EMERGENCY PROCEDURES

QUICK REFERENCE GUIDE

	Emergency Contact
	

	Ambulance, Fire, Law Enforcement
	9-911

	Emergency Alert System Radio
	WWVA - AM 1170

	
	

	Law Enforcement Numbers
	

	West Liberty State College Police
	x8021 or 9-911

	Ohio County Sheriffs Department
	9-911

	West Liberty Police Department
	9-911

	West Virginia State Police - Wheeling
	238-1100

	Bureau of Alcohol, Tobacco, & Firearms
	232-4170

	Department of Environmental Protection
	238-1075

	FBI - Wheeling
	232-2980

	FBI
	877-999-5372

	US Marshal Service - Wheeling
	232-2980

	US Secret Service
	304-347-5188

	US Postal Service
	232-4850

	
	

	Health Resource Phone Numbers
	

	Ohio County Health Department
	234-3682 

	 
	233-3000

	Wheeling Hospital
	243-3000

	Ohio Valley Medical Center
	234-0123

	
	

	Fire and Rescue Phone Numbers
	

	Hazardous Materials Response
	234-3695

	West Liberty Fire Department
	336-7500

	Wheeling Fire Department
	234-3711

	West Virginia Fire Marshal (Arson Hotline)
	800-233-3473

	
	

	Other Important Phone Numbers
	

	Ohio County Emergency Management Agency
	234-3756

	National Response Center 
	800-424-8802

	(Chemical/Oil Spills and Chemical/Biological Terrorism)
	 

	National Response Center 
	800-642-3074

	(State Emergency Spill Notification)
	 

	American Red Cross - Ohio Valley Chapter
	232-0711

	Salvation Army - Wheeling Corps
	233-4400

	 
	233-4401

	WV Department of Highways - Ohio County
	238-1202

	WV Department of Highways - Interstate
	238-1065

	Family Services
	233-2350


Upon Receipt of Bomb Threat:

1. Use Bomb Threat Checklist form.

2. Contact Campus Police (x8021 or 9-911)

3. Evacuate building to destination point if requested.

4. Do not handle, move, or approach any suspect explosive device in any way for any reason, if found, contact Campus Police.

BOMB THREAT

Suspicious Weapons:

1. Remain Calm

2. Do not draw attention to the weapon.

3. Get help.  Contact Campus Police (x8021 or 9-911).

4. Do not agitate the potential attacker.

5. Do not handle the weapon.

SUSPICIOUS WEAPONS

Hostage Situation:
1. Call Campus Police (x8021 or 9-911)

2. Evacuate all persons not involved with the situation to a more remote and safe area.

3. DO NOT ATTEMPT TO NEGOTIATE.

4. If possible secure/lock all interior and exterior doors.

HOSTAGE SITUATION

Gunshots in Hallway:

1. Remain Calm.

2. Call Campus Police (x8021 or 9-911)

3. In a classroom or office, protect yourself and those around you by keeping everyone in the room and immediately securing the door.

4. In the hallway or public areas, evacuate through exits away from the sound of gunfire.

5. Keep out of sight.

6. Remain on the phone with Police and do not enter the hallway until Police Officer signals all clear.

GUNSHOTS IN HALLWAY

Weapon Attacks on You

1. Remain Calm.

2. Call Campus Police (x8021 or 9-911).
3. Try to stall.

4. Knife, scissors, or other stabbing device.
a. Create distance between you and the attacker.

b. Place an object between you and the attacker.

c. Keep your body perpendicular to the attacker.

5. Gun

a. FREEZE in a non-threatening position.

b. Communicate with the attacker.  Call by name if known.

c. DO NOT agitate the attacker.

WEAPON ATTACKS ON YOU

Unwanted Intruder:

Definition: Person who has no business on premises
1. Notify Campus Police (x8021 or 9-911).

2. Determine location of intruder.  Trespassing is a misdemeanor or felony, depending on location of the intrusion.

3. Determine the extent of the crisis.

4. Isolate the area if possible.

UNWANTED INTRUDER

Weapons on Campus:

1. Remain calm and assess the situation.
2. Call Campus Police (x8021 or 9-911).

3. Provide as much information as possible.  Prepare to act as a liaison and resource between department and police.

4. Gather as much detailed information as possible.  Try to determine:

a. Location, identity, and detailed description of individual.

b. Location and description of weapon.

c. Any pertinent background information on individual,  including possible reason for carrying a weapon.

WEAPONS ON CAMPUS

Shootings/Injuries/Attacks

1. Call Campus Police (x8021 or 9-911)

2. Determine if the perpetrator is still on the premises.

3. Be prepared to give description of perpetrator and whether a weapon was displayed.

4. Determine the number of victims and identify witnesses. (VERY IMPORTANT).

5. Follow-up announcements will be necessary to keep everyone informed.  Prepare a general statement of the facts.

6. Implement necessary first aid procedures through trained staff.

7. Record all significant events, actions, and individuals that are involved.

8. Keep staff informed through a memo or emergency staff meeting.

9. Crisis counseling for any staff may be needed.  Re-open building as soon as possible.

10. Call emergency staff meeting.

11. All media comments are to go through Tammi Secrist, Director of Public  Relations.

SHOOTINGS/INJURIES/ATTACKS

FIRE:

Person discovering fire or smoke:

1. Sound Fire Alarm.
2. Call 911 and Campus Police (x8021).

Everyone:

3. Evacuate.

4. Account for all building occupants.

Person making the 911 call should calmly and clearly state:

1. The name of the caller.

2. The building name and address.

3. The exact location of the fire.

FIRE

Death or Injury on Campus by Violence:

Whenever a staff member, student, or visitor on campus is injured by violent action, the following procedures should be followed.

