MAJOR INCIDENT RESPONSE PLAN

MEREDITH COLLEGE

 Updated October 2011
The Incident Management Team creates preparedness and response plans for Meredith College.  Questions may be directed to Ann Gleason, Dean of Students and Chair of the Incident Management Team, at gleasona@meredith.edu or by calling 919-760-8521.
I.   INCIDENT RESPONSE PLAN


This plan has been established to cope with major incidents that may endanger human health and safety, property or the ability of the campus to function.  The plan defines the roles and responsibilities of departments and divisions during major incidents.

II. RESPONSE PRIORITIES
Regardless of the type of major incident, the following priorities will always apply:

1. Initial Assessment:  any event must be initially evaluated for appropriate response measures.

2. Life Safety Assurance:  any threat to the lives or safety of individuals must be   addressed immediately.

3. Population Welfare: action must be taken to shelter and care for the affected population.

4. Protection of Property: action must be taken to limit and control property damage.

5. Recovery: action must be taken to return to normal operations and fully recover.  This phase may include post-incident evaluation, investigations into property damage and personnel injury.
III. THE INCIDENT RESPONSE TEAM LEADER

In consultation with the President of Meredith College, the Vice President for Business and Finance coordinates the College’s response to all major incidents.  In his/her absence, another Executive Leadership Team member shall be directed by the President to act as the Team Leader according to the following sequence: 
Vice President for College Programs
Vice President for Academic Programs
Vice President for Institutional Advancement

IV.  RESPONDING TO A MAJOR INCIDENT

1. Notify Campus Police by radio or telephone (919-760-8888) when any emergency occurs.

2. For major incidents which require immediate notification of the Meredith campus community, MC Alert and/or the campus-wide siren will be activated.

3. If the event is deemed to be a major incident, Campus Police shall notify the Vice

President for Business and Finance, or the Vice President for Business and Finance may deem a situation a major incident based on his/her own information as well.

4. The Vice President for Business and Finance shall call a meeting of the Incident Response Team.  Campus Police will assist in notifying the Team Members who the Vice President for Business and Finance decides are relevant to the particular incident based upon the specific incident response plan.

5. In situations when the command center is needed (i.e. extensive power outages, flooding, lack of access to administrative buildings), the Vice President for Business and Finance will contact Campus Police to prepare the command center in Martin Hall Annex.  

V. THE COMMAND CENTER AND RELATED OPERATION CENTERS

If deemed necessary for major incidents, the Vice President for Business and Finance will establish a meeting location for members of the campus incident response team. In case of extreme crisis or weather incidents involving major loss of power, key members of the campus Incident Response Team may plan to meet in the Martin Annex, the location of the command center.
If needed, the Vice President for Business and Finance, who serves as Incident Response Team Leader, will notify Campus Police to prepare the Command Center (Martin Annex). This location provides access to the crisis communication phone bank, extensive documents and procedures for use during an emergency or crisis, and other items as noted in the Campus Crisis Packet.

Gathering space for large group:  Belk Dining Hall will serve as the designated gathering space for students and others on campus following an emergency. Alternate locations will be announced as necessary. 

In situations when the campus has been evacuated, the off-campus command center is Massey House.

Storage Location for the crisis plan/packet:  The crisis packets will be stored in two locations on campus.  One packet will be stored in a cabinet located in the Martin Hall Annex.  The second crisis packet would be stored in the Massey House. 

VI. CRISIS COMMUNICATION
To ensure that the College’s public information response to an emergency is quick, accurate, sensitive and responsible, the Department of Marketing will coordinate all crisis communications with campus and off-campus constituencies and media outlets. The Executive Director of Marketing will consult with the President to determine the College’s official response. The Executive Director of Marketing or other designee will serve as the official media spokesperson in the event of a crisis. 
Internal and external communication:  To communicate with persons living or working on campus, information and updates will be communicated through MC Alert, the College’s main web page, email messages, the inclement weather line, and signs posted in residence halls and the Oaks. To communicate with parents, students, and other concerned persons who are not located on campus, information will be posted on the College’s main web page (if power is available to campus).  

