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GENERAL EMERGENCY INFORMATION
Safety and Security
Uniformed Security officers patrol the Hillsborough Community College campuses. You may contact
them by calling Central Dispatch at extension 7911 or on cellular 220-7032 after hours or weekends.
Medical Emergencies
Report any medical emergency that occurs to the Security office, Extension 7911. Dial 9-911 in
case of any medical emergency that requires immediate attention. Be sure to specify the nature of
the emergency and the location of the patient.

Facilities Maintenance

Report any maintenance related emergency to the appropriate Faciliies Managers or, the
Operations Manager, or representative as follows:

Weekdays After 5:00 p.m.
7:00 a.m. to 5:00 p.m. And Weekends
Campus Extension Security
Brandon Campus 7932 253-7911
District Offices 7040 253-7911
Dale Mabry Campus 7040 253-7911
Plant City Campus 2231 253-7911
Ybor City Campus 7636 253-7911

Vandalism, Robbery, or Assault

Report any emergency involving vandalism, robbery, or assault to the Security office immediately on
Extension 7911.



EMERGENCY TELEPHONE LIST*

These telephone numbers are for Official Use Only: DO NOT RELEASE them to anyone for any
other purpose without the express permission of the individual administrator.

After Hours

Administrator: Telephone #: Administrator: Telephone #:

Limited View Only

*This listing is provided as a means of contacting the administrator after normal business hours who
has personnel and/or facilities involved in a disaster or an emergency situation.




EXTERNAL EMERGENCY RESOURCES
In the event College resources cannot independently respond to and meet the demands of an
emergency, the following external agencies may be of assistance for information purposes. Use
9-911 if the emergency is life threatening.

A. Hillsborough County Emergency Management Operations (day or night) 272-6900

1. All major disasters and evacuations

2. Weather advisories

3. Chemical/radioactive spills and other hazardous materials 681-9927
B. Hillsborough County Crisis Center 238-8411

1. Sexual Assault Hotline 238-7273

2. Suicide and Crisis Hotline 238-8821
C. Police

1. Tampa Police Department 273-0770

2. Plant City Police Department 752-3131

3. Hillsborough County Sheriff 247-8000

4. Florida Highway Patrol 272-2211
D Fire

1. Tampa Fire Department 272-7015

2. Plant City Fire Department 754-3507

3. Hillsborough County Fire Depart 272-5665

4. Florida Forest Services 1-800-282-7669

(Reporting forest fire)

E. Ambulance Services/Paramedics

1. Tampa Fire Department 227-7005

2. County Ambulance 272-5665
F. Animal Control 272-6620
G. Poison Control 253-4444

1-800-282-3171

H. Major hospitals

1. Brandon Hospital 681-5551

2. South Florida Baptist Hospital 229-1314

3. St. Joseph's Hospital 870-4000

4. Tampa General Hospital 251-7000

5. University Community Hospital 971-6000
l. Hillsborough County Health Department 272-6200



External Emergency Resources (Continued)

J.

American Red Cross

1.

Primary and secondary shelter plans

251-0921

2. Food supplies
K. Hazard material Spills/Release/Accidents
1. State Response Commission (904) 488-1320
2. National Response Center 1-800-424-8802
L. TV/Radio Stations
FAX
1. WTVT-TV  Channel 13 876-1313 875-8329
2. WTSP-TV  Channel 10 224-9877 727/578-7637
3. WFLA-TV  Channel 8 228-8888 225-2770
4. WEDU-TV  Channel 3 254-9338 253-0826
5. WTOG-TV  Channel 44 576-6397
6. 102.5 FM 570 AM Newsline 522-6397
7. 970 AM NewsRadio 831-9797 831-6397
8. 96 FM 961-9600
M. Hillsborough County Aviation Authority 870-8700 875-6670
N. FAA District Office 870-8700 875-6670
O. FBI 273-4566 272-8019
P. Federal Information Center 1-800-688-9889
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PREFACE

The Emergency Response Plan is designed to provide a basic contingency manual for College
administrators to use in planning for campus emergencies. While this plan does not cover every
conceivable situation and is not intended to do so, it does provide the basic administrative guidance
necessary to cope with most campus emergencies. Campus Presidents, Academic Deans, and other
department heads are encouraged to supplement this plan with procedures tailored to fit their campus
or department that may not be addressed in this plan. Copies of all supplements are to be forwarded
to the Office of Risk Management.

The College policies and procedures described herein are expected to be followed by all
administrators whose responsibilities and authority cover the operational procedures outlined in this
plan. Campus emergency response will be conducted within the framework of the College guidelines.
Exceptions to these procedures will be conducted by, or with the approval of those College
administrators directing and/or coordinating the emergency operations.

