
 



INTRODUCTION 

Southeastern Community College has developed this Emergency Management Guide to outline the appropriate 

steps to be followed should an emergency arise on campus.  The Emergency Management Guide covers the 

following: Accident/Serious Injury/Illness, Bomb or Bomb Threat, Evacuation, Fire, Threatening Weather, Hazard-

ous Materials, Intruder/Suspicious Person/Hostage, Stay-in-Place Lockdown (Active Shooter). 

 

The authority to declare a campus emergency will be made by the President or designee.  During a period of any 

major emergency, the College shall place into effect the appropriate procedures necessary in order to meet the 

emergency needs to maintain educational facilities, with the primary concern being the safety of SCC personnel, 

students and visitors.  When the declaration is made, only authorized personnel will be permitted on campus.  

Unauthorized persons remaining on site may be subject to arrest in accordance with North Carolina General Stat-

ues. 

 

The Emergency Management Guide will be posted in hard copy format on the wall of each classroom, labs, and 

other strategic places on campus. Keep this guide by your telephone or in a central location for quick reference.  

Campus Security: Ext. 215, 410, 0 
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EMERGENCY REPORTING 

DIAL 9-911 FOR POLICE, FIRE, AND SERIOUS MEDICAL EMERGENCIES 

Remember…Stay calm and help others remain calm.  When you are reporting an emergency situation, the fast-

est, most direct way to obtain emergency assistance is to call “9-911”.  Give concise, accurate answers to the 

911 operator.  Do not hang up until told to do so.  Afterwards, contact Campus Security through the switch-

board “0” to notify of the emergency. 

WHAT THE 911 OPERATOR WILL NEED TO KNOW: 

THIS PHONE NUMBER: Where you are.  INSERT PHONE # _____________________. 

THIS ADDRESS: Where are you located?  INSERT ADDRESS 

______________________________________________________________________. 

NATURE OF THE PROBLEM:  What’s wrong? 

FOLLOWING THE REPORTING OF AN EMERGENCY: 

Stay with the victim 
An Emergency Response Team member will inform the staff and students as needed 
Restore calm and move everyone away from the scene 
Complete an incident form and document in the SCC Business Office 
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EMERGENCY NOTIFICATION 

In the event of an emergency on campus, a notification will be sent to all registered students and employees 
using the campus Regroup system. 
 
Regroup offers a one-click multi-platform emergency notification system that can send out messages regarding 
any emergency on campus.  Messages can be sent out via: email, text message/SMS, voice mail, website, RSS, 
pagers, mobile devices, and  
social media such as, Facebook and Twitter.  Regroup integrates with Southeastern Community College’s Ellu-
cian’s Colleague computer software system. 
 
It is essential that employees and students maintain current contact information through Human Resources or 
the Registrar’s Office. 
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BUILDING EVACUATION 

“Remember…Stay calm and help others remain calm”   

NOTE:  Any person is authorized to pull a building emergency (fire) alarm in any situation that, in his or her best 

judgment, requires urgent evacuation notification to others in the building. 

When the building alarm sounds (or when told to evacuate by any authorized personnel), walk quickly and 

calmly to the nearest exit.  Persons who refuse to cooperate with a building emergency evacuation will 

be subject to disciplinary action by the College. 

 

Take essential personal possessions with (e.g. car keys, glasses, purse, and medications). 

 

Assist disabled persons.  Do not move injured persons unless there is an imminent threat to their lives.  If an 

injured person’s life is in danger, move him or her only as far as necessary for safety.  Do not use ele-

vators in case of fire – they can become inoperable, which may result in serious injury or death. 

 

Once outside, move to your designated building assembly location (see Assembly Locations tab).   

 

Stay away from building entrances and any emergency vehicle access areas until all-clear is given. 

 

Do not reenter a building until the emergency has been resolved and it has been determines that it is safe to 

reenter.  
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EVACUATION ASSEMBLY LOCATIONS 

A   Administration Building  Top of Horseshoe Drive 

D   Auditorium    Top of Horseshoe Drive 

T   Continuing Education, SBC Top of Horseshoe Drive 

CART   Cartrette    Chadbourn Hwy E. Side 

B   Technical    West of Parking Area 

M   Multi-purpose   West of Parking Area 

C   Science    West side of gravel lot 

NES   Nesmith Student Center  West side of gravel lot 

H   Child Development   Softball Field 

HHS   Health and Human Services  Softball Field 

L   Library     Softball Field 

N   Bookstore     West side of gravel lot 

R   Nursing     Softball Field 

S   Maintenance    West side of gravel lot 

6   Classrooms     West side of gravel lot 

9   Human Resource Development  West side of gravel lot 

11   Bio-technology    West side of gravel lot 

 

Note:  Early College students will assemble at the ball field. 
      

