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INTRODUCTION 
Purpose  
South Piedmont Community College (SPCC) has established an All Hazards 
Emergency Response Plan (AHERP) to minimize the impact of an emergency on 
students, faculty, staff, visitors, and facilities. The All Hazard Emergency Response Plan 
is an intercollegiate plan, which guides the emergency response of personnel and 
resources on all campuses. The plan provides policies and procedures and assigns 
roles and responsibilities necessary to respond effectively to an emergency. The South 
Piedmont Community College AHERP utilizes the National Incident Management 
System (NIMS) as the basis for its approach. 
The AHERP is based on the following assumptions:  

 An emergency may occur at any time of the day or night, weekend or holiday, 
with little or no warning. 

 Emergencies are variable and dynamic; therefore, response efforts should 
utilize this plan as a guide while also adapting as the incident evolves.   

 An emergency may not be confined to SPCC and may affect the surrounding 
community, which may delay the response time of off-site emergency 
response agencies, requiring that the College be self-sufficient during the 
initial stages of an event. 

 South Piedmont Community College will utilize its Emergency Management 
Structure in order to activate and deploy the appropriate college resources. 

 If external agencies are required, those agencies will assume Incident 
Command. South Piedmont Community College will provide support to those 
external agencies.  

 All faculty, employees, and students are familiar with SPCC emergency 
procedures and are aware of their roles under such conditions.  

Priorities  
The All Hazards Emergency Response Plan (AHERP) of SPCC shall be used for 
responding to any emergency in a safe and timely manner. The plan will provide 
support to responding agencies, all students, visitors, and personnel affected while 
clearly communicating the status of events. The order of priorities is:  

1. To protect the lives, safety, and health of all students, faculty, staff and 
visitors at every SPCC campus 

2. To protect all SPCC facilities and property from loss 
3. To effectively communicate with all stakeholders 
4. To provide recovery measures for the continuity of College operations and 

services 
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Guiding Principle  
The authority to activate the Crisis Management Group rests with the President or his 
designee. All students, staff, faculty, and visitors of SPCC are expected to comply with 
the provisions of this plan. Familiarization with the contents of this plan is essential to 
the orderly administration of the institution during emergencies. College staff and faculty 
have a duty and responsibility to guide students and visitors through the proper 
response as described in the plan during any emergency, including evacuations or 
Shelter in Place scenarios. 

Incident Types 
The All Hazards Emergency Response Plan classifies incidents by type. Definitions for 
and examples of each incident type are provided below. 
Table 1: Incident Types 

Type 5 
Less than one operational period*. Uses minimal resources and staffs 
only the Incident Commander position. Examples: motor vehicle 
accident, medical emergency. 

Type 4 
Limited to one operational period. Command and general staff positions 
activated as needed. Examples: structure fire, public assembly events, 
incidents requiring a multi-agency response. 

Type 3 
May extend into multiple operational periods. Some or all command and 
general staff positions activated. Examples: Major fire, destructive 
weather event with associated property damage, significant Hazardous 
Material spill. 

Type 2 
Multiple operational periods. Many command and general staff positions 
filled. State, regional, and/or national resources deployed. Examples: 
Tornado, major flood, hurricane. 

Type 1 
Expected to go into multiple operational periods. Events of national 
significance. Examples: Terrorist act in or around our service area and or 
region. 

