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General Emergency Response Information

EMERGENCY RESPONSE TEAM STATEMENT OF PURPOSE

The Emergency Response Team (ERT) is a group cdik&eminsula College Kenai River Campus
employees designated to plan and implement respaogamergency situations that occur on or near the
campus. The primary goal of the ERT is to createraprehensive response to a wide variety of patenti
events that may adversely impact the safety oKIB€ community. As the first line of response to
emergencies on campus, all ERT members are cdrifiBasic First Aid and Adult CPR procedures.
PLEASE NOTE that for incidents involving injury,\a&e illness, or threat of harm, immediately reques
that others help by calling 8-911 from a campusnehar 911 from a cell phone and calling multiple
members of ERT. Call 911 FIRST if necessary, flodow the initial contact guide:

Injuryl/iliness: Paul Perry, Kathy Becher, Janetdsbn, Dave Wartinbee
Evening emergencies: Dave Atcheson

Counseling/mental health emergencies: Bettina Kpgs Stuive
Unsafe facility issues: Phillip Miller/Dave Stang

General safety concerns: Bill Howell

Residence Hall emergencies: Leslie Byrd/TammidisVil



2. Emergency Response Team Member List

Level | Members Phone Title/Department InformaCastinitiator

Bettina Kipp 262-0334 Counselor

Bill Howel 2620314 Campus Safety «

Christina Stuive 262-0335 Counselor

Dave Atcheson 262-0346 Evening Coordinator X

Dave Stang 262-0326 Facilities

Gary Turner 262-0315 College Director X

John Pollock 262-0261 Student Services

Kathy Becher 262-0347/0362 | Nurse Practitioner

Paul Perry 262-0378 Paramedic

Phillip Miller 262-0325 Facilities X

Tammie Willis 262-0275 Residence Life

Leslie Byrd 262-0253 Residence Life LO

Level Il Members Phone Title/Department InformaCast Initiator
Veteran Services

John Pollock 262-0261 oteran Sei

Eileen Reemtsma 262-0317 Director's Assistant X

Curt Wallace 262-0309 Admin Services Dir.

Dave Wartinbee 262-0377 Biology

Kennaty Kerley 262-0326 Facilities

Tiffani Perry 252-5747 Paramedic

Sue Lee 262-0336 Student Services

Level Ill Members Phone Title/Department InformaCast Initiator

Meagan Zimpelmann 262-0384 Library

Pamela Ward 262-0326 Facilities

*Home and cell phone numbers for team membergsisgllin a separate, confidential document.




3. UAA Contact Numbers

1. Incident Name

2. Date/Time Prepared

3. Operatiaal Period

INCIDENT COMMUNICATIONS PLAN Date/Time
Anchorage MAU 2012
4. Basic Radio Channel Utilization
Campus Point of Contactf Office Phone Email Home Phone Mobile Phone
SMS- yes
Police Chief
Anchorage Rick Shell 786.1778 anrls@uaa.alaska.ed 337-4355 250-2811
Deputy Chief
Brad Munn 786.6117 Anbjml@uaa.alaska.eqlu 382-1295
Emerg Mgr 786-1149
Ron Swartz | Satellite=8816 414 |rcswartz@uaa.alaska.edu 522-0360 382-1490
74790
IMT
. 786.1214 dlee@uaa.alaska.edy 952-3038
Dewain Lee
IMT
Chris Turletes 786-6988 ancmt2@uaa.alaska.eglu 344-4165 244-8063
IMT
Kristin 786-1263 afkad@uaa.alaska.ed 250-1825
DeSmith
campus EOC 786-7783
City EOC 343-1401

5. Prepared by (Communications Unit)




Emergency Procedures

1. General Information and Release of Information:

This Emergency Response Manual provides a bastigemcy guide for college administrators, faculty
and staff to plan for campus emergencies. Whikeghide does not cover every specific situatibdpis
supply the basic administrative guidelines necgssacope with most campus emergencies. This guide
is applicable to all campus personnel, facilitied aperations. These written procedures are eagéot

be followed unless situations warrant emergencygba or alternative procedures.

Kenai Peninsula College employees and studentddsbewaware of potential hazards that are present i
our day-to-day routines. These hazards can bgadted as follows:

Natural — no human involvement such as volcanoeather, or earthquakes.

Social - result from human involvement such astesm, vandalism, bomb threats, or personal
assaults.

Technological — result from human error or involesthsuch as explosions, fires, power failures,
vehicle accidents, industrial accidents, or leakoafs.

Emergency situations are difficult to predict arttlem provide adequate warning. The importance of
effective planning cannot be stressed too strongly.