 
 



 

MEDICAL EMERGECNIES 

“Remember…Stay calm and help others remain calm”   

SERIOUS MEDICAL EMERGENCIES: 
 

IMMEDIATELY DIAL 9-911.  Do not hang up until told to do so. 
 
Contact Campus Security through the switchboard “0” to notify of the  
emergency. 

 

Medical assistance should be administered only by a certified provider 
 

MINOR  INJURIES: 
 

Contact Campus Security at Ext 215, 410 or through the switchboard at “0”.   
An officer will respond to assess the situation and render assistance. 

 
Notify the Human Resources office. 

 

Complete and Incident Report and be prepared to assist in conducting an  
Accident Investigation. 
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Things to Remember: 
 

When you are reporting an emergency situation, the fastest, most direc 
way to obtain emergency assistance is to call “9-911”.  Give concise, a 
curate answers to the 911 operator.  Do not hang up until told to do 
so.  
 
Keep the victim still and comfortable 
 
Do not move any injured person unless there is an immediate threat to 
his or her life.  In case of a threat to life, move the victim only as far as 
Necessary. 
 
Ask the victim, “Are you okay?”  or “What is wrong?” 
 
Check breathing, activate ERT and give CPR if necessary 
 
Control serious bleeding by direct pressure on the wound 
 
Continue to assist the victim until help arrives 
 
Look for Medic-Alert or other medical ID tags 
 
Question witnesses 
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HAZARDOUS MATERIALS 

If you think you see a potentially hazardous material: 
 

Identify the potential threat to the College. 
DIAL 9-911 (on personal phones dial 911) and provide details. 
Contact campus security through the campus switchboard “0” as soon as possible  
to report the incident. 
If a transport vehicle is involved, look for the insignia or the chemical codes of the 

potential health threats. 
When reporting the incident, report the type of hazardous threat, if you know it. 
Report important information to the emergency responders, such as color and  
hazard symbol that was on the vehicle or container. 
Take any steps you deem necessary to protect lives. 

 
Biological Hazardous Materials: 
 

Identify the potential threat to the College. 
Materials such as blood must be handled by an appropriately trained individual. 
Report important information to the emergency responders, such as color and  
hazard symbol that was on the vehicle or container. 
Take any steps you deem necessary to protect lives. 

 
Contaminated Persons: 
 

Isolate them to avoid contaminating others, BUT keep them in the immediate area. 
Obtain names for emergency personnel. 
First aid and decontamination will begin as soon as possible. 

 
Lab Instructors or Supervisors: 
 

Evacuate an affected area immediately. 
Seal off area to prevent further contamination. 
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FIRE 

“Remember…Stay calm and help others remain calm”   

If you discover or suspect a fire: 
 

IMMEDIATELY DIAL 9-911.  Do not hang up until told to do so. 
 
Contact Campus Security through the switchboard “0” to notify of the  
emergency. 

 

Activate the nearest fire alarm. 
 

Do not place yourself at risk by trying to put out the fire. 
 

Evacuate the building by the nearest exit.  Move to designated assembly area. 

 

Close all doors behind you as you leave. 

 

Do not use elevators. 
 

SURVIVAL TIPS: 
 

 When reporting an emergency situation, give concise, accurate answers to 
the 911 operator 

 If you are trapped in a building on fire, hang an article of clothing, towel, etc. 
 outside the window to mark your location. Stay close to the door where air is 
 more breathable.  Shout at regular intervals to alert emergency personnel. 
 Know the locations of fire extinguishers, fire exits (an alternate exits), and 

the alarm system stations. 
 There are few false alarms, so every alarm needs to be taken seriously.  It is 

a myth to think you are safe as long as you do not smell smoke.  Fire travels 
 quickly and may block you escape route within minutes. 
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BOMB THREAT 

“Remember…Stay calm and help others remain calm”   

IF YOU RECEIVE A  BOMB THREAT:  DO NOT PANIC! 
 

Keep caller on the telephone for as long as possible and try to determine the  
reason for the placement of the alleged bomb and its location. 

 
Ask the following questions: 

 
When is the bomb going to explode? 
Where is it right now? 
What does it look like? 
What kind of bomb is it? 
What will cause it to explode? 
Did you place the bomb? 
Why? 
What is your name? 

