason to believe that a student is missing, whether or not the student resides on campus, all possible efforts are made to locate the student to determine his or her state of health and well-being through the collaboration of the Grinnell College Safety and Security Department, Office of Student Affairs and the Grinnell Police Department. 

If the student is an on-campus resident, the Safety and Security Department will secure authorization from Student Affairs officials to make a welfare entry into the student's room. 

If the student is an off-campus student resident, the Grinnell College Safety and Security Department contact Grinnell Police Department. Concurrently, Grinnell College officials will endeavor to determine the student's whereabouts through contact with friends, associates, and/or employers of the student. 

Whether or not the student has been attending classes, labs, recitals, and scheduled organizational or academic meetings; or appearing for scheduled work shifts will be established. If located, verification of the student's state of health and intention of returning to the campus is made. When and where appropriate if the need is determined, a referral will be made to the Office of Student Affairs concerning the incident.
See Grinnell College Campus Safety and Security policy D-1.9 for further information.

APPENDIX      N
Terrorism Threat Level Response

Whenever the US. Government issues a homeland Security Department Threat response level Officers of the Grinnell College Safety and Security Department shall be aware of the threat level.  There are five threat conditions, each identified by a description and corresponding color, which has been developed by the Federal Government to illustrate the relative threats conditions.  The higher the threat level condition, the greater the risk of a terrorist attack.  Risk includes both the probability of an attack occurring and its potential gravity.  The United States Attorney General in consultation with the Homeland 

Security Department assigns national threat conditions for Homeland Security. 

See Grinnell College Campus Safety and Security Office policy D-1.10 for further information concerning threat level response guidelines. 

APPENDIX      O
Civil Disturbance and Campus Demonstrations

Most campus demonstrations such as marches, meetings, picketing and rallies will be peaceful and non-obstructive. A demonstration should not be disrupted unless it is an interference with the normal operations of the college, prevents access to offices, building or other college facilities or there is a threat of physical harm to persons or damage to college facilities.  If any of the aforementioned conditions exist the Campus Safety and Security Department shall notified the Dean of Student Affairs.

See Campus Safety and Security policy D-7.51 for further information.
APPENDIX       P
Bomb Threat Response
· Remain calm. 

· Listen carefully. Be polite and show interest. Try to keep caller talking so that you can gather more information. 

· Use the Explosive Device Data Record on the back of this page to question the caller in a polite and non interrogative manner. Use any means to prolong the conversation. This will provide a better chance to identify the voice and hopefully obtain additional information about the device, the validity of the threat, or the identity of the caller. 

· Upon completion of the call, IMMEDIATELY notify Campus Safety and Security/Parking Services at extension 4600 and complete the Explosive Device Data Record as soon as possible while the incident is fresh in your memory. 

If a threat has been received by another individual and he/she is relaying the information to you, use the Explosive Device Data Record to get as much information as possible.
CHECK LIST BELOW

QUESTIONS TO ASK: 

· When is the explosive device set to explode? _____________________________
· Where is it right now?________________________________________________
· What does it look like?_______________________________________________
· What will cause it to explode?_________________________________________​
· Did you place the explosive device?_____________________________________
· Why? __________________________________________________________
· What is your address? _____________________________________________
· What is your name? _______________________________________________
EXACT WORDING OF THE THREAT:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
Sex of caller:___________________________________________________________
Voice inflections (notable accent):____________________________________________
Age:__________________________________________________________________
Length of call:__________________________________________________________
Number at which call was received:________________________________________
Time:________________________________________________________________
Date:________________________________________________________________


	CALLER'S VOICE:
	BACKGROUND SOUNDS:

	__________Angry
	__________Stutter
	_________Street noises
	________Animal Noises

	__________Excited
	__________Lisp
	_________House noises
	__________Voices

	__________Slow
	__________Raspy
	__________PA system
	__________Static

	__________ Rapid
	__________Ragged
	__________Music
	__________Clear

	__________Deep
	__________Loud
	_____Office machinery
	_________Phone Booth

	__________Soft
	_______Clearing Throat
	__________Factory or construction or machinery

	__________Laughter
	_______Cracking Voice
	__________Other

	_______Deep Breathing
	__________Normal
	THREAT LANGUAGE:

	__________Crying
	__________Distinct
	_________ Well spoken
	__________Incoherent

	__________Disguised
	__________Accent
	__________Educated
	__________Taped

	__________Slurred
	__________Familiar
	__________Foul
	__________ Irrational

	
	
	__________Message read by caller


Remarks:______________________________________________________________
_____________________________________________________________________

IMMEDIATLEY CALL CAMPUS SAFETY AND SECURITY/PARKING SERVICES AT EXTENSION 4600 Give responding officers this sheet. 
Date:__________________________________________________________________
Phone number:__________________________________________________________
Name:_________________________________________________________________
Position / title:________________________


See Grinnell College Campus Safety and Security policy D-7.9 for further details.