Recommendations for procedural changes or improvements to this plan should be submitted in
writing to the Risk Manager for technical review. Changes recommended by the Risk Manager will be
submitted in writing to the President's Council for evaluation and approval.
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OVERVIEW - EMERGENCY RESPONSE
Purpose

The purpose of this Emergency Response Plan, hereafter referred to as the (ERP), is to enhance the
College's ability to respond to and recover from emergencies. The ERP also shall serve as a guide to
protect lives and property through effective use of College and community resources. The College
President or authorized designee shall be apprised whenever a situation arises that can not be handled
through routine measures and may declare a state of emergency and implement the Emergency
Response Plan.

Scope

These procedures apply to all personnel, buildings and grounds, owned, leased and operated by
Hillsborough Community College, as well as those peripheral areas adjoining the College.

The following emergencies are covered by this plan:

1. Evacuations
e Fire
e Bomb Threat/Explosion
Bomb Threat Response — Telephone Procedure
Hurricane/Tropical Storm/Extreme Flooding
Severe Weather
e Tornado/Severe Thunderstorm
Hazardous Material Spill or Accident
Aircraft Down on College Property
Civil Disturbance or Demonstrations
Violent or Criminal Behavior
e Sniper/Gun on Campus
e Altercations
9. Major Utility Failure
10. Emergency Closing & Re-Opening
11. Terrorism
e Suspicious Packages
e Shelter-in-Place/General Response

rpowbd
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Plan Application

The College President or authorized designee shall serve as the overall Emergency Response Director
during any major emergency or disaster. The following definitions of an emergency serve as guidelines
only to assist Security, emergency coordinators and marshals in determining the appropriate response:

1. MINOR EMERGENCY: Any incident, potential or actual, which will not seriously affect the
overall functional capacity of the campus or College. These incidents must be reported
immediately to Security at extension 7911.



MAJOR EMERGENCY: Any incident, potential or actual, which affects an entire building or
group of buildings, and that will disrupt the overall operations of the College. Outside
emergency services may be required (9-911), as well as major efforts from campus support
services.

DISASTER: Any event or occurrence that has seriously impaired or halted the operations of the
College. In some cases, mass casualties and severe property damage may be sustained. A
coordinated effort of all College-wide resources and outside emergency services will be required
to effectively control the situation. All disaster cases will require activation of the College
Emergency Response Center (ERC) and appropriate support and operational plans placed into
action.

In addition, any incident that has the potential for adverse publicity concerning campus resources and/or
instrumentality of the College should be promptly reported a senior College administrator, Campus
Manager, or to on duty Security personnel during non-business hours.

Assumptions

The College Emergency Response Plan is predicated on a realistic approach to the problems likely to
be encountered on campus during a major emergency or disaster. Therefore, the following are general
guidelines:

1.

An emergency or disaster may occur at any time of the day or night, weekend or holiday, with
little or no warning.

The succession of events in an emergency is not predictable; hence, published support and
operational plans will serve only as a guide and checklist and may require modification in order
to meet the requirements of the emergency.

Disasters may affect the residents in the geographical location of the College; therefore, City,
County, State and Federal emergency services may not be available. A delay in off-campus
emergency support may be expected for up to 48-72 hours.

A major emergency may be declared when information indicates that such a condition is
developing or probable.

Declaration of a State of Emergency

The authority to declare a state of emergency rests with the College President or authorized designee
as follows:

1.

During the period of any campus emergency, the Security office shall place into effect the
necessary appropriate response procedures to meet the emergency, safeguard persons and
property, and maintain educational facilities. The Security Department shall immediately confer
with the Campus President, Vice President of Admin/CFO, and the Senior Vice President of
Operations/Strategic Planning (Sr. VP) regarding the emergency. The President shall be
consulted regarding the emergency and the possible need for declaration of a College or
campus state of emergency.



Upon declaration that a state of emergency exists, the ERP shall be implemented under
direction from the Sr. VP, who is designated as the Emergency Response Director.

Once an emergency is declared, only registered students, faculty, staff, and affiliates (i.e.,
persons required by employment) are authorized on campus or other College facilities where
the emergency conditions exist. Persons who cannot present proper identification or verification
of their legitimate business should be asked to leave the College premises. The College will
refer persons remaining to law enforcement authorities for disposition in accordance with the
law.

In addition, only those staff and faculty members assigned emergency team duties or issued an
emergency pass by the College Security Department will be allowed to enter the immediate
emergency site.

In the event of fires, storms, or any other major disaster that involves College property, the
College will dispatch uniformed security officers to determine the extent of the damage to
College property.
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COLLEGE ALERT NOTIFICATION SYSTEM

The telephone is the primary means of emergency communication at the College. The following system is
meant to expedite the transmission of information regarding an emergency to all affected personnel and areas
of the College or campus.

