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Reporting Emergencies 

When to Call 911  

You should call 911 for ALL emergencies 

(If using a campus phone, you must dial 9-911)  

What is an emergency?  

An emergency is any immediate threat to life and/or property that requires an immediate response from 

police, fire, or ambulance personnel. Your judgment often determines whether an incident is an 

emergency. If you consider a situation to be an emergency, ǘƘŜƴ ƛǘΩǎ ŀƴ ŜƳŜǊƎŜƴŎȅΣ ŀƴŘ ǘƘŜ ǇǊƻŎŜŘǳǊŜǎ 

in this booklet should be followed. If in doubt, err on the side of safety!  

 WHEN REPORTING AN EMERGENCY   

Å Stay on the line with the dispatcher.  

Å Provide the address, location, and a description of the emergency.  

Å Provide the phone number at your location.  

Å Provide a thorough description of the incident to ensure the appropriate resources are dispatched.  

  

If you have an emergency, dial 911 (If using a campus phone, you must dial 9-911).   

  

 

FOR EMERGENCIES CALL:   

911 (If using a campus 

phone, you must dial 9-911) 

  Police   

  Fire   

  Medical  

  Hazardous Materials Emergency   
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Sector 1: Information Systems/Business Technologies 

The continuous operation of information systems is vital to SCC, but service interruptions cannot be prevented.  

Interventions and recovery efforts are likely in the daily operation of a campus.   

To that end, the college maintains an IT staff, and each is assigned areas of control to ensure prompt reaction to 

campus needs in a wide range of areasτbusiness, admissions, academics, public outreach, et al
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Sector 1: IT/Business 

User-Level Event 
Some IT service interruptions affect individual users.  

mailto:vias@sandhills.edu
mailto:barberw@sandhills.edu
mailto:carringtonj@sandhills.edu
mailto:browerr@sandhills.edu
mailto:roushr@sandhills.edu
mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu
mailto:thomase@sandhills.edu
mailto:smithdo@sandhills.edu




mailto:NCEOC@ncdps.gov
mailto:reevess@nccommunitycolleges.edu
mailto:flemingp@nccommunitycolleges.edu
https://www.ncsbi.gov/NCISAAC
https://www.ncsbi.gov/NCISAAC
https://www.mcnc.org/support/contact
https://it.nc.gov/report
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Sector 2: Campus Safety/Human Risk or Threat 

The ongoing safety of campus visitors, students, and staff is a paramount goal at SCC.   

To that end, the college maintains a police force and security staff to review safety concerns, to enhance the 

technologies on campus that allow thorough scheduled patrols and electronic monitoring, and to react to any 

situations which may seem to pose a risk to public safety. 

For each level of impactΣ ǘƘŜ Ǉƭŀƴ ŀǎǎƛƎƴǎ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ƭŜǾŜƭ ŦƻǊ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ŀƴŘ ƻŦŦŜǊǎ άǇƻƛƴǘǎ ƻŦ ŎƻƴǘŀŎǘέ ǘƻ 

guide the Intervention and Recovery Strategies.   

The scale of impact determines whether Intervention and Recovery involves additional guidance and/or formal 

procedures detailed in additional documents that direct recovery efforts. These guiding documents are listed 
where applicable.   

Sector Management and Editors:  

¶ Dwight Threet, 

¶ Dr. DJ Farmer,  

¶ Chreatha Alston  

¶ Kellie Shoemake, 

¶ Dr. Rebecca Roush, 

¶ Dr. Julie Voigt 

¶ Dr. Fallon Brewington 

¶ 



mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu
mailto:threatd@sandhills.edu
mailto:farmerd@sandhills.edu
mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu
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center will dispatch the appropriate emergency response personnel. The Police and Public Safety 

Department will respond. If transportation for an individual with an injury and/or illness is required, the 

Police and Public Safety Department personnel will aid in making the arrangements.  

Police and Public Safety will fill out an Injury/Illness form for all incidents of student or job-related illness 

and/or injury. Please call Human Resources for claim information.  

  

ILLNESS OR INJURY TO VISITORS AND GUESTS  

  

Request emergency medical assistance by calling the Emergency Dispatch Center at 911. (If using a 

campus phone, you must dial 9-911)  

    

FIRST AID  

  

Consider the following:    

1. Is First Aid needed in order to save a life?  

  

2. Will providing First Aid place me in harm or jeopardy?  

 

FIRST AID MEANS: 

¶ MINOR CARE ONLY. 

¶ DO NOT JEOPARDIZE YOUR HEALTH OR THE HEALTH OF THE PATIENT. 