Release of information when an emergency situatidmas occurred:

Other than the College Director or designee, noiga@thorized to release information regarding any
incident (including the whereabouts or status vdlshts, staff or faculty), whether in person orrdabe
phone. ALL INQUIRIES MUST BE DIRECTED TO THE COLLEGE DIREBOR OR DESIGNEE.



Emergency Closure and Evacuation Procedures:

A. Emergency Closure:

In the event that emergency closure of the KenatiRCampus is required for weather, natural disaste
or any other causes, the final decision for an anoement of closure will be made by the College
Director or designee. Closures may include anyadrke following arrangements:

a) Complete closure of the building and services; or

b) Cancellation of classes only, in which case stuglarg excused from attending class; employees
are asked to report to work; however, employees talag leave if conditions prevent them from
coming to campus; or

c) Partial closure of services (early release fromkjyan which case supervisors may stagger the
release of employees at intervals; however, superviare expected to keep offices open until the
close of regular business hours.

General notification will occur via the InformaC&ststem using the VOIP phones on campus. In the
event of options (a) or (b) the Director’s officeAdvancement Office will notify the media. Under
option (c) above, the Director’s office will notifire Division Chairs and Department Heads. In trene
a complete closure has been announced before rdgidmess hours, a “phone tree” will be used to
contact as many full-time staff/faculty membergpassible (see appendix A). Residence Life stiff w
post notices of class cancelations or buildinguies at each entrance/exit of the residence hall.

If the residence hall is closed for an extendee tirasidential students will be encouraged to widy
friends or family off-campus. KRC will provide t@mrary housing for those who not able find other
accommodations for the duration of the emergertcason.

B. Evacuation Procedures:
Only the College Director or his/her designate mathorize the evacuation of the Campus. The
evacuation order will specify that faculty, stafhd students are either to:

a) Leave the entire campus property, including thelezxe hall,

b) Evacuate the academic and administrative builoamdg ,

c) Exit the buildings and gather in the farthest ltteach end of the campus. It is important that the
entrances stay clear as emergency vehicles maxgarri

The notice to evacuate will be facilitated by theofmaCast System using the VOIP phones on campus
in the academic and administrative buildings. Ptblic announcement system will be utilized toiaté
the evacuation procedure in the residence halth B&aff and faculty member must calmly assisthieis/
students to leave the building from an exit awayrfithe problem area, and proceed to the neardse of
two farthest lots at each end of the campus.

All staff and faculty are expected to aid in thdaty evacuation of students and student worketisdir
immediate areas. E.R.T. members should ensur@tharie re-enters the buildings until directeddcsd
by the College Director or his/her designate.



If the fire alarm sounds, notice of evacuation fribra College Director is waived, and each facultgt a
staff member is to facilitate orderly evacuatiornladir area immediately.

During inclement weather, residential students keilibcate to the CTEC building during fire alarms.

Lockdown will be announced via the InformaCast 8ystWhen a call for “lockdown” is received, staff
and faculty are to immediately:

a) Direct students and employees into, or remairmoickdble areas of campus;

b) Immediately lock all doors and secure windows;

c) Direct everyone in the area to get on the floor awdy from windows if possible; keep out of
sight of someone looking in;

d) Ask and remind everyone to stay as quiet as pasg@iblone ringers on vibrate only; no talking
except for emergency information);

e) Remain in lockdown position until emergency persdramrive or an E.R.T. member unlocks the
door.

The notice to lockdown will be facilitated by amytiator of the InformaCast System.

All staff and faculty are required to immediatetyneply with the lockdown order and are expecteddo a
in the orderly performance of lockdown procedungstodents and student workers in their area.

Lockdown in Common Areas:

Staff and faculty who routinely work and teach nidse areas must be aware of the need to aidhstude
evacuation from Common areas into offices and wdasss as quickly and safely as possible.

The Brockel Commonswill evacuate into the KPC Bookstore. Bookstdasdfawill call students in and
follow lockdown procedures.

The McLane Commonswill evacuate into the Campus Services Area. Gengervices staff will call
students in and follow lockdown procedures.

Ward Ground Floor Commons will evacuate into the Health Clinic Nurse’s OffidcRoom 115, or the
closest open classroom. Faculty members will neekklay lockdown long enough for the students to
get inside.

Ward Commons Upstairsnear elevator will evacuate into the Paramedic dradyor the closest open
classroom. Faculty members will need to delaydoetkn long enough for the students to get inside.

