
 

 

 

 

SOUTHEAST ARKANSAS COLLEGE POLICY                                    

6.01   Emergency Procedures 

 

All accidents, emergencies and injuries occurring on campus or during a campus-sponsored 

activity must be reported to the Public Safety Department.   

 

It is not possible to establish procedures for every type of emergency, but these guidelines cover 

many emergency or hazardous situations. Please review them frequently so that you will be 

prepared in an emergency. Everyone should sign on to the adopted emergency alert system to 

receive emergency notifications.   

 

In all emergency situations, it is imperative to remain as calm as possible.  If all training fails, 

dial 911 from any phone. The dispatcher will send the closest responders to the emergency.  All 

emergencies and hazards to Southeast Arkansas College and its community members are taken 

seriously.  Do not contact your supervisors or administration asking if campus closures or 

evacuation should be considered.  These decisions are made with the upmost regard to human 

safety and the wellbeing of all individuals on campus.  If you wish to report a hazard you do not 

feel has been addressed, please contact the Public Safety Department at extension 4900.   

 

1.0 To Report an Emergency 

 

• Call extension 4911 (Public Safety Department on campus) or 911 

• Be ready to provide type of emergency, location, phone number and your name 

• Do not hang up until help arrives or until it is safe to do so 

 

2.0 Active Shooter on Campus 

 

• Call extension 4911 (Public Safety Department on campus) or 911 

• Lock down in place 

• If safety able to, ensure all locks are activated and barricade the door with the 

supplied lock or utilize furniture, chairs or door wedges in appropriate places 

3.0 In Case of Fire 

 

• Fire Exits- A fire escape plan is posted in all buildings and on bulletin boards 

• Activate fire alarms 

• Notify students and visitors and leave the building by closest exit 

• Do not use elevator 

• Move away from the building and do not reenter until directed by police or fire 

department or college staff 



 

 

• If leading others, please convene in a safe distance from the building and hold 

accountability sessions to ensure all people evacuated the building.  

• Call extension 4911 (Public Safety Department on campus) or 911 

  

4.0 Medical Emergency 

 

• Get help immediately 

• Talk to injured person to see if medical assistance is required 

• If the victim does not respond call 911 then 4911 (Public Safety Department on 

campus) 

• Provide first aid assistance to responder’s level of training 

• Stay on the line until help arrives or it is safe to hang up 

• Provide information to emergency personnel on phone and Public Safety Department 

• The Public Safety Department will direct emergency services to the correct building 

and nearest entrance 

• If a staff member is injured, Company Nurse must be called at 1-855-339-1893, 

Facility Code QR160 

 

5.0 Weather Related Emergency 

 

• Seek shelter in buildings if necessary (bathrooms, hallways and away from windows) 

• Take personal belongings with you and follow staff instructions if you are instructed 

to shelter in buildings 

• Evacuate if instructed in a safe orderly manner 

• Each building has a designated safe zone for inclement weather. 

 

6.0 Bomb Threats 

 

• Notify Public Safety Department immediately (4911) 

• Record as much information as possible from the caller 

• Be as specific as possible when relaying what the caller said 

• The fire escape route should be followed in the event of the evacuation of the 

building 

• Instructors should check to see that all students leave immediately and move away 

from the buildings 

• Never announce a bomb threat to students or the public as it creates mass hysteria and 

will lead to additional injuries 

 

7.0 Motor Vehicle Accidents on Campus 

 

• Call extension 4911 (Public Safety Department on campus) or 911 

 

8.0 Accidents Without Injuries 

 

• If an accident or other emergency occurs in the classroom lab, or shop, take 

appropriate actions in responding to the situation.  

• Report the event and the actions taken to the Public Safety Department as soon as 

possible 



 

 

• Ensure that actions taken, along with outcomes are documented appropriately. 

 

9.0 Emergency Evacuation 

 

• In the event of fire, bomb threat or other emergency requiring evacuation of a 

building, faculty should ensure the orderly exit of all students immediately 

• Faculty members are responsible for checking rooms for remaining students before 

leaving themselves.  

• Faculty members & Building Captains (Vice Presidents, Deans, Department Chairs or 

Directors) in each building should direct students to the nearest exit and should assist 

handicapped students 

• Evacuations of building can only be initiated under the authority of the President’s 

office.   
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