1. Notify Campus Police (x8021 or 9-911)

2. Determine injuries and provide first aid as necessary.

3. Restore calm by having students, staff, and visitors go to a designated area away from injured.

4. Assess extent of situation by determining who was involved or committed the act.

5. Evacuate if necessary.

Questions to consider:

A. Is it safe?

B. How many victims?

C. Mechanism involved in accident?

D. Exit route for foot traffic?

E. Write down everything when possible, do not rely on memory alone.

DEATH/INJURY ON CAMPUS BY VIOLENCE

Evacuation – On Site
1. Call Campus Police (x8021 or 9-911)
2. Be prepared to evacuate area in an orderly manner should circumstances dictate such.

3. Building will be evacuated according to evacuation plans.

4. Do not stop to take personal possessions.

5. When out of building, stay a safe distance from the building and out of the way of emergency personnel.

6. Account for all building occupants.

EVACUATION – ON SITE

Evacuation – Off Site

1. Account for all building occupants.

2. Make a roster of all persons present while in transit.

3. Keep all students, staff, and visitors together at destination point.

4. Account for all students, staff and visitors.

5. Release students from off-site destination only upon completion of an appropriate release form.

EVACUATION – OFF SITE

Natural Gas Leakage in the Building:

DO NOT USE ELECTRICAL DEVICES UNDER ANY CIRCUMSTANCES.  This includes telephones, portable radios, the fire alarm system, cell phones, light switches, motorized wheelchairs, and anything else that may possibly cause an electrical spark.

1. Evacuate the facility using a verbal notification process.
2. Notify Campus Police (x8021) from an outside phone source. (Campus Police will notify Maintenance).
3. Account for all building occupants.
4. If accessible, close the main gas valve.
NATURAL GAS LEAKAGE IN THE BUILDING

Shelter in Place:

1. Shut and lock all doors and windows.
2. Turn off air handling equipment. (AC/Heat)
3. Go to the sheltering area.
WHEN IN SHELTER AREA:

1. Seal windows and vents with plastic and duct tape.
2. Seal all but one door with plastic and duct tape.  Seal one door on top and sides with plastic and duct tape, and on the bottom with wet towels.
3. Account for all students, staff, and visitors.
4. At announcement, evacuate the building.  Do not re-enter the building until all clear has been given.
SHELTER IN PLACE

Tornado

TAKE SHELTER
Basement areas are best.  Lowest level floors need to be used where basements will not accommodate the need.

Use hallways or rooms without windows or glass.
If necessary to use rooms with windows, open the windows.

Wide roofed areas (Auditorium, gymnasium, other large rooms) should not be used.

TORNADO
Accident/Serious Illness/Injury/Medical Emergency

Definition:  Emergency where one or many are sick or injured.
Immediate concern is to aid the injured or sick.  Medical emergencies and accidents can occur at any time and may involve a student, visitor, or employee.  Some emergencies may only require first aid care, while others may require immediate attention.  When in doubt, it is better to call Campus Police at 8021 or 9-911.

Steps of Action:
1. Notify the Campus Police (x8021).  They will contact 911 if needed.
2. Assess the scene.

a. Is it safe?

b.  How many victims?
c. Mechanism involved in accident?
d. Safe exit route for foot traffic?
e. Safe and immediate entrance for law enforcement and emergency vehicles?
f. Write down details if/when possible.  Do not rely on memory alone.
ACCIDENT/INJURY/MEDICAL EMERGENCY
Biological Attack

During a biological attack:

In the event of a biological attack, public health officials may not immediately be able to provide information on what you should do.  It will take time to determine what the illness is, how it should be treated, and who is in danger.  Watch television, listen to radio, or check the Internet for official news and information including signs and symptoms of the disease, areas in danger, if medications or vaccinations are being distributed, and where you should seek medical attention if you become ill.

The first evidence of an attack may be when you notice symptoms of the disease caused by exposure to an agent.  Be suspicious of any symptoms yo notice, but do not assume that any illness is a result of the attack.  Use common sense and practice good hygiene.

If you become aware of an unusual and suspicious substance nearby:

1. Wash with soap and water.
2. Contact Campus Police (x8021 or 9-911).
3. Seek medical attention if you become sick.

If you are exposed to a biological agent:

1. Remove and bag your clothes and personal items.  Follow instructions for disposal of contaminated items.
2. Wash yourself with soap and water and put on clean clothes.
3. Seek medical assistance.  You may be advised to stay away from others or even quarantined. 

BIOLOGICAL ATTACK

BOMB THREAT CALL CHECKLIST
1. When is the bomb going to explode? _____________________________________________________
2. Where is the bomb located? ____________________________________________________________

3. What does the bomb look like? __________________________________________________________
4. What kind of bomb is it? _______________________________________________________________

5. What will cause the bomb to explode? ____________________________________________________

6. Did you (the caller) place the bomb? ______________________________________________________
7. Why did you (the caller) place the bomb? __________________________________________________
8. What is your name? ___________________________________________________________________
9. What is your address?  Where do you (the caller) live?  _______________________________________

____________________________________________________________________________________

Caller Information:

Gender: _______
Age: ________
Race:_______________
Length of Call: _________________

Caller’s Voice:

	Accent
	Angry
	Calm
	Clearing Throat

	Cracking Voice
	Crying 
	Deep
	Deep Breathing

	Disguised 
	Distinct
	Excited
	Familiar

	Laughing
	Lisp
	Loud
	Nasal

	Normal
	Ragged
	Rapid
	Raspy

	Slow
	Slurred
	Soft
	Stutter


Notes: ____________________________________________________________________________________________

__________________________________________________________________________________________
BOMB THREAT CHECKLIST

