
EMERGENCY AND 
SAFETY PROCEDURES



AIRCRAFT DOWN ON CAMPUS

Aircraft Down On Campus Emergency Response Procedure
1. If an aircraft crashes on or near the campus, push the Panic Button 911 or call  
 911. 
2. If the aircraft and/or fire pose an immediate threat, evacuate the building using  
 the evacuation routes posted and seek safety at an appropriate distance.
3. Await further instructions from emergency responders or school administration.
4. Be aware that all aircraft debris and wreckage should not be disturbed unless   
 necessary to save lives or suppress fire.



UTILITY FAILURE/FACILITY FAILURE 

Utility Failure/Facility Failure Emergency Response Procedure

1. Notify Facilities Director at (573) 897-5323 or (573) 619-3844 and give your name, telephone   
 number, location, and nature of the emergency.
 a. Do not attempt to correct the problem unless you are authorized and qualified to do so. 
 b. Provide assistance to others in your immediate area that may be unfamiliar with the   
  building/workplace.
 c. Turn off equipment such as computers and monitors to avoid potential serious damage   
  once the power is restored. 
 d. If you are in a dark area, proceed with caution to an area that has emergency lights. 
 e. If you are in an elevator, stay calm. Use the emergency button to alert authorities. Do not   
  attempt to open the elevator car door or in any way shake or jar the car to move unless   
  directed to do so by emergency personnel. 
2. Director of Facilities will determine if the area needs to be evacuated.
3. Faculty and staff will direct people to a safe building or location. 



MEDICAL OR OTHER EMERGENCY

Medical or Other Emergency

 

1. Push Rave Panic Button Medical or Call 911 and report your name, incident type, and incident     
 location.
2. For injury/illness – keep victim still, check breathing, and control bleeding.
 a. Use pressure to stop bleeding and provide life support CPR and AED, if needed.
 b. Be aware of hazards associated with blood borne pathogens. Wear proper personnel     
  protective equipment. If exposed to suspected infection material, wash the exposed area     
  thoroughly with soap and water, and seek medical attention. 
 c. Comfort the patient and reassure that medical assistance is on the way. 
 d. Provide first aid, consider the following: 
  i. Is immediate action needed in order to save a life?
  ii. Will I place myself in harm or jeopardy?
3. Designate a person to direct/escort Emergency Medical Services directly to emergency site. 
4. When police arrive and emergency personnel arrive, give them additional information. 

First Aid kit locations can be found on the evacuation maps located in each office or near the entrance/exit of the 
building. 
Defibrillators can be found on the evacuation maps located in each office.

OR



HAZARDOUS SPILL

Hazardous Spill

If a hazardous materials spill occurs, the following guidelines should be followed:
 1. If hazardous chemicals come into contact with your skin immediately and continuously     
  flush the affected area with clear water. 
  a. Eye Contact:  If a chemical has been splashed into the eyes, immediately wash the eye    
   and inner surface of the eyelid with copious amounts of water for 15 minutes. Check    
   for and remove any contact lenses at once. Seek medical attention.
  b. Ingestion:  Consult the Safety Data Sheet (SDS), a chemical first aid manual or call    
   the Poison Control Information Center at 1-800-222-1222. Follow directions and     
   seek medical attention.
  c. Minor Skin Contact:  Promptly flush the affected area with water and remove any     
   contaminated clothing. If symptoms persist after washing, seek medical attention.
  d. Major Skin Contact:  If chemicals have been spilled over a large area of the body,     
   quickly remove all contaminated clothing while using the shower in the Activity     
   Center. Wash off chemicals by using a mild detergent or soap and water. Do not 
   neutralize chemicals or apply salves. Repeat shower if discomfort occurs or     
  continues. Seek medical attention.
 2. Push Rave Panic Button 911 or Call 911
 3. Warn fellow workers and supervisors.
 4. Take action to contain the spill if possible, without jeopardizing personal well-being. 
 5. Evacuate the area and pull building fire alarm if evacuation is required.
 6. Notify Facilities Director at (573) 897-5323 or (573) 619-3844.
 7. DO NOT RE-ENTER THE BUILDING until the “ALL CLEAR” has been given via Rave     
  Alert System.