*The period of time scheduled for execution of a given set of operation actions. Operational Periods can be 
of various lengths, although usually not over 24 hours.  
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Authority  
The President of SPCC authorizes the All Hazards Emergency Response Plan. The 
plan works in conjunction with area first responders and shall be subordinate to local, 
state, and federal plans during a disaster declared by these authorities. A copy of the 
plan shall be provided to the Union and Anson Counties Emergency Management 
Office, City of Monroe Police and Fire Departments, Wadesboro Police and Fire 
Departments, and Polkton Police and Fire Departments. Proposed changes to the plan 
shall be submitted to the Safety and Emergency Preparedness Commitee for approval.  
Program Management 
South Piedmont Community College is committed to building an Emergency 
Management and Business Continuity program designed to maximize the resiliency of 
SPCC to disruptive incidents. The College utilizes an approach that facilitates 
mitigation, preparedness, response, and recovery throughout SPCC that facilitates 
operational continuity. 
This approach includes plans and procedures to address incidents from an all hazards 
approach as well as staffing, equipment, and systems designed to support emergency 
response activities. 
The All Hazards Emergency Response Plan shall be reviewed and updated annually. 
An after action review to identify corrective actions will be conducted following each 
incident. Corrective actions will be exercised after implementation to ensure their 
effectiveness. 
The President has appointed and authorized the VP of Finance and Administrative 
Services, Safety and Security Director, and Emergency Preparedness Director to 
develop, implement, administer, evaluate, and maintain the program.  
The VP of Finance and Safety and Security Director shall serve as the National Incident 
Management System (NIMS) point of contact for SPCC. 
Program Committee 
The Safety and Emergency Preparedness Committee shall provide input and/or assist 
with the coordination, development, implementation, evaluation, and maintenance of the 
program. The VP of Finance and Administrative Services appoints the members of the 
Safety and Emergency Preparedness Committee. The VP of Financeand Administrative 
Services, Safety and Security Director,Emergency Preparedness Director; and the 
Public Information Officer are permanent members of the Safety and Emergency 
Preparedness Committee. 

Finance and Administration 
The Emergency Management/Business Continuity Program is financed by the office of 
the Vice President of Finance and Administrative Services. Therefore, in the event of an 
emergency or disruptive incident, the Vice President or a designee processes financial 
requests for Finance and Administrative Services.  
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In specific circumstances, emergency purchasing procedures can be authorized to 
ensure that response, continuity, or recovery-driven purchase requests are processed 
expeditiously. Procurement and Accounts Payable staff shall capture financial data to 
assist with documentation, cost recovery, fiscal management of response, continuity, 
and recovery actions.  
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EMERGENCY MANAGEMENT ORGANIZATION 
Emergency Management Structure  
The emergency management structure is divided into three main components and is 
designed to use the resources of SPCC to respond effectively to an incident. The three 
components are (1) the Crisis Management Group, (2) the Core Emergency Support 
Group, and (3) the Emergency Support Groups.  
Crisis Management Group  
The Crisis Management Group consists of the President, Senior Leadership Team 
(SLT), and the Associate Vice President of Facilities Services.  
In the event of a significant crisis, the President and members of the Senior Leadership 
Team will make decisions regarding the response to the situation. The President or his 
designee will determine when to activate the Emergency Operations Center (EOC). 
Core Emergency Support Group  
The function of the Core Emergency Support Group is to provide operational support to 
the Crisis Management Group. Under the policy direction of the Crisis Management 
Group, the Core Emergency Support Group is responsible for developing a plan of 
action to respond to an incident. The Core Emergency Support Group assumes overall 
responsibility for managing the incident. 
The VP of Finance activates the Core Emergency Support Group. In the event that the 
President has activated an EOC, the Core Emergency Support Group reports to that 
location. 
Emergency Support Groups  
The Emergency Support Groups perform tasks required in an emergency using the 
resources of SPCC. The Core Emergency Support Group assesses the situation and 
determines which Emergency Support Groups should be activated.  
The Core Emergency Support Group directs the response activities of the Emergency 
Support Groups and keeps the Crisis Management Group updated. The 
Communications Emergency Support Group, under the direction of the Public 
Information Officer, will approve all information prior to its release to internal or external 
audiences. 

Emergency Management Structure Chart 
Table 2: Crisis Management Group 

Crisis Management Group 
President  Dr. Jerry McGee 
VP of Finance and Administrative Services Michelle Brock 
VP of Academic Affairs Joyce Long 
VP of Student Services Elaine Clodfelter 
VP of Corporate and Community Relations Dan Merle 
Executive Director of the SPCC Foundation Dr. Laura Byrd 
Associate VP of Facilities William Truett 
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Table 3: Core Emergency Support Group 
Core Emergency Support Group Primary  
VP of Finance Michelle Brock 
Director, Emergency Preparedness Ryan Teal 
Public Information Officer (PIO) Michael McAllister 
Director, Safety and Security Michael Wilson 
Associate VP of Information Technology Services Dan Dombchewskj 
Assistant to the Vice President for Enrollment & 
Student Services 