A. Initiation of Alert System

The College Security Department is the focal point for the transmission of official emergency
communication to College administrators. Upon receiving notification of an emergency, each College
administrator shall pass the same information along to those departments/offices under the
administrator’s direction.

The Security Officer on duty shall notify the Campus President, Dean of Student Services,
and/or the Security Coordinator/Supervisor of any emergency. The Security Supervisor will
initiate the College Alert System by calling one of the following College administrators as
appropriate:

Campus President or Campus Manager

Director, Student Services

Senior Vice President

Vice President of Education and Student Development
Vice President of Admin/CFO

Vice President, External Affairs

Director of Human Resources

NoakrwWON -~

B. Statement of Policy

This alert system is limited to valid emergencies as detailed in the Scope of this plan. Employees
involved in an off-campus emergency while in-the-line-of-duty, shall notify the appropriate local
authority, then College Security and his/her immediate supervisor. Security is responsible for notifying
the Risk Manager and the applicable supervisor is responsible for notifying the appropriate
administrator.



EVACUATION - FIRE/BOMB THREAT

Things to Know BEFORE a Fire:

1.

Know the location of your pre-designated emergency assembly point (at least 300 feet from the
building).

When an alarm is sounded, College policy requires that all persons evacuate any facility via the
nearest available exit to your pre-designated emergency assembly point.

Remove personal items, i.e., purses, bookbags, etc., when you evacuate.

Close all doors to classrooms and offices. Leave them unlocked for emergency personnel unless
otherwise instructed.

Know the location of alarm pull-stations, fire extinguishers, fire exits, assembly points, and alarm
systems in your area.

Identify at least two possible evacuation routes from your classroom or office area.
Ensure emergency telephone numbers are located on or near your telephone.

Arrange for evacuation of disabled persons (i.e., buddy-plan, Evacu-chair). Backup provisions should
be made to assure assistance is provided if the primary provider is absent when an emergency occurs.

In Case of Fire: (See Evacuation Map)

Evacuate immediately when you hear an alarm or an HCC official tells you to evacuate. Always,
walk calmly and quickly to the nearest marked exit and your pre-designated assembly point at
least 300 feet from the building. Alert others to do the same.

DO NOT USE ELEVATORS!

If you see/smell smoke, call Security immediately (7911 or 253.7911). If there is heavy smoke,
activate a pull-station alarm, stay low and evacuate to your pre-designated assembly point.

If you see flames, activate a pull-station alarm and evacuate to your pre-designated assembly.
Call 9 + 911 or 911 immediately, then Security (7911 or 253.7911).

NOTE: DO NOT Block Fire Lanes or Hydrants nor Interfere with Emergency Personnel. Notify
Emergency Personnel if Anyone is Missing from Your Group.

If the fire is minor, individuals trained in the use of portable fire extinguishers may attempt to
extinguish the flames. If the fire is major, EVACUATE IMMEDIATELY. DO NOT ATTEMPT TO
CONTROL THE FIRE. Assist disabled persons exiting the building.

If you are trapped, shout at regular intervals to alert rescuers to your location. If a window is
available, place an article of clothing in the window as a marker for rescuers.



BOMB THREAT - TELEPHONE PROCEDURE
Most bomb threats are received by telephone. Occasionally, a bomb is placed without
notification. Treat any bomb threat as valid and follow the procedures below.

1. If you see a suspicious object or potential bomb, DO NOT HANDLE THE OBJECT.
Immediately call 9 + 911 and Security.

2. If you receive a bomb threat by telephone, do the following:
*Transfer the call to Security at 7911. If you can not transfer the call, do the following:

a. Write down as much information as possible. If the caller will engage in conversation, ask
the following questions.

1) When is the bomb going to explode?
2) Where is the bomb located?
3) Which campus is the bomb located?
4) What kind of bomb is it?
5) What does the bomb look like?
6) Why did you place the bomb?
b. Keep talking to the caller as long as possible. Record the following information.
1) Time of call.
2) Age and sex of the caller.
3) Speech pattern, accent, possible nationality, or other information about the caller.
4) Emotional state of the caller.
5) Background noises.
6) Telephone number showing on LCD display.

c. When the caller ends the conversation...IMMEDIATELY call 9 + 911 and Campus Security
(7911) to report the incident.

d. Conduct a quick search of your office or classroom to check for any suspicious object.
Report the location of any suspicious objects to Campus Security.

1) DO NOT TOUCH ANY OBJECT.

2) Do not open any drawers or cabinets.

3) Do not turn lights on or off.

4) Do not discuss the threat with anyone other than Campus Security.

3. After receiving notification of a potential bomb, Security and designated search-team personnel will
conduct a systematic search of the building(s). Security will also interview the person who reported
the potential threat.

4. College administrators will make a decision regarding evacuation of Campus buildings.
EVACUATE IMMEDIATELY and take personal belongings when an evacuation is ordered.



