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DIRECTORY OF EMERGENCY TELEPHONE NUMBERS

Ambulance Service




911

Arizona Western College Police Dispatch

314-9500  or  344-5555

Arizona Western College Facilities


314-9470

Arizona Western College Risk Management

314-9474

Arizona Western College Health Services

344-7602

Yuma County Environmental Health


329-2290

Yuma County Health Department


317-4550

Yuma County Red Cross




782-0660

Emergency Management




373-4861

Poison Control & Drug Information


800 222-1222

Emergencies

Yuma Police Department




911

Yuma Fire Department




911

Non-Emergencies

Yuma Police Department




782-3293

Yuma Fire Department




783-4461

Introduction

Purpose and Development of the Emergency Response Plan

No plan, however comprehensive, can cover all possible scenarios in which emergency action is needed.  This emergency response plan attempts to outline the procedure for avoiding emergencies, and if that fails, responding to crises that the college campus may encounter.  The plan addresses topics such as: 

· Steps to take in response to various emergencies

· Notification and Reporting Procedures

· Evacuation and Relocation Procedures

· Incident Command System 

This plan was drafted by members of the Arizona Western College and Northern Arizona University Yuma institutional community. 

Incident Definition
For Arizona Western College, an “incident” is defined as any unplanned event that has the potential to significantly affect the well being of the campus members, the college’s image or operations & property, or pose a significant economic or legal liability.

Emergency Response Plan Mission Statement

An emergency can arise at Arizona Western College at any time, from a variety of various sources.  The Arizona Western College / Northern Arizona University Yuma Emergency Response Plan is a procedural document for organizing, coordinating, and directing available resources toward the mitigation, preparedness, response and recovery in the event of an emergency.  

The purpose of the plan is to provide information that will save lives during emergency events and hasten the resumption of normal campus operations during the recovery process.  An effective organization emergency response depends on an informed campus community whose members are familiar with campus procedures to understand their personal responsibility for emergency preparedness and response.

As with any document of this nature, the plan should be seen as a living text, subject to changes, updates, and revisions as the environment of the institution changes.

Initial Emergency Notification and Response

Individuals witnessing or involved with a life threatening emergency situation at Arizona Western College can notify emergency services by dialing  9-1-1 from any campus phone.  If using a cell phone, call Campus Police at 344-5555 to report the emergency.

Other emergency situations should be reported to Arizona Western College Police Department at 314-9500 or 344-5555.  An officer will be alerted and dispatched to the scene, and if appropriate, local emergency services will be called.  There are also emergency call boxes located on campus that will connect directly to an Arizona Western College Police Officer. 

Upon receiving a report of an emergency, the Incident Commander will be notified and will make an initial judgment as to the level of response required and will communicate with all appropriate personnel as outlined in this plan. 

Arizona Western College has a District Wide Communication System that includes e-mail, a telephone paging system and a website emergency notification banner that advises and provides information if an emergency situation is happening on campus or impacts our campus.

The Incident Commander is responsible for the overall management of the incident.  The Incident Commander is selected based on his/her qualifications & experience within the categorized area.

It is important to remember that the Incident Command System is driven by functions being performed, not the people manning the positions.  More often than not Arizona Western College will be able to manage an incident with just a few functions, frequently with one person handling multiple sets of responsibilities.

If an emergency situation begins to escalate, appropriate institutional administrative personnel will be notified and necessary action will be initiated to respond to conditions as they unfold.  

If outside emergency agencies are called to assist, (ex. Fire Department, Yuma Police, Bomb Squad, etc.)  the Arizona Western College Incident Commander will determine if the responding agency will assume the role of Incident Commander and implement a unified command where all agencies that have incident responsibility contribute to the resolution.

Incident Management Team/Incident Command System

The Incident Management Team will provide direction and coordination to the response of a campus emergency or incident.  The Incident Command System is made up of four sections known as planning & intelligence, logistics, operations and administration/finance.  These functions along with the Incident Command make up the core of the Incident Management Team.


The Incident Command structure builds from the top down; responsibility and performance begin with the Incident Commander and flow downward as needed.   Each of the four sections under the Incident Commander: operations, logistics, planning & intelligence and administration/finance, can be broken out into multiple subsections under that category to accommodate a large scale incident.

Planning & Intelligence – Responsible for collecting, evaluating and disseminating the information needed to measure the size, scope and seriousness of an incident and to plan an appropriate response.  They are the thinkers and will anticipate what is needed and other problems that might arise.

Logistics – Responsible for providing all resources (personnel, equipment, facilities, services, etc.) required for the incident resolution.  They are the getters and will locate needed items and transport them to the site.