PERSON IN DISTRESS/THREATEN SUICIDE/
ATTEMPTED SUICIDE 

Person in Distress
 

 1. Recognize symptoms
  a. Significant change in academic performance/classroom conduct/work performance
  b. Unusual behavior or appearance
  c. Traumatic event or change in relationship
 2. Speak privately with person
 3. Directly and candidly discuss your observations and concerns
 4. Offer support and assistance
 5. Never leave the person in distress until counselor or law enforcement arrives. 

Threaten Suicide
If someone threatens suicide, the threat should be taken seriously.
 1. Immediately Push Rave Panic Button 911 or Call 911.
 2. Do not leave the person alone.
 3. Try to remove the person calmly but firmly from any immediate means of hurting him or     
  herself.
 4. If the person has a weapon, do not try to take it. 
 5. Keep the area off limits and isolated until the Vice President of Student Affairs (573) 897-5201 and/or   
  emergency responders arrive.

Attempted Suicide
If an individual attempts suicide:
 1. Immediately Push Rave Panic Button 911 or Call 911.
 2. Do not leave the person alone.
 3. Keep other people away from the scene.
 4. Do not handle weapons, containers or other possible evidence.
 5. Render first aid if qualified and/or necessary.
 6. Witnesses should be directed to stay in the area to answer questions.



SEVERE WEATHER/NATIONAL DISASTER\
EARTHQUAKE\TORNADO 

Severe Weather 

During threatening weather conditions, the Facilities Director will monitor weather conditions via the National 
Weather Service. If a severe weather warning is issued for the area: 
 1. Do not use elevators.
 2. Seek shelter in predetermined location. See evacuation maps for safest location near you.    
  Instructors and Building Coordinators are responsible for ensuring that students exit the    
  classroom and are directed out the nearest building exit. Instructors should take their    
  attendance roster to check that all students have evacuated.
 3. Do not leave shelter until an “ALL CLEAR” is given through Rave Alert System.

Tornado
 1. The Osage County Office of Emergency Management will activate the tornado siren on    
  campus.
  a. Tornado Watch – Means conditions are right for a tornado.
  b. Tornado Warning – Means a tornado has been spotted in the area being warned.
 2. The Facilities Director will send out notifications via text and email to alert campus. 
 3. The Building Coordinators are responsible for notifying staff and students in their    
  buildings to proceed immediately to identified, secure locations. 
 4. All students, staff and guests should take shelter in the basement of the Activity  Center.  If there is   
  not time to evacuate to the Activity Center, occupants should move to safe areas in each building.   
  Maps are located in hallways of buildings to indicate safe locations. 
  a. Safe areas are generally interior hallways on the lowest floor. 
  b. avoid large rooms or areas with windows or glass
  c. Put as many walls as you can between yourself and the outside.
 5. All college business and activities will terminate if a tornado warning is issued and are suspended   
  until the warning expires and the “ALL CLEAR” is given through Rave Alert System. 

After Weather Passes
 1. Wait for “ALL CLEAR” signals by alarm, weather radio, or from Facilities Director through the   
  Rave Alert System. 
 2. Check for injuries.
 3. Push Rave Panic Button 911 or Call 911 if there are injuries.
 

Earthquake
 1. Seek shelter in a doorway or under a heavy table. See evacuation map for safest location near you.
 2. Do not use elevator(s).
 3. After shaking stops, evacuate the building, and avoid power lines.
 4. Push Rave Panic Button 911 or Call 911 to report injury or damage.