VII.   THE CAMPUS INCIDENT RESPONSE TEAM

The Meredith College Incident Response Team is comprised of the following positions and others may be added or substituted depending on the emergency.  The exact membership of the Team will vary depending on the nature of the incident.  Incident response will require close communication with the Raleigh Fire and Police Departments and/or other mutual aid organizations as needed.

	POSITION
	ROLE DURING MAJOR INCIDENTS

	President 
	Provides oversight of College’s incident response.  Informs Board of Trustees members of major incidents. Plays key role in crisis communications.

	Vice President for Business & Finance
	Serves as Incident Response Team Leader for any incident involving the entire College community.

	Vice President for College Programs
	Responsible for elements of response related to students.

	Vice President for Academic Programs
	Responsible for elements of response related to the faculty.

	Vice President for Institutional Advancement
	Addresses issues affecting overall College planning, development or alumnae relations. 

	Director of Facilities Services
	Responsible for management of facility operations, building and property issues, and environmental issues.

	Chief of Campus Police
	Assists in making initial assessment and is responsible for all security issues.

	Director of Dining Services
	Works to provide food and water to affected population and emergency workers as needed.

	Director of Health Services
	Assists in providing triage and first aid to ill and injured person(s) and assists with life safety issues.

	Executive Director of Marketing 
and News Director 
	Generates fact sheets, news releases and all public communications concerning the incident.  Acts as spokesperson for the College community to news media and governmental agencies.

	Chaplain and Director of the Counseling Center
	Provides emotional and spiritual support to members of the campus community and their families as needed.

	Director of Residence Life
	Works to provide shelter and housing for affected student population.

	Chief Information Officer
	Assists in organizing emergency telecommunications as necessary and assists other team members with computer network resources

	Director of Commuter Life
	Distributes information to and provides support for commuting students.

	Dean of Students
	Assists in responses related to students.

	Others as directed by the Team Leader
	Carry out duties as directed by other Team members or the Team Leader.


Attachment:  Specific Incident Response Plans

The following specific incident plans are to be used as guidelines but may not address every possible incident.  

Catastrophic Injury or Death of Student(s)

1. Initial Assessment

· Any office personnel or student receiving student information (student injury, illness, or death) shall contact the Campus Police.

· Campus Police will initiate emergency call list through contacting Vice President for Business and Finance.  
· Vice President for College Programs, Campus Police and Dean of Students assess impact on students and the Meredith community.

· Vice President for College Programs, Dean of Students and Marketing Department will determine if announcements or public announcements need to be made.

· Vice President for College Programs or designee will contact student’s parents.

· All media communications will go through the Marketing Department. 
2. Population Welfare

· Director of Counseling Center and Chaplain determine affect on students.  

· Vice President for College Programs, Dean of Students, Director of Counseling Center, Chaplain, Marketing and Communications Office staff and either Director of Residence Life (if incident involves resident student) or Director of Commuter Life (if incident involves a commuter student) will establish protocol for relaying information to the campus community.

· Dean of Students, Director of Counseling Center and Chaplain establish emotional support for students and the Meredith community.

3. Recovery

· Chaplain will work with family members and significant others for memorial service in cases of student death.

· Dean of Students, Director of Counseling Center and Chaplain establish emotional support plan for students and/or affected parties.

· Director of Counseling Center will contact Raleigh resources as needed.

· Vice President for College Programs or Dean of Students will work with various offices (Accounting, Financial Assistance, Mail Services, Technology Services, etc.) to ensure the student is withdrawn and her records are closed.

Severe Weather (Hurricane or Tornado)

1. Initial Assessment

· Campus Police shall assess the potential weather situation. 