Residential students are expected to return to #pairtments and follow the same lock down procesiur
defined above. In the event that students areeat their apartments, they should be directeddo t
following locations:

Second floor game roonwill evacuate to the gym.
First floor lobby area will evacuate to the Residence Life office.

Community loungeswill evacuate to the nearest apartment.




Emergency Situations

Fire
Determine what is on fire and the extent of the.fiAttempt to contain a small fire by utilizingaakable
fire extinguishers if you are trained to do so.

If the fire is beyond control or involves potenltyaéxplosive materials, pull the fire alarm. C&il911
from a campus phone or 911 from a cell phone aporté¢he fire: describe the nature of the fire el
exact location of the fire.

Notify an E.R.T. member and assist with orderlyaerdion (see Evacuation Procedures). Facultyf, staf
and students will evacuate to the farthest parkihgt each end of the campus, keeping the entsance
clear for emergency vehicles. During inclementtiveq residential students will relocate to the CTE
building during fire alarms. At these areas, facahd staff are to try to account for all the paswho
were in their area.

Notify the firefighters if you suspect that someonay be trapped in the building. Otherwise, stayabu
the way of Emergency Responders.

E.R.T. members will remain to offer assistancehtoftre department and ensure that no one re-ethiers
building until authorized to do so. NOTE: The siam of the fire alarm DOES NOT mean it is safe to
return.

Explosions
Explosions can be the result of accidents, natlisalsters, or deliberate acts of terrorism. Inethent of
an explosion:

a) Pull the fire alarm to prompt evacuation of thelding.

b) Call 8-911 from a campus phone or 911 from a dedine and report the explosion. Clearly
describe the explosion and your exact locatioriuging any information on injuries.

c) Notify the College Director and/or E.R.T. members.

E.R.T. members will stay to provide the medicalsaaace for which they are qualified, assist sursv
who can move on their own to evacuate, and seardrfy injured or trapped persons. E.R.T. members
will remain to offer assistance to emergency pemsbn

Keep in mind that there could be a second explosiod be alert for electrical hazards and gas leaks



Earthquakes
During the earthquake, College personnel should thiarge and advise others to stay calm and peactic
good sense procedures:

a) immediately get away from windows and glass doors,
b) take cover in closed doorways and under sturdyitfiney and
¢) do not allow people to run outside.

After the earthquake, determine if any injurieséhaecurred in your area. Provide First Aid if yare
qualified, or find an E.R.T. member to provide Fik&d.

Determine if any damage has occurred in your anghie event of arcing electrical circuits, gakka
flooding, or any other major damage, clear the afgeeople and report the damage to the College
Director and Maintenance.

Use the telephone ONLY to report emergencies; daihmv people to use the phone to call home.
The College Director or his/her designate will det@e whether the building should be evacuated.

If the building is evacuated, no one is allowedea@nter the building until the building is deedrsafe.
If the residence hall is closed for an extendee timsidential students will be encouraged to wifly
friends or family off-campus. KPC will provide t@orary housing for those who not able find other
accommodations for the duration of the emergertoason.

Be prepared for aftershocks.

E.R.T. members will stay to provide the medicalsaaace for which they are qualified, assist sursv
who can move on their own to evacuate, and seardrfy injured or trapped persons. E.R.T. members
will remain to offer assistance to emergency pemstn

Campus maintenance will inspect: Structural soesd, electrical wiring, oil, gas, or other fuedtgyns,
water distribution, and boiler and heating systems.

Only authorized personnel will be allowed in a bung during this inspection. All personnel assigti
will function only under the supervision of the @gje Director or his/her designee, Emergency
Responders, or E.R.T. members.



Bomb Threats
When a report is received, the recipient will recoomplete information using the “Bomb Threat
Checklist.” All employees are responsible for lgefamiliar with this form and keeping it available.

Do not pull the fire alarm to evacuate the builditigs could cause a bomb to go off. Call 8-9kfra
campus phone or 911 from a cell phone and reperthiteat. Always assume the threat is real; a bomb
threat is a felony offense.

It is important that the person who received tHelmamade available to the police for a follow-up
investigation; make sure that this person immebjiateites down everything they remember about the
call, preferably on the Bomb Threat Checklist tatuld be kept close to office phones.

Report the incident to the College Director oremmber of the E.R.T.

E.R.T. members will quietly ask instructors witlagses of students to check for any unusual olijects
their classrooms, and request that all staff andlfiacheck their areas for any unusual objedtshd
threat involves the residence hall, Residence did#f will inspect all common areas of the residehall
for any unusual objects. If a specific apartn@moom is described in the threat, Residence 4t
may key into the room to check for unusual objects.

