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PURPOSE

The fundamental purpose of this plan is to establish procedures and an organizational hierarchy for the rapid and
effective response to all categories of campus emergencies, ranging from individual departments or building
incidents, to catastrophic events involving the entire campus or surrounding community. The college is committed
to protect its faculty, staff, students, visitors and property, while maintaining an environment suitable for the
orderly conduct of its educational, cultural and mission functions. Thus the college must be prepared at all times
to respond to situations that would adversely affect the ability to fulfill those responsibilities.

While the plan cannot cover every emergency situation, it does supply the basic guidelines necessary to cope
with most campus emergencies. The organizational structure of the Emergency Response Plan is also intended
to allow responsible college officials the flexibility to respond to an incident as it potentially escalates in severity,
and to give them the control necessary to direct all campus operations in coordination with outside emergency
responders or response agencies.

SCOPE

These emergency response and crisis protocol procedures apply to all personnel, buildings, and grounds which
are owned, leased or operated by North Idaho College, including the W orkforce Training Center in Post Falls, the
ABE/GED Center in Coeur d’Alene, as well as all distance education centers in Kellogg, Ponderay and Bonners
Ferry.

Nothing in this plan shall be construed in a manner that limits the use of good judgment and common sense in
matters not foreseen or covered by the elements of the plan or appendices hereto. In addition, in the case of
extraordinary, widespread or catastrophic events, this plan and organization shall be subordinate to the applicable
state or federal governmental authorities having legal or assigned responsibility for the type of incident occurring.
Also it is recognized that the college will plan for significant cooperation with and dependence on the State of
Idaho Department of Homeland Security and various other local, state or federal emergency response entities.

The Emergency Response and Crisis Protocol plan fulfils North Idaho College’s responsibilities to comply with
applicable statues and directives including the State of Idaho Disaster Preparedness Act and Executive Orders
2001-13 and 2004-04, dealing with Preparedness, Response and Recovery functions of State Agencies in
support of Local and State Government prior to and during emergencies and disasters.

AUTHORITY AND DUTY TO IMPLEMENT

The college’s Emergency Response Plan is promulgated under the authority of the President of North Idaho
College and only the President or designee is authorized to declare a state of emergency at NIC.

The President’s cabinet and designated senior staff will be responsible for all decisions, resource allocation,
emergency response and recovery actions during and following any emergency, crisis or disaster. They shall
make and/or approve all emergency or crisis response decisions, priorities and strategies for the college as
necessitated by the situation at hand and based on economic, political, legal or other implications of both the
actual or potential threat. However, nothing in the duty checklists shall be construed in a manner that limits the
use of good judgment and common sense on the part of an individual member in dealing with the details of the
emergency, crisis or disaster at hand.

The plan shall be subsequently deactivated by the President or designee when all phases of managing the
emergency have concluded.
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Section A
Primary Emergency Contact Numbers

(o) = Office (h) = Home (c) =Cell

CAMPUS SECURITY 769-3310
MIKE HALPERN

Director of Facilities Operations

RON DORN
Vice President for Resource Management

SHELDON NORD
Vice President for Student Services

(Vacant)
Vice President for Planning & Instruction

MARK BROWNING
Vice President for Community Relations & Marketing

GARRY STARK
Assistant Director of Facilities Operations

BOB THOMSON
Lieutenant of Security

PAT MURRAY
Sergeant of Security




SECTION B

Emergency Contact Numbers — President’s Cabinet

(o) = Office (h) = Home (c) =Cell
NAME POSITION DEPT PHONE
Priscilla Bell President President’s Office
Ron Dorn Vice President Resource Management

Sheldon Nord

(Vacant)

Mark Browning

Steve Ruppel

Wade Larson

Al Williams

Rayelle Anderson

Shannon Goodrich

Vice President

Vice President

Vice President

Director

Director

Director

Director

Sr. Exec. Assistant

Student Services

Office of Instruction

Community Relations &

Marketing

Information Technology

Human Resources

Athletics

Development &

Foundation

President’s Office




Section C
Emergency Contact Numbers — by Department

Athletics College
Relations eLearning &
Outreach Facilities
Operations Human
Resources Information
Technology
Lakeside Center/Children’s Center
Library Student Services
Workforce Training Center

(c) =Cell (h) = Home (0) = Office

ATHLETICS:

Al Williams Director Athletics
Patty Stewart Coordinator Athletics
Randy Boswell Athletic Trainer Athletics

COMMUNICATIONS & MARKETING :

Erna Rhinehart Director Communications
& Marketing

Stacy Hudson Public Information Communications
Coordinator & Marketing

elLearning and Qutreach :

Jamie Green Director elLearning and
Outreach

Christine Callison Coordinator/Bonner’s Ferry elLearning and
Center Outreach

Mary Gustafik Coordinator/Ponderay elLearning and

Center Outreach



Becky Powers

Coordinator/Silver Valley
Center

FACILITIES OPERATIONS :

Physical Plant On-Call Phone Number

elLearning and
Outreach

Mike Halpern

Garry Stark

Bill McElver

Bob Thomson

Pat Murray

George Myers

Diane Rininger

Duffy Taylor

Charlotte Warren

Toni Kirsch

Rebecca Goodwin

HUMAN RESOURCES:

Wade Larson

Karen Hubbard

Erin Norvell

Director

Assistant Director

Manager

Lieutenant

Sergeant

Supervisor

Coordinator

Supervisor

Sr. Admin. Assistant

Admin. Assistant

Switchboard Operator

Director

Generalist

Sr. Admin. Assistant

Facilities Operations

Facilities Operations

Physical Plant

Security

Security

Transportation

Parking

Landscape Services

Facilities Operations

Facilities Operations

Facilities Operations

Human Resources

Human Resources

Human Resources



INFORMATION TECHNOLOGY:':

Steve Ruppel Director Information Technology

Paul Swaim Manager of Networking Information Technology
Technology

Steve Smith Manager of User Services Information Technology

Melissa Jessen Sr. Admin. Assistant Information Technology

L AKESIDE CENTER/CHILDREN'S CENTER

Jolie W englikowski Director Children’s Center

Keira Yetter Sr. Admin. Assistant Children’s Center

LIBRARY :

Ann Johnston Technical Services Librarian Library

Andy Finney Coordinator of Learning Library
Technology

Nancy Edwards Sr. Admin. Assistant Library

STUDENT SERVICES:

Linda Michal Dean of Students Student Services

Alex Harris Assistant Dean of Students Student Services

Dean Bennett Director Student Activities

Janet Pedersen Manager Dining Services Auxiliary Services

Paula Czirr Coordinator Residence Life Auxiliary Services



Sally Hinders Director Student Support Services
Academic Advising Services

Lynn Covey Executive Asst. to the V.P Student Services
Sharon Bullock Director Center for Educational
Access

Tami Haft Director Admissions
Registrar Registrar’s Office

Merilyn Hardy Coordinator Testing Center

Matt Sebby Student Union Manager Auxiliary Services

Bill Semmler Manager/Bookstore Auxiliary Services

Lanny Stein Director Auxiliary Services

Evanlene Melting Tallow American Indian Student Services
Student Advisor

Justin VanEaton Director Auditorium

WORKFORCE TRAINING and COMMUNITY EDUCATION :