· Central emergency notifications will be activated as appropriate. 
· If necessary, Incident Response Team Leader will convene Executive Leadership Team meeting to determine closing of school and evacuation plan along with immediate shelter needs.

· Marketing staff begins public announcements to broadcast situation, delay, closure, power loss, etc.

2. Life Safety Assurance

· Campus Police address life safety.

· Campus Police call Raleigh Fire and Police Departments for assistance as needed. 

· EMS, or Campus Police if needed, notifies local hospitals to stand by on call for handling of injury/illness and communicates with mutual aid organizations.

· Director of Residence Life will relay information to hall staff and resident students.

· Director of Commuter Life will work with Marketing staff to inform commuter students through public announcements, inclement weather line, etc.

· Marketing staff makes public announcements and postings to the Meredith web page and inclement weather line, as necessary, to identify areas of damage/outage.

· Campus Police has authority to evacuate students, staff, and faculty from unsafe locations.

3. Population Welfare

· Director of Residence Life arranges shelter for immediate students/staff shelter in Belk Dining Hall or other college facilities if needed.

· In the event of a tornado or hurricane, everyone is advised to move to the lowest level of buildings or an interior windowless space. Those in modular buildings are advised to move to the closest building with a foundation. 
· Director of Campus Dining makes arrangements for food and water for sheltered individuals.

· Director of Health Services or Campus Police arranges medical treatment for injured/ill persons at the Health Center.  EMS will transport seriously injured people to Raleigh hospitals.

4. Protection of Property

· VP for Business and Finance maintains responsibility for property and notifies Meredith’s insurance agent of any potential damage claims.

· Director of Facilities Services and Progress Energy address power outages.  Director of Facilities Services and PSNC Energy determine plan of action for natural gas concerns.

· Marketing staff makes further public announcements to identify damaged area/outages/cancellations as more information becomes available, except for routine weather emergencies.

5. Recovery

· Incident Response Team remains intact for follow up assessment and reports.

· Marketing staff continue follow up communication as necessary including web page posting, communication with parents, and staffing the phone bank for incoming calls.

· Members of Executive Leadership Team will meet to determine opening of school and offices and ways to communicate this information to students, faculty, and staff.  

· Campus offices will work to re-establish normal operating procedures.

· Residence Life staff will work to house any displaced residents.

· Commuter Life staff will assist displaced commuter students.

· Director of Counseling Center and Chaplain assess need and provide emotional support to members of the campus community.
· Vice President for College Programs will work with Marketing staff to release information.
· Vice President for College Programs, Dean of Students, Director of the Counseling Center, Chaplain, Marketing staff and either Director of Residence Life (if incident involves resident students) or Director of Commuter Life (if incident involves commuter students) will establish protocol for releasing information to the campus community.

· Director of the Counseling Center will contact Raleigh resources as needed.

Fire Incident

1.  Initial Assessment

· Any person who sees a fire on campus should immediately pull the fire alarm and call Campus Police at 919-760-8888.
· Campus Police establishes communications with Raleigh Fire and Police Departments.
· Campus Police address life safety.
· Campus Police shall contact the Incident Response Team Leader and Director of Facilities Services.  The Incident Response Team Leader assesses the situation.

· Director of Facilities Services assesses impact on property.

· VP for Business and Finance directs Campus Police to convene the Incident Response Team and prepare command center if necessary, including phone bank if needed.

· Marketing and Communications Office staff begins public announcements to broadcast situation, closure, power loss, etc.

2.  Life Safety Assurance

· If fire is in a residence hall or The Oaks, residents will evacuate.  

· If fire is in a campus building, occupants will evacuate building as dictated by evacuation plan for the building.

· Campus Police call Raleigh Fire and Police Departments for response as needed. 

· As appropriate, Director of Facilities Services provides list of chemicals or other hazardous materials in the building and Material Safety Data sheets to the Raleigh Fire Department.

