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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.

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 executive management in the instance of a situation affecting the university community.

· Should Graceland’s locations sustain major damage, the Independence Campus crisis 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 the building, notify your supervisor or class instructor.
· If you have a disability and require special accommodations in an emergency, please notify your supervisor, instructor, or Human Resources.  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, if using a cell phone call 911; if using a campus phone extension you must dial 9-911.  You may also dial the local emergency numbers listed on the next sheet.

Emergency 911

When you call:

· Identify yourself and the specific location of the emergency (whether in the building or parking lot).  Give the street address (1401 W. Truman Road).  Tell what has occurred.  Be concise and factual.

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

· Identify immediate help needed. 

If appropriate, notify:

· Personnel on your location’s emergency contact list
Emergency Numbers

Ambulance
911

Electrical (wires down)
325-7550
Fire
911

Gas Leaks
756-5252
Hazardous Spills
911
Poison Information Center
800-366-8888
Police 
911

Sexual Assault
911

Rescue
911

Police Non-Emergency 
325-7300

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

Name




Work



Home

1._Gary Heisserer____________
___4686_______

816.461.2209
2._Paul Binnicker_____​_______
___4710________

816.461.1660
3._


__________
___

___



MEDICAL EMERGENCY

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

· Call 911

· Identify your location: 1401 West Truman Road, floor, office or room.

· Alert supervisor of the emergency.  The supervisor will post a person at the Truman Road entrance to the building to guide Emergency response personnel to the scene.
· Describe the situation:

· What happened

· Type of injuries

· Help needed

· Obtain or provide on-site first aid.

· Notify Director of HR in Human Resources @5447.

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

Name




Telephone
First Aid
CPR

1._                      __


______
________
____

2._______________


______
________
_____

3._Any nursing faculty member____
_____
_______
_____

FIRE

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

· Fire alarm pull stations




· Fire extinguishers

· Fire exits

· Evacuation route (posted by each classroom exit door)
· Assembly site
EMERGENCY ACTIONS - If a fire occurs or you detect smoke 
· 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 1401 West Truman Road
· The suspected cause and current status of the fire

· Your name and phone number
· 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 Gary Heisserer @ 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team 816-423-4703.  This will help ensure that media receive accurate, identical information.
SEVERE WEATHER/TORNADO/LIGHTNING

As severe thunderstorms and tornadoes affect Missouri, 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.  The weather alert radio is located in the technical support office on the first floor.
· 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 in the first floor restrooms or west stairwell
· When the siren sounds, immediately move to designated shelter area.  City tornado alert 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 Independence or eastern Jackson County, 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 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.

The designated storm shelter area for this building is:  

First floor men’s and women’s restrooms


West stairwell 
(Avoid standing in front of or under top stairwell windows)
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. 

· Turn off computers.
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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 Gary Heisserer, Executive Director, at 4830 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team at 816-423-4703.  This will help ensure that media receive accurate, identical information.
UTILITY FAILURE

EMERGENCY ACTIONS

Electrical Power Loss

· Contact your supervisor or course instructor for further direction. 

· 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 325-7550 (Dispatch:  City of Independence Utilities)  
Gas

· Call 756-5252 (MGE).
Telephone

· For repairs call the ITS help desk in Lamoni at 5167
· In the event of a system-wide failure of Graceland’s telephone system use a cell phone.
MEDIA COMMUNICATIONS
Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call Gary Heisserer at 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team 816-423-4703.  This will help ensure that 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) (in the facility maintenance office on the first floor, west end of the building)
(
Regardless of quantity, immediately report chemical spills to 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.

NOTE:

(
A hazardous material/inhalation spill may affect more than the immediate area.

· Pull the fire alarm.
· Notify personnel to shut off the air circulators.

· If possible, move affected or exposed/contaminated individuals to the Truman Road driveway area of the building for decontamination and treatment by emergency response personnel.
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 maintenance office area on the first floor, west end of the building.
MEDIA COMMUNICATIONS
Emergency situations attract media attention.  For that reason, media crisis communications are an important part of emergency response procedures.

EMERGENCY ACTIONS

· Call Gary Heisserer at 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team.  This will help ensure that 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; be prepared to give details and description of suspect.

· If you are in a position to explain your situation, give as much information as possible. Give your location – 1401 West Truman Road.

· If you are in a position to do so, alert other employees by saying “Dr. Cheville [location].”
Description Checklist:

· Skin tone or race ___________________________________________
· Gender:   ( Male               ( Female
· Age ______________________________________________________
· Hair:  Color?________  Balding? ____ Distinctive hair style? ________  ( Long   ( short?  Facial hair?_______  Wig?_______
· Clothes (top to bottom):  Hat?_____  Coat?______  Logo?______  Shirt?______  Pants?______  Shoes?______  Obvious jewelry?_______
· Marks, Scars, Tattoos _______________________________________
· Voice Tone:  High?___  Deep? ___ Loud?___  Whisper?___  Nervous sounding?___
· Voice Accent:  Deep south?___  Midwest?___  East Coast?___  Foreign?___
· Threatening Comments:  Demands?___  A statement?___ Questions?___
MEDIA COMMUNICATIONS

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

EMERGENCY ACTIONS

· Call Gary Heisserer at 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team at 816-423-4703.  This will help ensure that media receive accurate, identical information.
EMERGENCY ACTION PLAN
HOSTILE INTRUDERS
In the event that a person(s) threatens the personal safety of members of the Independence Campus, be aware of the attached recommendations for hostile intruder situations.  
Hostile Intruder in an Academic or Administrative Building

When a hostile person(s) is actively causing death or serious bodily injury or the threat of imminent death or serious bodily injury to person(s) within a building, we recommend the following procedures be implemented. 