Mike Mires Dean of Professional, Technical & W orkforce Education

Beverly Hawker Workforce & Community Workforce Training
Education Coordinator

Bill Jhung ISBDC Regional Director Workforce Training

Marie Price Workforce & Community W orkforce Training
Education Director

10



Colleen Hoffman Customized Training Coordinator

Heidi Schrader Account Technician

Workforce Training

Workforce Training

Lewis-Clark Complex Coeurd’ Alene :

Cyndie Hammond Executive Director

Rocky W. Owens Associate Director-Student Services

Lewis-Clark, CDA

Lewis-Clark, CDA

11



Section D
Building Leaders See Responsibilities Tab 2 Section D Page 19

ABE-GED Center Rex Fairfield
Vicki Morgan

Bonner’s Ferry Center Christina Callison

Boswell Hall Max Mendez

Justin VanEaton

Christianson Gym Patty Stewart
Al Williams
Fort Sherman Officers’ Quarters Bill McElver

Dave Stewart

Facilities-Operations Charlotte Warren
Sharon Malone

Hedlund Building Doug Anderson
Gayne Clifford

Industrial Arts Bill McElver
Dave Stewart

Kildow Hall Dalona Lee
Michele Jerde
Lakeside Center Jolie W englikowski

Kiera Yetter

Landscape Services Duffy Taylor
Alan Wetsch

Lee Hall Sarah Garcia
Kecia Siegel

Lee Hall Annex Bill McElver

Dave Stewart

Maintenance Shop Tom Wuest
Toni Kirsch
McLain Hall Bill McElver
Dave Stewart
Meyer Health & Science Building Lita Burns
David Abshere
Molstead Library Ann Johnston
Nancy Edwards
Ponderay Center Mary Gustafik

Annette Gardiner

12




-

Post/Winton Hall

Ramsey Technical Building

Residence Hall

River Building

Seiter Hall

Sherman Building

Siebert Hall

Silver Valley Center

Student Union

Timber Hall

Workforce Training Center

Leaders

Patty Stewart
Paul Manzardo

Brian Coons

Paula Czirr
Lanny Stein

Steve Tudor
George Myer

Sharon Daniels-Bullock
Marlene Spencer

Wade Larson
Chris Pfeiffer

Steve Baum
Paul Swaim

Becky Powers
Lanny Stein
Matt Sebby

Merilyn Hardy
Michele Jerde

Heidi Schrader
Marie Price

13



Section E
Emergency Contact Numbers — Off-Campus Resources

Central Dispatch (for Non-Emergency Reporting) 446-1854
Coeur d’Alene Police Department 769-2320
FBI (Local) 664-5128
FBI (Salt Lake City) 801-579-1400
Fire Department 769-2340
Idaho State Police Emergency 209-8730
Non-emergency 209-8620
Idaho Poison Control Center 800-860-0620
Kootenai County Office of Emergency Management 446-1775
Kootenai County Sheriff Department 446-1300
Kootenai Medical Center 666-2000
Mental Health Services 769-1406
Panhandle Health District 415-5100
Post Falls Police 773-3517
Rape Crisis Line 664-9303
The Women'’s Center 664-9303

14
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Tab 2
Section A
First Reporting Steps

Whenever a crisis occurs, the following steps regmeéwhen the College Senior Staff should be
informed and &risis Response TeaniCRT) formed.

1.

2.

Request emergency personnel by calling 911 emdve by-standers to a safe place.

As soon as possible, report the situation tgpes/isorAND campus security
Depending on the crisis, the supervisor may wabetpresent to assist with decisions.
All situations listed in Tab 4, Page 2&quire that you inform your supervisor.

The staff member (if the supervisor is unavddalihe supervisor, and/or Campus
Security inform a member of Senior Staff of thesisrin the order below. Phone
Numbers are listed in Tab 1, pages 5-13.

Vice President, Resource Management Ron Dorn
Vice President, Student Services Sheldon Nord
Vice President, Planning & Instruction (Vacant)

Vice President, Community Relations & Marketing KM&rowning
Director, IT Steve Ruppel
Director, HR Wade Larson
Director, Athletics Al Williams
Director, Foundation Rayelle Anderson
Director, Facilities Mike Halpern
Assist. Director, Facilities Gary Stark
Lieutenant, Security Bob Thomson
Sergeant, Security Pat Murray

The Senior Staff member will inform the Presidendesignee.

The President or designee will determine a Gfdér as outlined in

Tab 2, Section B, Page 17

The CRT Leader will put together the CRTeamuwred in

Tab 2, Section B, page 17.

The CRT will implement responsibilities outlinedTab 2, Section C, Page.18

16



TAB 2
Section B
Composition of Crisis Response Team (CRT)

A CRT will have the following components:

Crisis Team Leader
Instruction Officer
Administrative Officer
Public Information Officer
Student Services Officer
Ad Hoc Area-Specific Member
Crisis Recovery Unit Leader

In the event of a crisis, CRT leaders will be deaitgd by the President or his designee.
Generally, and if available, a Crisis Team will iahder the leadership of a Vice President or the
Director of Facilities.

Officers in the team will be designated as indiddielow. CRT leaders will hand pick their
team members.

1.

Instruction Officer
Will be staffed by a member from the Division afrmction OR the Registrar’s Office

Administrative Officer
Will be staffed by a member from the Division adddRece Management

Public Information
Will be staffed by a member from Community Relafigiarketing OR the President’s
Office

Student Services
Will be staffed by a member from the Division ofd8ht Services

Ad Hoc Area-Specific Member

Crises may happen within particular programs sushAghletics, at a satellite location
(e.g. Bonner's Ferry), or on a field trip. The ftelosest to the situation may be vital to
the successful management of the crisis. As thelGRT Leader will determine
additional appropriate members of the CRT as needed

Crisis Recovery Unit (CRU) Leader

As outlined in Tab 5, Appendix 3, Page 55, the @Rider will be a member of the
Crisis Response Team, take direction from the @Rddr, and activate the CRU based
upon the plan developed by the Crisis Response.Team

17



TAB 2
Section C
CRT Responsibilities

After being formed, the CRT should:

1.

Notify appropriate emergency services (e.g.icpofire, medical) and respond to their
needs.

Gather information on the situation and persowslved.

Determine the impact of the incident on the gessnvolved. Each CRT Officer will be
responsible for managing the impact as it relaigbeir area.

Maintain a calm and informed community. Thed&/Rresident for Community Relations
& Marketing or, in his/her absence, the DirectoCaimmunications & Marketing, is the
official voice of the college to all media.

Notify appropriate entities on a need-to-knowiba

Engage support to the community in the afterno@#hcrisis. The Crisis Recovery Unit

will be activated for this purpose. See Tab 5, Ame 3, page 55 for the structure and
purpose of this team.