In the event that anything unusual is found, thée@e Director or designate will be notified andlwi
decide if the building should be evacuated (in Whiase, normal evacuation procedures will be
followed).

The police will perform a security check of theldirig. No one is allowed to re-enter the buildingilu
the building is declared safe.

Power Outages

The Director’s Office will attempt to determine tlemgth of the power outage; however, all KRC
buildings have backup generator power. The detisicancel classes and/or close the campus will be
made by the College Director or designee.

In the event that classes are cancelled or thataimpus is closed, the Informacast System will be
initiated with this information. Local media wiletnotified and information posted to Facebook and
Twitter by the KRC Advancement office.

If the power outage impacts the residence halafoextended time, residential students will be
encouraged to stay with friends or family off-carapu

For outages occurring outside of normal workingrspaee Appendix F for naotification procedures.



Medical Emergencies

Determine the nature of the problem. If the injaryliness appears serious (potentially life-thee#ng),
and you are qualified to provide First Aid, proviaid and send another person to call 8-911 from a
campus phone or 911 from a cell phone and notiR/ E.members. Make sure that:

a) the person sent to call 8-911 from a campus pho8dbfrom a cell phone understands the
nature of the injury or illness;

b) the person sent to call knows your exact locatonl,

c) someone is sent outside to direct emergency peestmgour location.

If you are not qualified to provide First Aid, nigtian E.R.T. member immediately to provide aid, and
call 8-911 from a campus phone or 911 from a dedine.

College personnel will NEVER transport injured erisusly ill persons; leave the transporting ofined
or ill persons to the emergency personnel.

E.R.T. members will meet emergency personnel atitioe of the building and direct them to the scene.
Help keep bystanders away.

First Aid kits and Latex gloves are located thramgfhicampus and in Campus Services.

Report the injury or illness to the Campus Safeffjcér so that a written report can be made.

Hazardous Material Conditions
When a chemical spill or a hazardous gas leakpttestents a danger or potential threat has occurred:

a) Assist evacuation in the location immediately aéeldby the escape of the hazardous material,
and pull the fire alarm at the first opportunitypimmpt evacuation.

b) Call 8-911 from a campus phone or 911 from a detine . Describe the nature of the
emergency, the exact location, and any informatagarding injuries.

¢) If any injuries have occurred, provide First Aid/du are qualified; or notify an E.R.T. member
to provide aid.

d) Report the condition to the College Director andZd®.T. members.

E.R.T. members will be assigned to the entrand¢beobuilding to direct emergency personnel to the
affected area and offer assistance.

College personnel will never transport injured passoff campus.



10. Criminal Activity:
Criminal activity includes theft, physical assapisxual assaults, and the possession of weapdfm an
illegal substances on Campus.

Do not take any unnecessary risks. If you arevittem of a crime, or if you observe a crime in gress
or observe behavior which you suspect is crimiimatediately call 8-911 from a campus phone or 911
from a cell phone.

Report as much information as possible, including:

a) What happened, and the exact location.

b) The extent of any injuries, and whether this wasyaial assault.
c) Who is involved, including a physical descriptidrtioe person(s).
d) Whether or not weapons are involved.

e) Vehicle description, including license # and diractof travel.

Notify the College Director, Campus Safety Officeran E.R.T. member. In evening hours, notify the
Evening Coordinator.

If there are injuries, provide First Aid if you agiealified, or notify an E.R.T. member to providd.alf it
is safe to move the victim, the victim should békbkd to a quiet, safe place such as the Counselors’
offices in Campus Services, and given support timilemergency personnel arrive. The victim gthoul
be encouraged to stay to give information aboutsault to the police.

If this is a sexual assault, immediate efforts $thtwe made to provide the victim with a secureyate
place and a same-sex counselor. The victim sHmilehcouraged to wait without washing until the
Sexual Assault Response Team arrives to aid thigrvéad preserve evidence.

If the criminal activity concerns illegal substaaceotify the College Director, Campus Safety CHfjcor
an E.R.T. member.

The act of bringing a gun on Campus is a crimedpktor law enforcement professionals). Notify the
Campus Safety Officer or an E.R.T. member if yospgat that anyone on Campus is carrying a gun or if
you observe a gun in a vehicle.

If a person on Campus appears to be under theeimdliof drugs or alcohol, notify the Campus Safety
Officer or an E.R.T. member to ask the persondwdeaccording to the procedures under the nexbgect
of this handbook: “Criminal Trespass.”

Any criminal activity occurring in or around the re sidence hall should be reported to the Residence
Life Coordinator or Associate Director of Residencd.ife.

