
 

South Louisiana 

Community College 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SAFETY MANUAL 



South Louisiana Community College 

 
Safety Manual 
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MANAGEMENT SAFETY POLICY STATEMENT  

 

As Chancellor of South Louisiana Community College, one of my primary responsibilities is 

to ensure a safe and accident-free environment for all students and employees.  The administration of 

safety policies is a vitally important function of management and its entire supervisory force.  The 

safety of our students and employees is essential to our success and is therefore one of our top 

priorities. 

Our objective is to implement a comprehensive safety plan that meets all federal, state and 

local safety codes that will ensure safe and healthy conditions in our offices, classrooms, facilities 

and grounds.  This objective can be reached if all employees accept personal responsibility for their 

own safety and well being.  Safe work habits are an essential element of satisfactory job 

performance.  Each employee is responsible for helping us reach our loss prevention goal of avoiding 

personal injury and loss of property because of accidents. 

It is our intention to provide good supervision, effective training and safe equipment on the 

job.  The success of our safety and loss prevention program depends upon the collective efforts of 

each of us to minimize and eliminate all potential hazards.  It is my sincere request that you devote 

daily attention to making safety an integral part of your day-to-day operations. 

 

 

 

Signed by:                                                                             ________________ 

                                  Dr. Jan Brobst    Date 

             Chancellor, South Louisiana Community College 
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Agency Head: SLCC Chancellor. 

 

Designee: Individual(s) specifically designated by the Agency Head to authorize employees 

to operate a State vehicle. 

 

Operator Driver Record (ODR): Record maintained by the Office of Motor Vehicles on 

each driver in the State of Louisiana containing history of driver violations and accidents. 

 

State Vehicle: Any licensed vehicle owned, leased and/or rented by the State of Louisiana; 

it also includes any privately-owned vehicle used in the course and scope of employment. 

 

High Risk Driver : Individuals having three or more convictions, guilty pleas and/or nolo 

contendere pleas for moving violations or individuals having a single conviction, guilty plea 

or nolo contendere plea for operating a vehicle while intoxicated, hit and run driving, 

vehicular negligent injury, reckless operation of a vehicle or similar violation, within a one 

year period. 

 

Current Driverôs License: A current license issued by the State authority authorizing the 

designated person to drive a vehicle. 

 

Accident: Any incident in which the vehicle comes in contact with another vehicle, person, 

object, or animal, which results in death, personal injury, or property damage, regardless 

of who was injured, what was damaged or to what extent, where it occurred, or who was 

responsible. 

 

Supervisor: Safety Coordinator and/orTransportation Officer  and/or employeeôs 

supervisor. 

 

Regular Driver: An individual whose normal job duty requires him/her to drive in the 

course and scope of his/her employment on a frequent basis (such as once a week). 

 

An Occasional Driver: An individual whose normal job duty does not require him/her to 

drive in the course and scope of his/her employment but who may drive on an infrequent 

basis. 
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Non-Driver : An individual whose normal job duty does not require him/her to drive in the 

course and scope of his/her employment and does not drive even on an irregular or 

infrequent basis.  (May drive in an emergency situation.) 

 

CDL: Commercial Driverôs License as defined by the Federal Department of 

Transportation. 
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SAFETY PROGRAM FOR 

SOUTH LOUISIANA COMMUNITY COLLEGE  

 

Legislation establishing the Office of Risk Management and the Bureau of Risk Analysis and Loss 

Prevention (R.S. 39:1543-1544) requires the development of a comprehensive loss prevention 

program.  It requires South Louisiana Community College to establish a safety program with input 

from the employees by adopting rules and regulations governing safety practices unique to each 

campus. 

 

Under the authority of this legislation, SLCC has prepared and will continue to evaluate, revise, 

adopt and enforce such rules, regulations, and practices as are deemed necessary for the safety, 

protection, and well-being of both the employees of SLCC and the general public when in contact 

with SLCC. 