18



TAB 2
Section D
Building Leaders

Each building will have a designated Building Ledsle These persons will be trained in and
are responsible for:

Disseminating information about crisis tramin

Developing a system for informing occupantsheir building during a crisis
Disseminating informatioDURING a crisis

Coordinating a building evacuation

Performing yearly inspections of crisis-rethbeiilding issues

arwnE

Building Leaders, their phone numbers and areasspionsibility can be found in Tab 1, pages
12-13:

19
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TAB 3
Section A
Introduction

When a disaster occurs on or near campus, the casmould be able to respond immediately to
meet the needs of the affected community. NIC gerery Operations begin when we face a
major disaster. The President or designee, inuttat®n with the rest of the senior staff, makes
the decision to begin Emergency Operations

Emergency Operations should be established amedtin this chapter. Operations can be
established anywhere as long as it has enough faotine following four functions:

1. EMERGENCY OPERATIONS COMMAND CENTER (EOC)
An office where official information and activityecoordinated
e Primary Facility: Facilities-Operations (701 BnAve.)
e Backup Facility: Student Union"2Floor

2. SHELTER
Healthy individuals are relocated to the shelterpimssible overnight
accommodations
Primary Facility: Student Union, Basement
Backup Facility: Gymnasium

3. TRIAGE
Injured individuals are relocated to Triage foristssce if transportation
to a medical center is not possible.
Primary Facility: Meyer Health & Sciences Bldg
Backup Facility: River Building (905 River Ave.)

4. FOOD-SUPPLY DISTRIBUTION (FSD)
Food and supplies for shelter operations are coateld here
Primary Facility: Student Union>Floor
Backup Facility: Hedlund," Floor, Culinary Arts Kitchen

21



TAB 3
Section B The
Black Box

A black box exists in eight locations to help tleaisr college official with Operations. It
contains necessary supplies and information abpet&dions and each box is identical. The
black box can be found in:

The President’s Office (Sherman 101)

The Vice President for Resource Management Offiggd 111B)

The Vice President for Community Relations & Matikg Office (Sherman 102)
The Vice President for Instruction Office (Molate252D)

The Vice President for Student Services Offidd B200A)

Facilities Operations Office , (104)

Security Lieutenant Office (Facilities-Operatip064)

Security Sergeant Office (Security/Parking Bltig4)

Information Technology Office (Siebert 153)

AN N N N NN NN

TAB 3
Section C
Emergency Operations Leadership

Each of the four Operations areas on page 21 exjait Area Leader. The senior college
official on site is théncident Commandeand should designate a leader to coordinate and
organize the Emergency Operations Command Certielte, Triage, and Food/Supply
Distribution.

22



TAB 3
Section D
Emergency Operations Command Center (EOC)

STAFFED BY: Members of the Division of Resource Management
This is the hub of all information gathering andpense coordination.

STEP 1: Retrieve the BLACK BOX (Section B, this Jaln extra set of crisis manuals, the
command hierarchy outline, and instruction shemtgéch functional area are in the box.

STEP 2: Designate an EOC Area Leader. The Areadreadconjunction with the Incident
Commander, should designate additional area ledaletise Shelter, Triage, and Food & Supply
Distribution. Write these names on the commandanéy sheet, located in the black box, and
distribute the laminated instruction sheets to daela Leader.

STEP 3: Oversee the designation of people to ffthid remaining positions on the Command
Hierarchy Sheet.
STEP 4: Designate someone to be responsible foegag information on the crisis. What does

the Fire department say? What does the Police thepat say? How soon will Medical
personnel be here?

STEP 5: Designate someone to gather the namepioddnand safe individuals. Triage and
Shelter Area Leaders should be doing this in thesa. A Master list should be kept by the EOC
and updated hourly.

STEP 6: Designate a College spokesperson. Thismpenidl make official announcements, and deal with
the press and in-coming phone calls. A press rdwnuld be designated. Let the campus operator
know where in-coming calls should be directed.

STEP 7: Designate someone to post hourly updatesiaie announcements to the Shelter.
Keep track of who is responsible for what areasgtiiicidents are currently being handled, and
contact information.

STEP 8: Keep the EOC staffed so as to answer qussdind make decisions about all areas of the
operation.

23



STAFFED BY:

TAB 3
Section E
Shelter

Members of the Division of Student Services

Non-injured individuals should be kept at the Strelintil alternative arrangements are made.

STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

STEP 6:

STEP 7:

STEP 8:

STEP 9:

Have a bull horn or sound system availaBlportable sound system is located in the
Student Union, Room 012. It needs electrical power.

Develop entrance and exit checkpoints.indlividuals entering the Shelter shoglume
in through one access point. All individuals leaythe Shelter should exit through a different
access point. Use the “Accountability Sheets” im Biack Box to manage this traffic flow.

Develop a list of all individuals who aregent and safe by having them sign in at the
entrance access point. Keep this list updated.

Develop a list of all individuals who ledtie shelter and their destination. Are they
coming back? When?

Gather volunteers if needed. Triage andl BoSupply Distribution may need assistance
as well.

Keep an eye out for individuals who mayphéeing a harder time than others and provide
what support you can. Individuals cope in differemlys to crises. Some may want to be by
themselves, others may want to talk in small groupssignate a group of peer counselors to
work with survivors.

Designate a Procurement Supervisor to wittkFood & Supply Distribution to think
about over-night needs (e.g., pillows/blanket)diavater distribution schedules, and restroom
facilities. Restrooms need to be restocked andhelkaSupplies are located...

Coordinate any space issues through the EOC

At such time that individuals have safagprt and a destination in mind, they nbay

released from the Shelter by informing the staffefr destination and route, and by signing the
check-out sheet.
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STAFFED BY:

STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

STEP 6:

TAB 3
Section F
Triage

Members of the Division of Instruction/Nursing
Members of Health Services
Members of Athletics

Designate a First Aid Supervisor, a Mor§upervisor, and a Procurement Supervisor.

Through Food & Supply Distribution, aspisicurement supervisor in acquiring
necessary supplies (i.e., first aid kits, blankeilfyws, water, towels, rubber gloves).
See Tab 5, Appendix 6, Page 58.

As injured individuals arrive, have someassign them to critical or non-critical care.
Depending on the nature of the disaster, non-afitiare usually involves minor bleeding, broken
bones, sprains, or any other medical necessitidstk not life-threatening. Critical care involves
heavy bleeding, unconsciousness, and other lifsathning situations. When faced with a
disaster, we may not have emergency personnelyeagiilable to help us determine an
individual’s status. The First Aid supervisor st (thopefully) have some experience with First
Aid.

Identify everyone in Triage and keep a endist of individuals and their injuries.
DO NOT remove bodies in the event of dahth,can only done under the direction of the

Coroner. Designate somewhere to keep these indilgaunce directed to do so. Rope off the
morgue area and keep curious individuals and asimahy.

At such time that an injured individual d3rbe released into EMS care, or 2) manage
without assistance, they may be released fromdridigdividuals not directed to the hospital for
further care should report to the Shelter.

25



TAB 3
Section G
Food & Supply Distribution (FSD)

STAFFED BY: Members of Facilities Operations
Members of Auxiliary Services

Tab 5, Appendix 6, page 58 of the crisis manutd kdl the supplies that NIC has on hand and wtierg are
located. Itis a critical resource for this ared arcopy of the manual can be found in the BLACKXBO

STEP 1: Designate someone to develop a mastef kstpplies that are needed for each area (e.g.,
for the Shelter, Triage, etc.). Each area show laaprocurement supervisor to assist.