· EMS, or Campus Police if needed, notifies local hospitals to stand by on call for handling of injury/illness and communicates with mutual aid organizations.  Campus Police determines off-campus resources to be utilized.

· Marketing staff makes public announcements and postings to the Meredith web page, as necessary, to identify areas of damage/outage.

3.   Population Welfare

· Director of Residence Life arranges shelter for immediate resident students/staff shelter in Belk Dining Hall or other college facility.

· Director of Campus Dining makes arrangements for food and water for sheltered individuals, as needed.

· Campus Police and/or Director of Health Services act as liaisons for medical needs.

· Marketing and Communications Office staff coordinates information and communication updates to staff involved with releasing information, including the Senior Management Team and other constituents as needed.

· Counseling Center and Chaplain will provide immediate emotional support.

4. Protection of Property

· Vice President for Business and Finance maintains responsibility for property and notifies Meredith’s insurance agent of any potential damage claims.

· Director of Facilities Services and Progress Energy address power outages.  Director of Facilities Services and PSNC Energy determine plan of action for natural gas concerns.

· Marketing staff, in consultation with the President, makes further public announcements to identify damaged area/outages/cancellations as more information becomes available.
5. Recovery

· Incident Management Team remains intact for follow up assessment and reports.

· Follow up communication as necessary including web page posting, communication with parents and staffing the phone bank for incoming calls.

· Residence Life staff will work to house any displaced resident students.

· Director of Counseling Center and Chaplain determine affect on students. 

· Vice President for College Programs will work with Marketing staff to release information to students, parents, and families. 

· Vice President for College Programs, Dean of Students, Director of Counseling Center, Chaplain, Marketing staff and either Director of Residence Life (if incident involves resident students) or Director of Commuter Life (if incident involves a commuter student) will establish protocol for releasing information to the campus community.
· Dean of Students, Director of Counseling Center and Chaplain establish emotional support for students and/or affected parties.

· Director of Counseling Center will contact Raleigh resources as needed.

Violent, Disruptive, or Criminal Behavior

(including harassment and stalking incidents)

1.
Initial Assessment

· Violent, disruptive or criminal behavior (including harassment and stalking incidents) is reported to Campus Police at 919-760-8888. 

· Crime scene will be secured by Campus Police and/or other authorities as necessary.  Access to the crime scene will be controlled by Campus Police and/or other authorities.

2. 
Life Safety Assurance

· Campus Police arrives on scene and apprehends offender.  

· Director of Health Services, if present, arranges for medical treatment for injured persons at the Health Center or Raleigh hospitals. In some cases, Emergency Medical Services (EMS) may be contacted.

· Campus Police gathers identification information and issues trespass warning.

· Campus Police transports person to Wake County Jail. 

· Marketing staff makes public announcements as necessary to the Meredith community and the public.

· Vice President for College Programs coordinates information to students and parents.

· Dean of Students, Director of the Counseling Center, Chaplain and, if necessary, the Director of Commuter Life establish emotional support for students.  

· Depending on the severity of the incident, Campus Police would notify the Incident Response Team Leader who then may activate the Incident Response Team.  

· The Incident Response Team may activate the phone bank if necessary.

3.
Recovery

· Campus Police or appropriate administrator contacts the person who reported the incident/crime to provide information about the outcome.

· Counseling Center and Chaplain continue to provide emotional support as needed.

On-Campus Hostage/Terrorism Incident

1. Initial Assessment

· Incident is reported to Campus Police at 919-760-8888.

· Central emergency alarm may be activated.

· Campus Police contacts Raleigh Police Department and Fire Department as needed.

· Campus Police notifies Incident Response Team Leader to activate Incident Response Team, command center and phone bank.

· Upon arrival to campus, Campus Police and/or the Incident Response Team Leader brief the local police.

2.  Life Safety Assurance

· In the event that someone is injured, Campus Police contacts Emergency Medical Services.

· The local police “take charge” of situation; Campus Police and Incident Response Team support local police and other authorities as needed.

