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INTRODUCTION

Thebasic emergency procedures outined in this gdan are designed toinform and pepare the
MATC faculty and seff for canpusemergencies. Thegod is toimprovetheability of the
collegeto proed livesand property through practicaluseof college and campuscommunity
resources in energency situations. In theevent of an emergency, procedures catained in this
planwill be imgementd as nexded.

Whenever an emergency situation affecting the campusreadies propations that ennot be
handled by routine measures, thecollege President or designee may dedare a stateof emergency,
and implement this dan at the appragoriate level to mitigate theemergency.

This Emegency Resporse & ManagementPlan is purposely designed to befl exible to handle
any emergency situation. Flexibility will alow thecollegeto accommodate the indvidual
magnitudeof severity thateach emergency may present.

Theseprocedures apply to all empbyees of Manhattan Area Technical College (MATC) and
tenants. Exceptionis given to thoseemployees working at stesgoverned by otherCity, Stateor
Federa agencies. Thee employees ae expededto follow diredion and procedureas dictated
by the pedfic site

TheManhatan Area Technical College Emergency Resporse & Management Plan (ERMP) is
based on aredistic approad to probémslikely to beencountered oncampus duringan
emergency or disasta. General assunptionsare:

T An emergency or disaster may occur a any timeday or night, weekday or weekend,
with little orno warning.

1 Thesucasson ofeventsin anemergency is not pedictable. Suppat andoperational
plans srve only as guidelines andchedklists and may require modfi cation to meet the
speific nature of any particular major emergency or disaste.

1 Disastrs mostikely will affect theavailability of local, state, and federal services.
Emegency services may not beavailable, and adelay in off-campusemergency
resporse and assstarce may be expeded up to 7hous.

1 Mediacontact will be routed through thecollege Public Information Cficer (PIO) or
as dirededby the Resident,Incident Conmander or designee.

1 Essentiapersomel may not beavailable or unable tocarry outtasks andadivities
during an emergency.



EmergencyResponse& Managementlan

Updated:January2019

Introduction 2
Purpose 5
Scope 5
Sedion A

Contact Informatio/Emergency Phone Numbers 6
Sedion B

Crisis Tams 9
Sedion C

Campus Map/Emigency Response Pder 14
Sedion D

Pre-Crisis Planning 15
Sedion E

Administrative Resporsibilities ard Control 16
Incident Conmand System 17
Employee Responsbility 19
Emegency Resporse Actions 20
Incident Conmander 20
Public Information Offi cer 21
Safety Team 21
Rolesand Responsiliities of Incident Conmand 22
Faailty Members 22
InformationTechnolagy Personrel 22
Crisisteams 22
Sheltering 24
Shelter-In-Place 24
Equipnment & Resources 25
Cdlularor Digital Phores 25
Other Communications Methods 25
Voice Mall 25
Internet Communication mail) & MATC Intranet 26
Compuer Badkup 26
Medicd andFirst Aid Supplies 26
Documenttion 27
Termination of Emergency Dedaration & Remvery 27
Sedion F

Remvery Plan 27
Training, Revew and Update ofthe Emergency Response &anagementPlan 29
Emegency Resporse Procedures - Key Points 30



Sedion G
Imminent Dange

Sedion H

Aircraft Crash

Bomb Theat

Building Evaauation
Earthqueke

Emegency Campus Clsure
Fire Emergency

Harasgment, Threats, Violence on Campus
Hazardous Meterials

Medicad Emergency

Severe Wedher
SuspriousMail / Package
Deah

Pandemic Chedklist
Additional Resources & Links

EmergencyResponse& Managementlan
Updated:January2019

31

32
32
35
37
38
38
39
41
43
43
44
45
48
51



EmergencyResponse& Managementlan
Updated:January2019

INTRODUCTION

PURPOSE

The purposeof the MATC Emeagency Response& ManagementPlan (ERMP) is to estblish a
continuingstateof emergency readinessand response.The ERMP will be usedto manage
campusemergency incidentsto protect life to the maximum extent postble, theenvironment,
collegeand persord property, and to estare the campus to norral operating conditionsin the
shorest passible time.Whileit is not posible tocover every concevablesituation,the ERMP
provides thebasic administrative structure and protocols recessary to copewith emergency
situations through effedive useof college and campusresoures.