 

GENERAL SAFETY  

 

The regulatory and enforcement body of the safety program for South Louisiana Community College 

and its functional parts shall be the Safety Committee.  The Safety Committee shall be composed of 

the following: 

 

É SLCC Chancellor 

É Safety Coordinator 

É Human Resource Manager or designee 

É Community College Safety Representative (Instructor) 

 

The Chancellor of SLCC has administrative responsibility for the safety program.  Specifically, he 

will:  

 

É Establish a policy statement regarding accident prevention, a statement that will set 

out the need for accident prevention and local policy regarding the prevention 

program; 

 

É Assign responsibility for accident prevention, including describing the duties and 

responsibilities of all employees; 

 

É Appoint a safety coordinator; 

 

É Establish realistic goals and periodically revise them to insure continuous and 

maximum effort; and 

  

É Evaluate the results of the program annually. 
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The Safety Coordinator has responsibility for: 

 

É Stimulating interest in safety; 

 

É Establishing procedures for accident reporting; 

 

É Preparing periodic reports indicating the status of accident prevention efforts;  

 

É Developing safety education programs;  

 

É Providing leadership in safety related matters on each campus; 

 

É Reviewing the accident reports and providing assistance with investigations as 

needed; and 

 

É Assisting with safety inspections. 

 

The Chancellor must accept the responsibility for the accident record for his/her campus.   Since the 

Chancellor is generally a supervisor of other supervisors, he/she must influence employee safety 

through intermediaries and provide the stimulus necessary to keep  supervisors active in their 

accident prevention efforts. 

 

The duties of the Safety Coordinator are given in the context of accident prevention but will be 

applied to all areas of administrative responsibility as follows: 

 

É Communicate the Safety Coordinatorôs goal to other supervisors; 

 

  É Observe, evaluate, and counsel with supervisors and retrain where indicated; 

 

É Select and train new supervisors; 

 

É Review all accident reports and investigate where necessary; 

 

É Conduct regularly scheduled safety inspections; 

 

É Correct unsafe conditions; 

 

É Establish Campus safety training programs; and 

 

É Communicate Campus safety problems to management. 

 

 

 

No one can influence employee behavior so completely as the supervisors.  It is pertinent that this 

level of supervision respects the proposition that the supervisor is responsible for the elimination of 

accidents among workers.  These persons will be expected to: 
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É Stimulate interest in safe work habits through personal example;   

  

É Supervise and evaluate employee performance related to safety; 

 

É Observe and correct unsafe employee acts through training and, if necessary, 

disciplinary measures; 

 

É Inspect work sites for unsafe conditions and see that they are corrected; 

 

É Report and investigate all employee injuries; and 

 

É Implement a safety training program, including new employee orientation and 

retraining of workers with tenure, if necessary. 

 

With special reference to safety, employees will be required to: 

 

É Perform their jobs in accordance with established safe procedures, recognizing their 

responsibility for their own safety and that of fellow employees; 

 

É Report all injuries; 

 

É Report all observed hazards; and 

 

É Actively participate in the safety program. 

 

The Safety Coordinator will function in a staff capacity under the Chancellor.  His/her duties will be 

clearly defined so as not to conflict with the Chancellorôs responsibility for safety.  The Safety 

coordinator, will fulfill  a useful staff function by: 

 

É Recommending the adoption of overall safety policies to the Chancellor; 

 

É Participating in the development of safety training programs; 

 

É Reviewing accident statistics and injury reports in order to identify accident trends 

and to make recommendations for correction; and 

 

É Reviewing specific injury case histories where warranted. 

 

OBJECTIVES  

 

The objectives of the safety program for SLCC are as follows: 

 

É To protect the health, safety, and well-being of employees and students at SLCC 

through an awareness of safety: How the safety program can benefit the employees 

and students; and 
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É To lower the total cost to the State of Louisiana and SLCC by reducing Workmenôs 

Compensation payments, leave pay to injured employees, lost productivity, etc. 

 

 

PROGRAM PLANNING  

 

The Safety Program for SLCC is divided into two phases: General and Specific. 

 

The General Phase is aimed at the elimination of accidents that occur with significant frequency and 

that are assignable to a particular operation, process, or activity due to unsafe acts and/or conditions. 

 Accidents and injuries concentrated in any particular area or section will be handled in this phase. 

 

Program activities designed to reduce these types of accidents will include: 

 

É Safety meetings; 

É Inspections aimed at the correction of unsafe conditions and practices; 

É Employee training programs; 

É General use of educational materials; and 

É Accident investigations to identify cause. 