STEP 2: Designate individuals to lead groups ohaws to gather supplies. Gather food stuffs into
FSD for latedistribution.

STEP 3: Develop a schedule of meal service andlalisibn of supplies.
STEP 4: Attempt to anticipate needs. FSD is the&kwore of Emergency Operations.

NOTES ON SUPPLIES:

NOTE 1: The Student Union is the main source for food siegplAn emergency set of keys to all storage

areas in the kitchen is located in the desk dramvBoom 121 of the Student Union. Otherwise,
security/facilities will have key access to allase

NOTE 2: There is enough food in storage to feed the cafgutdays.

26
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Introduction

Crises are managed in roughly the same mannerrdemey Operations begin for displacement
crises and a CRT is formed for non-displacemeestiAttempting to utilize the same model
over and over for different crises allows crisispense personnel to understand the basic
operations and to function more efficiently.

Each individual crisis in this section should cepend either with the development of a Crisis
Response Team (see Tab 2) or the beginning of EmeygOperations (see Tab 3). Note this at
the top of each section.

If the crisis corresponds to beginniBghergency Operations you will find TIPS for
helping you manage the crisis.

If the crisis corresponds to developin@asis Response Teamyou will find a 30-Minute,
3-Hour, 3-Day crisis management timeline.

TRAINING NOTE: A practical way to approach Criditanagement for either type of crisis is

to think in terms of time and the number 3. Thame@necessary steps in the first 30 minutes of a
crisis (the first 3), the first 3 hours of a crilse second 3), and the first 3 days of a cribis (

third 3). It is important to act within the fir80 minutes if you suspect a crisis situation.

This section is designed only to give general dinds and tips. It is not an exhaustive
description of how to manage each crisis. Belosvthe incidents covered in this section:

PAGE
e Shooting Protocol 29
e Bomb Threat Procedures 30
e Bomb Threat Checklist 31
e Death of Student 32
e Earthquake 33
e Fire & Explosion 34
e Gas Leak 35
e Hazardous Materials Protocol 36
e Hazardous Materials 37
e Health Hazard 38
e Shelterin Place 39
e Hostage Situation 40
e Kidnapping 41
e Mail Procedures 42
e Medical/Physical Injury 43
e Physical Assault 44
e Plane Crash 45
e Protests-Large Scale 46
e Rape/Sexual Assault 47
e Sexual Harassment 48
e Storm (Power Outages) 49
e Suicide (Successful) 50
e Suicide (Unsuccessful) 51
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SHOOTING PROTOCOL

The Coeur d’Alene Police Department has reviewetlaarhorized this procedure.

When it becomes known that an individual with a gurhas threatened the campus, please
follow these steps immediately:

1. Call 911
2. Call campus security (769-3310). Inform thenthef location of the gunman.

Campus Security will:
1. Initiate a phone call to all President’s Cabideimbers indicating:
Name of building where gunman is located and any ber details that may be known.

2. Bring radios and available personnel to the camahpost.
e For this event, the command post will be Fac#i@perations Conference Rm 103
located at 701 River Avenue, unless Facilities1@pens is the effected building.
The secondary command post is Sherman Building.

President’s Cabinet members will:

1. Assemble at the command post.
2. Form and implement a Crisis Response Team (p@ge
3 Work with other Cabinet members to make theofeihg immediate decisions:
e Determine 2 police liaisons. One liaison will m#e police and stay with them.
One will stay with the CRT Leader at the NIC comih@ost. Call police dispatch @
911 to inform them of the name of college liaison.
e Determine if the Children’s Center should be ezed.
e Determine if incoming vehicular traffic should deerted.
e Determine if campus buildings should be locked dawevacuated.

At this point, the CRT leader and team will stantibbyeact to information gathered from the
police department.

29



BOMB THREAT PROCEDURES

The Coeur d’Alene Police Department has reviewetlaarhorized this procedure.

When it becomes known that NIC has received a bomhreat, please follow these steps
immediately:

1. Call campus security (769-3310). Inform thenthef location of the threat.
2. Complete the Bomb Threat Checklist on the nagep

Campus Security will:

1. Call 911 to ask for on-site police assistanddeat-acilities-Operations Bldg , 701 River
Avenue.
2. Initiate a phone call to all President’s CabiMetmbers indicating:

Name of Location of Alleged Bomb and any other detks that may be known.

3. Bring radios and available personnel to the camahpost.
e For this event, the command post will be the RaestOperations Conference Room,
701 River Avenue, unless Facilities-Operation$ésdffected building. The
secondary command post is Sherman Building.

President’s Cabinet members will:

1. Assemble at the command post.

2. Work with other Cabinet members to clarify:
a. Isthis a credible threat?
b. Should the building or the campus be evac®ated
c. Has the bomb threat checklist been completed?
d. What is law enforcement’s advice?

3. Form a CRT (Page 16) if necessary.

See next page for Bomb Threat Checklist
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BOMB THREAT CHECKLIST

EIRST
During the phone call, ask the following questionany order:

e Where is the bomb right now?

e What kind of bomb is it?

e What does the bomb look like?

¢ What will cause the bomb to explode?

When will the bomb explode?

Did you place the bomb yourself?

Why are you doing this?

What is your name?

What is your address?

How can someone contact you with more information?

SECOND
Write out the exact wording of the threat:

THIRD
Complete the following:

Sex of caller?

Length of call?

Number at which call was received?

Time?

Date?

Could you tell the origin of the call? (locainy distance, phone booth,

cellular)

Describe the voice on the phone:
man, woman, child
intoxicated, accent
speech impediment
calm, excited
interesting specific phrases used

8. Describe the background noise:
e music, children, TV, talking
e airplanes, horns, traffic, machines

clanking (restaurant?)

other

ok wnNE
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DEATH OF STUDENT

Requires forming a Crisis Response Team. See Tzdm2 16.

30-MINUTE RESPONSE

Call 911.
Remove survivors away from victim to a safe place.
Attempt to have someone who is emotionally stakdg with survivors.
Call Campus Security or Dept/Building Supervidorm CRT.
CRT should begin informing internal supervisorgfsof the College.
Attempt to obtain following information for emerygy personnel:
person’s name
on-or off-campus resident and their address
Roommates’ names
next of kin's name
witnesses
age/year in school
Manage crowds.

3-HOUR RESPONSE

Do NOT contact next of kin. Coroner must do this.
Set up a place where affected students can gg tzeswith friends, talk.
Activate the Crisis Recovery Unit (Tab 5, Append@i¥Page 55).

Formulate a campus response after coroner hasedatext of kin. This includes:

condolences from President to family

announcement to campus (usually via letter fronsiBest)
announcement to Community & College Relations

notification of appropriate faculty/staff

special attention to roommates and friends (1:droup counseling/grief
sessions)

3-DAY RESPONSE

Hold memorial service.

Secure belongings and pass to next of kin if Rewd Hall resident.
Continue counseling and observation of roommates.