11. Criminal Trespass:
In the event that a person on Campus becomes tisrupr appears under the influence of drugs or
alcohol, or if a person’s behavior is likely to peat a significant danger to him- or herself, ootlzers,
the following procedures are to be followed:



a)

b)

DO NOT ATTEMPT TO RESTRAIN THE INDIVIDUAL. If thandividual is directly in acute
and immediate danger of his/her life or directlyrhimg another, call 8-911 from a campus phone
or 911 from a cell phone and notify an E.R.T. mendsaghe College Director immediately.

If the individual is not in danger or putting anettperson at immediate risk, notify the College
Director, Campus Safety Officer, or an E.R.T. membgnediately. The College Director or
designate will ask the person to leave the Cammua $pecified period of time (a day, or more).
Only the College Director or designate can “suspangerson from the Campus.

If the person refuses to comply with the Collegeebiior’s request to leave, the person is in
violation of the Criminal Trespass Statute. Thdl€g Director or designate will call the police
to have the person arrested for Criminal Trespass.

If the person appears to be intoxicated but nabssly ill:

a)
b)
c)
d)

e)

f)

Tell the person s/he needs to go home, and that WiRCall a cab.

Call the Counselors/Campus Safety Officer/other ER€Mbers for help.

Try to walk the person to Campus Services to bersiged while the cab is called.

If the person refuses the cab, and has a vehiceaompus, DO NOT attempt to restrain the
person.

Attempt to identify the person’s vehicle, license#d direction of travel.

Call 8-911 from a campus phone or 911 from a dedinewith this information.



12.

13.

Threats

If a student, staff, or faculty member is diredtlyeatened by a person while on Campus, immediately
call 8-911 from a campus phone or 911 from a dedine. Notify the College Director and/or an E.R.T.
member. The threatened person should go to abteksecure area, such as the Counselors’ Offices i
Campus Services, or the nearest securable area.

If a person threatens a third person who is nagre the threatened person must be warned
immediately, then make a report to 8-911 on a cangione or 911 from a cell phone, then make a
report to the College Director or an E.R.T. membEne threatened person, if on Campus, should go to
lockable, secure area.

If a threat is received over the phone, the samegutures apply.

The possession of a firearm within a Campus bugldnconsidered a threat and must be reportedio 91
and the College Director.

It is against the law for any person other thaavaénforcement professional to carry a gun inside a
college building or in a vehicle on campus propexrihout prior approval from the College Directso,
any person who does so can be charged whetheetberphas made a verbal threat or not.

Domestic Violence (DV) Situations:
Domestic violence is the #1 cause of serious iefuto women. Both men and women may be victims.
DV situations on campus can also include pareritichlationships.

If you suspect that a person on Campus is in ailMtion, be supportive and encourage the person to
make use of the counseling services in Studenti&srand the crisis line of the Lee Shore Ceni&3: 2
7257.

Domestic violence threats must always be takensgy.

If you suspect that a student under the age o$ b&ing abused by a parent or partner, notify thiege
Director and Counselors so that the required rapdtie Office of Children’s Services can be made.

If a person is directly threatened by a domestrtnga on Campus, call 8-911 from a campus phone or
911 from a cell phone and move the person to aaluek secure area, such as the Counselors’ Offices.
Notify the College Director or E.R.T. member.

If a DV threat is made to a third person, whethgoerson or over the phone, the threatened perssh m
be warned of the threat immediately and removewh fngs/her usual area into a secure area. Calll8-91
from a campus phone or 911 from a cell phoneanifiyribe College Director or an E.R.T. member.

If a Protective or Restraining Order is in effentd we are aware of it, we are obligated to c&l1 8-
from a campus phone of 911 from a cell phone ife® that order being violated. If the person in
violation of the order has already left the Camjplig,violation must be reported as the authoritiitls
still respond.

A person against whom a Protective or RestrainirdgOhas been filed is likely to be in violatiorsihe
follows the other person to Campus or is waitingrr@ampus grounds, so this also must be reported.



14. Deaths On or Near Campus:
Deaths are defined as either “attended” (deathsalnatural causes, and at which witnesses arejes
or “unattended” (suicides, homicides, accidentd, deaths at which there were no witnesses).

D. Attended Deaths:

Remember that no one on Campus should try to prareoa person dead. Call 8-911 from a campus
phone or 911 from a cell phone immediately andeeigittempt First Aid or, if not qualified, notifyna
E.R.T. member to provide aid. Send someone tdyn6tR.T. members.

E.R.T. members will secure the area to keep pepsy from the scene. An E.R.T. member will remain
with the person until emergency personnel arrive EAR.T. member will wait at the door of the builgli
to direct emergency personnel when they arrive.