Angela Burleson 

Associate Vice President for Human Resources Lauren Sellers 
Executive Assistant to the President Sarah Nichols 
Associate VP of Finance Richard Ashley 
Accounts Payable Technician Cindy Ross 
Anson County Public Schools Emergency Planning 
Liason  

Cory Ross 

Union County Public Schools Emergency Planning 
Liaison 

Jarrod McCraw 

 
Table 4: Emergency Support Groups 

Emergency Support Groups** Primary Contact Secondary 
Safety/Security Mike Wilson Ryan Teal 
Communications Michael 

McAllilster 
 

Facilities Services William Truett Stephen Ennis 
Environmental Health & Safety Mike Wilson Ryan Teal 
Safety and Security Department Mike Wilson Ryan Teal 
Information Technology Services Dan 

Dombchewskyj 
 

Continuing Education and Workforce 
Development 

Scott Rivers Kristin Griffin 

Enrollment & Student Services Elaine Clodfelter Angela Burleson 
Human Resources Lauren Sellers  
Finance (Budgets/Payroll & Accounts 
Payable/Procurement) 

Richard Ashley Cindy Ross 

Anson County Schools Cory Ross  
Union County Schools Jarrod McCraw  
Auxiliary Services Richard Ashley  

**Emergency Support Groups will be called into action when directed by the Core Emergency Support 
Group. 
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Table 5: Campus Dean List 

Location/Program Primary Contact 
Old Charlotte Highway Campus Ashley Benton 
Center for Technology and Health Education Campus Dennis Baucom 
LLP Polkton Campus Dawn Hildreth 
LockHart Taylor Center Campus Ann Teal 
  
  
  
  
  
  

Responsibilities of the Emergency Support Groups  
a.) VP of Finance 

Primary Contact: Michelle Brock 
 Provide communication with and direction to the Building Captains 
 Provide assistance to and serve as the point of contact between first 

responders and the Core Emergency Support Group 
 Provide guidance and assistance in collecting and maintaining documentation 

for insurance records or other purposes 
 Provide coordination between SPCC and the insurance carrier’s Crisis 

Assistance Group  
b.) Facilities Services 

Primary Contact: William Truett 
 Provide personnel and equipment to prepare for building shutdowns, 

emergency repairs, debris removal, or other business continuity actions in 
accordance with the All Hazards Emergency Response Plan  

 Maintain a means of contact with Facilities Services personnel and 
appropriate contractors to respond to emergencies involving HVAC 
malfunctions, floods, utilities outages, damage to buildings and/or grounds 

 Coordinate alternative parking arrangements 
 Locate alternative classroom and parking space as necessary 
 Conduct emergency equipment testing annually to include back-up 

generators, HVAC controls, emergency lighting, and Area of Rescue locations 
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d.) College Security/Police Services  
Primary Contact: Michael Wilson 
 Provide direction during building evacuations, campus evacuations, and/or 

Shelter in Place actions 
 Provide emergency responders with detailed diagrams and specifications for 

all campuses 
 Provide incident updates from first responders to the Core Emergency 

Support Group and maintain contact with the EOC 
 Assist first responders with tasks such as traffic control and building access 

e.) Information Technology Services 
Primary Contact: Dan Dombchewskyj 
 Provide support to the Core Emergency Support Group when the Crisis 

Communication Plan is activated by maintaining all communications, 
notification, and network-related services 

 Prepare for the continuation of College information technology processes in 
accordance with the Information Technology Services Disaster Recovery 
Program and the SPCC business continuity plan 

 Provide guidance and technical expertise for incidents involving cyber 
security and identity theft 

f.) Enrollment and Student Services  
Primary Contact: Elaine Clodfelter 
 Provide post-incident support services 
 Provide resources for crisis debriefing or psychological counseling for student 

victims 
 Coordinate volunteer staffing and temporary workspace to support the receipt 

and distribution of donated items 
 Assist Student Life with the coordination of volunteers and donated items 
 Provide student information to the Core Emergency Support Group or the 

Crisis Management Group as directed (Includes electronic format) 
g.) Human Resources  