APPENDIX       Q
Flooding and Water Damage

Flooding And Water Damage

Serious water damage can occur from a number of sources: broken pipes, clogged drains, damaged skylights or windows, or construction errors. 

IF WATER LEAK OCCURS: 

· Remain calm. 

· Notify Campus Safety and Security/Parking Services at extension 4600. Report the exact location and severity of the leak. 

· If there are electrical appliances or outlets near the leak, use extreme caution. If there is any possible danger, evacuate the area. 

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

· Be prepared to assist as directed in protecting objects that are in jeopardy. Take only essential steps to avoid or reduce damage, such as covering objects with plastic sheeting or moving small or light objects out of danger. 
Campus Safety & Security Response:

-Contact FM at 269-3000 concerning flooding areas and damage reports.

-After 5pm the FM maintenance on call person will be contacted at 990-1754.

-After 5pm the FM custodial on call person contact number 990-0007.
APPENDIX      R
Power Outage

POWER OUTAGE

IF A POWER OUTAGE OCCURS IN YOUR OFFICE OR BUILDING

· Remain calm. 

· Provide assistance to others in your immediate area who may be unfamiliar with the space. 

· If you are in an unlighted area, proceed cautiously to an area that has emergency lights. 

· If you are in an elevator, stay calm. Use the emergency button or telephone to alert Campus Safety and Security/Parking Services at extension 4600. 

· If instructed to evacuate, proceed cautiously to the nearest clear exit. 

· Call Campus Safety and Security/Parking Services at extension 4600. 

· Planning for such situations includes having a flashlight available. 

Campus Safety & Security Response:

-Contact FM at 269-3000 concerning flooding areas and damage reports.

-After 5pm the FM maintenance on call person will be contacted at 990-1754.

APPENDIX     S
Explosions

Chemicals, Leaking gas, Faulty boilers, or falling aircraft could all be the cause of life-
         Endangering Explosions

· Remain Calm. 

· Be prepared for possible further explosions. 

· Stay away from windows, mirrors, overhead fixtures, filing cabinets, bookcases, and electrical equipment. 

· Be guided by campus security, police, or fire department personnel. If evacuation is ordered, proceed to one of the designated exits. 

· Do not move seriously injured persons unless they are in obvious immediate danger (of fire, building collapse, exposure, etc.). 

· Open doors carefully: Watch for falling objects. 

· Do not use elevators. 

· If requested, accompany and assist persons with disabilities who appear to need direction or assistance. 

· Do not use matches, lighters, or turn on light switches. 

· Avoid using the telephones. 

Campus Safety & Security Response:

-Contact the Grinnell PD at 236-2650 & Grinnell Fire Department

-Contact FM at 269-3000 concerning damage reports and area clean up during the day.

-After 5pm the FM maintenance on call person will be contacted at 990-1754.

-After 5pm the FM custodial on call person contact number 990-0007.
APPENDIX      T
Medical Emergencies

Medical Emergencies

If someone becomes ill or is injured and requires immediate assistance: 

· Unless trained, do not attempt to render any first aid before trained assistance arrives. 

· Before rendering any assistance, observe the individual and the surrounding areas and check for any outside substance that may pose a hazard to anyone rendering assistance (drugs, hazardous or infectious materials, etc.) 

· Call extension 4600 to contact the Office of Safety and Security/Parking Services who will provide or arrange required services. 

· Do not attempt to move a person who has fallen and appears to be in pain. 

· Limit your communication with ill or injured person to quiet reassurances. 

· After the person's immediate needs have been taken care of, remain to assist the investigating officer with pertinent information about the incident. 

· If the victim is a staff member, notify the victim's supervisor or a co-worker. If the victim is a student, notify the Office of Student Affairs. 

· Planning for such emergencies includes being trained in emergency first aid procedures and CPR. 

Campus Safety & Security Response:

-Respond to the area and administer first aid and transport the victim or 
-See Grinnell College Campus Safety and Security Medical Emergency response procedure D-7.20 for further information.
-Contact the Grinnell PD at 236-2650 for ambulance assistance if needed.
APPENDIX    U
Student Safety/Escort Service

Safety Escorts

WHAT ARE THE BOUNDARIES? 
The Grinnell College Escort Service will escort you anywhere on the campus or within the city of Grinnell. 

WHAT TYPE OF ESCORT IS AVAILABLE? 
Staff members with the Campus Safety and Security/Parking Services Department will walk or drive you to and from your destinations on campus or within the city of Grinnell. The escorts carry two-way radios providing direct communication with the Dispatch Center. 