HURRICANE/TROPICAL STORM/EXTREME FLOODING

Employees and students should take the following steps to prepare for Hurricane Season, June
1 through November 30.

a.

f.

Develop and review annually a personal Emergency Response Plan. Guidelines to assist you in
preparing for a tropical storm/hurricane are published annually and are located in retail stores
throughout the Tampa Bay Region.

Acquire the appropriate emergency supplies prior to June 1 each year or landfall of a tropical
storm/hurricane.

Backup important files not saved to the main file server i.e., presentations, custom templates,
etc. when a hurricane watch issued for the Tampa Bay region.

Essential designated personnel shall secure all property, equipment, vehicles, and windows.
Outside loose property (i.e., trash containers, ladders, flower pots, chains, etc.) will be placed
inside a building, prior to final lockup by maintenance, security or grounds personnel.

Unplug, elevate computers and other equipment requiring electricity off the floor and move the
items away from windows if possible. Cover equipment with plastic after unplugging power

supply.

Monitor news broadcasts.

General Terminology

Tropical Depression - Rotary circulation, highest constant wind speed 38/mph.

Tropical Storm - Distinct rotary circulation, constant wind speed 39-73/mph.

Hurricane - Pronounced rotary circulation, constant wind speed of 74 miles per hour or more.
Hurricane Watch — Issued when there is a threat of hurricane conditions within 24-36 hours.
Hurricane Warning - Issued when hurricane conditions are expected in a specified coastal area
in 24 hours or less. Hurricane conditions include winds of 74 miles per hour and/or dangerously
high tides and waves. Actions for protection of life and property should begin immediately when
the warning is issued.

NOTE: The College President or designee shall give the order to cancel classes or close the College.

Hurricane Season Emergency Response Checklist

a. Emergency Supplies
*Cash *Blanket *Power generator, places of need and priority
*Arrangements for pets *Duct tape *Communications, e.g., cellular phones
*Vehicles and fuel *Sandbags *Disposal of domestic and human waste
*Emergency lights *Supply of batteries *Removal of hazardous waste
*First aid supplies *Roster of volunteers *Plywood supplies and priority for uses
*Plastic tarp, thick *Portable water tanks ~ *Money available for emergency purposes
*Prescriptions *Portable radios *News release procedures
*Compensation plans for overtime and/or hazard pay *Bottled water, adequate supply per person

*Sanitary supplies (toilet paper, soap, towels, bleach)
9



TORNADO/SEVERE THUNDERSTORM

Currently, there is no warning device to alert students/personnel that a tornado is approaching. It is prudent
that you understand the following weather patterns indicative of a tornado. Tornadoes are unpredictable
and difficult to forecast. Either severe thunderstorms or severe atmospheric conditions without the severe
thunderstorms can generate tornadoes and lightning.

1.

The following are telltale signs of a tornado threat.

aooo

Heavy rains, gusty winds, small hail, large hail, then relatively calm.

Very large hail (often golf ball size or larger).

A distinctive train-like roaring sound when the tornado is a mile or less away.
A funnel or anvil shaped cloud.

Take the following precautions during a severe thunder or lightning storm.

Postpone outdoor activities.

Keep an eye to the sky.

Avoid/evacuate mobile classrooms, gymnasiums, cafeterias, and other large-span roofed
areas.

Continue normal operations unless instructed differently by your immediate
supervisor/instructor or weather conditions indicate an eminent danger.

Take the following precautions should you experience any of the telltale signs of a tornado or an
actual tornado.

a. Move away from windows, trophy cases, mirrors, and/or skylights.

b. Move to an interior hall/wall, a closet, or get under a sturdy table or desk.

C. Move to the lowest floor if possible.

d. Kneel/crouch, head down, hands behind head.

e. Place something over your head for added protection.

Should your location experience a tornadic event and sustain injuries or property damage, do the
following.

a. Avoid loose/dangling electrical wires or broken utility lines.

b. Contact 9-911 emergency services and HCC Security 7911.

C. Report to your designated evacuation area if safe to do so or after you have directed

emergency personnel to the injured or trapped. Remain at you evacuation area until
released by the Emergency Marshal, HCC Security or a senior Administrator.

Should your location experience a lightning event, do the following.

apow

NOTE:

Avoid windows, water, trees, open spaces, metal objects and high ground.
Seek shelter - car, truck, substantial building.

Crouch down, put feet together, avoid proximity to other people.

Avoid using the telephone or other electrical equipment.

Lightning is known to travel up to 100 miles. Immediately report injuries to
emergency services 9-911 and HCC Security 7911.

10



HAZARDOUS MATERIAL SPILL OR ACCIDENT
Response Plan

In the event of a chemical spill, determined to be sufficient, the following steps are to be followed:

1.