 

The Specific Phase will be aimed at finding and correcting hazards within specific operations.  

Safety engineering and administrative procedures will be used to eliminate or reduce these hazards to 

the greatest extent possible. 

 

 

DUTIES OF SAFETY COORDINATORS  

 

The Safety Coordinator is in overall charge of all fire drills, reports of bomb threats, or other 

activities during an emergency.  When the existence of an emergency has been established, the  

Safety Coordinator will immediately proceed to his predetermined emergency command post. The 

command post will be designated by the Chancellor and disseminated to all employees.  He/she will 

then give specific instructions on evacuation of disabled personnel and other pertinent details.  The 

Safety Coordinator will appoint monitors of each campus. 
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DUTIES OF SAFETY COORDINATOR AND MONITORS  
 
The duties of the safety coordinator and monitors shall be as detailed below. 

 

É The monitors are authorized to ensure that the procedures of the Emergency 

Evacuation Plan are adhered to by all personnel. 

 

É The safety coordinator will be the last to leave the building after he/she has checked 

all area, including the restrooms. 

 

É The safety coordinator will assign one assistant to remain with disabled personnel. 

 

É Monitors will attend all meetings called by the Safety Coordinator concerning 

emergency evacuation. 

 

É All monitors will evacuate at least 300 feet away from the building and will ascertain 

that all streets and driveways are clear. 

 

É All monitors will ensure that aisles, corridors, and exit doors remain free from 

obstructions at all times.  Any obstructions should be reported to the Coordinator and 

the campus maintenance personnel. 

 

É All monitors will ensure that fire extinguishers, hoses, and other safety appliances 

remain free from obstruction. 

 
É Monitors will check all conference rooms to see that visitors exit the building. 

 

É The business officer will be responsible for the safety of valuable documents. 

 

É All monitors will inform new employees of the emergency safety program and 

organization and give them necessary instruction as to their duties during an 

emergency. 

 

É Periodic emergency evacuation updates or drills shall be conducted to familiarize all 

personnel with procedures and conduct during drills.  Emphasis shall be placed upon 

orderly evacuation, proper discipline, and action not speed.  No running or horseplay 

will be permitted.  Monitors shall make sure that building personnel participate in the 

updates or drill.  Fire alarm facilities shall be tested. 
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SAFETY RULES AND REGULATIONS  

 

RULES FOR SAFETY  

 

The establishment of a set of safety rules does not, by itself, guarantee a low accident rate.  Safety 

rules will help to identify the more serious hazards, assist in focusing the attention of employees and 

supervisors on these hazards, and provide guidelines for avoiding injury.  Safety rules will neither 

eliminate the need for continuous safety training nor reduce the importance of the supervisorôs role in 

accident prevention. 

 

The following safety rules shall apply to all employees of SLCC: 

 

É Smoke only in approved areas. 

 

É If you smoke, be sure that all cigarettes and matches are extinguished before you 

leave.  Never empty ashtrays in trash cans before checking to see that all cigarettes 

and matches are out. Dispose of cigarettes in appropriate containers. 

 

É Alcoholic beverages, illegal drugs, or unauthorized medically prescribed drugs will 

not be tolerated in the work place. 

 

É Before beginning work, notify your supervisor of any permanent or temporary 

impairment that may reduce your ability to perform in a safe manner. 

 

É Use personal protective equipment to protect yourself from potential hazards that 

cannot be eliminated. 

 

É Operate equipment only if you are trained and authorized. 

 

É Inspect the work station for potential hazards and ensure that the equipment or 

vehicle is in safe operating condition before using it. 

 

É Immediately report any recognized potentially unsafe condition or act to your 

supervisor. 

 

É If there is any doubt about the safe work method to be used, consult the supervisor 

before beginning work. 

 

É Immediately report accidents, potential hazards, and property damage to a supervisor, 

regardless of the severity. 

 

 

É Supervisors should obtain special safety permits when required.  Examples of 

conditions requiring special safety permits are work with hot objects and work in 

confined spaces. 
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É Follow recommended work procedures outlined for the job, including safe work 

methods. 

 

É Maintain an orderly environment and work procedure.  Store all tools and equipment 

in a designated place.  Put scrap and waste material in a designated refuse container. 