 
Make Note of Threat Language: Well-spoken, Incoherent, Foul, Irrational 
 
Make Note of Caller’s Voice: Calm, Nasal, Angry, Excited, Lisp, Slow, Raspy,  
Rapid, Deep, Soft, Loud, Clearing Throat, Crying, Whispering, Cracking Voice,  
Normal, Disguised, Deep Breathing, Accent, Slurred, Familiar, Distinct 
 
Make Note of Background Noises: Quiet, Bedlam, Office Machine, Voices,  
Animals, Factory Machine, Music, Airplanes, Cellular Phone, Radios, Party  
Noise, Street Traffic, Static, PA system 
 

IMMEDIATELY DIAL 9-911.  Do not hang up until told to do so. 
 

 Contact Campus Security through the switchboard “0” to notify of the emergency. 
 

 Wait for decision on whether to stay in place or evacuate. 
 

 If asked, look for unusual devices and listen for suspicious noises. 
 

 If asked, look for and report any items that may be out of place. 
 

 If ordered to evacuate, stay in designated areas until you are told it is safe to  
 return to the building. 
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BOMB THREAT REPORT FORM 

Keep caller on the telephone for as long as possible and ascertain answers to the  
following questions, if possible: 
 
Where is the bomb located?  _________________________________________________ 
 
________________________________________________________________________ 
 
 
When will the bomb go off?  __________________________________________________ 
 
 
What does the bomb look like?  _______________________________________________ 
 
 
Why is the building being bombed?  ____________________________________________ 
 
 
Is the building supposed to be evacuated?  _______________________________________ 
 
 
How do you know about the bomb?  ____________________________________________ 
 
 
What is your name?  ________________________________________________________ 
 
 
What is your address and phone number?  _______________________________________ 
 
__________________________________________________________________________ 
 
 
Try to determine the following by listening carefully: 

  
  

What is the approximate age and gender of the caller?  ______________________________ 
 
  

Did the caller have any noticeable voice characteristics?  _____________________________ 
 
  

Were there any noticeable background noises during the phone call?  ___________________ 
 
 ___________________________________________________________________________ 
 

 



THREATENING WEATHER 

As time permits, the Emergency Response Team will meet and determine: 
 

If the campus will close before the day begins. 
 
If the campus will remain open and the students/employees will remain safe 
on the campus until the threat is over. 
 
If the campus will close and all students and employees will leave the  
campus. 

 
 

As decisions are made, directives will be communicated as needed through  
one or more of the following methods:  

 
“Regroup” notification system. 
 
Campus phones, campus email, the college website, radio/TV, staff 

 phone trees, or hand-delivered documents to each classroom/lab and 
office.  

 
The Emergency Response Team may evacuate a designated building(s) 

 due to circumstances that would designate staying in place to be  
considered dangerous. 

 
If you receive instructions not to come on campus, remain home. 
 
If you receive instructions to remain in place, do not leave your area until you  
receive an ―all clear. 
 
If you receive instructions to leave the campus, do so in a calm and orderly  
manner. 
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INTRUDER ON COLLEGE GROUNDS 

“Remember…Stay calm and help others remain calm”   

 

Hostile Intruder(s) on the Grounds of the College 
 

When a hostile person(s) is/are actively causing death or serious physical injury 
 or the threat of imminent death or serious physical injury to person(s) on the 
 campus, the following procedures are recommended: 

 
IMMEDIATELY DIAL 9-911.  Do not hang up until told to do so. 
 
Contact Campus Security through the switchboard “0” to notify of the  
emergency. 

 
Run away from the threat if you can, as fast as you can. 
Do not run in a straight line. Use trees, vehicles, and other objects to block  
you from the view of intruders. 
Summon help and warn others. 
If you decide to hide, take into consideration the area in which you are  
hiding. 

 
Consider: Will I be found here? Is this really a good spot to remain hidden? 

 
If the person(s) is/are causing death or serious physical injury to others, and  
you are unable to run or hide, play dead if other victims are around you 
If caught in an open area outside and you have no other option, fight back.  
This is dangerous, but depending on your situation, this could be your last  
option. 
If you are caught by the intruder and you are not going to fight back, do not  
look the intruder in the eyes, and obey all commands. Do not appear to 
pose a challenge—be submissive. 

 
Once the police arrive, obey all commands. This may involve being handcuffed 
or made to put your hands in the air. This is done for safety reasons, and once  
circumstances are evaluated by the police, they will give you further directions 
to follow. 
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INTRUDER IN A BULIDING 

“Remember…Stay calm and help others remain calm”   

Hostile Intruder in a Building 
 

When a hostile person(s) is/are actively causing death or serious bodily injury, or the threat of 
imminent death or serious bodily injury to person(s) within a building, the following procedures  
are recommended. While the guide refers primarily to academic buildings, it should be stated 
that these procedures are also relevant to administrative buildings and other common buildings 
on the campus. 