Identify the material, if possible. Shut off or stop the flow if it can be done safely and without
exposing yourself. Refer to product label and MSDS.

If the material is flammable or unknown, shut off all ignition sources.
Barricade or isolate the area of the spill. Evacuate the area and call 9-911 if toxic.

Notify Security at 7911 the Risk Manager at 7016 and/or the appropriate Laboratory Supervisor
immediately.

Brandon Campus......... 7856
Dale Mabry Campus......7249
Plant City Campus........ 2124
Ybor City Campus.........7608

Begin containment procedures. After assuring spill is contained, begin cleanup using spill
clean-up materials. Unknown chemicals may have to be tested before clean-up can be
accomplished. All used clean-up materials are to be stored in appropriate containers for
disposal by a licensed contractor/vendor.

The Risk Manager will notify appropriate city, state, or federal agencies if necessary.

Location of Spill Kit:

In accordance with federal and state laws, the College maintains a copy of the Florida Substance List and
inventory lists of hazardous and/or toxic materials used within College premises. Compiled in accordance
with the provisions of Section 442.103, Florida Statutes, these lists pertain to substances, which are
manufactured, produced, used, applied, or stored within the confines of College facilities.

Notify by telephone to the Division of Emergency Management at (904) 488-1320 and the National
Response Center at (800) 424-8802. File a report with the local office of the Florida Department of
Environmental Protection.

11



AIRCRAFT DOWN ON COLLEGE PROPERTY

In the event a mishap occurs such as an explosion or a downed aircraft (crash) on College property or campus,
take the following action:

1.

Immediately take cover under tables, desks, and other objects, which will give protection against flying
glass or debris.

After the effects of the explosion and/or fire have subsided, notify the Fire Department (Emergency 9-
911) and College Security at 7911. Give your name and describe the location and nature of the
emergency.

If necessary, or when directed to do so, activate the building fire alarm. CAUTION: THE BUILDING
ALARM MAY ONLY RING IN THAT PARTICULAR BUILDING. You must still report the emergency
by telephone and alert other buildings if possible.

When the building evacuation alarm is sounds or when told to leave by College officials, walk quickly to
the nearest marked exit and alert others to do the same.

ASSIST THE DISABLED IN EXITING THE BUILDING! Remember that elevators are reserved for
disabled persons during emergencies EXCEPT IN A FIRE. DO NOT USE ELEVATORS DURING A
FIRE. DO NOT PANIC.

Once outside, move to your designated area assembly point and away from the affected building. Keep
streets and walkways clear for emergency vehicles and crews. Know the location of your assembly

point(s).
If requested assist Emergency crews as necessary.

If the College/Campus sets up an Emergency Command Post, keep clear of the Command Post unless
you have official business.

DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by the Emergency Marshal.

12



CIVIL DISTURBANCE OR DEMONSTRATIONS

Most campus demonstrations such as marches, meetings, picketing, and rallies will be peaceful and non-
obstructive. College personnel should not disrupt a demonstration unless one or more of the following
conditions exists as a result of the demonstration:

1. INTERFERENCE with the normal operations of the College.

2. PREVENTION of access to office, buildings or other College facilities.

3. THREAT of physical harm to persons or damage to property.

If any of these conditions exist, College Security will be notified and shall be responsible for contacting and
informing the Campus President, Dean of Student Services, and Vice President of Administration/CFO.
Depending on the nature of the demonstration, the appropriate procedures listed below should be followed.

1. PEACEFUL, NON-OBSTRUCTIVE DEMONSTRATIONS

a. In case of a general demonstration, demonstrators should not be obstructed or provoked and
efforts should be made to conduct College business as normally as possible.

b. If demonstrators are asked to leave but refuse to do so by regular facility closing time:

i) The Campus Security Supervisor shall make arrangements to monitor the situation
during non-business hours or

i) The appropriate authority shall make the determination to treat the violation of regular
hours as a disruptive demonstration

2. NON-VIOLENT, DISRUPTIVE DEMONSTRATIONS

a. In the event that a demonstration blocks the access to College facilities or interferes with the
operation of the College:

i) The Dean of Student Services or designee will ask demonstrators to terminate the
disruptive activity.

i) The Dean of Student Services will consider having a photographer available.

iii) The Dean of Student Services will ask key College personnel and student leaders to
persuade the demonstrators to desist.

iv) The Dean of Student Services or his designate will go to the area and ask the
demonstrators to leave or to discontinue the disruptive activities.

V) If the demonstrators persist in the disruptive activity, apprise them that failure to
discontinue the specified action within a determined length of time may result in
disciplinary action including suspension or expulsion or possible intervention by civil
authorities. Except in extreme emergencies, the President will be consulted before such
actions are taken.

13



Vi)

vii)

viii)

College personnel should make efforts to secure positive identification of demonstrators
in violation to facilitate later testimony, including photographs and video if deemed
advisable.

