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Emergency Reference Guide

INTRODUCTION

The instructions in this guide are intended to be used during an emergency.  They provide a brief summary and overview of Graceland University policies.

INTRODUCTION & GENERAL INFORMATION

An emergency is any situation – actual or imminent – that endangers the safety and lives of Graceland employees/students, or the security of Graceland property.

This guide is designed as a quick reference to help you respond immediately and effectively to a wide range of emergency situations.  So that you are properly prepared, it is recommended that you read this guide and become familiar with the contents.

The instructions in this guide are to be used during an emergency.  They provide a brief summary and overview of University policies.  

· Graceland University has a contingency plan that will be activated by upper management in the instance of a situation affecting the University community.

· Should Graceland’s locations sustain major damage, the critical incident management team will monitor the situation and serve as a base of communications and supplies until normal telephone and supply channels can be restored. 

· During emergency conditions, avoid making telephone calls except for calls of an emergency nature.  If you evacuate your building, notify Safety & Security @5199.

· If you have a disability and require special accommodations in an emergency, please notify your manager, instructor, hall director, Human Resources or Student Support Services.  All information will be kept confidential.

· Updates to this guide will be provided as necessary.

(
Remember:  Time is critical in responding to any emergency.  Safety of people is the first priority; protection of property is secondary.   

EMERGENCY TELEPHONE NUMBERS

An emergency is any situation – actual or imminent – that endangers the safety and lives of Graceland employees/students, or the security of Graceland property.

For assistance in an emergency, call 911 or 9-911 or the local emergency numbers listed on the next sheet.

Emergency 911

When you call:

· Identify yourself and the specific location of the emergency.  Give the street address and location.  Tell what has occurred.  Be concise and factual.

· Relate known or suspected personnel/student injuries or fatalities.

· Identify immediate help needed. 

If appropriate, notify:

· Graceland Safety & Security @ 5199

· Personnel on your location’s emergency contact list (next page)

Emergency Numbers

Ambulance
911

Electrical (wires down)
5199

Fire
911

Gas Leaks
5199

Hazardous Spills
5199

Poison Information Center
800-222-1222

Police 
911

Sexual Assault
911

Rescue
911

Southern Iowa Community Health Centers
641-784-3371

(  Your Location’s Emergency Contact list   (
Personnel at your location who should be contacted in an emergency are:

Name




Cell



Home

1.__________________________
_______________

______________

2.__________________________
_______________

______________

3.__________________________
_______________

______________

4.__________________________
_______________

______________

MEDICAL EMERGENCY

EMERGENCY ACTIONS – In the event of an injury or other medical emergency:

· Call 911

· Identify your location: building name, floor, office or room.

· Describe the situation:

· What happened

· Type of injuries

· Help needed

· Call Safety & Security at 5199
· Inform them of above stated information.

· Obtain or provide on-site first aid.

· Alert supervisor of the emergency.

· Notify Human Resources Director @5447.

Medical Emergency continued

( Personnel at your location who are trained and certified to administer First Aid/CPR 

Name




Telephone
First Aid
CPR

1.__________________________
__________
________
______

2.__________________________
__________
________
______

3.__________________________
__________
________
______

4.__________________________
__________
________
______

5.__________________________
__________
________
______

FIRE

Know the location of the fire emergency resources in your area, including:

· Fire alarm pull stations




· Fire extinguishers

· Fire exits

· Evacuation route

· Assembly site
EMERGENCY ACTIONS - If a fire occurs, or you detect smoke or a burning odor:
· Pull the closest fire alarm pull station.

· Evacuate the building.
· DO NOT use the elevators.
· Call 911 from a safe location and report:
· The location of the fire

· The suspected cause and current status of the fire

· Your name and phone number
· Call Safety & Security at 5199

· Return to assembly site. 

· Do not re-enter the building until the all clear is given by the fire department or authorized personnel. 

MEDIA COMMUNICATIONS

Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that media receive accurate, identical information.
SEVERE WEATHER/TORNADO/LIGHTNING

As severe thunderstorms and tornadoes affect Iowa, this section is devoted to procedures that are to be followed in the event of these severe weather conditions.