Primary Contact: Lauren Sellers 
 Provide employee information to the Crisis Management Group or a designee 

as directed 
 Provide resources for crisis debriefing or psychological counseling to 

employee victims as specified in the Post Incident Counseling and Support 
Response Plan section of this plan  

 Provide information and support regarding employee benefits to the Crisis 
Management Group 

 Provide payroll processing assistance to Finance as needed 
 Coordinate crisis counseling related activities for employees involving SPCC 

Insurance Policy Crisis Assistance Group as specified in the Post Incident 
Counseling and Support Response Plan  



South Piedmont Community College  

All Hazards Emergency Response Plan 2015 
AHERP - 9 

h.) Environmental Health and Safety  
Primary Contact: Michael Wilson 
 Provide guidance and technical assistance in hazardous materials incidents 
 Maintain and provide chemical inventory and Material Safety Data Sheet 

records for all campuses to first responders 
 Provide guidance and technical assistance with all Occupational Safety and 

Health Administration-related incidents 
 Provide guidance and assistance in determining unsafe conditions for 

buildings, grounds or other affected areas 
 Public Health 

i.) Communications  
Primary Contact: Michael McAllister 
 Oversee the development of key messages to share internally and externally. 

These messages will be developed in conjunction with the Crisis 
Management and Core Emergency Support Groups 

 Deploy a representative from the Community Relations and Marketing 
Services department to the incident site 

 Coordinate the generation and dissemination of fact sheets to internal and 
external audiences in accordance with the Crisis Communications Plan 
(Appendix D) 

 Provide updated information throughout the crisis to all stakeholders, 
including faculty, staff, students, and the media 

 Monitor external media reports, correct misinformation, and update the Crisis 
Management and Core Emergency Support Groups as indicated 

 Coordinate media briefings and the dissemination of visual information to the 
external media 

 Coordinate al media outlet broadcasts of emergency information 
 Draft and send Critical Alert Emergency Notification Messages 

*Guidance for staff that may receive media calls is outlined in Appendix D. 

j.) Auxiliary Services  
Primary Contact: Richard Ashley 
 Serve as liaison to all third party retail vendors 
 Coordinate efforts to supply food during extended incidents  
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k.) Financial Services 
Primary Contact: Richard Ashley 
 Perform payroll processing 
 Provide purchasing information, records, and/or other financial information 

requested by the Crisis Management Group or a designee 
 Secure emergency funds in the form of an Amercian Express card with 

increased limits and blocks removed 
 Implement emergency payroll procedures and other emergency financial 

procedures if necessary 
 Coordinate post-incident recordkeeping and reimbursement reporting to state 

and federal agencies 
l.) Union CountySchools Emergency Planning Liaison 

Primary Contact: Jared McCraw 
 UCPS dedicated liaison for emergency planning, which affect the Community 

College programs 
Anson County Schools Emergency Planning Liason 
Primary Contact: Cory Ross 
 ACPS dedicated liaison for emergency planning, which affect the Community 

College programs 
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Building Captain Program 
The Building Captain Program is a voluntary program that has been established to help 
minimize the impact of an emergency on students, faculty, staff, visitors, and facilities. 
Building Captains, together with College Safety/Security Department, will assist 
students, faculty, staff, and visitors evacuate or Shelter in Place during an emergency. 
Building Captain Program Structure  
The Director of EMS and Emergency Preparedness will maintain the Building Captain 
Program and provide annual training and equipment.  
The Director of Security at each campus will assist Building Captains as required. 
Table 6: Building Captain Program Security Contacts 
Campus Contact 
OCH A Dan Merle 
OCH B Ashley Benton 
OCH Fine Arts Building Alla Parsons 
LLP, Horne Library Amanda Winfrey 
LLP, Watson Carri Decker/Erika Chaney (ACEC) 
LLP, Garibaldi Dawn Hildreth 
LLP, Martin Tech. Laura Preslar 
LLP, Martin Student Center Shawna Loftis 
LLP, Whitaker Autobody Bob Winfrey 
LLP, Modular Carri Decker/Erika Chaney (ACEC) 
CTHE Dennis Baucom 
LTC Ann Teal 

Building Captain Responsibilities 
 Introduce yourself to individuals in your area and identify yourself as a 