HOW DO I ARRANGE AN ESCORT? 
Call the Grinnell College Campus Safety and Security/Parking Services Department at extension 4600 (on-campus) or at 269-4600 (off-campus). 

WHAT ARE THE HOURS OF OPERATION? 
The Grinnell College Escort Service is provided by the Campus Safety and Security/Parking Services Department and it operates 24 hours a day, 365 days of the year. 

APPENDIX       V
Fire

How to Report a Fire

If a burning odor or smoke is present, call the Campus Safety and Security/Parking Services Department at extension 4600 (or 911). Report the exact location of the fire and, if known, what is burning. If a fire is detected, sound the building alarm by pulling an alarm station. 

ACTIONS TO TAKE

· If you can help control the fire without personal danger, take action with available fire fighting equipment. If not, leave the area. 

· A local alarm station will cause the alarm to sound. It does not automatically notify the Fire Department, But does notify the Campus Safety and Security/Parking Services Department. 

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

· Remove all persons form the danger area. Close doors behind you to confine the fire. 

RESPONSE TO AUDIBLE FIRE ALARMS

· If the audible alarm sounds for more than 30 seconds or starts to sound for a second time, evacuate the building immediately. 

· Do not use the elevators. 

· If requested, accompany and assist persons with disabilities who appear to need assistance. 

· Leave all parcels and personal property inside. 

· Remain approximately 100 feet from t he exits to help facilitate clear access to the building for the fire department. 

· Return to the building only when instructed to do so by campus security staff, police, or fire department officials.
Campus Safety & Security Response:

-Security Officer will respond to area as a 1st responder and take whatever action necessary.

-Grinnell PD will be called at 236-2650 to send officer and Fire Department if needed.
APPENDIX    W
Railroad Accidents

Railroad Accidents

Trains are a constant presence on the Grinnell College campus. Safety measures taken should be based on COMMON SENSE procedures. Treat all train derailments as a potential hazardous substance site. 
In the event of a pedestrian being hit by a train, A vehicle/train collision, or a train derailment on campus:

Call extension 4600 to contact the Campus Safety and Security/Parking Services Department, who will provide or 

· arrange required services. Treat the accident as a potential hazardous substance site. Do not approach the area unless it is safe to proceed. 

· unless trained to do so, do not attempt to render any first aid before trained assistance 

· arrives. Before rendering any assistance, observe the individual and the surrounding 

· area and check for any outside substance that may pose a hazard to anyone rendering assistance. 

· Follow protocol for medical emergencies. 

Evacuation Procedures
(Use the following only if wind is coming toward you. If wind is to your back, go to one of the other sites.)
East side of campus, evacuate to Ahrens Park on edge of town. 
· South side of campus, evacuate to Old Glove Factory. 

· West side of campus, evacuate to Bailey Elementary School. 

· North side of campus, evacuate to Grinnell Golf and Country Club. 

Hazardous Materials:

Potential hazardous materials are diesel fuel from the train engine, as well as other items transported on the train (i.e., hydrochloric acid and other materials used to make fertilizer). 
On campus, a derailment could affect both the Noyce Science Center (Which houses chemicals that could be deadly) and the power plant, which stores a large quantity of refrigerants for air conditioning units. The principal hazards of a refrigerant leak are: explosion, fire, asphyxiation or poisoning, flying metal, corrosion or chemical reaction, and chemical or cold burns. 
Campus Security Office Response:  -Security Officer responds to the area for an assessment, 

Contact Grinnell PD at 236-2650 for assistance if needed, Contact FM at 269-3300.
APPENDIX     X
Chemical Spills

IF A CHEMICAL SPILL OCCURS:

1. If toxic chemicals come in contact with your skin, immediately flush the affected area with clear water.

2. Call the Office of Safety and Security at extension 4600 (or 9-1-1).

3. If there is any possible danger, evacuate your area.

4. If requested, accompany and assist persons with disabilities who appear to need assistance.

IF A CHEMICAL FIRE OCCURS:

1. Remain calm.

2. Call the Office of Safety and Security at extension 4600 (or 9-1-1).

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

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

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

6. If requested, accompany or assist persons with disabilities who appear to need assistance.

7. Do not break windows; oxygen feeds a fire.

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

9. Do not return to the emergency area until instructed to do so by campus security, or fire department personnel.

10. All chemical spills and fires, no matter how small, should be reported to the Office of Safety and Security at extension 4600.

11. Planning includes training in proper use of fire extinguishers and their location.

Campus Safety & Security Response:

-Security Officer responds to the area for an assessment
-Contact Grinnell PD at 236-2650 for Fire Department & Hazmat Assistance if needed

-After 5pm the FM maintenance on call person will be contacted at 990-1754.