EMERGENCY ACTIONS – When threatening weather conditions develop:

· Use your location’s weather alert radio or television weather channel to monitor the approach and severity of the weather.

· Tornado Watch means weather conditions are favorable to the formation of tornadoes.
· Tornado Warning means a tornado has been sighted in the area.  Immediately take cover.

· When the siren sounds, immediately move to designated shelter area.  City and campus sirens will be sounded for a one minute blast to inform you of the warning. 

· If the National Weather Service issues a severe weather or tornado warning for the City of Lamoni or the Decatur County area, warn employees/students in your area. 

· If available, take a battery-powered radio and a flashlight into the shelter.

· Remain in the shelter until an all clear is given.  The all-clear is a twenty-second blast sounded on the city and campus sirens. 

· Reconvene employees/students when the emergency is past to make sure everyone is safe. 

TORNADO SAFETY

· Most tornado injuries and deaths occur because of intense flying debris. Even a corn cob can become a missile at 100 mph. That’s why most tornado safety rules focus on avoiding debris. 

· Tornadoes are most likely to occur between 3 and 9 pm but have been known to occur at all hours.

· The average tornado moves from southwest to northeast, but tornadoes have been known to move in any direction.

· The average forward speed is 30 mph but may vary from nearly stationary to 70 mph.

· Get out of automobiles and seek safety in a ditch or get under an overpass. 

The designated storm shelter area for this building is:_____________________________

Severe Weather/Tornado continued
Best Shelter Areas During Severe Weather

· Basement or lowest level of the building

· Inside walls on opposite side of corridor from which storm is approaching

· Restrooms without windows

· Interior hallway on lowest or ground floor (no windows, doors secured at either end)

Areas to Avoid During Severe Weather

· Lobbies

· Walkways

· Atriums

· Rooms with large roof spans, such as auditoriums

· End rooms in one-story buildings

· Rooms with large glass areas

· Hallways that could become “wind tunnels”

LIGHTNING SAFETY

· When a thunderstorm threatens, go inside immediately for protection.  If you can hear thunder, you are close enough to the storm to be struck by lightning.

· Stay indoors, stay away from windows, water, sinks, faucets.  Unplug appliances not necessary for obtaining weather information. Avoid using the telephone or any electrical appliances. Use phones ONLY if an emergency. 

· If in a car, stay inside unless the car is a soft-top and keep the windows up.  Rubber soled shoes or rubber tires on a car provides NO protection from lightning. The steel frame of a hard-topped vehicle provides increased protection if you are not touching the metal. You are safer inside a vehicle than outside. 

· If outdoors, stay away from any object that could act as a natural lightning rod, such as a tree or an open area. Stay clear of open fields, open water or small isolated sheds.  If you are on a field, crouch low to the ground; do not lie flat on the ground.  Find a low spot away from trees, fences and poles and make sure the place you pick is not subject to flooding. 

· Stay away from fences or other metal objects.  Telephone lines and metal pipes can conduct electricity. 

· If caught outdoors and you feel your skin tingle or your hair stand on end, squat low to the ground on the balls of your feet. Place your hands on your knees with your head between them. Make yourself the smallest target possible and minimize your contact with the ground. 
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MEDIA COMMUNICATIONS (when severe damage occurs)
Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media receive accurate, identical information.
UTILITY FAILURE

EMERGENCY ACTIONS

Electrical Power Loss

· Call the Graceland Safety & Security @ 5199. 

· Use flashlights. 

· Turn off all electrical, office and computer equipment to prevent damage to the equipment.  If left on, some equipment could be damaged when power is restored.  DO NOT UNPLUG your phone!

· Remain in your area if power loss is not related to another emergency condition, such as smoke or fire.  Continue routine assignments where feasible.  Await further instructions.

· Check equipment after power is restored.

Water

· Call Graceland Safety & Security @5199.  

Gas

· Call Graceland Safety & Security @5199.  

Telephone

· For repairs call ITS help desk @ 5167

MEDIA COMMUNICATIONS
Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media receive accurate, identical information.
CHEMICAL/BIOLOGICAL/NUCLEAR

EMERGENCY ACTIONS

CHEMICAL SPILLS:

(
Do not switch on the lights or other electrical equipment - a spark could detonate combustible gas that may be present. 

