
Emergency Response & Management Plan 

Updated: January 2019 

1 

 

 

 

 
 

 

EMERGENCY RESPONSE & 
MANAGEMENT PLAN 



Emergency Response & Management Plan 

Updated: January 2019 

2 

 

 

INTRODUCTION 

 
The basic emergency procedures outlined in this plan are designed to inform and prepare the 

MATC faculty and staff for campus emergencies.  The goal is to improve the ability of the 

college to protect lives and property through practical use of college and campus community 

resources in emergency situations.  In the event of an emergency, procedures contained in this 

plan will be implemented as needed. 

 
Whenever an emergency situation affecting the campus reaches proportions that cannot be 

handled by routine measures, the college President or designee may declare a state of emergency, 

and implement this plan at the appropriate level to mitigate the emergency. 

 
This Emergency Response & Management Plan is purposely designed to be flexible to handle 

any emergency situation.  Flexibility will  allow the college to accommodate the individual 

magnitude of severity that each emergency may present. 

 
These procedures apply to all employees of Manhattan Area Technical College (MATC) and 

tenants.  Exception is given to those employees working at sites governed by other City, State or 

Federal agencies.  Those employees are expected to follow direction and procedure as dictated 

by the specific site. 

 
The Manhattan Area Technical College Emergency Response & Management Plan (ERMP) is 

based on a realistic approach to problems likely to be encountered on campus during an 

emergency or disaster. General assumptions are: 

 
¶ An emergency or disaster may occur at any time day or night, weekday or weekend, 

with little or no warning.    

 

¶ The succession of events in an emergency is not predictable.  Support and operational 

plans serve only as guidelines and checklists and may require modifi cation to meet the 

specific  nature of any particular major emergency or disaster. 

 

¶ Disasters most likely will  affect the availability of local, state, and federal services.  

Emergency services may not be available, and a delay in off-campus emergency 

response and assistance may be expected up to 72 hours. 

 

¶ Media contact will be routed through the college Public Information Officer (PIO) or 

as directed by the President, Incident Commander or designee. 

 

¶ Essential personnel may not be available or unable to carry out tasks and activities 

during an emergency. 
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INTRODUCTION 

 
PURPOSE 

 

The purpose of the MATC Emergency Response & Management Plan (ERMP) is to establish a 

continuing state of emergency readiness and response. The ERMP will  be used to manage 

campus emergency incidents to protect life to the maximum extent possible, the environment, 

college and personal property, and to restore the campus to normal operating conditions in the 

shortest possible time. While it is not possible to cover every conceivable situation, the ERMP 

provides the basic administrative structure and protocols necessary to cope with emergency 

situations through effective use of college and campus resources. 

 
The ERMP is designed to provide a single source of information to protect Manhattan Area 

Technical College employees, students, and visitors during emergency situations.  It is also 

intended to facilitate an effective response to emergencies by outside responders by providing 

the early initiation of a recognized incident command/management, control, and communication 

structure. 

 
The ERMP will  assist in ñnormalizingò the educational process following a critical incident. 

The key element to remember while working with people involved in a critical incident is that 

ñThey are experiencing normal reactions to abnormal events and are exposed to critical incident 

stress. Their actions and reactions may render them unable to assist.ò 

 
SCOPE 

 
This ERMP covers emergencies on the Manhattan Area Technical College (MATC) main 

campus and all  satellite sites. 
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Emergency Telephone N umbers  
 

 
 

General Emergency 

Ambulance, Fire, Police 

911 

 

 

Riley County Police Department 537-2112 

Fire Services 587-4500 

Westar Energy 1-800-544-4857 

Kansas Gas Service 1-800-794-4780 

Mid-America Poison Control 1-800-222-1222 

City Utilities Department (water & sewer) 

After Hours Water Emergency 

After Hours Sewer Emergency 

587-4530 

587-4550 

587-4555 

Riley County Emergency Management 537-6333 
 

 

 Via Christi Hospital- Manhattan (Emergency Room) 776-3322 

SRS (local number-call  first) 776-4011 

SRS State Hotline 1-800-922-5330 

Riley County Police Department Investigations 537-2108 

Riley County Health Department 776-4779 

Animal Control 537-2112 
 

 