Finalize transcripts, accounts, and bills (outdtag fees waived).
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EARTHQUAKE

TIP #1

TIP #2

TIP #3

TIP #4

TIP #5

TIP #6

TIP #7

TIP #8

TIP #9

Requires beginning Emergency Operations. See Tpads 21.

Determine the magnitude of the damage tegueand property.
Complete a quick check, look for structural damage
Look/Smell for gas leaks
Determine number and type of injuries
Begin Emergency Operations if TIP #1 seerisetcritical. Do not over-
react to earthquakes. Emergency Operations stbagjith only when it seems
there is imminent danger to building and lives.
Turn off gas mains. Do NOT light candledigs.
Wear closed-toe shoes and carry a flashlight
Stay away from power lines, trees, and wivalo

Wait for structural engineers to determimegrity of building before
allowing students/staff to return (if building seeuritically damaged).

Do not pull fire alarms if there is no firghis creates a secondary
diversion to the problem at hand.

Make sure to look under desks and beds wbarching for victims.

Check water and boiler systems. Water neagdmtaminated.
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FIRE & EXPLOSION

Requires beginning Emergency Operations. See Tpads 21.

TIP #1

TIP #2

TIP #3

TIP #4

TIP #5

TIP #6

TIP #7

TIP #8

TIP #9

TIP #10

Pull Fire Alarm.

Call 911 immediately & alert Campus Security.
Evacuate the building.

Close doors around the fire area to contain it.
Use stairwells, do NOT use elevators.

Ensure that AREA OF RESCUE points are checkeddosqns with disabilities,
and coordinate evacuation of individuals.

Secure the scene allowing no one into the aregpé¥aeergency Services
personnel. If smoke or flames are visible, thely ailow Fire Department
Personnel.

Campus Security will meet with incoming Emergeneyv&es to report on
searches and accountability for checking remainmggarched building areas.

Secure a staging area for Emergency Respondevatoae victims.

DO NOT turn off electricity or gas services unghuested to do so by
Emergency Services, then render requested as®stanc
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GAS LEAK

TIP #1

TIP #2

TIP #3

TIP #4

TIP #5

TIP #6

TIP#7

TIP#8

Requires beginning Emergency Operations. See Tpade 21.

Do NOT pull a Fire Alarm
Call 911 immediately & alert Campus Security
Evacuate the building securing the sceng aleaired by emergency services.

LEAVE light switches and electricity exacty they are. Coordinate turning off
gas with incoming emergency services.

Be careful of danger from possible explosiod being overcome by gas fumes

Check evacuees for dizziness and vomitfagt medical attention for potential
victims.

Coordinate with the Fire Department for Viatitng the building if needed.

Assist Fire Department if requested with@wmdo room search for unconscious
individuals — search teams should be in pairs sisgae.
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Hazardous Materials Protocol

Spills of toxic substances or accidents involving hazardous chemical should be resolved
immediately and reported to THE CHEMICAL HYGIENE BIEER, CAMPUS SAFETY
OFFICER, and Campus Security (769-3310) for docuatiem.

CHEMICAL HYGIENE OFFICER (CHO): DAVID F. ABSHERE
Office
Cell
Home

CAMPUS SAFETY OFFICER (CSO): GARRY STARK
Office
Cell
Home

Briefly, the overall steps of handling an accidarg outlined below.

1.

2.
3.

Notify 911 and Campus Security immediately, #rah evacuate the area. Do not
attempt clean-up of a hazardous material withoutcadrom emergency services.
Let emergency services evaluate the scene aig @ppropriate hazmat measures.

If a person has been splashed with a chemiakl9tl immediately.Follow the
chemical’'s MSDS paperwork for the proper way to renove the chemical.Do not
remove clothing without advice from emergency maldpersonnel — clothing may
adhere to the victim requiring special handlinggm® chemicals have a negative reaction
to water and will cause further harm or death.

If a victim has been over-exposed by inhalatget,victim to fresh air, apply artificial
respiration if necessary and get medical attention.

In other cases of over-exposure, get medicahttin ad follow the instructions of the
medical professional.

After securing proper medical attention for amlical exposure victim, consult with
emergency services to neutralize or absorb theedpthemical with the proper spill
cleanup material and dispose of it in accordandlke hazardous waste procedures.

There are some fundamental actions which must N©idsed in handling emergencies. Some
of them include:

¢ DO NOT attempt to clean up any spill if the chemical i€known and/or you are not
gualified to handle it.

¢ DO NOT force any liquids into the mouth of an unconscipasson.

¢ DO NOT handle emergencies alone, especially without natifgomeone that the
accident has occurred.

¢ DO NOT apply medical aid procedures without some train@wnsult the
Chemical MSDS paperwork before flushing chemicals ith water as reactions

can occur.
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HAZARDOUS MATERIALS

Requires beginning Emergency Operations. See Tpadg 21

TIP #1 Contact Kootenai County Emergency Servidéds;1775.

TIP #2 Be prepared for a total evacuation of theege upon direction of the Incident
Commander.

TIP #3 Attempt to organize evacuation by sectidnthe college if total

evacuation is ordered. For example, announceathatcupants of Hedlund
Bldg. should evacuate first, allow time for occuzaio leave building, get into
cars, and drive to a designated disaster poinenTesignate the next building to
evacuate. The individuals in the building clogeghe incident would be the first
to be removed from potential harm.

TIP #4 Remember that all city occupants may begudie same evacuation
routes if a total evacuation is ordered. Use ocausind do not panic.

TIP #5 Use Building Leaders for each building tombnate evacuation (Instructions see
page 19. Leaders & phone numbers are found inlTphges 12-13).

TIP #6 Shelter in Place
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HEALTH HAZARD

Requires forming a Crisis Response Team. See dn2 16.

Health Hazards are considered Infectious Diseas€&s»ac Spills. At the onset of any such
crisis please contact Public Health at 683-4771.

30-MINUTE RESPONSE

o If toxic spill...
call 911.
remove individuals to safe place.
consider beginning Emergency Operations (Tab &)sfs appears to
warrant long-term displacement.
form CRT.
e |If infectious disease...
communicate with individual about medical precausialready taken.
isolate individual until verification of appropreaprocedures received
from medical personnel.

3-HOUR RESPONSE

o If toxic spill...
allow students back to building when ALL CLEAR iven.
have information available so students know wheneport damaged
property or subsequent health problems.
e If infectious disease...
prepare educational information for campus.
review alternatives with infected student aboutagmmg on-campus or
going home.
consider medical personnel’s advice.
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SHELTER IN PLACE

If the is a major chemical emergency at/or neartiNtwtaho College, you will be notified by
authorities to either evacuate the area or to ShigltPlace.

If you are told to evacuate, do so immediatelydwihg the authorities instructions. Take your
immediate possessions with you — cell phone, pyasket, etc.

If you are told to Shelter in Place, this is a prgon aimed to keep you and others safe from harm

Go inside immediately

Close all doors and windows

Shut off all heating and air conditioning systeansl close all vent fans as soon as possible.
If possible, go to an interior room without windevand in thease of a chemical threatan
above ground location is preferable because sommichls are heavier than air, and may seep
into basement, even if the windows are closed.

If available, wet some towels and jam them indreek under doors.