Operations – Responsible for all tactical operations of an incident, directing the implementation of action plans and strategies for resolution.  They are the doers and will establish distribution and setup of acquired materials.

Administration/Finance - Responsible for all costs and financial matters related to an incident.  They are the payers and will keep an accounting of the costs of an incident.

Additional functions, known as the Command Staff, are responsible for command activities that the Incident Command can not perform and that the situation demands.  These functions are Public Information, Safety, Liaison and Incident Log/Scribe.

Public Information – Responsible for compiling and releasing information regarding an incident to the news media and other appropriate agencies and personnel.

Safety -  Responsible for monitoring Arizona Western College’s response in an attempt to prevent injuries from occurring to both those caught up in the incident and those trying to resolve it.  Will normally correct unsafe acts or conditions through regular lines of authority, but has authority to stop or prevent unsafe acts when immediate action is required.

Liaison – Serves as the point of contact for responding agencies and other school personnel that may be involved in the incident.  

Incident Scribe – Responsible for keeping a written log of all incident events and updating appropriate command post personnel on significant developments.  Not only is this information crucial for managing the incident, it also provides the foundation for post-incident activities such as report writing, reviews, analysis and training for future events. 

Once again it is important to remember that one individual can perform multiple functions and in a smaller scale incident only a few people are needed to manage the incident.

Components of the Incident Command System

Common terminology will be used for organizational functions, resource elements and facilities.  Common terminology enables individuals from different agencies and backgrounds and departments to communicate accurately and effectively.

Integrated Communications is essential.  Arizona Western College will coordinate the use of the telephones, cellular phones, fax machines, email, radio communications and interpersonal communications.

Consolidated Action Planning has to occur in the event of a large scale incident with numerous resources and outside agencies responding.

Pre-designated Incident Facilities will be determined for the command center, staging area and media.

Incident Command System Training

Arizona Western College has identified positions within its management structure that make up the core of the Incident Management Team. The positions are as follows:

Chief of Police

Director of Facilities Management & Planning

Vice President for Student Services

Vice President for Administrative Services

Vice President for Information Technology Services

Vice President for Learning Services

Director of Public Relations and Marketing

Director of Risk Management

Director of Maintenance & Operations

Associate Dean for Campus Life

Dean of Student Retention and Support Services

Associate Vice President and Campus Executive Officer-Northern Arizona University

Coordinator of Health Services (Campus Nurse)

Director of Technology and Network Services

All of the above positions will have the following training;

IS-100.HE
Introduction to Incident Command System for Higher Education

IS-200
Incident Command System for Single Resources and Initial Action Plans

IS-700
National Incident Management System (NIMS), an Introduction

IS-800
National Response Framework, an Introduction

Supervisory staff determined by the College’s Vice Presidents will have the following training;

IS-100.HE
Introduction to Incident Command System for Higher Education

IS-200
Incident Command System for Single Resources and Initial Action Incidents

IS-700
National Incident Management System (NIMS), an Introduction

Campus Police and Facilities personnel will be trained in the following:

IS-100.HE
Introduction to Incident Command System for Higher Education

IS-200
Incident Command System for Single Resources and Initial Action Incidents

IS-700
National Incident Management System (NIMS), an Introduction

Building Contacts will be trained in the following;

IS-100.HE
Introduction to Incident Command System for Higher Education

Incident Commander

For incidents that have been declared and designated an incident, an Incident Commander will be selected based on experience in the area related to the specific incident.  The Chief of Police will be the Incident Command for all Criminal Acts and the Director of Facilities Management & Planning will be the Incident Command for all Technological and Natural Disaster incidents.

The District Services Building and the College Community Center are the designated Emergency Operations Center for a campus emergency.

Notification of an Incident

Either Arizona Western College Police Department or the Facilities Department will be the first notified of an incident in most cases.  Upon notification, the Incident Commander will determine if the incident will be handled internally or if it rises to the level of being an emergency response incident.  If the latter the Incident Commander will assemble his incident management team, who will be notified to respond.    All members will report to the identified command center unless advised differently.

Incident Media Center

Depending on the incident and location of the incident, the Incident Commander will designate a location for the media center.  The Director of Public Relations and Marketing will assume the position of Public Information Officer in the incident command structure and reports directly to the Incident Commander.  The Public Information Officer will only release information to the public that the Incident Commander has approved.  All media representatives arriving on campus will be directed to the media center.  The Public Information Officer is the only person who will represent Arizona Western College and issue statements and updates.   The Public Information Officer will keep a media log to record all media and public contacts-both inquiries and initiatives.  The log will be beneficial in determining reported inaccuracies, as well as conducting post-incident analysis for the purpose of improving future performance.