Kansas State University 

Directory Assistance 532-6011 

KSU Police Department 532-6412 

Lafene Health Center 532-6544 
 

 
Ft. Riley 

Post Locator 239-9867 

Commanding General 239-3516 

Irwin Army Hospital ER 239-7777 
 

 

Remember to dial ñ9ò for an 
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MORE PHONE NUMBERS 
 

CRISIS/EMERGENCY 
 

American Red Cross 785-537-2180 

On-Call  Disaster Phone 785-565-3834 

Answering Service 785-231-6627 

 
Federal Bureau of Investigation (Kansas City, MO) 816-691-8200 

 

Hospital: Mercy Health Center - College Avenue (Emergencies)     785-776-3322 

    
 

Kansas Bureau of Investigation (Topeka) 

Kansas Highway Patrol (Salina) 

Karsmizki Locksmith and Alarm 

Manhattan Crisis Center 

 

 
 
 
 
 
 
 
 

Crisis Line 

785-296-8262 

 
785-827-4437 

 
785-839-6509 

 
785-539-2785 

(Crisis Intervention Service) Phone Crisis Center 

Administrative Office 

785-537-0999 

785-539-7935 

 

Manhattan Fire Department 
 

Emergency 

Non-Emergency 

 

911 

785-587-4500 

 

Manhattan Sewer Maintenance 
 

Sewer Emergency 

After Hours 

 

785-587-4547 

785-587-4555 

 

Manhattan Water Plant 
 

Water Emergency 

After Hours 

 

785-587-4550 

785-587-4550 

 

Poison Information Command Post (Kansas City, KS) 
 

 

800-332-6633 

 

Riley County Ambulance Service 
 

Emergency 

Non-Emergency 

 

911 

785-539-3535 

 

Riley County Police Department 
 

Emergency 

Non-Emergency 

 

911 

785-537-2112 
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MATC ADMINISTRATION 
 

Dr. James Genandt President/CEO Ext- # 

Cell  

4500 

785-477-2376 

 

Sarah Phillips 
 

VP of Student Success 
 

Ext-# 

Cell  

 

4502 

309-219-6106 

 

Carmela Jacobs 
 

VP of Operations 
 

Ext # 

Cell  

 

4530 

757-968-6578 

 

Josh Gfeller 
 

CISO 
 

Ext # 

Cell 

Home 

 

4550 

785-761-3291 

 

Tracy Geisler 
 

Executive Assistant 
 

Ext # 

Cell  

 

4563 

785-770-2685 

 

Security Guard Cell  785-410-3844 
 

 

 
 

 
 

OTHER NUMBERS 

 

John Dietrick 
 

College Attorney 
 

Work 

 

 

785-233-7860 

 

Lynne Berry 
 

Pottorf Hall, CICO Park 

(Alternative Command Post) 

 

Work 
 

785-537-6352 
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CRISIS TEAM  
 

MEMBERS PRIMARY RESPONSIBILITIES 
 

President *  

*  

Direct crisis/emergency activities 

Manage dissemination of information to the public 

 

VPSS 
 

*  
 

Direct crisis/emergency activities 

 

VPO 
 

*  
 

Direct crisis/emergency activities 

 

CISO 
 

*  
 

Direct crisis/emergency activities 

 

Dean of Student Services 
 

*  
 

Provide psychological assistance to victim(s) 

 

Student Retention Specialist 
 

*  
 

Provide psychological assistance to victim(s) 

 

Maintenance/Custodians 
 

*  
 

Safety/Security 

 

Evening Security 
 

*  
 

Safety/Security 

 

CRISIS TEAM  RULES 

 
Stay calm and communicate. 

Follow the instructions of the team leader and take charge in your area(s) of 
Responsibility. 

   Authority may be delegated by the team leader, so cooperate with other team 

Members. 

Be flexible. 

Be aware of your own safety and care for the needs and safety of victim(s). 

Medical and psychological needs are high priority. 