Help by keeping the area free of bystanders.

E. Unattended Deaths:
Any unattended death is always initially considemdtbmicide. It is imperative that the body anel th
scene not be disturbed and that no one is allontedhe area.

Keep people away from the area and send somearadl @911 from a campus phone or 911 from a cell
phone and notify the College Director or an E.RaEmber.

Other than if it is necessary to check vital sigiesnot touch the body.
Do not cover the body as this can remove valuabtieace.

E.R.T. members will either secure the scene byihacp the area or by posting members to secure as
large an area as possible.

E.R.T. members are to identify themselves to enmengpersonnel.

If there is a witness to a suicide, homicide, ani@dent, contact the Counselors and encourage tinesd
to go into a quiet, safe area and be supportivitthetpolice arrive.

DO NOT GIVE OUT ANY INFORMATION TO ANYONE. Only te College Director or designate can
issue information regarding the incident.

The police, not College personnel, will notify faymmembers.

The police will keep the body at the scene to gath@lence for a period of 24 hours up to seveagkd
Depending on the prominence of the area wherenttident took place, the College Director may decide
to close part of a building, or cancel or reloadssses.

The Counseling Faculty will arrange follow-up seeg as needed.



15. Procedures for Dealing with a Student or Employee Bath

1.

When someone learns of a KRC student or employath dall the College Director
immediately: office phone (262-0315/0317/0318)| pbbne (252-7479) or home phone
(262-2366) until you reach the director. You casoakxt him if he cannot be reached by
phone.

If you don’t reach the Director, call the KPC Agai#t Director of Academic Affairs at
the office (262-0292), cell (723-6874) or home ph¢235-3495), or text her.

If you don’t reach the Assistant Director; call tiBC Director of Student Services at the
office (262-0314), cell (394-3025) or home phon@2t2003).

If you don’t reach the Student Services Directai} Associate Professor of Counseling,
Bettina Kipp at the office (262-0334), cell (39844() or home phone (260-6450).

If you cannot reach any of these three; call Bi&ckultz, Vice Chancellor of UAA
Student Affairs at 786-6108.

The main thing is that you speak to someone wharopgtement the process we need to
follow in case of a death.

Whoever winds up being in charge of the situatioKRC, they will first alert the
Chancellor, Provost, Vice Chancellor of Studentah, UAA Advancement, and Suzie
Kendrick, Advancement Programs Manager. Call BiScleultz, Vice Chancellor for
Student Affairs (786-6108), Kristen DeSmith, AsargtVice Chancellor for University
Relations (786-1263), and Suzie Kendrick (office2820; home-262-3799; cell-252-
7873). The Chancellor and Provost can be emailed.

There is an example of this notification at Appenidhat should be used to notify the
Campus Community in case of a student death.

a. This notification needs to be emailed to the KP@wnity, including the
College Council, and posted in the KPC News Digest Facebook. Make certain
it is emailed to the KRC Student Union.

Whoever is in charge of the situation will alsotbe only one who should talk to the
media in case we receive any calls. If that persamcomfortable in that role, make sure
you inform Kristin DeSmith (786-1263 or 250-1825)daSuzie Kendrick, and they will
assume the spokesperson role.

10.FERPA rules are no longer in effect when a studesd. If the media call, they will

likely want to confirm basic information that woubé releasable under FERPA if the
student were alive, which is considered Directorfpimation. The information that
media may want to know that can be released edliselow. If other questions are asked
outside these, inform the reporter that you wikahéo get back to him/her, and then call
Kristen DeSmith at 786-1263 or 250-1825.

Address
Field of study, including major, minor, certificatis



Class standing, i.e., freshman, sophomore

Enroliment status — full time, part-time

Dates of attendance

Degrees and certificates awarded, if any, and alateded

Awards received to include chancellor’s list, mersh@s in national honor societies
Previous education institutions attended

11.We are not at liberty to give the phone numbettierfamily to the media or others who
ask unless the family gives permission.

12.1f a student dies on campus in the residence thatigs get more involved. Residence
Life staff will immmediately call 911 and the scew#l be secured. Residence Life has a
Standard Operating Procedure that outlines whatseebe done and by whom.

13.1f a student or employee dies on campus, but ntitérResidence Hall, call 911
immediately and report it. Refer to p. 14 for oungedures.