If you are told there is danger of explosion, eltse window shades, blinds or curtains. To
avoid injury, stay away from the windows.

Stay in the room until you are told all is safeyou are told to evacuate.

Do NOT call 911 or the operator for informatiorless there is a possible life-threatening
emergency.

DO NOT ATTEMPT TO EVACUATE THE AREA. Stay insidetil you are told that you can
leave safely.
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HOSTAGE SITUATION

Requires forming a Crisis Response Team. See Tdm2 16.

30-MINUTE RESPONSE

e Call911.

e Remove any uninvolved individuals.

¢ Provide space where concerned individuals can wait
e Form CRT.

3-HOUR RESPONSE

e Work with emergency personnel.
¢ Do not talk to press; allow Police to do that.

3-DAY RESPONSE

e Depending on outcome of situation....

Refer to Student Death section, or

Use CRT to assess how situation formed and howttetrespond next time.

Send words of support from President to family exdividual.
Provide group and individual counseling.
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KIDNAPPING

Requires forming a Crisis Response Team. See Jdm2 16.

30-MINUTE RESPONSE

e Notify Police.
e Form CRT.
e Take direction from the FBI.

3-HOUR RESPONSE

¢ Inform College community if allowed to do so byliee.
e Provide place where concerned individuals can.wait

3-DAY RESPONSE

¢ If situation unresolved, provide daily group coelinsg/information sessions.

¢ |If situation resolved, refer to Student Death isecif necessary.
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MAIL PROCEDURES

Requires forming a Crisis Response Team. See Tzdm2 16.

Recommended by US Postal Service:

30-Minute Response

Don’t handle a letter or package that you susigembntaminated.
Don’t shake it, bump it, or sniff it.

Wash your hands thoroughly with soap and water.

Notify police.

Notify the Vice President for Resource Management
Quarantine the area.

3-Hour & 3-Day Response

As directed by law enforcement.

What should make you suspect a piece of mail?

It's unexpected or from someone you don’t know.

It's addressed to someone no longer at your agdres

It's handwritten or has no return address.

It's lopsided or lumpy in a appearance.

It's sealed with excessive amounts of tape.

It's marked with restrictive endorsement, e.ger$dnal” or “Confidential”.
It has excessive postage.

42



MEDICAL/PHYSICAL INJURY

Requires forming a Crisis Response Team. See Tzdm2 16.

30-MINUTE RESPONSE

e Call911.
e Administer First Aid.
e Ascertain if there was an aggressor or assaildso, inform police.

3-HOUR RESPONSE

e Form CRT if injury serious/life-threatening.
¢ Have counseling available. Roommate or friendg beatraumatized.

3-DAY RESPONSE

e Form plan to assist student with catching up a@s<work, providing reasonable access,
etc if student returns.
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PHYSICAL ASSUALT

Requires forming a Crisis Response Team. See Jdm2 16.

30-MINUTE RESPONSE

Ascertain victim’s health. Use hospital if neceys

Determine if victim wants to pursue formal acti@e., either campus or criminal).
If YES for criminal, call 911. (If weapon used, stunotify police.)
If YES for campus process, inform the Vice PresidenStudent Services.

Obtain as much information from victim as possible
Make sure victim feels safe.
Arrange for friend to stay with victim.
Arrange somewhere for victim to spend night.
Determine if victim and aggressor were in domegiationship.
If YES, federal/state laws regarding domesticemae apply. Police can arrest aggressor
if signs of physical abuse.

3-HOUR RESPONSE

See above.

Form CRT.

Assure safety of victim and community if aggressotr arrested.

Implement a Temporary Suspension of aggressoodgeding with campus judicial
process. See Vice President for Student Servarahis.

Report to supervisor means of dealing with aggmess

Determine best way to protect campus communigggressor at-large.

Contact Women’s Center for assistance, if deerppdopriate.

3-DAY RESPONSE

See above.
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PLANE CRASH

TIP #1

TIP #2

TIP #3

TIP #4

TIP #5

Requires beginning Emergency Operations. See Tpade 21.

Evacuate the building.

Begin Emergency Operations if completiomhaf crisis response will take
over 5-6 hours. Small plane crashes may not néewgar response. If the
SHELTER isnotopened, create a CRT to respond to the deathsliofdoals
involved, repair of buildings, and counseling.

Do not touch plane parts.
Be aware of spilled fuel.
Remember that the FAA will be on scene &y tvill take total control

over the crises. Also, the military may be invalye which case College
personnel may only approach the scene if life gaseinvolved.
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PROTESTS — Large Scale

Requires forming a Crisis Response Team. See dn2 16.

30-MINUTE RESPONSE

e Form CRT.
Inform Police.

Make decision to let continue or to disrupt.
(If no harm is being done, let protests contindieee speech issue.)

e Bring together players who deal directly with Spegssue of protest.

3-HOUR RESPONSE

e Make sure normal operations of campus continue.
e Monitor progress of protest.

3-DAY RESPONSE

e Provide education on best way to express disctanten
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RAPE/SEXUAL ASSAULT

Requires forming a Crisis Response Team. See Tdm2 16.

30-MINUTE RESPONSE

Allow survivor to make all decisions regarding inés welfare unless physical injury is
life-threatening.
Provide survivor options. Empower survivor toddlack control.
Options: Contact Women’s Center 664-9303 (first anust desired option)
Contact Police and report
Find a friend to help individual through process
Arrange to have parents/family involved
Be certain survivor’s physical safety is assured.
Will aggressor be back?
Does survivor want to stay at friend’s tonight?
If survivor wants to report,
call Women’s Center 664-9303
have someone stay with survivor through process.
do NOT allow survivor to shower.
do NOT allow survivor to change clothes.
proceed with campus judicial process,
including Temporary Suspension from the Resideralé H
Remember, student has been traumatized.
Be sensitive.
Do not blame, threaten, or intimidate.
Have female take lead in response with female garsiif
possible.

3-HOUR RESPONSE

See above.

Form CRT.

Report to Vice President for Student Services
Determine how to best deal with aggressor, if atilarge.

3-DAY RESPONSE

Refer to counseling with consent of survivor.

Follow-up with campus disciplinary system and rarber to watch out for survivor’s
safety and psychological well-being (e.g., are suarvand aggressor in similar class? If
so, what will be done?).
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SEXUAL HARASSMENT

Requires forming a Crisis Response Team. See dn2 16.

30-MINUTE RESPONSE

e Determine if assault occurred. If YES, refer thHE/SEXUAL ASSAULT, Page 47.
e Ascertain if victim wants to proceed formally ib mssault occurred (i.e., criminally or
with campus judicial process).
If YES, contact police and/or begin campus protsshling incident report with
Human Resources or the VPSS.
If NO, advise victim of rights:

1) To work in a place free from harassment,
2) To work in an unthreatening environment,
3) To maintain a respectable/communicative atmagphe

e Work with victim to assure that these rights a@ntained. Provide strategies.

If you are a supervisor and are aware of an imtide/olving sexual assaulfpu must
report this to Human Resources or the Vice PregiftanStudent Services

3-HOUR RESPONSE

e See above.
e Make sure work environment is safe for victim.