FIRE

Emergency Response Procedure

 
1. Sound the fire alarm.
2. Push Rave Panic Button Fire via your cell phone or Call 911 to report the fire.
3. If fire is small enough and you are properly trained, take immediate action to control the fire   
 with available firefighting equipment.
4. If fire is too large, close the door to the room where the fire is located.
5. Immediately evacuate to designated area. Reference evacuation maps for safest route out of   
 building. 
 a. Do not use elevators and use alternative evacuation routes if you see smoke. Please   
  assist anyone needing assistance to the building exit. Use building exits to go to   
  evacuation destination. 
 b. Instructors and Building Coordinators are responsible for ensuring that students exit   
  the classroom and are directed out the nearest building exit. 
 c. Instructors should take their attendance roster to check that all students have evacuated.
 d. Test doors and check paths for safety before proceeding. Do not open doors if they feel  
  warm and close doors behind you.
 e. If forced, go through smoke, get low to the ground and crawl to avoid inhaling fumes.
 f. If trapped, close all doors between you and the fire. If possible, seal cracks around doors  
  to keep out smoke. Call 911 and provide information on your location. If possible, wait  
  at a safe window.
 g. If you catch fire, stop, drop and roll.
6. Designate a person to direct/escort Fire Department and Emergency Medical Services directly  
 to emergency site.
7. If someone is missing, immediately notify emergency responders and provide as much   
 information as possible on their last known location.
8. DO NOT RE-ENTER THE BUILDING until the “ALL CLEAR” has been given.
9. Move away from the building; do not block roadway or parking lots so emergency personnel   
 have a clear path. Do not block the exits in any way. 

OR



THREATS/WORKPLACE VIOLENCE/STALKING 

Threats/Workplace Violence/Stalking
 
 1. Immediately report any workplace violence, threats, and stalking, to appropriate   

 campus authority. 
            2. Any individual who is the victim of domestic violence, or who believes he or she  

may  be the victim of violence, is encouraged to promptly notify an appropriate 
command center member and the Police Department.

 3. All employees and students share the responsibility to report threats or acts of   
 violence on campus.

Telephone Threats Emergency Response Procedure
The person receiving the call should:
 1. Try to engage the caller in order to gather as much information as possible using the  

 telephone threats checklist below.
 2. Try to listen for familiar background noises such as cars or trains driving by or   

 familiar sounds on campus.
 3. Try to identify the caller’s voice.
 4. Note the exact time of the call. Both when the call began and when it was terminated.
 5. If possible, determine which phone line the call came in on.
 6. If the phone has “caller ID”, write down the number that appears.

Telephone Threats Checklist
(Be ready to give to Law Enforcement and State Tech Facilities Director.)

1. Attempt to engage the caller and gather as much information as possible.
2. Note the time of the call: __________________________________________________________
3. Phone line the call came in on: ______________________________________________________
4. If your phone has “caller ID”, write down the number that appears:__________________________
5. Listen for familiar sounds in the background and note what the sounds are: _________________________________
6. What is the nature of the threat being made? _________________________________
7. Is the threat being made against a specific person or persons; department; building?
8. Why is the person making the threat? _______________________________________
9. Is the caller specifying where the threat will be carried out? _____________________
10. When the call is terminated, note the time: __________________________________
11. At the call’s termination, immediately contact the Facilities Director at (573) 897-5323 or (573) 619-3844   If you are   
 unable to reach, please call (573) 897-5000.



ACTIVE SHOOTER/LOCKDOWN

1. Push Rave Panic Button Active Shooter or 
Call 911 when safe to do so.

2. Run
 a. Have an escape plan.
 b. Leave your belongings behind.
 c. Keep your hands visible.
 d. Evacuate. Help others escape. Do not at 

  tempt to move the wounded.
 e. Prevent others from entering into an   

  area where the active shooter may be. 
3. Hide
 a. Hide in an area out of the active 
   shooter’s view.
 b. Block entry to your hiding place, lock   

  the doors.
 c. Lights should be turned off and blinds   

  closed.
 d. Silence your cell phone
4. Fight
 a. As a last resort and only when your life  

  is in imminent danger.
 b. Attempt to incapacitate the active 
   shooter.
 c. Act with physical aggression and throw  

  items at the active shooter. 
 