¶ WAIT FOR PROFESSIONAL HELP IF YOU ARE NOT ABLE TO PROVIDE FIRST AID SAFELY OR ARE NOT TRAINED IN 

FIRST AID.  

  

To obtain prompt professional emergency medical treatment, you should:   

  

1. Dial 911 (If using a campus phone, you must dial 9-911).  

  

2. Provide:  

  

A. Your name and telephone number. 

B. Location of the emergency (Building and Room Number).  

C. The extent of the accident/injury and number of people involved.  

D. Location where someone will meet the ambulance for directing personnel to the injured.  

  

3. Notify the Police and Public Safety Department by dialing 0 from any campus telephone or by calling the 

switchboard at 910.692.6185.  

  

The individual making the call should stay on the phone with the dispatcher and answer as many questions as 

possible regarding the condition of the injured person so that information can be forwarded to the responding 

emergency personnel.  
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D. Pay particular attention to background noises, such as running motors, music, or any other noises that 

may indicate the location from which the call is being made.  

E. Listen closely to the voice to determine voice quality, accents, speech impediments, sex, or any unusual 

characteristics.  

F. Complete the BOMB THREAT CHECKLIST located at the back of this manual or on the Intranet. 

It is highly recommended that all college personnel become familiar with the checklist. A Bomb Threat Checklist 

should be immediately available…keep the checklist close to the phone.  

If an evacuation alarm sounds, follow established building evacuation procedures (See BUILDING EVACUATION.)  

SUSPICIOUS PACKAGE OR LETTER 

IF YOU RECEIVE A SUSPICPIOUS PACKAGE OR LETTER NOTIFY CAMPUS POLICE AND PUBLIC SAFETY 

IMMEDIATELY. 
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Sector 3: Physical Plant System Failures 
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Sector 3: Physical Plant System Failures 

Individual-Level Event  
Some events affect individuals in exposure or campus 
operational situations that pose risk. 

Risks 
Power interruption in individual or sector offices. 

Classroom-Level Event  
The operational failures can be heightened in 
classrooms where students are gathered for class.   

Risks 

¶ Power interruption in classroom. 
¶ Plumbing or lighting issues in classrooms, 

restrooms, labs, and public spaces. 

¶ Evidence of leaking materials that may have 
toxic effect on room inhabitants. 

Building-Level Event  
Operations are halted or interrupted in open corridors 
or lobbies. 

Risks 

¶ Mass power outage in the building or large 
portions. 

¶ Fumes or liquids creating threatening 
environment. 

¶ Uprooted trees or burst pipes impacting 
campus structures. 

Campus-Level Event  
Operational failures in open courtyards can affect 
pedestrian groups crossing campus. 

Risks 
¶ Mass power outage in the building or large 

portions. 
¶ Fumes or liquids creating threatening 

environment. 

¶ Uprooted trees or burst pipes impacting 
campus structures. 

System-Level Event  
NCCCS notification of posted operational interruptions 
or failures could impact one or multiple campuses.   

Risks 
DƻǾŜǊƴƻǊΩǎ ƻǊ b///{ ƴotification at the state-wide 
level. 

Assessment/Intervention Contact(s) 
¶ Notification through IT Ticket System/School 

Dude if the problem does not need 
immediate intervention. 

¶ Ellen Spencer at spencere@sandhills.edu 
910.6953810. 

¶ Dr. 

mailto:spencere@sandhills.edu
mailto:roushr@sandhills.edu
mailto:Ron
mailto:roushr@sandhills.edu
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ELEVATOR MALFUNCTION  

If you become trapped in an elevator, use the emergency 

telephone or activate the elevator emergency bell within the 

elevator car. If you are not inside the elevator but hear an 

elevator bell, please take the following actions. (Most 

elevators on campus are equipped with an emergency 

telephone.)  

A. Call 911 (If using a campus phone, you must dial 9-

911). 

Give the emergency dispatcher the following information:  
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C. Give the operator the following information:  

a. Your name, telephone number, and location.  

b. Time and type of incident.  

c. Name and quantity of the material, if known.  

d. Extent of injuries or damage, if any.  

D. Evacuate the affected area at once and seal it off to prevent further contamination of others until the 

arrival of emergency personnel.  

E. Anyone who is contaminated by the spill should wash off the contamination, remain in the vicinity, and 

give his/her name to the emergency personnel.  

F. No effort to contain or clean up spills and/or releases should be made unless you have been trained in 

the proper methods to do so.  

G. Take appropriate steps to make sure no one evacuates through the contaminated area.  

H. If an alarm sounds, follow established building evacuation procedures.  

I. A campus Emergency Operations Center may be set up near the emergency site.  Keep clear of the 

incident command area unless you have official business. 