Emergency Response Incidents

Activities or incidents that happen on campus can be defined into the following categories.

Level 0- Nonemergency / Administrative / Special Events

This would include campus activities such as graduation, family night, various fairs, sporting events and dinner theaters, to name a few.

Level I- Monitor / Standby

This could be demonstrations, rallies, controversial guest speakers and political assemblies held on campus.

Level II- Emergency

This would include communicable and food borne disease outbreak, power failure, gas leak, hazardous material spill, waterline break, serious storm resulting in considerable damage, active shooter/hostage, bomb threat, death threat/hate crime, kidnapping/missing person, murder, suicide/death investigation, rape/assault and acts of terrorism.

Level III- Disaster

This includes earthquakes resulting in structural damage, flood, explosion/fire.

Emergency Preparedness: Equipment and Testing
Emergency equipment at Arizona Western College is checked and tested regularly as follows:

· Fire alarms in all residence halls are tested every 365 days.    

· Fire alarms in all non-residential building are tested every 365 days.

· All emergency call boxes are tested once a year. Emergency lighting in all residence

halls are checked at a minimum each week.

· Fire safety “walk throughs” are conducted in all residence halls randomly

throughout the academic year.

NOTE:  All equipment testing is logged, and records kept as part of "due care" procedures.

Facilities Management personnel perform safety checks on the other items, such as lighted exit signs, daily.  Any malfunction of or damage to this equipment is noted, logged and forwarded to the Maintenance Department.

General Evacuation Information

Situations requiring evacuation could include but are not limited to the following:

· Fire

· Natural gas leak

· Flammable liquid spill / and or release

· Bomb threat

· Power line failure

· Hostage situation

· Hazardous chemical spill / and or release

· Flooding

· Storms

· Earthquake

In the event of a fire alarm, Arizona Western College Police Department personnel will be dispatched to the location of the alarm to lead the evacuation effort.  In the event of a fire, elevators are not to be used.

Evacuation Procedures

The purpose of these recommendations is to provide guidelines in the event an area evacuation becomes necessary.

· Units first on the scene must decide whether immediate evacuation is necessary.  This

     decision can be made independently, in consultation with other officers,

or by information received at the scene.

· Immediately designate the area to be evacuated.  The evacuation will require a

door-to-door check of the facility.

IMPORTANT NOTE:  If a working fire, smoke or other evidence of combustion is present under no circumstances will anyone except fire service personnel equipped with self-contained breathing apparatus enter any structure.  Should any occupant refuse to evacuate, continue the evacuation and time permitting return to the refusal site, obtain a name and advise disciplinary action will be taken.

· Move all evacuees to the designated safe zone and begin a census to establish that

the evacuation is complete.

Evacuation of the Physically Challenged

In the event that physically challenged individuals are involved in an evacuation effort, the Arizona Western College Police Department officers at the scene will make every attempt to lead them to safety.  Located on the second floor of the Learning Resource building by the main stairs is an Evacu-trac stored in a marked cabinet.  An Evacu-trac is a device designed to take physically disabled people down stairs in the event of an emergency evacuation where the elevator is not an option.  Students requiring ADA accommodations must be registered with Services for Students with Disabilities.

Relocation Operating Procedures

The following represents a general strategy to be employed in the event a residence hall becomes inaccessible due to events such as fire, flood, contamination or loss of critical services.  The type of response will be determined by the extent of the emergency.

Short Term Relocations

Students are moved to the nearest safe housing area.

Students are moved to the nearest safe non-housing area.

Auxiliary support services are employed. Emergency food, shower, medical or

disability related needs are arranged as needed with other campus services.

Medium Term Relocations

If the gym or other large buildings are available, this location is acceptable.  When

necessary, the local chapter of the American Red Cross is an invaluable resource

for such items such as cots and blankets.

Students are assigned to lounges and other public area spaces that can be 

satisfactorily arranged.

Students are assigned to vacant spaces in the housing system.

Long Term Relocations
All items under Medium Term Evacuations are initiated unless a substantial part of the campus is under evacuation order.

Local schools may be able to assist with housing.  Again, the local chapter of the American Red Cross should be enlisted for assistance and advice.

Evacuation to Off-Campus Facilities

In most cases evacuees will be relocated to another shelter on campus.  If necessary, the Associate Dean for Campus Life will contact the Yuma School Transportation Center for the use of vehicles for transportation purposes.  In all cases of evacuation and or relocation, the Associate Dean for Campus Life must be integrally involved.