· Immediately lock yourself, students, and/or others in the classroom, office, or room you are occupying.  If possible cover any windows or openings that have a direct line of sight into the hallway.
· If communication is available, call 911.

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

· Lock the windows and close blinds or curtains.

· Stay away from the windows.

· Try to remain as calm as possible.

· Keep everyone together.

· Keep classrooms and other rooms locked and secure until police arrive and give you instructions.  If you think you can exit the classrooms safely, use the exit doors and proceed to a safe location (one possible location is the covered garage area at Independence Regional.
· If you are not in a classroom, try to get to a classroom, office or other room.

· Stay out of open areas and be as quiet as possible.

· If for some reason you are caught in an open area such as a hallway or lounge, you must decide what you are going to do.  

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 building.

2. If you think you can safely make it out of the building by running, then do so.  If you decide to run, do not run in a straight line. Attempt to keep objects such as desks, cabinets, fixtures, etc… between you and the hostile person(s).  Once outside, do not run in a straight line. Use trees, vehicles and other objects to block you from the view of intruders. When away from the immediate area of danger, summon help any way you can and warn others.

3. If the person(s) are 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.

4. Your last option if you are caught in an open area in a building may be to fight back.  This is dangerous, but depending on your situation, this could be your last option.

5. If you are caught by the intruder and are not going to fight back, obey all commands and don’t look the intruder in the eyes.

6. Once the police arrive, obey all commands. This may involve your being handcuffed, or keeping your hands in the air. This is done for safety reasons and once the police evaluate the situation, they will give you further instructions to follow.

INDEPENDENCE CAMPUS CLOSING

Emergency Actions:
A.   Official Closing:


An Independence Campus administrator will order official closing of the Independence Campus for unscheduled reasons.  The following people are responsible in the order listed:


1.  Gary Heisserer – Associate Dean

2.  Paul Binnicker – Director of Operations

3.  Sharon Little-Stoetzel – Dean, School of Nursing

B.  Inclement Weather:



1. Each academic unit will follow their protocol for canceling classes and/or clinicals,  


2.  The Independence Campus voice mail system will be updated with the latest detailed information on extension 4300.


3.  Faculty/staff are responsible for calling 816-833-0524, Ext 4300 for detailed information. 


4.  Information about campus closings will be available on TV: Channels 4, 5 and 9.

5.  HR Policy No. 14:  http://kb.graceland.edu/policies-procedures/Institutional/Policy 



a.
An employee who feels the need to leave their work station early due to potentially hazardous conditions may do so after securing the approval of his/her supervisor.  Supervisors will give approval after ensuring that basic functions of the university will be maintained and operational.




b.
Exempt (salaried) employees will use vacation or necessary leave for more than 4 hours of absence.  Non-exempt (hourly) employees may use vacation or necessary leave to cover all hours absent.  Any employee may make up missed time due to severe weather within the same pay period.  Employees who arrive late or do not report to work due to hazardous weather conditions will be governed by the same policy.

9/06
 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 Independence Police non-emergency line:  325-7300.  The following information will be needed:

· Your name and campus phone number including the extension
· Date and time of harassing call
· Content of the calls(s)
· Observe voice characteristics as found in the previous Threatening Person section

· 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, assisting others as needed.

· Call 911 from a safe location.
· If unsure as to when it is safe to return work, check the emergency message number, 816-833-0524 ext. 4300.
MEDIA COMMUNICATIONS

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

EMERGENCY ACTIONS

· Call Gary Heisserer at 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team at 816-423-4703.  This will help ensure that 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.

EMERGENCY ACTIONS

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

· Call the Independence Police non-emergency number:  325-7300. 

EMERGENCY ACTIONS 

Discovery of a Suspicious Item:

· DO NOT touch, move or disturb the item.  

· Call 911 immediately.  

· 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 Gary Heisserer at 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team 816-423-4703.  This will help ensure that 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. 


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.

· 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.

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.

MEDIA COMMUNICATIONS

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

EMERGENCY ACTIONS

· Call Gary Heisserer at 4686 and inform him of the situation.

· Instruct employees to direct all media inquiries to Communications Team at 816-423-4703.  This will help ensure that 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.
What 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? ___________________________________________

9.
CALLER’S VOICE


(
Female


(
Male


(
Adult


(
Juvenile


(
Accent


(
Well-spoken


(
Calm


(
Rapid


(
Slow


(
Crying


(
Laughing


(
Speech impediment


(
Deep voice


(
Familiar voice


(
Reading form a script


(
Knowledge of Graceland


BACKGROUND SOUNDS


(
Dishes


(
House sounds


(
Machinery


(
People talking in background


(
PA system


(
Aircraft


(
Music


(
On-campus


(
Off-campus