The Campus President will consult with the College President or designee, VP of
Students, Security Coordinator, and the applicable Deans and Administrators to
determine the need for intervention.

If the college decides to seek the intervention of civil authorities, the demonstrators
should be so informed. Upon arrival of the city, county or state police authorities, the
remaining demonstrators will be warned of the intention to arrest.

VIOLENT, DISRUPTIVE DEMONSTRATIONS

In the event that a violent demonstration in which injury to persons or property occurs or appears
imminent the Safety and Security Coordinator shall notify the Campus President and the Dean of
Student Services:

a.

During Business Hours

i)

i)

ii)

iv)

Security will contact the City Police Department after consultation with the Dean of
student Services.

The Dean of Student Services will notify the campus Vice President who will then call a
photographer. The photographer will take up position in an advantageous location for
photographing and video taping the demonstrators.

The campus Vice President, in consultation with the Dean of Student Services and the

Security Supervisor, will determine the possible need for an injunction.

College Security will provide an officer with a radio for communication between the
College and the City Police Department as needed.

After Business Hours

The Campus Manager should immediately notify College Security of the disturbance.

Security will investigate the disruption and notify the Security Supervisor and the Dean of
Student Services.

The Dean of Student Services will:

1) Report the circumstances to the Campus President;
2) Notify key administrators and if necessary, call local Law Enforcement authorities
for assistance;

3) Notify the College Community Relations Officer;
4) Arrange for a photographer; and

14



DIRECTIVE TO TERMINATE DEMONSTRATION

NOTE: The College Security Supervisor may call for police assistance without counsel from others if
the situation is of paramount importance to the safety of the persons and property involved.

> DIRECTIVE TO IMMEDIATELY TERMINATE DEMONSTRATION

(Identify Self)

This assembly and the conduct of each participant is seriously disrupting the operations of the College and is in
clear violation of College rules. You have previously been called upon to disperse and terminate this
demonstration. You have been given the opportunity to discuss your grievances in the manner appropriate to
the College. In no event will the administration of this College accede to your conduct. Accordingly, you are
directed to terminate this demonstration. If you have not done so within 15 minutes | will, under the authority of
the Board of Trustees, take whatever measures are necessary to restore order, including calling for police
assistance. Any student who continues to participate in this demonstration is subject to possible arrest and will
also be subject to disciplinary action up to and including expulsion.

> DIRECTIVE TO IMMEDIATELY TERMINATE DEMONSTRATION WITH THE ASSISTANCE OF POLICE

(Identify Self)

You have previously been directed to terminate this demonstration and you have been put on notice as to the
consequences of your failure to do so. Since you have chosen to remain in violation of the rules and
regulations of the College each of you is hereby suspended, subject to later review.

The Police will now be called to assist in dispersing this assembly. Those who fail to leave immediately will be
subject to arrest.

15



VIOLENT OR CRIMINAL BEHAVIOR

Everyone should assist in making the campus a safe place by being alert to suspicious situations and promptly

reporting them.

1.

EMERGENCY, DIAL 9-911 or 7911
On Campus Emergencies, Dial: 7911
Off Campus Emergencies, Dial: 253-7911
After hours, dial: Cellular 220-7032

WHAT TO DO IF YOU ARE A VICTIM OR A WITNESS TO ANY ON-CAMPUS OFFENSE.

Promptly notify College security at Extension 7911 or local authorities at 9-911 as soon as
possible. Be cognizant of following:

Nature of the incident.

Location of the incident.
Description of person(s) involved.
Description of property involved.

apow

If you observe a criminal act or whenever you observe a suspicious person on campus,
immediately notify Security and report the incident.

Assist the officers when they arrive by supplying them with all additional information and ask
others to cooperate.

Should gunfire or discharged explosives occur on campus, you should take cover immediately
using all available concealment. After the disturbance seek emergency first aid if necessary.

B. WHAT TO DO IF TAKEN HOSTAGE:

1.

2.

Be patient and avoid drastic action. Don't make mistakes, which could risk your well-being.

Remember, the initial 45 minutes are the most dangerous. Follow instructions, be alert, and
stay alive. The captor is emotionally off balance and time is on your side.

Don't speak unless spoken to and then only when necessary. Don't talk down to the captor who
may be in an agitated state. Avoid appearing hostile. Maintain eye contact with the captor at all
times if possible, but do not stare. Treat the captor like royalty.

Try to rest, avoid speculating and comply with instructions as best you can. Avoid arguments
and expect the unexpected. Don’t Be a Hero.

Be observant and try to memorize everything you can. You may be released or escape. The
personal safety of others depends on your memory.