 

É Report any smoke, fire, or unusual odors to your supervisor. 

 

É Use proper lifting techniques.  For objects exceeding 50 pounds in weight, specific 

methods for safe lifting must be determined by the immediate supervisor. 

 

É Never attempt to catch a falling object. 

 

É If your work creates a potential slip or trip hazard, correct the hazard immediately or 

use safety tape to tag the area before leaving it unattended. 

 

É Fasten restraint belts before starting any motor vehicle. 

 

É Obey all driver safety instructions. 

 

É Comply with all traffic signs, signals, markers, and persons designated to direct 

traffic. 

 

É Know all rules regarding first aid, evacuation routes, and fire department notification. 

 

É Adhere to rules and procedures specific to Campus operations. 

 

É Assist and cooperate with all safety investigations and inspections and assist in 

implementing safety procedures as requested. 

 

É Walk, do not run! Refrain from horseplay. Horseplay is hazardous and has no place 

in the workplace. Injuries determined to be a result of workplace horseplay are not 

covered under liability or workmen compensation insurance. 

 

É Electrical cords present hazards.  Do not allow cords to extend across doorways, 

aisles or other walkways.  When removing plugs from receptacles, grasp plug, not 

cord. 

 

É Check all electrical cords to ensure that the wires are not frayed and that plugs are 

secure. 

 

É A good worker is a safe worker.  Be sure you know the safe way to perform any job 

given to you.  If there is any doubt, ask your supervisor. 

 

General Safety Procedures for all office employees at South Louisiana Community College are listed 

below: 
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É Before leaving for the day, be sure that all electrical appliances, typewriters, 

calculators, etc. are turned off. 

 

É Where stoves, hot plates, and microwaves are used, be sure to check that all units are 

turned off after usage. 

 

É Never stand on a chair or stool equipped with coasters to reach objects on high 

shelves or bookcases.  Step stools and ladders are available for this purpose. 

 

É When using file cabinets, do not open more than one drawer at a time; the added 

weight can overturn the cabinet.  Do not walk away and leave file drawers or desk 

drawers open where someone can walk into them. 

 

É Keep your work area clear of objects or debris that could cause someone to trip or 

fall. 

 

É When operating copiers or other machines with automatic feeds, be careful of ties, 

scarves, or other apparel that might become entangled in the machine or appliance.  

Do not attempt to clear copiers unless you are qualified to do so.  
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SAFETY MEETINGS  

 

Safety Meetings are held with employees to facilitate communication of safety problem 

ideas and provide general information, as well as to stimulate interest and motivation.  Safety 

meetings have many uses.  Their purpose may be to discuss the safety program so that 

employees will better understand what is going on or they may be held to provide information 

about accident causes and accident types.  They may be purely motivational, to create an 

awareness of hazards and a desire to prevent accidents.  

 

Each employee must attend safety meetings quarterly.  Meetings are usually conducted 

by the Supervisors or the Safety Coordinator.  Supervisors may receive assistance in planning, 

as well as visual aids from the Safety Coordinator or the Office of Risk Management. 

 

Safety Meetings throughout SLCC provides an opportunity to point out in a forceful 

manner the dangers of certain unsafe practices. At the conclusion of Safety meetings, the 

supervisor is required to prepare written reports identifying the topics discussed, date held 

and names of persons attending. 

 

Good Safety Meetings require planning and effort.  Making the Safety Meetings 

interesting is of utmost importance.  Talks should be definitely limited in time and they should 

start and end on time.  The subject matter of a talk should be considered in advance to make 

sure that it is pertinent and does not repeat other talks recently presented. 

 

Large occasional meetings require even more careful planning and timing than small 

meetings.  People who are to speak should review what they intend to say with the person 

planning the meeting to assure that their remarks will serve the desired purpose.  Films and 

other Visual Aids should be checked in advance. 

 

Persons responsible for employee meetings should observe them critically to see 

whether or not they are accomplishing the purpose for which they were intended.  When 

meetings are held periodically, there is always danger that they will become dull and routine.  

Only continual effort and planning will prevent this from happening. 

 

 

A good plan of action to conduct successful safety meetings should include the 

following:  

 

Prepare for Meeting 

 

1.  Conduct frequent inspections of the various areas and work practices  

      and note any unsafe activities that need to be eliminated. 