14.1n case of an employee death, the following shbeldione:

Contact the family and ask if it is OK to send &eeto the Campus Community. If
they agree, ask them if they yet know about possibtvices or what has been
planned if anything. If there has been, include thahe email. If you are
uncomfortable making the call to the family, calizg& Kendrick and she will do this.
If Suzie is not available, contact Kristin DeSmath/786-1263 or 250-1825 and ask
for her assistance.

Understand that some families may not want usyasathing to the Campus
Community except the fact that the employee paas&y and worked at KPC from
when to when. We must honor their wishes.

If the media call, take their question(s) andttefim you will have to get back to
them. Then call the family and ask if they wantadl the media back or if they want
you to respond. If they would like you to respoimdiprm the family of the questions
the media asked and ask them for answers theyarodable with you providing.
Many times a family will have a designated spokespe who will answer such
guestions.

15.1f you need assistance in writing the email nadifion to the Campus Community for
either a student or employee death, contact Suerglck and she will assist. If she is
not available, call Kristin DeSmith at 786-12632&0-1825.

16.We do not send out news releases regarding a stademployee death.



APPENDIX A: Phone Tree
KPC Kenai River Campus

Phone Tree for Emergency Notification or Closure
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Supervisors are also responsible for calling theistudent workers.



APPENDIX B: Emergency Numbers
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VI.

APPENDIX C: Use of the AED Machines

AUTOMATIC EXTERNAL DEFIBRILLATOR MACHINES

KRC is equipped with ten Automatic External Defilatior (AED)
machines. These machines can restore normal lgdnim in victims of
sudden cardiac arrest. Cardiopulmonary resusaitatione cannot
restore normal heart rhythm in this event.

Sudden cardiac arrest occurs hundreds of timey aatass the U.S. If
a staff, faculty member, or student is sufferingfva suspected heart
event,

EVERY SECOND MATTERS.

Members of the ERT are trained in the use of trasimime. CONTACT
AN E.R.T. MEMBER IMMEDIATELY if you suspect a hetaevent

may be involved, and continue to follow proper maares as detailed in
this manual.

One AED machine is located in the McLane Buildiagross from the
main entrance to Campus Services. The other isddaa the Ward
building near the Elevator. In the Residence HeliDs are mounted
near the elevator and in the stairwell at the drtti@long wing on both
floors. In the CTEC Building there is an AED iret@ommons Area on
the first floor outside the faculty offices and nd#e elevator on the
second floor. An alarm will sound if the box isemed. The AED
machine is not intended for use by anyone withlb@tdroper training.



VII. APPENDIX D: Bomb Threat Check Lists

It is each Supervisor’s responsibility to keep saadailable near all department phones. Please pri
these as needed.

BOMB THREAT CHECK LIST

INSTRUCTIONS:

Be courteous, listen, and do not interrupt theecallmessage. Do not hang upather as much
information as possible then bring this form wittuywhen you evacuate the building.

DATE: [ 1 CALL BEGAN: a.m./p.m.CALL ENDED:
a.m./p.m.

CALLER’'S EXACT WORDS:

QUESTIONS TO ASK CALLER:

When is the bomb going to explode?

Where is the bomb now?

What type of bomb is it?

What does it look like?

Did you place the bomb & why?

What is your name and call back number?

Where are you?




TRY TO DETERMINE THE FOLLOWING:

CallerIls: _ Male __Female __Adult  __Juvenile _Child (age/years):
Voice: __Loud __Soft __Low __High _ Raspy _ Pleasant
__Intoxicated
___Familiar Voice:
__Other (describe):
Accent: __Local __Regional (describe):
__Foreign (country/region):
Speech: _ Fast __Slow __Distinct __ Distorted tutter _ Nasal
__Lisp
__Excellent  Good _ Fair ___Poor __Foul
_heét (describe):
Manner: __ Calm __Angry __Rational __Irrational _Coherent __Incoherent

__Deliberate __ Emotional __ Righteous __ Laughing

__Other (describe):

BackgroundNoises: __Traffic __Trains __Planes __Street
__Voices __Music __Party __ Bedlam __Animals
__Office Machines __Factory Machines __ Quiet

__Other (describe):




VIII.

APPENDIX E: Quick Classroom Procedures
ALL INSTRUCTORS PLEASE READ:

Emergency Procedures in Case of Classroom lliness lmjury

STEP_ 1 If anyone, student or instructor, is in needmokegency assistance—if they have passed out
(fainted), are unconscious, have difficulty breagfior any reason, are experiencing chest paies, ar
confused/disoriented, or are bleeding profusdlywediately call 9-1-1 (please note that from a KRC
office phone, this would be 8-9-1-1).

You will never be penalized for calling Emergencedital Services. Let trained emergency medical
personnel make the decision whether or not theviithalal requires emergency treatment.