· Persons are evacuated from building as ordered and report to Belk Dining Hall.

· Director of Dining Services arranges for food and water for evacuated persons.

· Marketing and Communications staff broadcast announcements regarding the incident, school closing, delays, updates, etc.

· Phone bank continues to respond to incoming calls.

· Dean of Students, Director of the Counseling Center, Director of Commuter Life, Director of Residence Life and Chaplain establish emotional support for students and evacuees.  

· Vice President for College Programs coordinates information to parents and students.

3. Recovery

· Once the situation is resolved, appropriate administrators communicate an update to members of the campus community.

· Executive Director of Marketing provides updates to the media.

· Incident Response Team continues to meet for follow-up assessments and reports. Members of the team provide follow-up communication as necessary including web page postings, communication with parents, and staffing of the phone bank to incoming calls.

· The Counseling Center and the Chaplain provide continued emotional support to members of the Meredith community as needed.

Gas Leak

1. Initial Assessment

· Any person discovering a possible gas leak notifies Campus Police immediately at 919-760-8888.

· The first responder evaluates the situation and takes action as required.                   Campus Police notifies the Incident Response Team Leader.

2. Population Welfare

· If it is determined that a gas leak is evident, Campus Police evacuates the area immediately.

· The Raleigh Fire Department is notified of the incident and the location of the leak.

· The gas company is notified of leak as soon as possible.

· The Incident Response Team Leader is provided with updates as necessary.

3. Recovery

· As soon as the leak is under control, Campus Police notifies all necessary personnel that the area is safe.

· A report is filed by Campus Police on the incident and distributed to members of the Incident Response Team.

· An investigation is initiated to determine the cause of the leak.

· The Marketing staff makes announcements to the Meredith community and to the public as needed.

Chemical Spill

1. Initial Assessment

· Any person detecting or suspecting a chemical spill alerts all personnel in the building to immediately evacuate the building.  Personnel exit by the closest door and assemble on the up-wind side of the building.

· The Campus Police is notified at 919-760-8888.

· Campus Police contacts the Raleigh Fire Department, provide the locations and escort the fire truck to the location.

· Campus Police contacts the Incident Response Team Leader.

2.  Population Welfare

· No personnel will be allowed to enter the building until the Raleigh Fire Department Hazardous Materials Team deems the area safe.

3.
Protection of Property

· The area may be required to be decontaminated before personnel can enter the building.

4.  Recovery

· Once the area is deemed safe, personnel will be allowed to enter the building.

· An investigation will be conducted by Campus Police to determine the cause of the spill.

· Reports will be distributed as required by the Incident Notification Plan.

· Marketing staff makes public announcements to the Meredith community and public as needed.

Bomb Threat

1. Initial Assessment
· Any person receiving a bomb threat will assume that the threat is real. 

· The person taking the call will follow the bomb threat procedure and obtain as much information as possible.

· Campus Police is notified at 919-760-8888 as soon as possible of the location and provided with all information received from the caller.
2.  Population Welfare

· If Campus Police determines the threat to be legitimate the following will occur:

a. The building is evacuated.

b. The Raleigh Fire Department is notified.

c. All personnel are ordered to a safe location away from the area.

d. The Incident Response Team Leader is notified as required.

3.  Recovery

· The Campus Police files a report with appropriate authorities.

· As soon as the Raleigh Fire Department deems the area safe, personnel will be allowed to enter the building.

· The Counseling Center and the Chaplain determine

   plans for providing emotional support to the Meredith community

· Marketing staff makes public announcements to the Meredith community and to the public as needed.

Incidents Involving Students Studying Abroad

When Meredith students are participating in a Meredith Abroad Program, the College follows the Emergency Response Plan created by the Office of International Programs.  This document includes emergency preparedness guidelines, procedures for responding to general emergencies and specific incidents, and an emergency communication plan.  