 

2.  Select an unsafe behavior or activity to be used as a Safety Meeting  

      topic for the benefit of all.  A Safety Meeting can help identify and  

      eliminate hazards before accidents occur. 

 

3.   Determine what can be done to overcome each reason. 
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Conduct the Meeting 

 

1. Discuss only one topic per meeting. 

 

2.   Allow employees to discuss why the situation occurs. 

 

3.  Reach an agreement with employees on how to eliminate or control  

 

       the situation. 

 

Keep a Record of the Meeting 

 

Copies of the monthly safety meeting report forms should be sent to the  

Safety Office.  Originals should be kept in the area by the Supervisor. 
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EMERGENCY EVACUATION  

 
OFFICE 

 
TELEPHONE NUMBER  

 
  Safety Coordinator ï Ed Lopez 

 
(337) 521-8901 

 
 Iberia Parish Sheriffôs Department 

 Lafayette Parish Sheriffôs Department 

 St. Mary Parish Sheriffôs Department 

 
(337) 369-3714 

(337) 232-9211 

(337) 828-1960 
 

 New Iberia Fire Department 

 Lafayette Fire Department 

 Franklin Fire Department 

 
911 or 369-2370 

(337) 291-8700 

(337) 828-6328 
 

 
 

 

 

 

EMERGENCY EVACUATION PLAN  

 

This Emergency Evacuation Plan is for the benefit of all personnel, who should study and 

follow the plan in case of an emergency.  Evacuation routes are posted throughout the building. In 

addition, an ADA assist evacuation device is located on the third floor of the Lafayette Campus 

Building. 

 

Instructors will direct, enforce, and have full charge of the evacuation of all students in their 

classrooms during the period of emergency. 

 

There is a fire alarm switch which should be activated in case of fire.  There are fire 

extinguishers on each floor.  All employees should know where these are located.  Employees should 

learn the floor plan of the College; this procedure will be necessary in case of a smoke-filled 

building. 

 

Disabled persons should always advise their instructors of their conditions.  To wait until 

there is an emergency could cause problems. 

 

When an alarm sounds, everyone will evacuate the building; there will be no exceptions.  

THIS IS STATE LAW.  Instructors will submit their written reports about persons who fail to 

comply. 

 

Instructors will see that the Emergency Procedures are adhered to in case of an emergency 

evacuation.  Any accidents/incidents should be reported to the Safety Coordinator. 
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New Iberia 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

New Iberia Martial Point: 
Mailbox across Ember Drive  
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Lafayette Floor 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Lafayette Martial Point: Last 
Oak Tree on east side of 
building 
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Lafayette Floor 2 
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Lafayette Floor 3 
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OTHER EMERGENCY SITUATIONS  

 

When conditions arise which may require evacuation or shelter in place at South Louisiana 

Community College Campuses due to circumstances not already addressed in this manual, the 

following steps shall be followed by appropriate personnel and supplemented by the SLCC 

Emergency Plan (located on the SLCC web site)(Note: any the SLCC Emergency Plan takes 

precedent over this safety plan.).  Shelter in place is a situation where employees must remain in the 

building until conditions are such that they may depart from the building. 

 

Upon receiving notification, or updates concerning an emergency situation, the 

Chancellor shall inform the SLCC Safety Coordinator who shall inform the the 

LCTCS System President or his designee. 

 

The Safety Coordinator shall make and remain in contact with the Governorôs Office 

and/or the Emergency Preparedness Command Center for status reports regarding the 

situation, e.g., chemical leak. 

 

The instructors and staff will be notified by the Chancellor of such developments as 

they occur in order that they may inform their respective offices.  Campus personnel 

are requested not to call the Safety Coordinator or the Chancellor.  The Safety 

Coordinator and instructors shall be used for information dissemination. 

 

Campus employees not on leave shall remain in the building until the Chancellor or 

his designee has made an official determination regarding evacuation or shelter in 

place. 

 

Once the LCTCS System President has received official notice regarding an 

evacuation or shelter in place from the Governorôs Office, or if the Chancellor 

decides to evacuate on his own authority, all campus staff will be notified by the 

Chancellor or his designee.  The instructors will then assist in disseminating such 

information. 