 
IMMEDIATELY DIAL 9-911.  Do not hang up until told to do so. 
 
Contact campus security through the campus switchboard “0” as soon as possible 
to report the incident 
 

 If the person(s) is/are causing death or serious physical injury to others, and you  
 are to immediately lock the students and yourself in the classroom if possible. 
 

 Do not sound the fire alarm. A fire alarm would signal the occupants to evacuate  
 the building and thus place them in potential harm as they attempt to exit. 
 

 Lock the windows and close blinds or curtains, covering any windows or  
 openings that have a direct line of sight into the hallway. 
 

 Stay away from the windows. 
 

 Turn off lights and all audio equipment. 
 

 Try to remain as calm as possible. 
 

 Spread out and fight back. 
 

 Keep classrooms secure until law enforcement arrives and gives you directions. 
 

If you are not in a classroom: 
 

 Try to get to a classroom or an office. 
 

 Stay out of open areas and be as quiet as possible. 
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INTRUDER IN A BULIDING 

“Remember…Stay calm and help others remain calm”   

If for some reason you are caught in an open area such as a hallway or lounge, you  
must decide what you are going to do. This is a very crucial time and it can possibly  
mean life or death: 

 
 You can try to hide, but make sure it is a well-hidden space or you may be 

found as the intruder moves through the building looking for victims. 
 
 If you think you can safely make it out of the building by running, do so. 
 
 If you decide to run, do not run in a straight line. Attempt to keep objects such  
 as, desks, cabinets, fixtures, etc. between you and the hostile person(s). Once  
 outside, do not run in a straight line. Use trees, vehicles, and other objects to 

block you from the view of intruders. 
 
 If the person(s) is/are causing death or serious physical injury to others, and you  
 are unable to run or hide, play dead if other victims are around you. 
 
 As a last option, if you are caught in an open area in a building, fight back. This  
 is dangerous, but depending on your situation, this could be your last option. 
 
 If you are caught by the intruder and are not going to fight back, obey all com-

mands and do not look the intruder in the eyes. 
 
 Once the police arrive, obey all commands. This may involve being handcuffed,  
 or keeping your hands in the air. This is done for safety reasons. Once  
 circumstances are evaluated by the police, they will give you further directions 

to follow. 
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SUSPICIOUS PERSON/HOSTAGE 

“Remember…Stay calm and help others remain calm”   

Suspicious Person(s) 
 

Contact campus security through the campus switchboard (0) as soon as  
possible to report the incident, or 9-911 (on personal phones dial 911) and  
provide details. 

 
If the suspicious person is in possession of a weapon, notify call 9-911 (on  
Personal phones dial 911) and provide details. 

 
Contact campus security through the campus switchboard (0) as soon as  
possible to report the incident. 

 
If you are faculty or staff, and the suspicious person is in a classroom, call  
9-911 (on personal phones dial 911) and provide details. 

 
Contact campus security through the campus switchboard (0) as soon as  
possible to report the incident. 

 
If a hostage situation develops, follow these additional procedures: 
 

Call 9-911 (on personal phones dial 911) and provide details. 
 
Contact campus security through the campus switchboard (0) as soon  
as possible to report the incident. 

 
Gather all facts regarding the situation: Keep notes on the times and an 
communication from the hostage taker and other witness information. 

 
Do not initiate communication with the hostage taker. If communication  
becomes necessary, restrict it to one person until law enforcement takes  
over. 

 
Follow all orders given by law enforcement. 
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STAY-IN-PLACE LOCKDOWN 

ACTIVE SHOOTER 

When campus security alerts the campus to STAY-IN-PLACE, everyone will close and 
secure their doors and stay where they are until advised to resume normal activities. 
 

Move students and/or other personnel from hallways into a lockable room. 
 

Lock/barricade yourself in an office/classroom or other secure area. 
 

Turn off lights. 
 

Stay away from windows and doors. 
 

Remain out of sight from doors/windows. 
 

Remain quiet. 
 

Stay in a locked/barricaded room until otherwise directed by Campus Security 
or other law enforcement personnel. 

 

If there is an Active Shooter in the same building you are in, exit the building 
immediately. 

 
 If the Active Shooter is in another building or on campus grounds STAY-IN 
PLACE. 

 
NOTE:  Lockdown will begin from the incident’s “hot zone” (area most dangerous).  Lock-

down will radiate from the “hot zone’ until the complete campus is locked down. 
 
Potential “Lockdown” Scenarios: 
 
 An active shooter on campus 
 Hazardous materials exposure 
 Chemical weapons attack 
 Pandemic/contagious medical outbreak 
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