Things to know
 • Expect the first officers that arrive on scene to 

not stop to help the injured. 
 • Expect rescue teams to follow initial officers. 

The rescue teams will treat and remove injured. 
 • Once you have reached a safe location, you 

will likely be held  in that area by law en-
forcement until the situation is under control 
and all witnesses have been identified and ques-
tioned. 

 • Do not leave the area until law enforcement 
authorities have instructed you to do so or you 
have received the “ALL CLEAR” message via 
the Rave Alert System. 

Hard Lockdown

 1. Lock and Secure all exterior doors
 2. Lock and Secure Classroom Doors
 3. Do not allow exit or entry
 4. Silence ALL phones
 5. Monitor Rave Alerts for further 
   instructions
 6. Remain in place until “ALL CLEAR”
 7. During lockdown, buildings will be   

  locked so no entry can take place.
 8. Directions will be sent out via Rave   

  Alert System.
             9. Do not leave the area until law enforce  

  ment authorities have instructed you to  
  do so or you have received the “ALL   
  CLEAR” message via the Rave    
  Alert System. 

Soft Lockdown

 1. Lock and Secure all exterior doors
 2. Monitor Rave Alerts for further 
   instructions
 3. Remain in place until “ALL CLEAR”

Active Shooter

OR



BOMB THREAT/SUSPICIOUS OBJECT

Bomb Threat 
Whether the threat is made by phone, text, social media, email, or a note, immediately Call 911 
(Non-Wireless Device).
 1. Remain calm.
 2. Keep the caller on the line as long as possible. 
 3. Listen carefully. 
 4. Fill out Bomb Threat Checklist below. Ask them to repeat the message and write   
  down everything the caller says. If you have caller ID, write down the number   
  that appears on your phone. 
 5. Immediately notify a supervisor/instructor.
 6. Notify Facilities Director at (573) 897-5323 or (573) 619-3844.

Suspicious Object 
 1. Remain calm.
 2. Move away and do not disturb the object. 
 3. Notify others to move away. 
 4. Call 911 from non-wireless device. Do not use cell phones, radios, or other wireless  
  devices. 
 5. Notify Facilities Director at (573) 897-5323 or (573) 619-3844.
 6. If you or others have direct contact with the object wash exposed skin with soap and  
  water after reaching a place of safety.

Bomb Threat Checklist 
(Be ready to give to Law Enforcement and State Tech Facilities Director.)

Exact time of call: ___________________________________ Date: _____________________ 
 
Exact Words of caller:  ______________________________________________________________________

Were there any background noises? ___________________________________________________________ 

QUESTIONS TO ASK 
1. What should I call you? ____________________________________________________________________
2. When is bomb going to explode? ____________________________________________________________ 
3. Where is the bomb? _______________________________________________________________________ 
4. What does it look like? _____________________________________________________________________ 
5. What kind of bomb is it? ___________________________________________________________________ 
6. What will cause it to explode? _______________________________________________________________ 
7. Did you place the bomb? ___________________________________________________________________ 
8. Why are you doing this? ____________________________________________________________________ 
9. Where are you calling from? ________________________________________________________________ 
10. What is your address? _____________________________________________________________________ 
11. What is your name? ____________________________________________________________________ 

CALLER’S VOICE (Circle) 

Speech: Calm, Disguised, Nasal, Angry, Broken, Soft, Stutter, Slow, Sincere, Lisp, Rapid, Muffled, Giggling, Deep, Crying, 
Squeaky, Excited, Stressed, Accent, Loud, Slurred, Normal
Gender: Male or Female
Estimated age: Young or Old

If the voice is familiar, whom did it sound like? _______________________________________ 

Remarks: ______________________________________________________________________

Person receiving call: __________________________________________________________ 

Telephone number call received at: _______________________________________________ 