 

Employees with physical or special health conditions may use annual leave if, in their 

judgment, their health is in danger; provided, a shelter in place has not been ordered. 

 

WHEN AN EVACUATION HAS BEEN DECLARED, ALL EMPLOYEES 

ARE TO LEAVE THE BUILDING IN A SAFE AND ORDERLY MANNER.  

NO ONE WILL BE ALLOWED TO STAY WITHIN THE BUILDING FOR 

ANY REASON. 
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FIRE SAFETY  

 

Evacuating a Burning Building 
 

The last one out of the room should not lock the door, just close it. Locking the door hinders the 

fire department's search and rescue efforts. 

 

Proceed to the exit as outlined in the Emergency Action Plan. 

 

Stay low to avoid smoke and toxic gases. The best air is close to the floor, so crawl if necessary. 

 

If possible, cover your mouth and nose with a damp cloth to help you breathe. 

 

Don't panic; descend stairs slowly and carefully. If available and trained in use, use provided 

aid to assist physically impaired/handicapped persons to descend stairwells. 

 

Once in the stairwell, proceed down to the first floor. Never go up. 

 

Once outside the building, report to a predetermined area so that a head count can be taken. 

 

Once everyone has arrived at the designated area, floor monitors must ensure all persons are 

present. 

 

If  Trapped in a Burning Building  

 

If you're trying to escape a fire, never open a closed door without feeling it first. Use the back of 

your hand to prevent burning your palm. If the door is hot, try another exit. If none exists, seal 

the cracks around the doors and vents with anything available. 

 

If in a rest room, use wet towels to seal the space under the door and prevent the entry of 

smoke. Cracks around the door can be sealed with masking tape if necessary. 

If trap ped, look for a nearby phone and call the fire department, giving them your exact 

location. 

If breathing is difficult, try to ventilate the room, but don't wait for an emergency to discover 

that window can't be opened. 

If on an upper floor and your window is of a type that CANNOT be opened, DON'T break it 

out- you'll be raining glass down on rescuers and people exiting the building. If you can't 

contact the fire department by phone, wave for attention at the window. Don't panic. 

 

If Someone Catches on Fire 

 

If you should catch on fire: STOP - where you are DROP - to the floor ROLL - around on the floor. 

This will smother the flames, possibly saving your life. Just remember to STOP, DROP and ROLL. If a 

co-worker catches on fire, smother flames by grabbing a blanket or rug and wrapping them up in it. 

That could save them from serious burns or even death. 

 

Please review the Fire Exit Diagram to determine the exit route that should be used from your office. 
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BOMB THREAT   

 

ALL BOMB THREATS SHALL BE REPORTED TO THE SAFETY COORDINATOR IMMEDIATELY! 

 

South Louisiana Community College recognizes the possibility of telephone, written, or oral threat of personal 

injury or damage to the facility through the placement of a bomb or detonating device on the facility premises.  

This policy establishes procedures to be followed in the event of a bomb threat, the discovery of a suspicious 

looking object, or a bomb explosion.  It will be the policy of South Louisiana Community College to provide 

maximum protection for its personnel and property while maintaining order, avoiding panic, and continuing 

the normal functioning of the office. 

 

Definition of Bomb 

 

A bomb, for the purpose of this policy, is an explosive or flammable device which, if detonated or otherwise 

triggered, may cause fire, injury, destruction, or panic. 

 

Procedures 

 

Any employee of South Louisiana Community College who answers a telephone may receive a bomb threat 

call and should be prepared to react immediately.  Campus Safety Coordinators should brief their employees 

with this policy and procedure. 

 

Receipt of Warning 

 

É The employee receiving the call should try to prolong the conversation as long as possible in 

an effort to gather more information and write notes of the following: 

 

 how the notification was received 

 the date of the call 

 the time the call was received 

 the exact message 

 where the bomb is located at that time 

 when the bomb is scheduled to explode 

 what kind of bomb it is 

 what the bomb looks like 

 why the bomb was placed in the building 

 distinguishing voice characteristics such as accent, pronunciation, etc., 

 the callerôs state of excitement and/or his/her attitude; and 

 the callerôs familiarity with the facility as indicated by his/her descriptions of     locations 

 

É The employee receiving the call will notify his/her supervisor, who in turn will notify the 

Safety Coordinator. 
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Response to Warning 

 

É When the Safety Coordinator has received the basic details of the bomb threat, he/she will 

notify the police (911). 