Building Captain each semester 
 Be familiar with the evacuation routes and Shelter in Place procedures in your 

area 
 Report any suspected hazards or suspicious activities to College Safety and 

Security Department 
 Review emergency responsibilities with the campus Director of  Safety and 

Security at the start of each academic year 
In an Emergency: 
General 

 Attempt to be clearly seen and heard within designated area(s) 
 Encourage safe, orderly evacuation or Shelter in Place procedures within 

designated area(s) 
 Account for all known floor/building occupants during evacuation or Shelter in 

Place procedures 
 Inform College Safety/Security Department via radio of all unaccounted 

persons 
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Evacuation 
 Direct occupants along designated evacuation routes to established Rally 

Point 
Shelter in Place 

 Direct occupants towards designated safe zones within building 

Emergency Operations Center 
The Emergency Operations Center (EOC) serves as a centralized location where the 
Crisis Management and Core Emergency Support Groups assemble in order to 
coordinate all emergency response activities. 
Factors such as the nature, location, and scope of an incident may compromise one or 
more of the EOC locations. In the event that a site is compromised, EOC activities will 
be conducted at an alternate site. (Table 7)  
Following the declaration of a Type 1, Type 2, Type 3, or Type 4 incident by Emergency 
Management, the President will determine the need to activate the EOC. The incident 
types are defined in Table 1.  
When the President activates the EOC, the Executive Assistant to the President will 
notify the VP of Finance. The VP of Finance will in turn notify the Core Emergency 
Support Group by telephone or other means alerting personnel to report directly to the 
EOC. 
 

Emergency Operations Center Locations 
Table 7: Emergency Operations Center Locations 
EOC Site Location 

Primary Site: LLP Campus 
Garibaldi Building Conference Room 

Secondary Site: LLP Campus 
Horne Library- Raye Board Room 

Alternate Site: LLP Campus 
Off Site 

Primary Site: OCH Campus 
Creech Boardroom 

Secondary Site: OCH Campus 
HR conference room 

Alternate Site: OCH Campus 
CTHE 
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EMERGENCY PROCEDURES 
Emergency Evacuation Plan 
When An Alarm Sounds:  

 DO NOT use the elevators 
 Evacuate the building. Close all interior doors and turn off lights behind you.  
 Move to the closest EXIT and proceed down the EXIT stairwell in a safe and 

orderly manner, single file, keeping to the right. Do not use the elevators 
 Remain at least 300 feet away from the building at the Rally Point. Await 

further instructions from College Safety and Security Department, Building 
Captains or emergency response personnel 

 DO NOT go back into the building for any reason, unless directed by College 
Safety and Security Department or Public Safety officials. If you have a 
problem or concern, please inform College Safety and Security Department 
personnel 

 
All SPCC faculty and staff must assist students and visitors in a prompt and orderly 
evacuation to Rally Points, see sign example in Figure 1. 
 
Designated Rally Point  

 
Figure 1: Rally Point Sign 

Rally Point Locations 
OCH Campus:  

 All SPCC parking facilities  
 The UCEC Lawn 
 Locations displaying the Rally Point sign (Figure 1) 

All other campuses:  
 Rally Points are located in the parking lots 

  



South Piedmont Community College  

All Hazards Emergency Response Plan 2015 
AHERP - 15 

Shelter in Place 
Some emergencies may require that SPCC students, faculty, staff, and visitors shelter 
inside the building. Incidents such as a hazardous material release or a violent intruder 
are examples when it may be safer to Shelter in Place. Information concerning the 
event will be distributed through College Safety/Security Services and other emergency 
communication methods such as the Lynx Alert Notification System. 
Law enforcement agencies may use the term “Lockdown” when directing occupants to 
Shelter in Place.  
When directed to Shelter in Place, the following actions should be taken:  
Severe Weather Shelter in Place 

 All students, faculty, staff, and visitors should move into or stay inside the 
closest permanent campus building 