TheERMPis desgned to provide asingle souce of informationto protect Manhatan Area
Tednica College employees, dudents, and vigors duing emergency situations. It is also
intended to fadlitate an effective response t@mergenciesby outsderesponders by providing
theealy initiation ofarecognized incident command/management,control, andcommunication
structure.

TheERMPwiIll assstin finormalizingo the educaional process following a critical incident.
Thekey element to rememberwhile working with people nvolved in acritical incident is that
AThey are experiencing normal reactions toabnamal events andare exposedo aitical incident
stress. Their actionsand readions nmay render them unableto assist 0

SCOPE

This ERMP covers emergencies on theManhattan Area Technical College (MAT C) main
campusand all satllite sites.
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Emergency Telephone N umbers

General Emergency
Amhulance, Fire, Police

Riley Courty Police Department
Fire Services

WestarEnergy

KansasGas Savice
Mid-America Poison Control

City Utilities Department (water & sewer)
After HoursWater Emergency
After Hours $wer Emergency

Riley Courty Emergency Management

Via Christi Hoespital ManhattanEmegency Room)
SRS (local number-cdl first)

SRS StateHotline

Riley Courty Police Department Investigations
Riley Courty Hedth Department

Animal Control

KansasState University
Directory Assistance
KSU Police Department
Lafene Health Center

Ft. Riley
PostLocaor

Commanding Genera
[rwin Army Hospital ER

911

5372112
587-4500

1-800-544-4857
1-800-794-4780
1-800-222-1222

587-4530
587-4550
587-4555

5376333

776-3322
7764011

1-800-922-5330

537-2108
7764779
5372112

5326011
5326412
532-6544

2399867
2393516
2397777
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MORE PHONE NUMBERS

CRISISEMERGENCY

American Red Cross
On-Cdl DisasterPhone
Answering Service

Federa Bureau of Investigation (Kansas Gy, MO)

Hospil: Mercy Hedth Center- College Avenue(Emergencies)

KansasBureau of Investigation (Topeka)

KansasHighway Patrol (Salina)

Karsmizki Locksmith and Alarm

Manhatan CrisisCenter
(CrisisIntervention Service)

Manhatan Fire Department

Manhatan Sewer Maintenance

Manhatan Water Plant

PoisoninformationCommand Pos{Kansas Qiy, KS)

Riley Courty Ambulance Service

Riley Courty Police Department

Updated:January2019
785537-2180
7855653834
785231-6627
816-691-8200
7857763322
785296-8262
785827-4437
7858396509
CrisisLine 7855392785
PhoneCrisisCenter 785537-0999
Administrative Office 7855397935
Emeagency 911
Non-Emegency 785-587-4500
Sewer Emergency 785587-4547
AfterHours 785587-4555
Water Emergency 7855874550
After Hours 785587-4550
800-332-6633
Emegency 911
Non-Emegency 7855393535
Emegency 911
Non-Emeagency 785537-2112
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MATC ADMINISTRATION

Dr. James Genanc President/CEO Ext- #
Cell
Sarah Phillips VP of Student Success Ext-#
Cell
Carmela Jacobs VP of Operations Ext #
Cell
Josh Gfeller CISO Ext #
Cell
Home
Tracy Geisler ExecutiveAssistant Ext #
Cell
Security Guard Cdl

OTHER NUMBERS

John Dietrick College Attomey Work

LynneBerry Pottorf Hall, CICO Pak Work
(Alternative Command Post)
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4500
7854772376

4502
3092196106

4530
757-968-6578

4550
785761-3291

4563
7857702685

785410-3844

7852337860

785537-6352



CRISIS TEAM

MEMBERS

President

VPSS

VPO

CISO

Dean of Student Services
Student Retention Specialist
Mainterance/Custodians

Evening Security

Stay calm and communicate.
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PRIMARY RESPONSIBILITIES

* Direct crisis’emergency activities
*  Manage dissemination ofinformationto the pilic

* Direct crisis’emergency activities

* Direct crisis’emergency activities

* Direct crisis’emergency activities

*  Provide psychological assistanceto victim(s)
*  Provide psychological assistance to victim(s)
*  Safety/Security

*  Safety/Security

CRISIS TEAM RULES

Follow theinstructions of theteam leader and take chargein your aea(s) of

Respongbhility.

Authority may be delegated by the team leader, socooperate with other team

Membaeas.
Beflexible.