 

É The Safety Coordinator and the police will gather the facts, assess the situation, and make a 

decision concerning the search procedure. 

 

Search 

 

É If a specific location was mentioned by the person making the threat, the Chancellor and the 

police will designate where and how the search will be conducted.  DO NOT ALLOW 

searchers to continue looking once the actual explosion is imminent.  Clear the area which the 

caller indicated at least fifteen minutes before and until fifteen minutes after the time he/she 

said the bomb would detonate. 

 

É If no specific location is mentioned, the police will not have sufficient manpower to conduct 

an adequate search within a reasonable period of time.  In that event, Supervisors will be 

notified and made responsible for the initial search in each assigned area. 

 

Basic Safety Rules for Bomb Search Operations 

 

É Never have more searchers than absolutely necessary. 

 

É Use a maximum of two searchers per room, or for an area up to 250 square feet. 

 

É Never assume that only one device has been planted.  Continue searching operations until the 

whole area has been cleared. 

 

É Clearly mark and report areas searched and cleared.  Tag cleared area with appropriate signs 

in green ink. 

 

É Clearly mark and report areas found hazardous.  Tag hazardous areas with appropriate signs 

in red ink. 

 

É Basic principle: Trust nothing and assume nothing is safe.  Searchers should remain alert.  A 

bomb can be concealed in almost any innocent looking article.  When members of the police 

department are searching an area, the Supervisors familiar with the area will accompany the 

police. 

É If a suspected bomb is located: 

 

 DO NOT MOVE IT OR TOUCH IT; 

 Clear the area 200 feet in all directions immediately above and below; 

 Open windows; 

 Close fire doors; and 
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 Seal off areas and gather both water and Carbon Dioxide fire 

   extinguishers, located on each floor. 

 

Evacuation 

 

É If the Safety Coordinator has determined it to be advisable, partial evacuation of visitors and 

non-essential personnel may be directed. 

 

É Partial or total evacuation will be made only by the joint decision of the Safety Coordinator 

and the police. 

 

É The same area used for fire will be used as a staging area in event of a partial or total 

evacuation. 

 

É Walk out of the building in a quiet manner.  Do not cause other people to panic by running. 

 

É Leave drapes, doors, and windows open. 

 

Reports 

 

É After a thorough search of all areas has been completed, a report will be submitted to the 

Chancellor indicating the results of the search. 

 

É The Safety Coordinator will prepare a comprehensive report outlining any difficulties 

encountered during the incident. 

 

É The Safety Coordinator will alert other agencies as needed: 

 

*EMS 

*State Police 

*Sheriffôs Department 

*Fire Department 

*Other State Agencies 

 

É The Safety Coordinator will ensure that the Bomb Search Report has been completed. 

 

É The Safety Coordinator will help maintain order, prevent panic, provide for safety of 

personnel, and avoid destruction of facility property. 

 

Revisions 

 

Any changes or additions to these policies and procedures will be issued from the Chancellor 

 

 



Safety Organizational Chart 

 

 24 

NATURAL DISASTERS  

 

The following are some basic suggested procedures for handling natural disasters such as hurricanes, floods, or 

tornadoes. 

 

É DO NOT enter disaster areas, unless it is absolutely essential. 

 

É Do not take lanterns, torches, or lighted cigarettes into buildings that have been flooded or 

damaged.  There is always the possibility of leaking gas lines or flammable materials. 

 

É Do not touch fallen or damaged electric wires. 

 

É Upon discovering a leaking gas line, immediately leave the area. 

 

É Formulate plans to isolate people from potential hazards. 

 

É Identify the disconnecting switch or master control valves for utility services and make them 

accessible. 

 

É When a tornado warning is issued, take shelter immediately.  The warning indicates that a 

tornado has been sighted in the area.  Protect yourself from falling objects and flying debris.  

The best protection is an underground shelter or ditch or a steel-framed or reinforced-concrete 

building.  If no shelter is available, go to an area designated by the Safety Coordinator or the 

lowest floor in the building. 

 

É Avoid glassed-in areas. 