J. Do not re-enter the area until directed by emergency personnel.  

EXPLOSION  

In the event of an explosion or similar emergency,                                                                      

take the following action:  

A. Immediately take cover under tables, desks, etc.,                                                                

which will provide protection from falling glass                                                                       

or debris.  

  

B. Phone 911 (If using a campus phone, you must dial 9-911).  

Give them the following information:  

¶ Location.  

¶ Area where explosion occurred.  

¶ Cause of explosion, if known.  

¶ Injuries.  

 

BEFORE YOU HANG UP, MAKE SURE THE 911 DISPATCHER HAS ALL THE INFORMATION NEEDED.  

C. Evacuate the area as soon as it is safe to do so, following established building evacuation procedures. (See 
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BUILDING EVACUATION 
 

A. Building evacuations will occur when an alarm 

sounds intermittently, an announcement made by 

the audible warning system, and/or upon 
notification by emergency personnel.  

  

B. If necessary or if directed to do so by a designated 

emergency official, activate the building alarm as 

you exit the building. 

  

C. Be aware of people with disabilities in your area 

who might require assistance in an emergency 

evacuation. Be prepared to render assistance if 

necessary.  

  

NOTE: It is suggested that people with disabilities prepare for emergencies by learning the locations of exit 

corridors and enclosed stairwells and by informing co-workers, professors, and/or classmates of the best methods 

of assistance during an emergency. If you wish to have assistance in pre-planning, please call the Police 

Department.  

  

IF YOU HAVE A DISABILITY AND ARE UNABLE TO EVACUATE:  

  

Stay calm. Take steps to protect yourself. Use a cellular phone to call 911 and tell the emergency dispatcher 

where you are or where you are moving.  If you must move, we recommend the following:  



SCC Continuity/Crisis Management Plan 26 
 

26



SCC Continuity/Crisis Management Plan 27 
 

27







SCC Continuity/Crisis Management Plan 30 
 

30 

 

Sector 4: Weather Risk Interruptions  

Some events affect individuals in confrontational situations that pose risk; however, weather-related 

risks impact only three sectors: building, campus, and system.   

Individual-Level Event Does not apply. 

Classroom-Level Event Does not apply. 
Building-Level Event 
Lightning strikes or wind shear can impact specific 
structures, leaving them temporarily inaccessible. 

Risks 

¶ Weather damage to individual building(s) on 
campus. 

¶ Sudden weather events that may require 
shelter-in-place protocols or campus shut 
down of operations. 

Campus-Level Event 
Weather can impact targeted buildings or regions of 
the campus that require evacuation or shelter-in-place 
notifications. 

Risks 
¶ Weather damage to individual building(s) on 

campus. 
¶ Sudden weather events that may require 

shelter-in-place protocols or campus shut 
down of operations. 

System-Level Event  
NCCCS notification of posted events that could impact 
targeted or multiple campuses. This would especially 
apply to major snow and hurricane events.   

Risks 
¶ Threat notification from NCCCS at the state-

wide level. 

¶ Inadequate campus response based on 
NCCCS and local assessment of risk. 

Assessment/Intervention Contact(s) 
¶ Senior Administrators. 

¶ Steven Garner at garners@sandhills.edu or 
910-695.3811. 

¶ Dwight Threet threatd@sandhills.edu or 

mailto:smithdo@sandhills.edu
mailto:threatd@sandhills.edu
mailto:farmerd@sandhills.edu
mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu
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Intervention and Recovery Strategy 

¶ Police force coordinates campus evacuation.  

¶ Senior administration will review weather status and determine additional campus measures.  

¶ Email campus update/review of weather incident and measures as needed. 

¶ Dean of Instruction will send out protocols for makeup work in traditional classes. 

Guiding Documents 

¶ Policy and Procedure Manual and Catalog. 

¶ Emergency Preparedness Plan. 

Periodic Campus Testing or Training  

¶ Ongoing review with Senior Administration.  

¶ Updated catalog and policy manual related to weather incidents. 

 

Specific Emergency Response Procedures related to Sector 1: 

TORNADO  
  

A tornado is defined as violent rotating column of air                                                   

extending from a thunderstorm to the ground. The most                                                   

violent tornados are capable of tremendous destruction                                                         

with wind speeds of 250 mph or more. Damage paths                                                            

can be in excess of one mile wide and 50 miles long.                                                     

Tornadoes may occur with little or no advance warning                                                           

or siren activation.  

  

A. Before the Storm  

1. Locate a basement or corridor shelter location in your 

building.  

2. Stay informed through local media sources on days when 

severe weather is expected.  