Be aware of your own safety and care fortheneals andsdety of victim(s).
Medicd and psychological needsare high priority.
Cooperate with authorized personrel.
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INCIDENT COMM AND POST

When recessay, a Command Postwill besetup tomanageacrisis. Thelocations ofthe
Command Postwill be determined as appropriate (see *Note* below). The Conmand Post
will serveas an irfiormation consolidation eeaand as a bcation for coordinatingcrisis
adivities. Administratorsand designated nmembers of theCrisis Team shall fave the
responsbility of directingand coordireting thefunctions of this eea

*Note* If an emergency need arises which musbe net on-campus, theollowing

locationsare recmmended dueto accessto water, ice, stolage of first aidsupplies, andable
spaeif needed:

Administrative Offices and Faallty/Staff Lounge
Classpom betveen Air Conditioning/Refrigeration and Welding Technolagy

If an emergency situation daes aisewhich malkes on-campus buidings uravailable, orif
additional sm@ce is needed, Pottorf Hall in CICO Pak can be usedas andternative site
dueto theavailability of water and space. The phonenumberfor Pottorf Hall is 78-
539

9944. Thdacility point of contact for accessto Pottorf Hall, CICO Park is LynneBerry,
785537-6352(work).

The Command Postwill providefor and maintain thefollowing:

An acairate, up-to-date file of student information(maintainedin theadministrative
offices).

Thecoordiration d al incomingand ougoing telephonecdls, mainéining:

A.  Alist of keycontects, including
1. Fire Department
2. Police Department
3. Board President
4. Others
B. A generd statement that will address questiongdém allers.

Building/campus hyout and stratural information, and hezardous naterial(s)

information (maintainedin theadministrative offices):

A.  Campus/bulding(s) mgp(s), architedura drawings, room numbks androom
utilization information

B. MSDS rewrds (hazardous mateials).

Necessary emergency equipment and suppés (72 Hour Susainability)

A. Basicfirstaid supples
B.  Hashlights or otler Auxiliary lighting saurces
C. VendingMadine Conénts

10
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V. It isvital that the Command Postbe kept informedand keeps acurate and up-to-date
information elativeto acrisis. Crisis Tam membas will report to he Command Post
regularly to receive informationand to give progressreports on thdollowing:

A. Injuries

B Damage

C. Revised shedulesand dan of action
D Progress eport of acrisis situation

VI. Medialnteradion:

Working with themediawill present achallenge during any crisis. It isimportantthat
acarate informationis given outby college personnel. Administrators have sole
authority in addressng mediainquiries. Theresponsibility of addressng media inquiries
and gestions fomthe public will bedelegatedto the Pulbic Information Coordiretor or
an adternate Crisis Team memler in mostsituations.

A. ldentify and providearoom forthe nmedia to met.
1. Provideatelephoneif available

2. Cooprate with arequest for otheraccommodation requests

B.  Advisemediafor thefollowing:
1. Immediately following acrisis, the nediawill be advisedthat they will recave
al information fom onesource - a site administrator ordelegate

2. If classes can be resumedfollowingthecrisis, reporters and cameras will not be
allowed into classpomsduringclasstime. Advisestudentghat MATC has
provided asingle souce of informationto prevent canfusionand that trey are
under noobligation to sk with reporters. However, we do have an adult student
body, andthisis apublic building, so do notttemptto interfere with reporters
attempting to get information fom gudents betveen classs, atlunch, or kefore and
after college.

VIl.  Social MediaNotificaions may also be available through:
1. MATC Facebook mge

2. Twitter
3. StudentE-mail accounts.
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GENERAL CRISIS SITUATION
Crisis Team - Immediate Action Procedures
First -

Take action for your own sdety when faced with immediateperil; you cannot be ofasdstarce if
you become avictim.

Semnd -
Quickly assess the situatiomentally noting:

whetherthe thred is actual or susgaded

the ®riousress ofan adua thred

whethera911cadl is neded

timeavailable for respanse

theavailability and whereebouts of otler crisis team membea's
whetherto initiate evacuation or shelter procuresif not arealy initiated

Third -

Call forimmedgte adion, as neessary, according to initial assessmen(tlelegate adivity as
apprapriate)

Notify other available crisisteam membe's of thethrea stuation as sooses possibe
Fourth -

Carry outa prescribed role as required in appliceble immedate adion procedures
Fifth i

Document, Document, and Document. (Chedklistsand sample forms aailable in Presidents
office)
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