Be prepared to answer the police on the phone. Be patient, wait. Attempt to establish rapport
with the captor. If anyone needs medications, first aid, or restroom privileges say so. The
captors in all probability do not want to harm persons held by them. Such direct action further
implicates the captor in additional offenses.
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MAJOR UTILITY FAILURE

In the event of a major utility failure, immediately notify Campus Security at the numbers listed
below.

1. ELECTRICAL/LIGHT FAILURE
Emergency building lighting should provide sufficient illumination in corridors and stairs for safe exiting.
2. ELEVATOR FAILURE

If you are trapped in the elevator, use the emergency phone to notify Security and press the
elevator emergency alarm button located on the front panel, which will signal for help.

3. PLUMBING FAILURE/FLOODING

Cease using all electrical equipment. Notify Security at extension 7911. If necessary, vacate the
area.

4. SERIOUS GAS LEAK

Cease all operations. DO NOT SWITCH ON LIGHTS OR ANY ELECTRICAL EQUIPMENT.
REMEMBER, electrical arcing can trigger an explosion! Notify Security at extension 7911.
Vacate the area.

WARNING: DO NOT SOUND THE ALARM or USE ANY PHONES IN THE AREA.
5. VENTILATION PROBLEM

If smoke odors come from the ventilation system, immediately notify Security at 7911. If necessary,
cease all operations and vacate the area.
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TELECOMMUNICATION DISASTER

The College has a number of telecommunication systems available for use in case of a disaster. During
a disaster all systems will remain in operation as long as there is power available and GTE is in
operation.

1. Telephone systems on each campus are connected together by a T-1 GTE system. The
College has incoming trunks and outgoing lines leased from GTE. Each campus system can
operate within the campus without incoming and outgoing lines as long as there is electric
power.

2. Each campus has a number of GTE private B-1 lines, which operate independently of the
College system.

3. A cellular phone operated by the Safety & Security department continues as long as GTE is in
operation.
4. The Safety & Security department will operate two-way radios, which remain in operation as

long as electric power and the tower downtown are in operation.
In case of a hurricane, HCC telephone technicians will remove one Master Programming Disk for each

telephone switch and store in a secure place (at Brandon campus Switch Room located in the Physical
Plant building).
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PSYCHOLOGICAL CRISES

A psychological crises exists when an individual threatens harm to himself/herself or to others or is out of touch
with reality due to severe drug reactions or a psychotic break. A psychotic break may be manifested by
hallucinations or uncontrollable behavior.

If a psychological crisis occurs:

1. Never try to handle a situation on your own that you feel may be dangerous.

2. Notify College Security of the situation at extension 7911. Clearly state that you need immediate
assistance, give your name, your location and nature of the incident.

3. In extreme emergencies, contact the Countywide Emergency Number 9-911.
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EMERGENCY CLOSING AND RE-OPENING

Official authorization for the emergency closing of the College for any reason will come from the College
President.

1.

The College President, Vice President External Affairs, and the Vice President Admin/CFO will notify his/her
staff and the Executive Staff, who will in turn notify all of their staff. Each Administrator, Dean, and Director
shall notify all subordinate staff and faculty assigned to their staff.

NOTE: The VP of External Affairs will notify the Campus Community via e-mail.

The Campus President or designee, when notified of the need to close the campuses because of a
hurricane or other natural or man-made disaster, will notify as a follow-up, the designated Emergency
Marshals of the closing. This will include:

a. The time and day when closing is to start, and

b. Any special instructions regarding securing the facilities for closing.

The Emergency Marshal or designee will notify employees/students in the building assigned to them.

All employees will follow the instructions for closing and securing the facilities. Give special attention to the
following in case of closing for a hurricane;

a. Shut and secure all windows.

b. Move all files and documents away from any windows and place work-in-progress files, disks, and tapes
in a file drawer emptied for this purpose.

c. Remove all small objects and papers from desktops and place in drawers.
d. Secure all laboratory equipment, which might blow over or spill, in a safe (interior) area.

e. Unplug non-essential electrical equipment i.e., computers, printers, radio, etc., then cover securely with
thick plastic.

The Campus President and Emergency Marshals will be notified when the College can resume operations.
The applicable Administrator/Supervisor shall notify personnel required to work during an emergency.
Employees/Students should stay tuned to local radio and television stations for announcements about
when the College will resume operations. The office of External Affairs shall ensure information

disseminated is reported accurately by the news media.

NOTE: The announcements concerning Hillsborough County Public Schools do not apply to the
College.