-During the day contact FM at 269-3300

-See Campus Safety & Security policy D-7.10 concerning Security Officers responding to Hazardous Material Incident for further information.
APPENDIX       Y
Workplace Violence

Workplace violence often begins with inappropriate behavior or signs that, when detected
and reported, may help prevent its occurrence. The following information is a starting place for workplace violence education and a safer, healthier workplace for everyone. 

· EXAMPLES OF WORKPLACE VIOLENCE 

· Threats, directed of implied 

· Physical conduct that results in harm to people or property. 

· Conduct which harasses, disrupts or interferes with another individual's performance. 

· Conduct that creates an intimidating or hostile environment. 

· POTENTIAL WARNING SIGNS 

· Verbal, nonverbal, or written threats 

· Fascination with weapons or violence 

· New or increased stress at home or work 

· Expressions of hopelessness or anxiety 

· Insubordinate behavior 

· Dramatic change in work performance 

· Destruction of property 

· Drug or alcohol abuse 

· Externalization of blame 

· RISK FACTORS THAT CONTRIBUTE TO WORKPLACE VIOLENCE 

· Termination of employment 

· Disciplinary actions 

· Ongoing conflicts between employees 

· Domestic or family violence 

· Financial problems 

· WORKPLACE VIOLENCE PREVENTION 

· Be aware of what is going on around you at all times. Awareness is a proven method for increased personal safety. 

· Tell your supervisor when you notice unusual or suspicious behavior 

· Attend a violence prevention seminar that includes training in conflict resolution and positive ways of dealing with hostile individuals 

· Get acquainted with staff at the Office of Safety and Security. Do not hesitate to call for help. 
APPENDIX      Z
Depression/Mental Health

Depression is a treatable illness that involves both mind and body.  Seek help from Student Affairs, an RLC, from the Mental Health Center, or from a doctor if you or someone you known is experiencing one or more of these symptoms.
See Grinnell College Emergency Procedure and Safety Information brochure for additional information.

See Grinnell College Campus Safety & Security policy D-1.13 reference responding to Mental Health Emergencies for further information.
APPENDIX       AA
College Libraries Disaster Plan

In the event of a disaster involving the college library located at Burling Library or Noyce Science or rare books on campus the following should be activated:

Campus Safety & Security Response:

-Security Officer shall respond to the area for an assessment

-The library will be contacted to activate their emergency plan on file at the Campus Safety & Security Office.  The Plan is on file at the Campus Safety and Security Office.

-Contact FM at 269-3000 concerning flooding areas and damage reports.

-After 5pm the FM maintenance on call person will be contacted at 990-1754.

-After 5pm the FM custodial on call person contact number 990-0007.
APPENDIX        BB
Firearms and Weapons Plan Response

The purpose of this directive is to establish procedures for the college Security Department when responding to an incident involving a person on campus with a gun. 

The Grinnell College Safety & Security Department has participated with the City Of Grinnell on planning for active shooting situations on campus and in drills within the city.  The department has also attended drills on emergency response to crisis situations in the city of Grinnell.  It should be noted that the Grinnell Police have the overall authority in situations of this nature and have the right to take whatever action appropriate during the incident.  The Campus Safety & Security Department will act as a supplement to the police in these matters.  

Conduct which endangers the safety of the campus is prohibited.  For this reason no resident (Student) shall have in his/her possession any weapons or firearms.

There is currently no policy that forbids faculty, staff or visitors to the college from having guns as long as they have the proper permit.

See Grinnell College Campus Safety and Security policy D-7.15 for further information.

APPENDIX        CC
Emergency Building Lockup or Evacuation Procedure for Residence Halls

OVERVIEW

College & Universities by their very nature or very difficult places to initiate large scale lock downs and evacuations. Furthermore, there are many different ways during emergencies to implement policies to lock buildings or implement building evacuations on campuses across America.  Emergency Building Lockup is a procedure to isolate persons from a danger.  For the purposes of this document it is implemented by securing the occupants of a building behind locked building entrance and exit doors and barring admission to outsiders that are unknown.  For the purposes of this document “Evacuation” is the process of removing individuals from a building to a safe area. 

The success of this procedure, and the reduction of injury and/or loss of life, is all based on awareness and knowledge of what to do, and immediacy of action.

PROCEDURE

An all campus email message will be sent to students in the residence halls in the event that their building needs to be evacuated or if there is a need for them to remain in place and lock their doors.

See “Building Evacuation Procedures” listed in the Emergency Procedures brochure for addition information concerning evacuation from a building by alarm or verbally being told.  

If there is a reason to go to another location which is secure you will be notified of that location in the email message.
Contact Campus Safety & Security if you have further questions.
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