3-DAY RESPONSE

e See above.
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STORM Loss of Electricity/Gas or Damaqge to Heatig Plant

Requires beginning Emergency Operations. See Tpade 21.

TIP #1 Begin Emergency Operations in the best ptes&ication if buildings are
damaged such that individuals cannot remain in@dg, gas and electric power
are suspended).

TIP #2 Acquire generators and blankets listed @pluist, Tab 5, Appendix 6, Page 58.

TIP #3 Determine if off-site shelters are more appiate. Contact Kootenai
County Office of Emergency Management at 446-1775.
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SUICIDE - Successful

Requires forming a Crisis Response Team. See . Tzdmp2 16.

30-MINUTE RESPONSE

Call 911.

Remove survivors to safe place.

Keep individuals/crowds back from scene.

Do not disturb body or room.

Call appropriate campus staff for assistance.
Form CRT.

Inform emergency personnel when they arrive.

3-HOUR RESPONSE

e Attempt to have someone who is emotionally stakdg with survivors.
e CRT should begin informing internal supervisorgfsof the College.
e Attempt to obtain following information for emenygy personnel:
person’s name
on-or off-campus resident, and their address
roommates’ names
next of kin's name
witnesses
age/year in school
Have Coroner contact next of kin. Do NOT do fusirself.
Set up a place where effected students can gg tzeswith friends, talk.
Provide a counselor at the above-mentioned locatio
After Coroner notification to next of kin, a cangoesponse must be formulated. This
includes:
condolences from President to Family
announcement to campus (usually via letter fronsiBest)
announcement to Community & College Relations
notification of appropriate faculty/staff
special attention to roommates and friends (1:group counseling/grief
sessions)

3-DAY RESPONSE

e Hold Memorial Service

Secure belongings and pass to next of kin if Rewd Hall resident.

Continue counseling and observation of roommédtelst sessions on “Why suicide?”
Finalize transcripts, accounts, and bills (outdiagy fees usually waived).
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SUICIDE — Unsuccessful

Requires forming a Crisis Response Team. See Jdn2 16.

30-MINUTE RESPONSE

e Call911.
e Keep person talking, awake. Stop bleeding if appate.

Obtain as much information as possible regardiethod and individual.
¢ Inform emergency personnel when they arrive.

3-HOUR RESPONSE

e Monitor student’s status at hospital.
e Determine if he/she is returning to campus.
If YES:
Arrange to meet with student upon return.
Complete COOPERATION AGREEMENT (see Student Sesvioffice).
Work with student about re-integrating into campasimunity.
Determine if student is getting continued help.
If NO:
Arrange to inform roommate.
Do NOT notify next of kin (hospital’s responsibyijt
Work with CRT to determine if floor meeting shouddd held (if student is
a resident on-campus).

3-DAY RESPONSE

e Confirm student is getting help.
e Consider possible education sessions (e.g., steidex depression).
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APPENDIX 1: Children’'s Center Eva cuatio n Pro tocol

In the event of an emergency, Children’s Centdf stil be notified by campus authorities to
eitherEvacuatethe building or ta&Shelter in Place

Shelter in Place Procedures:

If it is required that children and staff areSbelter in Placeit is important to immediately:
e Take the children inside if outdoors.
e Close all doors and windows.
e Move to an interior space with the fewest wind@ns doors.
e Stay inside until instructed that it is safe taMe. Do not attempt to evacuate the area.

Evacuation Procedures:

If required toEvacuate the children and staff will be transported to Herding Family Center
411 N. 1% Street (or alternate facility if designated) in order fbe children to remain in a safe
environment while waiting release to parent(s) wardian(s).

¢ When instructed, the staff and children will predeutside to a gathering area west of
the building, next to the outdoor restrooms anithatbase of the stairs leading up to the
dike road.

e Do not delay the evacuation by gathering persibeals other than coats and shoes.

e Head counts of children should be taken immedidteensure all are accounted for.

e Vans will be in route from NIC departments of spartation, custodial and mail center.
They will arrive in a line up on the dike road aitlg about the stairs where children are
gathered.

e As the vans arrive, staffs are to form orderlg$iron the stairs and load children quickly
and calmly. Facilities Operations staff will asgstting the children into vans. Be
Aware of the Traffic around you.

e Vans will immediately depart to the Harding Fantgnter or designated safe facility.

NOTE: The service vans used for the evacuation may &7 back seats or seatbelts
installed for use by the children and staff. Bjihtly together and do not stand up at anytime.
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APPENDIX 2: Crisis Command Hierarchy

The Security Office has been designated as thepirist of contact for any emergency on
campus. For reference, the phone number is:

208-769-3310

If Security determines that a Crisis Team respamsecessary, or that NIC Emergency
Operations should begin, they will begin First R&ng Procedures as stated in Tab 2; Section
A (PAGE 16).

The process outlined in Tab 2, Section A determihasthe following personnel, in the order
listed below, will assume leadership and decisia@kimg responsibilities as they affect the

institution during the crisis.

President

Vice President, Resource Management
Vice President, Student Services

Vice President, Instruction

Vice President, Community Relations & Marketing

Director, IT

Director, HR

Director, Athletics
Director, Foundation
Director, Facilities
Assist. Director, Facilities
Lieutenant, Security
Sergeant, Security

Priscilla Bell
Ron Dorn
Sheldon Nord
(Vacant)
Mark Browning
Steve Ruppel
Wade Larson
Al Williams
Rayelle Anderson
Mike Halpern
Garry Stark
Bob Thomson
Pat Murray
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APPENDIX 3: Crisis Recovery Unit
The Crisis Response Unit (CRU) is activated byigi€Response Team leader or a member of
President’s Cabinet when it is necessary to begimseling, debriefing, or emotional support in
the wake of a crisis.

The CRU'’s responsibilities include establishingrseling opportunities, working with
survivors and victims, and assisting students ampl@yees in dealing with the crisis.

The CRU can be activated at any point, but the sothrey are activated the more effective they
will be.

Steps for activating the CRU:

The CRT leader will contact one of the co-leadéihe CRU to be on the Crisis
Response Team. The co-leaders are:

Linda Michal
Katie Kelso
The CRU leader will meet with the CRT to underst#relscope of the crisis, who is

involved, and other operating logistics.

The CRU leader will pull together a team of appraigrsize to begin intervention
strategies as outlined in their operations manual.

The CRU leader will facilitate a planning sessiathiCRU members to determine the
type of intervention necessary.

The CRU leader will be responsible to the CRT led&dereporting on how the recovery
strategies will be implemented.
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APPENDIX 4: Evacuation of Persons with Disabilities

Each buil ding on campus has a designateed’ o f Rescue Assistance”.

In preparation to evacuate a building:

Become familiar with the Area of Rescue Assistandie building.

Train and inform persons with disabilities to fealsis location during an evacuation if at
all possible.

Train staff on how to handle a person with disgbib remove them from a dangerous
situation.

When working with persons with disabilities, tédkthem to become familiar with their
specific disability.

Identify individuals who will be willing to help mobility impaired individual during an
evacuation. If evacuating a person in a wheel¢cBgpeople will be needed. One person
guides the head area to steer the chair while ddsggsteps. The other two are at the
foot to provide lift, and determine speed of descen

Assist mobility impaired individuals until safetyreached.