Residence Hall

Fire Evacuation Procedures for Arizona Western College staff
The purpose of this plan is to provide information that will save lives during an emergency event.  It is essential to the overall success of the response plan that everyone clearly understands the plan and what his or her responsibilities are within the action plan.

In case of fire 

(Students should respond to the first sound of an alarm by evacuating the hall.  The procedures listed below are for responding Resident Life staff.)

An alarm will sound at the panel. This will be either a pull station or a smoke detector going into alarm. Arizona Western College Police Department is also receiving an alarm sound and has dispatched an officer to verify the situation. The desk assistant will immediately call Campus Police to confirm knowledge of the alarm and then notify Campus Life. Once on site, Arizona Western College Police Department will go to the troubled area to assess the situation.

If the situation proves to be a valid threat, the evacuation of the residence hall will continue.  The on duty Hall Director, Resident Assistant and Security Officer all have active roles in the evacuation.  

Arizona Western College Police Department along with the on duty Hall Director, Resident Assistant or Security Officer (most senior on site) will knock & walk to signal an emergency and evacuate the hall as long as it does not jeopardize their safety.  The on duty Hall Director is the primary person to knock & walk while the Resident Assistants are stationed on either the inside or outside the building to assist in directing students to the designated safety zone. If the situation warrants it and enough staff is on site then the Arizona Western College Police Department, Security Officer should be paired with a Hall Director or Resident Assistant.  After everyone is evacuated two Arizona Western College personnel (Police, Security Officer, Hall Director & Resident Assistant) will do a room check leaving the rooms secured. Anyone found not having evacuated will be documented for potential disciplinary action.

Arizona Western College Police Department and the most senior residence hall staff on site will work jointly in evacuating the hall.  

Arizona Western College Police Department has authority on the scene until the responding agency arrives then a joint Incident Command is established with the responding agency.

The Hall Director and Resident Assistants should be aware of any students with special needs or students and/or athletes with injuries that might require additional assistance.  This information should be given to Arizona Western College Police Department when the evacuation of the hall begins.

All students will proceed directly to the designated area once exiting the residence hall.  No one is to go anywhere until they have been accounted for with the appropriate person.

Students, at first notification to evacuate, should leave the building and go directly to the designated safety zone.   Students should not backtrack to their room to retrieve personal belongings.  Once an evacuation begins no students should be allowed back into the building and traffic flow within the building should only be in one direction which is to move towards all exterior doors. 

Remember, in the event of a fire, smoke can be deadly.  If the hallway is filling up with smoke, drop and crawl as close to the floor as possible. In advance of an emergency, you should count the number of doors from your room to the stairway door.  If the hallway is filled with smoke you will not be able to tell one door from another.  If your path to an exit is blocked go back to your room or any closer room that is not locked.  If the hallway is filled with smoke it will be safer to stay in your room and signal for help instead of trying to maneuver through a smoky hall.  More people die from smoke than from the actual fire. Get inside and seal up the door with towels or clothing.  Hang something from the window to get attention. In the event of a fire, the fire departments primary responsibility is to check the rooms for people that were not able to get out.  If you have a signal at your window (write on the window, yell out the window or signal to someone outside) the Fire Department will immediately start a rescue. Do not break your window unless the room you are in is filling with smoke. The Fire Department will be provided a master key to assist them in getting into the rooms.

If a fire starts in a room or if someone notices smoke coming from a room they are to pull the fire alarm pull station in the hall and yell fire as they make their way to the exit.
Order to evacuate

Once an evacuation begins, if your room keys are readily available take them with you; however, do not spend time looking for them.  Do not try to take any of your personal belongings.  Feel your door to make sure it is not hot.   If cool to the touch open the door and look to see if it is clear to move down the hallway.  Close your door behind you.  Proceed to the nearest exit.  If you find your exit is blocked proceed to another exit.  Once outside the building go to the designated area.  Do not attempt to reenter the building for any reason.  Do not prop open any door for any reason.

Once the responding agency is on site and makes a determination all is clear and it is safe to reenter the residence hall, the Hall Director & Resident Assistants will first enter the residence hall and relock all the rooms before students are allowed to reenter.  The Hall Director or Resident Assistant will let anyone who was not able to take their room keys with them back into their rooms.

The responsibilities of those involved in this process are as follows

Students
Students will evacuate at the sound of an alarm. It is the responsibility of the students to know the exit locations of each building. They are to immediately exit the building, go to the designated safe zone, and make sure they have been accounted for then remain in that area for further instructions. Students are not to reenter the building for any reason until the building has been cleared and authorized personnel have given the order to renter the building.

Any student that interferes with the evacuation process will be documented for potential disciplinary action.