Verification closing or reopening of the College by calling the switchboard operator at (813) 253-7000 or call
your immediate supervisor.
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9. Evening/Weekend Managers coordinate all Services on the Hillsborough
Community College Campuses. The office locations are as follows:

Campus

District Offices
Brandon Campus
Dale Mabry Campus
MacDill

Plant City

Ybor City Campus

Office Location

BADM 201

Science Building

Office Building

Building 2, Room 140
Admin. Bldg. Room 102
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Telephone Extension

Closed

ext. 7816/7809
ext. 7260
840-0015
268-1731 (Beeper)
ext. 7755



SHELTER-IN-PLACE

Since the events of September 11, 2001 numerous threats could result in sheltering students and
employees in place. Those threats include, but are not limited to biological and chemical agent
dispersion, nuclear or radiological fallout and sniper terrorism. The following actions are intended to
establish rapid order and control. Listen for instructions from HCC Administration, Security, and/or
local emergency personnel as whether to remain inside or evacuate.

1. INSTRUCTED TO REMAIN INSIDE

a.

o

Seek shelter in an internal room, preferably a room without windows. Be aware that internal

rooms without windows are limited at HCC.

Monitor news media and remain in protected areas until notified by HCC Administration,

Security, and/or local emergency personnel. Entering and exiting a shelter during an event

is not recommended.

Remain calm and considerate of fellow shelter dwellers.

If caught in an unprotected area:

e Attempt to find shelter immediately.

e Cover your nose and mouth with a cloth or personal mask while seeking shelter.

e If the event is a nuclear/radiological event, take cover behind a significant object that is
between you and ground zero. Lie flat on the ground and do not look at the flash.

e If the event is chemical, attempt to get upwind of the contaminated area and find shelter
as soon as possible.

If possible, seal all occupied shelter-in-place windows and/or vent with pre-cut plastic sheets

and duct tape. Seal doors by placing a moist towel or cloth at the bottom and duct taping the

tops and sides.

Seal shelter-in-place door(s) with duct tape around the top and sides. Place a moist towel or

cloth at the bottom to seal the space between the floor and door.

HCC staff will shut down master heating, ventilation, and air-conditioning systems. All other

systems with local control must be shut down at the immediate site.

2. INSTRUCTED TO EVACUATE

Remove personal items, i.e., purses, bookbags, etc. Remember to take the keys to your
vehicle.

Exit the building and the parking lot in an orderly and calm manner.

While driving, turn off AC/heater, close windows and vents, and tune your radio to local
stations for additional information/instructions from authorities.

Monitor local news media for HCC operational status or call the HCC switchboard at
813.253.7000.
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SUSPICIOUS PACKAGE PROTOCOL

With increasing concerns regarding potential biological or chemical treats, the following are provided as
basic directions to handle suspicious packages.

A.

B.

Characteristics of a Suspicious Package

Foreign mail, air mail, and special delivery, especially when the recipient is not expecting such mail.
Hand written or poorly typed addresses

Lack of a return address or fictitious return address

Misspellings of common words

Distorted handwriting or cut and paste lettering

Cancellation or postmark and return indicating different locations

Excessive postage

Restrictive labeling such as "Personal, Private"

Markings such as "Fragile-Handle with Care" or "Rush-Do Not Delay" or "Deliver by Date/Time"
Visual distractions, such as money of pornography

Unusual size or shape (uneven, lopsided)

Tube-type packages heavier at one end

Unprofessional or sloppy wrapping

Excessive security material such as masking tape or string

Protruding wires, aluminum foil, oily stains or discoloration

Unfamiliar couriers delivering official looking packages to specific individuals
Peculiar odor

Parcel unusually heavy for size

Buzzing or ticking noise or sloshing sound

Rigid or soft spots

Pressure or resistance noted while removing contents of envelope or parcel

Responding to Suspicious Packages

Three basic types of response situations can occur once a package or letter is determined to be
"suspicious."

Unopened package or letter
Opened package or letter with an unknown substance inside
Suspicious package or letter with a contraption inside

1. Unopened Package or Letter

) DO NOT OPEN THE PACKAGE

) Leave the package or letter alone. Do Not Move the Item

o Contact Security at 7911. Security will contact local law enforcement 9-911 and
explain the situation. Local law enforcement will determine next steps and contact
the County Health Department to conduct the appropriate testing

o Thoroughly wash hands with non-abrasive soap

. Results of Health Department tests will be available in time to determine what, if any,
treatment should be implemented

o If you feel ill, get fresh air and call Fire Rescue, 9-911 if not already present
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Opened Package or Letter with a Substance Inside

Be careful not to breathe or touch the substance

Don not agitate the substance

Leave the letter or package where it is, exit the room and close the door

Inform those in the room with you to leave...Remain Calm

Notify Security 7911 and your immediate supervisor, they will call local law
enforcement 9-911

Contact maintenance to immediately shut down the heating/air-conditioning system
Sound the fire alarm if maintenance can not be reached immediately

Wash you hands with non-abrasive soap and water and small amount of bleach if
available

If the substance is inhaled, blow nose and save the tissue in a plastic bag

If the substance gets on clothing, change clothes and bag the used clothing in a bio-
hazard or plastic bag. Seal bag

Local law en