In the event of an emergency evacuation:

The coordinator of the evacuation should send soméo the Area of Rescue Assistance to
help anyone waiting there.

All areas of each building should be searched.
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APPENDIX 5: Maps

There is a companion manual for this protocol (bumtheir “Black Box”) called:

NIC Emergency Operations:. Campus Maps

Please obtain a copy of this manual for detailegsya each building located on NIC Campus.
Copies of this companion manual are located irfalewing locations:

President’s OfficdSherman 101)

Vice President for Resource Manageméee 111B)

Vice President for Community Relations & Markets@ffice (Sherman 102)
Vice President for Instruction’s Offiqdolstead 252)

Vice President for Students Services’ Offi&udent Union 213)

Facilities’ Office (Facilities-Operations 104)

Information Technologies OfficgSiebert Office 153)

Security Office(Security/Parking 104)
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Building
701 River Ave

Student Union Building
724 Military Dr.
710 Military

River Bldg

Supply

Barricades
Barrier Tape
Batteries
Blankets

Bull Horns
Chain Saws
Come-a-long
Ear Protectors
Extension Cords
Fans

Fire Alarm Keys
First Aid Kits

Flares

Flashlights

Gasoline

Glasses

(safety)

Gloves

Location on Map

#26
#4
#1
#27
#15

Location

Warehouse #1
Warehouse #1
Maintenance

Warehouse #1

Facilities-Operations

Landscape
Maint
Warehouse #1
Maint.
Warehouse #1
Facilities
Facilitie

River Building
Warehouse #1
River Building

Security

River Building

Maint
Warehouse #1
Warehouse #1
Warehouse #1
Maint

Landscape

APPENDIX 6: Supplies — Campus Map in front pocket of binder

Departments
Facilities Operation Office

Dining, Auxiliary Services

Physical Plant Shop

Security

Mail/Copy Center & Fleet Services
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Kitchen Supplies Student Union Building-Kitchen

Ladders Maint
Matches Warehouse #1
Portable AM/FM Radios Facilities
Warehouse #1
Portable Generator Maint
Portable Gas Heaters Maint
Portable Lights Maint
Radios (Two-Way) Security
River Building
Rope, Straps, Tarps Maint

Warehouse #1
Safety Vests Security
Spill Containment, Sorbents Maint

Warehouse #1

Sound Equipment Student Union Building 012
Tools(shovels, pry bars, etc...)  Maint

Tractors, Trucks Maint

Traffic Cones Warehouse #1

Trash Cans Landscape

Vehicle Keys River Building and Facilities
Water —Bottled Student Union Building-Kitchen

Contact Numbers
Security 769-3310 24 hour phone

Facilities Main Office
On Call Cell (Physical Plant)

Note 1: Security or Facilities Operations staffs have keyall buildings. Extra keys for all
buildings are located at the Facilities Operatioffice at 701 River Avenue.

Note 2 See Emergency Personnel Contact Numbers forifiegiDperations staff.
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APPENDIX 7: Telecommunications in an Emergency

If the college voice and data networks are stiéraple, the following communications options are
available:

Global College Announcements:
All options initiated by Information Technology gennel:

¢ NIC Alerts: In case of campus emergency or closure, the NI€&tg\&ystem provides emergency
messages to all subscribers via text messageltphmeie and e-mail.

e Systems-wide Email Messagéessage sent to the inbox of all active Group Weiseil system
users.

itchboard e

The college switchboard operator is normally oryditthe console at (Security/Parking). Its
number is (208) 769-3300.

Back up switchboard service may be made availaliee Disaster Command location in the Siebert
Information Technology Area.

Phone Bank Facility:

The North Idaho College phone bank is located éntlisement of Siebert Bldg., room 009 in the
Employee Learning Facility (ELF).

Phones (12) and active phone ports are availaltlaftocation. The access code for entry into ELF
resides with the Administrative Assistant in Infation Technology.
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Emergency Phones and Locations

Elevator Emergency Phones

# | Building Extension

1 | Boswell 1649
2 | Hedlund 1650
3 | Seiter 1651
4 | SUB 1652
5 | Lee/Kildow 3598
6 | Molstead Library 3599
7 | Residence Hall 5982
8 | Siebert 1664
9 | Meyer Health & Science 2792
10 | Winton 665-5092
Exterior Blue Light Emergency Phones

# | Building or Parking Lot Extension

1 | Molstead Library(North side) 7752
2 | Fort Sherman Museur{West side) 7753
3 | Lee Hall Annex / SeiteilHast side between buildings.) 7754
4 | McLain (West side) 7755
5 | Hedlund (East side) 7756
6 | Sherman Building / Boswel{North side by Garden Ave.) 7757
7 | River Building (South side of Mail/Copy Centgr 7889
8 | Overflow Parking Lo{(By small storage bldg.) 2754
9 | 710 Military Dr. Parking/Security bldg.) 665-5094
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APPENDIX 8: Building Leaders Checklist
Building Leaders are responsible for the followartsis protocols:

Persons with Disabilities

Building Leaders should be familiar with AppendixRage 56, Evacuation of Persons with
Disabilities.

Building Leaders should know where their buildingieas of Rescue Assistance are.

In the event of an evacuation, Building Leaderausdh@irst check the Areas of Rescue
Assistance to assure that no one needs help.

Evacuations & Lock Downs

e Building Leaders, upon hearing a fire alarm oer@ag instructions to evacuate their
building, should be familiar with the layout of thailding and make sure that each room

is clear.

e Upon hearing instructions to Lock Down, Buildingdders will assign a staff member to
each entrance of the building until informed otheex The staff will ask occupants to
stay in the building for safety reasons until fertimotice.

Training

e Building Leaders should be familiar with emergepecgcedures and be the building’s
resource for questions.

e Building Leaders should be available to give &tintroduction to campus
crisis/lemergency protocols for new staff permanesdkigned to the building.

e Building Leaders should attend available trainimgthe event that they are called upon
to serve on a Crisis/[Emergency Response Team.

Routine Checks

e Building Leaders, minimally once per year, will keasure that all doors open and close
properly.
e Building Leaders, minimally once per year, wilsage that all posted evacuation routes

are in place.
e Building Leaders, minimally once per year, wilsage that the Areas of Rescue
Assistance are clearly marked.
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APPENDIX 9:

Acronyms

The following acronyms have been used in this daum

VP

CRT

CRU

EMS

EOC

FAA

FSD

HR

MHS

NIC

RA

SuUB

Vice President

Crisis Response Team

Crisis Recovery Unit
Emergency Medical Services
Emergency Operations Center
Federal Aviation Administration
Food-Supply Distribution
Human Resources

Meyer Health & Science
Information Technology

North Idaho College

Resident Assistant

Student Union Building
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APPENDIX 10: Authorization of the Crisis Manual

| have reviewed this document and authorize itswisen pertinent.

Priscilla Bell, President Date
North Idaho College

This document was last updated on November 10, 2012 and is scheduled for review and
update every 6 months.

An electronic copy can be found at:

hitp://www.nic.edu/security/
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