3. Obtain a NOAA Weather Radio with a warning alarm tone and battery backup to receive warnings.   

4. Keep a good reliable flashlight in your office/work area.  

5. Contact your local fire department for more information on tornado safety.  

B. During the Storm, Possible Indicators of a Tornado Include: 

1. 
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6. Frequent lightning. 

7. Tornados generally occur near the trailing edge of a storm.  

C. When Taking Shelter  

1. Proceed to the basement of any building that has a basement. Position yourself in the safest portion 

of the area away from glass. Be prepared to kneel facing a wall and cover your head.  

2. In two story buildings, vacate the top floor, if possible. Move to a lower floor or to the basement. 

Position yourself in an interior corridor 



SCC Continuity/Crisis Management Plan 33 
 

33 

 

SHELTER IN PLACE  
A. What is your ά{helter in Placeέ?  

You may be required to Shelter in Place for                                                               

events such as tornados, severe weather, building                                                               

intruders, and hazardous materials release. When                                                                         

notified, you should seek immediate shelter inside                                                                      

a building. Additionally, if you are sheltering due                                                                                 

to hazardous materials (HAZMAT) accidental                                                            

release of toxic chemicals, the air quality may be                                                                            

threatened and sheltering in place keeps you inside                                                           

an area offering more protection.  

B. How would I be notified?  

1. You hear the All Hazards Emergency Warning announcement over the PA system.  

2. You are informed through radio or television public service announcements.  

3. You observe or sense dangerous air conditions.  

4. You receive notification from faculty, staff, or emergency personnel.  

C. Additional actions:  

1. Close all doors and windows to the outside.  

2. Do not use elevators as they may pump air into or out of the building  

(HAZMAT).  

3. 
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EARTHQUAKE  

Unlike other emergencies, the procedures to                                                                    

deal with an earthquake are much less specific.                                                             

Since earthquake magnitude cannot be                                                                  

predetermined, everyone must initiate emergency                                                        

precautions within a few seconds after the initial               tremor is 

felt, assuming the worst possible case.  

The best earthquake instruction is to take precautions before the 

earthquake (e.g., secure or remove objects above you that could fall 

during an earthquake).  

A. During the Earthquake:  

1. wŜƳŀƛƴ ŎŀƭƳ ŀƴŘ !/¢Σ ŘƻƴΩǘ ǊŜŀŎǘΦ  

2. If indoors, seek refuge under a desk or table or in a 
doorway and hold on. Stay away from windows, shelves, and heavy equipment.  

3.





mailto:roushr@sandhills.edu
mailto:shoemakek@sandhills.edu
mailto:spencere@sandhills.edu
mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu
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Guiding Documents 

¶ CDC, NCDHHS, DƻǾŜǊƴƻǊΩǎ, and SCC homepage guidelines. 

Periodic Campus Testing or Training  

¶ Annual review of health intervention protocols with deans and vice presidents.  
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¶ Increasing Cleaning Protocols. Frequently used surfaces are cleaned and disinfected between 

users. Maintenance staff perform a deep clean in all buildings every evening using EPA-

regulated disinfectants and foggers. Campus-wide wipe-downs of doors and surfaces are 

performed twice daily. 
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Sector 6: E-learning Access Interruptions 

The ongoing connectivity for students in e-learning (virtual classes and hybrid courses) is essential to a modern 

college.   

To that end, the college maintains a faculty-based e-learning team to maintain and monitor student access and to 

react to any situations which may seem to pose a risk to student learning through learning platforms. 

For each level of impact, the plan assigns ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ƭŜǾŜƭ ŦƻǊ ŎƻƳƳǳƴƛŎŀǘƛƻƴ ŀƴŘ ƻŦŦŜǊǎ άǇƻƛƴǘǎ ƻŦ ŎƻƴǘŀŎǘέ ǘƻ 

guide the Intervention and Recovery Strategies.   

The scale of impact determines whether Intervention and Recovery involves additional guidance and/or formal 

procedures detailed in additional documents that direct recovery efforts. These guiding documents are listed 
where applicable.   

Sector Management and Editors:  

¶ Dr. Rebecca Roush, 

¶ Dr. Julie Voigt, 

¶ Dr. Fallon Brewington 

¶ Dean Wendy Kauffman and the E-learning Team 
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Sector 6: E-learning Access Interruptions 

Individual-Level Event  
Some events affect individuals in accessing learning 
platform. 

Risks 

¶ Sudden loss of access to e-learning portals. 

Classroom-Level Event  
The risk can be heightened in classrooms where 
students are gathered for class.   

Risks 

¶ Service interruption. 

Building

mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu
mailto:kauffmanw@sandhills.edu
mailto:robinsons@sandhills.edu
mailto:durhamk@sandhills.edu
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mailto:layner@sandhills.edu
mailto:roushr@sandhills.edu