(
Do not re-enter the area until it is completely decontaminated and authorized personnel have given the all clear. 

· Administer First Aid.  

· Eyes/skin contact: Assist the person to sink/eyewash and flush eyes or affected skin areas with water thoroughly and continuously for a minimum of 15 minutes.  Remove contaminated clothing.  

(
Call 911 from a safe location. 

(
Locate Material Safety Data Sheets (MSDS)

(
Regardless of quantity, immediately report chemical spills to Graceland Safety & Security @ 5199 and Human Resources Department @5447.

INHALATION:

(
Move the person into fresh air.  

· Call 911 from a safe location.

· Locate Material Safety Data Sheets (MSDS)

(
Remove people from the danger area.    

( 
Do not re-enter the area until it is completely decontaminated and the 

Authorized personnel have given all clear.

Chemical/Biological/Nuclear continued

IN GRACELAND EDUCATIONAL FACILITIES:

It is the responsibility of the faculty and lab instructors to know the characteristics of the chemicals they work with and to take precautions to protect themselves and students in containing spills that occur. 

IN GRACELAND WORK AREAS:

It is the responsibility of employees to know the characteristics of the chemicals they work with and to take precautions to protect themselves and others in containing spills that occur. 

MATERIAL SAFETY DATA SHEETS

Material Safety Data Sheets (MSDS) are located in my department in the following location: _________________________________

MEDIA COMMUNICATIONS
Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media interview the designated spokesperson and that all media receive accurate, identical information.
MENACING PERSON/WEAPONS THREAT

EMERGENCY ACTIONS
If there is a potentially dangerous person in your area:

(
Remain calm, cooperate, and don’t make sudden movements.

· If safe to do so, quietly evacuate and leave the area.

· Call 911 when it is safe to do so.

· If you are in a position to explain your situation, give as much information as possible. Give your location – department; building, office/area.

· Notify Safety & Security @5199.

MEDIA COMMUNICATIONS

Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media interview the designated spokesperson and that all media receive accurate, identical information.
UNIVERSITY CLOSING

The President’s office or designee will order official closing of the University for unscheduled reasons.

EMERGENCY ACTIONS:

· Vice Presidents will give notice of closings during working hours.

· The University switchboard at 784-5000 will be updated with the latest detailed information.

· Regardless of the reason for the University closing, those employees providing essential services will be expected to report to work.  Faculty/staff are responsible for calling 784-5000 for detailed information. 

University Cancellation Line (switchboard)

641-784-5000

Essential Services in my area are: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

MEDIA COMMUNICATIONS

Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media receive accurate, identical information.
HARASSING/OBSCENE TELEPHONE CALLS

If you are receiving harassing calls, the best way to handle the situation is to immediately hang up without saying anything to the caller.  If the caller does not receive a response, he/she will usually stop calling.  

· If the calls are threatening in any way, or are continuous, please contact the Residence Life Office immediately at 5108.  The following information will be needed:

· Your name, extension number, and voicemail number;

· Date and time of harassing call;

· Content of the calls.

· If any harassing or obscene messages are left in your voicemail box, please save those messages in case they are needed for evidence. 

CATASTROPHIC DAMAGE

IMMEDIATE ACTION

· Get out of the building as quickly and calmly as possible.

· Call 911 from a safe location.
· Call Safety & Security at 5199.

MEDIA COMMUNICATIONS

Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media interview the designated spokesperson and that all media receive accurate, identical information.
BOMB THREAT

EMERGENCY ACTIONS
When a bomb threat is received by phone:

· If the caller indicates there is some time before the bomb will go off:

· Try to get as much information as possible about the location and description of the bomb, and the caller.  Use the BOMB THREAT CHECKLIST (see next section) to record all information.

· Stay on the line only as long as the caller continues to provide useful information.

· Immediately evacuate the premises.  Take the checklist with you.

· Call 911 and repeat the above information.

· All bomb threats and warnings received by telephone or mail are to be reported to Safety & Security at 5199.

EMERGENCY ACTIONS

When a bomb threat is received by mail or electronic transmission:

· All bomb threats and warnings received by mail or electronically are to be reported to Safety & Security at 5199. 