Prior to departure, Study Abroad Program Directors complete an on-site safety assessment and share this information with participants during their pre-departure orientation.  Study Abroad Program Directors also receive an on-site handbook that includes the emergency response plan and an emergency notification list. Specific emergency plans address routine emergencies such as minor illnesses and theft and major emergencies such as major illnesses, natural disasters and regional socio-political unrest.  

For more information, contact Director of the Meredith College Office of International Studies/Study Abroad at 919-760-2307.    

Missing Residential Student Notification

Meredith College takes student safety very seriously.  If a member of the College community has reason to believe that a Meredith student who resides in on-campus housing is missing, he or she should immediately notify Meredith College Campus Police at 919-760-8888.  Campus Police, in conjunction with College Programs staff (residence life staff, Dean of Students, etc.), will initiate an investigation which will include the following:

· Conduct a welfare check in the student’s on-campus residence.

· Attempt to contact the missing student via her phone numbers on file in the Office of Residence Life and/or the Office of the Registrar.  

· Call or speak in person with known contacts such as roommate, suitemates, apartment mates, and friends.

· Contact student employer, if known.

· Contact the student’s professors to gather information about the student’s recent class attendance.

· If the student has a vehicle, Campus Police will attempt to locate the vehicle on campus.

If the student cannot be located after reasonable efforts, the Dean of Students or the Chief of Campus Police will then contact the student’s emergency contacts no later than 24 hours after the student has been determined to be missing.  If a confidential contact has been listed by the student and the student is over the age of 18, that person will be contacted.  If the missing student is under the age of 18 and is not an emancipated individual, the Dean of Students or the Chief of Campus Police will notify the student’s parents or legal guardians. If the investigation indicates that a student is missing, Campus Police will file a Missing Persons Report with the Raleigh Police Department. 

In addition to registering an emergency contact with the Office of Residence Life, students residing in on-campus housing have the option to identify confidentially an individual to be contacted by Meredith College in the event the student is determined to be missing for more than 24 hours.  If a student has identified such an individual, the College will notify that person no later than 24 hours after the student is determined to be missing.  Students who wish to identify a confidential contact may do so through adding the name and contact information on the emergency contact form completed by the student when moving into the on-campus residence, or by contacting the Office of Residence Life at 919-760-8633.  A student’s confidential contact information will be accessible only by authorized campus officials as appropriate.  

Attachment:  Evacuation Plans

On-campus Evacuation Plan

· When on-campus evacuation is necessary, all persons will gather at Belk Dining Hall.  If Belk Dining Hall is affected by an incident, Jones Auditorium may serve as the alternate evacuation site. 
· For evacuation information for people with disabilities or special needs, please see

the disability services web site for information about the evacuation plan.  
· All persons will be accounted for and command center will be activated.

· Director of the Counseling Center, Chaplain, and Dean of Students will establish emotional support for evacuees and other concerned community members.  

Off-campus Evacuation Plan

· When off-campus evacuation is necessary, all persons will be directed to a specific off-campus site depending on the nature and location of the incident.  Possible evacuation sites include Reynolds Coliseum at North Carolina State University, Dorton Arena at the State Fairgrounds, etc.
· Both campus exits will be opened.

· Individual vehicles and Meredith College vans and buses will be used to transport persons to the evacuation site.  Capital Area Transit will also be contacted to assist with the evacuation.  Contact numbers are available for the Director of Operations, the Assistant Director of Operations, and the CAT Dispatch Center.  

· Raleigh Police Department will be contacted and the department will set up a command center at the evacuation site.  The Raleigh Police Department and other departments (Raleigh Fire Department, EMS, etc.) will work closely with the Meredith College Incident Response Team.

· All persons will be accounted for.

· Director of the Counseling Center, Chaplain and Dean of Students will establish emotional support for evacuees and other concerned members of the community.

· First aid assistance will be offered.

· Updates and information will be posted on the College’s main web page.  
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