Cooperate with authorized personnel. 
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INCIDENT CO MM AND POST 
 

When necessary, a Command Post will  be set-up to manage a crisis.  The locations of the 

Command Post will be determined as appropriate (see *Note* below).  The Command Post 

will  serve as an information consolidation area and as a location for coordinating crisis 

activities.  Administrators and designated members of the Crisis Team shall have the 

responsibility of directing and coordinating the functions of this area. 

 
*Note*  If an emergency need arises which must be met on-campus, the following 

locations are recommended due to access to water, ice, storage of first aid supplies, and table 

space if needed: 

 
Administrative Offices and Faculty/Staff Lounge 

Classroom between Air Conditioning/Refrigeration and Welding Technology 

 
If an emergency situation does arise which makes on-campus buildings unavailable, or if 

additional space is needed, Pottorf Hall  in CICO Park can be used as an alternative site 

due to the availability of water and space.  The phone number for Pottorf Hall  is 785-

539- 

9944.  The facility point of contact for access to Pottorf Hall, CICO Park is Lynne Berry, 

785-537-6352 (work). 

 
The Command Post will  provide for and maintain the following: 

 
I. An accurate, up-to-date file of student information (maintained in the administrative 

offices). 

II. The coordination of all  incoming and outgoing telephone calls, maintaining: 

A. A list of key contacts, including 

1.  Fire Department 

2.  Police Department 

3.  Board President 

4.  Others 

B. A general statement that will  address questions from callers. 

 
III. Building/campus layout and structural information, and hazardous material(s) 

information (maintained in the administrative offices): 

A. Campus/building(s) map(s), architectural drawings, room numbers and room 

utilization information 
B. MSDS records (hazardous materials). 

IV. Necessary emergency equipment and supplies (72 Hour Sustainability) 

A. Basic first aid supplies 

B. Flashlights or other Auxiliary lighting sources 

C. Vending Machine Contents 
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V. It is vital that the Command Post be kept informed and keeps accurate and up-to-date 

information relative to a crisis.  Crisis Team members will report to the Command Post 

regularly to receive information and to give progress reports on the following: 

 
A. Injuries 

B. Damage 

C. Revised schedules and plan of action 

D. Progress report of a crisis situation 

 
VI. Media Interaction: 

 
Working with the media will  present a challenge during any crisis.  It is important that 

accurate information is given out by college personnel.  Administrators have sole 

authority in addressing media inquiries.  The responsibility of addressing media inquiries 

and questions from the public will  be delegated to the Public Information Coordinator or 

an alternate Crisis Team member in most situations. 

 
A. Identify and provide a room for the media to meet. 

1.  Provide a telephone if  available 

 
2.  Cooperate with a request for other accommodation requests 

 
B. Advise media for the following: 

1.  Immediately following a crisis, the media will be advised that they will  receive 

all  information from one source - a site administrator or delegate 

 
2.  If classes can be resumed following the crisis, reporters and cameras will  not be 

allowed into classrooms during class time.  Advise students that MATC has 

provided a single source of information to prevent confusion and that they are 

under no obligation to speak with reporters.  However, we do have an adult student 

body, and this is a public building, so do not attempt to interfere with reporters 

attempting to get information from students between classes, at lunch, or before and 

after college. 

 
VII. Social Media Notifications may also be available through: 

 
1.  MATC Facebook page 

2.  Twitter 

3.  Student E-mail accounts. 
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GENERAL CRISIS SITUATION  
 

Crisis Team - Immediate Action Procedures 
 

First  - 
 
Take action for your own safety when faced with immediate peril; you cannot be of assistance if 

you become a victim. 

 
Second - 

 
Quickly assess the situation, mentally noting: 

 
whether the threat is actual or suspected 

the seriousness of an actual threat 

whether a 911 call  is needed 

time available for response 

the availability and whereabouts of other crisis team members 

whether to initiate evacuation or shelter procures if not already initiated 

 
Third  - 

 
Call  for immediate action, as necessary, according to initial assessment (delegate activity as 

appropriate) 

 
Notify other available crisis team members of the threat situation as soon as possible 

 
Fourt h - 

 
Carry out a prescribed role as required in applicable immediate action procedures 

 
Fifth ï 

 
Document, Document, and Document. (Checklists and sample forms available in Presidents 

office.) 
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