Every semester, make note of the telephone nearestlassroom. Most students and instructors have
cell phones and there are phones located in thenoonareas of the campus, from which you can dial
emergency services (8-9-1-1).

STEP 2:Contact Campus Services: Extensi¥3300r 262-0330.

Several Campus Services employees are members KRG Emergency Response Team: Bill Howell,
Bettina Kipp, Chris Stuive, , Sue Lee, Dave Atclmeand Curt Wallace. They will contact others ttphe
with the situation.

If it's after 5pm: Contact the Evening Coordinatibgve Atcheson, at extensi@i346or Cell #:398-
4216.

If there is a situation that does not appear tarbenmediate medical emergency: the ill or injupedson
is conscious, skin color looks good, and breathimgears to be normal, skip Step 1 and call Campus
Services first.

Other members of the KPC Emergency Response TeanPaul Perry (Paramedic), David Wartinbee
(Paramedic), Kathy Becher (Nurse-Practitioner) eafan Zimpelmann, Phillip Miller, Pamela Ward,
Dave Stang, Tiffani Perry (Paramedic), Eileen Rsemtand Gary Turner.



IX.  APPENDIX F: After Hour Power Outage Notification Process

B

From 5-10 pm, Monday — Thursday, contact Dave Atohg2-0346 or 398-4216) who will
contact a Facilities representative.
After 5 pm on Friday and during open hours on $tys, contact the on-campus facilities
representative.
When the campus is closed, contact one of thevidtip Facilities representatives in the order
below:

a. Dave Stang—398-0119, 262-9129

b. Ty Kerley—252-9289, 260-2643

c. Phillip Miller—394-3040, 240-4989

d. Pam Ward— 394-4742

e. Gary Turner—262-2366, 252-7479
Facilities will contact HEA.
If the outage is expected to last more than 30 temafter 5 pm, Dave Atcheson will contact in
the following order.

a. Gary Turner-262-2366, 252-7479

b. Paula Martin—283-1011, 723-6874

c. Curt Wallace—283-9350, 398-9181

d. Bill Howell—262-4003, 394-2175
One of these individuals will determine if therdlwie a campus closure if the emergency
generator system(s) does not operate. Main cartipai§;areer & Technical Education Center
and housing each has their own backup generattamgs If the campus is to be closed, the
individual making that decision shall notify the BAChancellor, the Chancellor's Cabinet, UAA
Office of Emergency Management, & the KBC Director.
If the outage is expected to last more than 2 handsthe main campus generator does not work
properly, contact Kathy Becher at 252-6812. Shg haave to make arrangements to safeguard
refrigerated vaccines.
If there is staff on site AND the generators amniaog, Facilities will monitor the generators.
If there is no staff on site, or the generatorg’areinning contact a Facilities representativee(se
above) and an IT Services representative in therdrelow:

a. Mark Jensen—953-9378, 262-3524

b. Don Eide Jr.—283-4945

c. Andy Pfeiffer—260-4788



X.  APPENDIX G: Data Security During Emergencies

In the event of a serious and sustained campusgemey, IT personnel will take the following steps t
maintain data security and survivability when diegcby either the College Director or his designee:

Secure electrical power to the server rooms, aft@ntrolled server shutdown (if feasible).
Secure cooling water to the server rooms, afteresshave cooled (if it is feasible to delay).
Physically remove servers to a secure locatiortaffipus if the physical structure of the campus
has been compromised by the nature of the casualty.

If the servers are removed and time and resousesi) remove other supporting equipment
from the server rooms to secure off campus storage.



XI. APPENDIX H: Campus Maps
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XII.

APPENDIX I: Email Notification of Student Death

Sample Notification Email to be Sent to Campus Gomunity

Dear KPC Community,

We are very sorry to report the death of KPC studehn Doe on Sunday due to a automobile
accident in Soldotna. John’s loss will be felt thghout the community.

KRC Counseling & Advising is visiting each of Jolrtlasses to speak with students and offer
referrals to see KPC Counselors Bettina Kipp andsC3tuive at any time in regards to this
tragic event.

Students, staff and faculty are welcome to visiti@eling & Advising in Campus Services, or
to call, or email the counselors. We encourageestis] staff, and faculty to use their resources
for support during this sad time.

Counseling & Advising contact information:

Bettina Kipp: 262-0334hkipplavea@kpc.alaska.edu

Chris Stuive: 262-033%jstuive@Kkpc.alaska.edu

Counseling & Advising Desk for appts: 262-038B¢_advising01@kpc.alaska.edu