EMERGENCY ACTIONS 

Discovery of a Suspicious Item:

· DO NOT touch, move or disturb the item.  

· Call 911 immediately.  

· Notify Safety & Security @5199.  

· Keep people away from the area until help arrives.

MEDIA COMMUNICATIONS

Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media receive accurate, identical information.
BOMB THREAT CHECKLIST

Use this form to record all information for a bomb threat call.

Stay calm, be courteous, listen – do not interrupt.

Exact words of the caller:__________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

Questions to ask:

1. When is the bomb going to explode?__________________________________

2. Where is the bomb?________________________________________________

3. What kind of bomb is it?____________________________________________

4. What does the explosive look like?____________________________________

5. Why did you place it?_______________________________________________

6. Where are you?____________________________________________________
           BACKGROUND SOUNDS

· DISHES

· HOUSE SOUNDS

· MACHINERY

· PEOPLE TALKING IN BACKGROUND
· PA SYSTEM
· AIRCRAFT
· MUSIC
· MUSIC
TAKE THIS CHECKLIST WITH YOU AS YOU EVACUATE THE BUILDING.

	· FEMALE                                           

· MALE   

· ADULT

· JUVENILE                                       

· ACCENT                                      

· WELL SPOKEN                               

· CALM

· RAPID                                              

· SLOW

· CRYING

· LAUGHING

· SPEECH IMPEDIMENT

· DEEP VOICE

· FAMILIAR VOICE
· READING FROM SCRIPT?
· KNOWLEDGE OF GRACELAND?


CALLER’S VOICE

Name_______________________________  Dept.__________________Phone_______________

Date received_____________________________
Time received___________
Time ended______________

Call 911 immediately after the caller hangs up.  Call Safety & Security at 5199


HOSTAGE/KIDNAPPING SITUATION

EMERGENCY ACTIONS 

If you are witnessing a hostage/kidnapping situation:

· Remain calm; cooperate with the person and make no sudden movements.

· Call 911.

· Call Safety & Security at 5199.
· When safe to do so, alert other employees/students that an emergency/danger is present or imminent and quietly leave the area.

If you receive a phone call regarding a hostage/kidnapping situation:

· Keep the caller on the line to get as much information as possible.

· Use the KIDNAPPING/HOSTAGE CHECKLIST (see next section) to record all information.

· Call 911.

· Call Safety & Security at 5199.
If you receive a ransom note regarding a hostage/kidnapping situation:

· Minimize handling of the note until it is delivered to the authorities.

· Call 911.

· Call Safety & Security at 5199.
MEDIA COMMUNICATIONS

Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call the Communications Team at 816-423-4703 and inform them of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that all media interview the designated spokesperson and that all media receive accurate, identical information.
HOSTAGE/KIDNAPPING CHECKLIST

BE CALM, COURTEOUS, LISTEN AND DO NOT INTERRUPT.

Exact statements of caller:  ______________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Questions to ask:   

1. Who has been kidnapped? ___________________________________________________

2. Who are you? ______________________________________________________________ 

3. How can we be sure you have this person? ______________________________________

4. Is he/she safe and unharmed? _________________________________________________

5. What are your demands?  ____________________________________________________

6. Under what conditions?  _____________________________________________________

7. If we meet your demands, how do we know he/she will be released unharmed?________

_______________________________________________________________________

8. Where/how can I reach you?__________________________________________________ 

         BACKGROUND SOUNDS

· DISHES

· HOUSE SOUNDS

· MACHINERY

· PEOPLE TALKING IN BACKGROUND
· PA SYSTEM
· AIRCRAFT
· MUSIC
· ON-CAMPUS?
· OFF-CAMPUS?

9. CALLER’S VOICE


· FEMALE                                           

· MALE   

· ADULT

· JUVENILE                                       

· ACCENT                                      

· WELL SPOKEN                               

· CALM

· RAPID                                              

· SLOW

· CRYING

· LAUGHING

· SPEECH IMPEDIMENT

· DEEP VOICE

· FAMILIAR VOICE
· READING FROM SCRIPT?
· KNOWLEDGE OF GRACELAND