Hall Director

The Hall Director is the lead person in evacuating the halls along with Arizona Western College Police Department.  They will direct the Resident Assistants to perform tasks in the evacuation process.  The Hall Directors will team with appropriate residence hall personnel along with Arizona Western College Police Department to assist in a room check if necessary.  Once the hall has been cleared and is deemed safe to reenter, the Hall Directors & Resident Assistants will enter first and relock any unlocked rooms.  The Hall Director will give the students notice to reenter the building.

Resident Assistant

The Resident Assistant can order the evacuation and knock and walk as long as it is safe to do so. Once the Hall Director or Arizona Western College Police arrives, Resident Assistants should be positioned inside or outside the building to direct evacuating students to the correct safe zone. If outside, the Resident Assistants should also scan the windows to see if anyone is trapped in a room and signaling for help. Once the hall has been evacuated, one Resident Assistant will take an account of the students at the safe zone and another if needed, will be paired up to assist in a room check if a room check is one is advisable.

Desk Assistant

The desk assistant should be familiar with the evacuation process in the event there are no other residence hall personnel in the hall or on campus.  The desk assistant will immediately call the Campus Life personnel to advise an alarm has sounded and wait for Arizona Western College Police unless the threat of danger is imminent.  Once an authorized person (Arizona Western College Police, Hall Director or Resident Assistant) arrives the desk worker will immediately proceed to the designated safe zone. Desk assistants may serve as a point of contact at the desk if deemed safe and appointed by an authorized person.  

Security Officer

The Security Officer should be familiar with the evacuation process in the event there are no other residence hall personnel in the hall or on campus.  The Security Officer can order an evacuation if the threat is immediate.  The Security Officer will pull an alarm to have the students start evacuating.  Once Arizona Western College Police or Hall Director is on scene they will take direction from them.

AWC PD

Arizona Western College Police will be dispatched to assess the situation.  Once on scene they will take command and determine the source of the alarm. Arizona Western College Police and the Hall Directors will work jointly to make sure everyone is out of the residence halls.  Arizona Western College Police will authorize the need for mutual aide and will meet with any responding agencies and brief them on the situation.  The responding agencies (Fire, Swat, Bomb Squad etc.) will assist in a joint command with Arizona Western College Police 

Other Personnel

If Arizona Western College Police assesses the situation and deems there is a valid threat, the Emergency Procedures Program will be implemented for the corresponding type of threat.  Appropriate personnel will be notified of the situation and will respond on scene.

Recovery and Reporting

Clean Up, Salvage and Recovery

Prompt, proper clean up and salvage can significantly reduce property damage and operational downtime at the institution.  Following an emergency, maintenance, risk management, and other college personnel should act quickly to initiate clean up and salvage operations.   These efforts should include the following:

· Separate undamaged property from damaged property.

· Make temporary repairs as to minimize further damage.

· Arrange for decontamination if necessary.

· Notify insurance carriers, vendors, and other firms or agencies involved in damage assessment and property replacement.

· Contact government agencies and private organizations that can assist in the recovery process.

· Put into effect pre-loss agreements for alternate facilities, services, etc.

· Itemize and documents damages and losses (i.e.: with photo's)

· Draft a recovery schedule and estimate the cost of recovery.

Initial Incident Report

When an incident has diminished and before disbanding the Incident Management Team, The Incident Commander will summarize a post-incident evaluation and forward to all members of the incident management team and the college President.  The items to be addressed include:

· Narrative (What happened?  What type of incident?)

· Time of incident

· Location of incident

· Extent of damage or loss

· Estimate of casualties

· Type and extent of assistance required (if known)

Post-Incident Report

The information for the post incident report will be compiled and completed by the Incident Commander.  The following are the primary items to be addressed in a Post Incident Report.  The report shall be completed within 30 days from conclusion of the incident.

A.   General


Copy of Initial Incident Report

B.  Potential/Anticipated long-term effects of incident.

Loss of college property (building, roads, etc)

Cancellation of classes

Loss of enrollment

C.  Operational Recovery Plan

Replacing, repairing or rebuilding college property

Restoring college image within the community

Alternate classrooms

D.  College and other entity resources utilized during the incident

Materials (supplies & equipment)

Man hours (cost)

Items consumed

E.   Problems identified during the incident

Operational

   Corrective action

Equipment

   Corrective action

Supplies

   Replacement

   Identification of items needed

F.  Overall Effectiveness of management of the incident

What went right?

Incident Commander





Operations





Logistics





Planning & Intelligence





Public Information Officer








Safety





Incident Scribe





Liaison





Administration/Finance
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