 Move to the lowest level of the building, basements are safest 
 Move to the interior most area of the building (interior hallways and rooms). 
 Crouch as low as possible to the floor, facing down; and cover your head with 

your hands 
 Stay away from exterior walls, windows, skylights, other areas containing 

glass 
 Stay out of areas with a large roof expanse (auditoriums, gymnasiums) 
 Remain in place until notified by College Safety/Security Services or 

emergency response personnel that the incident has been cleared 
Violent Behavior Shelter in Place 

 All students, faculty, staff, and visitors should move into or stay in the building 
where they are, if they cannot evacuate the area safely 

 Close and move away from all windows and doors 
 Lock and/or barricade doors with heavy objects if possible 
 Silence your cell phone 
 Turn off any source of noise (i.e., radios, televisions) 
 Seek cover behind large items (i.e., cabinets, desks) 
 Remain in place until notified by College Security/Police Services or 

emergency response personnel that the incident has been cleared 
*Security personnel will secure exterior doors. 
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Evacuation of People with Impairments 
 DO NOT use elevators, unless authorized to do so by fire department 

personnel  
 Evacuating a disabled or injured person alone should be a last resort. 

Consider your options and the risks of injuring yourself and others in an 
evacuation attempt. Do not make an emergency worse 

 Some people have conditions that can be aggravated if they are moved 
incorrectly. Emergency conditions such as fire, smoke, loss of electricity must 
be considered in evacuation decisions. If people with mobility impairments 
cannot exit, they should be moved to a safer area, e.g., most enclosed 
stairwells 

 Attempt a rescue evacuation only when the person is in immediate danger 
and cannot wait for professional assistance 

 In some buildings, the person may be moved to the "Area of Rescue 
Assistance" located in the stairwells to await rescue by emergency personnel. 
The Area of Rescue Assistance has an intercom system for communication 
with emergency personnel. For buildings that do not have an Area of Rescue 
Assistance the disabled person must be moved to the nearest stairwell to 
await rescue 

 Notify College Safety/Security Services or fire personnel immediately about 
any people waiting to be rescued. Give number of person(s) needing rescue 
and their location. Example: Building name, floor number, and stairwell 

 If a person is in immediate danger and cannot be moved to a safer area, wait 
for assistance 

Persons with Visual Impairment 
 Ask the individual how you can best assist them 
 Give verbal instructions to advise them of the safest exit route (direction and 

distance) using words such as “right, left, forward, backwards and turn 
around.” If applicable, allow the individual to use their cane as you talk them 
through evacuation. Provide other verbal instructions or information such as 
“elevators cannot be used.” 

 DO NOT grasp a visually impaired person's arm. Ask the individual if they 
would like to hold onto your arm as you exit, especially if there is debris or a 
crowd 

 Most buildings are equipped with audible fire alarm systems. Communicate to 
Safety and Security Department or Building Captain to request assistance 
with evacuating the individual 

 Be observant of surroundings to be able to provide accurate verbal 
instructions 
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Persons with Hearing Impairment  
 When fire alarms are not used (for example, where there is an intruder), use 

touch, eye contact, written notes, text messages, or flip cards to explain the 
situation 

 Get the attention of a person with a hearing impairment by touch and eye 
contact. Clearly signal and state the problem. Gestures and pointing are 
helpful, but be prepared to write a brief statement if the person does not seem 
to understand 

 Offer visual instructions to advise the safest route or direction by pointing 
toward exits or evacuation maps 

Persons with Mobility Impairments:  
 If you are on a ground floor, the individual may not need assistance exiting 

the building. The individual should then proceed to the designated assembly 
area and await instructions on when the building may safely be reentered 

 In a multi-level building, the individual should move to the nearest fire-safe 
stairwell or elevator lobby with fire safe doors separating the lobby from the 
incident 

 Ask for assistance. Contact College Safety/Security Department at 5800 or 
(704) 776-3898 (non-campus telephone), or have someone notify College 
Safety/Security Services of your location within the building 

 DO NOT evacuate disabled people in their wheelchairs. This is standard 
practice to ensure the safety of disabled people and volunteers. Wheelchairs 
will be evacuated later if possible 
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Areas of Rescue Assistance 
The Area of Rescue Assistance is a location in which people who are unable to use 
stairs may remain temporarily while awaiting further instructions or assistance during 
emergency evacuation.  
The area of rescue assistance is identified by a sign reading "Area of Rescue 
Assistance.” Each area is equipped with two-way communication and utilizes both 
visible and audible signals. 
These areas are present only within certain buildings on Central Campus. They are not 
required by law, but are additions found in some newer building plans. 
Figure 2: Area of Rescue Signage 

   
 

Table 8: Designated Areas of Rescue Assistance LLP Campus 
DESIGNATED AREAS OF RESCUE ASSISTANCE-LLP CAMPUS 
Building Notification Panel Area of Rescue 
Martin Tech.  Top of the stairway 
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WHAT TO DO IN AN EMERGENCY 

Figure 3: WHAT TO DO IN AN EMERGENCY (Information Card) 
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Staff, Faculty, and Student Responsibilities 
The SPCC All Hazards Emergency Response Plan provides procedures for general 
emergency procedures, including evacuation and Shelter in Place. Depending on their 
respective roles, faculty, staff, and students may have additional considerations under 
emergency conditions.  
Faculty, Staff, and Students should: 

 Become familiar with the “WHAT TO DO IN AN EMERGENCY” card before 
an emergency occurs. This information is posted on the SPCC website or you 
may request a copy from College Security Services 

 Report absent students to emergency responders 
 If instructed to Shelter in Place, close and move away from all windows and 

doors. Faculty, staff, and students may be instructed to move to a safer 
location, such as an interior room or a lower floor 

Additional Considerations – Evacuation 
Students: 
 Follow instructions from faculty, staff, and emergency personnel 
 Attempt to remain calm and orderly during the evacuation 
 Remain in the classroom until instructed to move by College Safety/Security 

Services or other emergency response personnel 
Faculty/Staff: 
 Review the evacuation routes and fire exit plan posted in the area. 
 Lead students to the designated Rally Point 
 Maintain calm and reassure the students/visitors. Wait for clarification of the 

situation; follow the instructions of College Security or other emergency 
response personnel 

 Review evacuation procedures with students upon request 
Additional Considerations – Shelter in Place 

Students: 
 Follow instructions from faculty, staff, and emergency personnel 
 Attempt to remain calm and quiet 
 Remain in the classroom until instructed to move by College Security/Police 

Services or other emergency response personnel 
Faculty/Staff: 
 Review the evacuation routes and fire exit plan posted in the area 
 Review Shelter in Place procedures with students upon request 
 Maintain calm and reassure the students/visitors. Wait for clarification of the 

situation; follow the instructions of Safety/Security Services or other 
emergency response personnel 
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Faculty/Staff (continued): 
 Severe Weather: Lead students/visitors to the interior Shelter in Place areas 

identified on the emergency maps located throughout the building. Remain 
there until College Security/Police Services or other emergency response 
personnel signal all clear 

 Violent Behavior/Active Shooter: Follow Active Shooter procedures 

Incident Specific Procedures 
Emergency Medical Assistance/First Aid/Blood Spill 
Call College Security/Police Services at 5800 or (704) 776-3898 and provide the 
following information: 

 Location of the incident (be as specific as possible) 
 The nature of the illness or injury (if known) 
 The number of victims 
 Your name 

Fire/Smoke 
If you discover fire/smoke:  

 DO NOT use elevators. Use stairs only 
 Leave the area, pull the fire alarm and close the door 
 DO NOT attempt to extinguish fire, unless you are trained and have a safe 

exit from the fire area 
 Evacuate the building as soon as the alarm sounds and proceed to the Rally 

Point. Only gather personal items within arm’s reach as you exit 
 On your way out, warn others nearby 
 Move away from fire and smoke. Close doors and windows if time permits 
 Touch closed doors. DO NOT open doors if they are hot 
 Move at least 300 feet from the building and go to your building's Rally Point 
 DO NOT re-enter the building or work area unless you have been instructed 

to do so by College Security/Police Services or emergency response 
personnel 

 From a safe location, call College Safety/Security Services at 5800 or 
(704)776-3898 
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Gas Leak  
If a gas odor is detected cease all operations immediately and follow the procedures 
listed below:  

 DO NOT switch lights on/off or use electrical equipment. Failure to follow 
these instructions could cause an explosion 

 DO NOT use cell phones or radios until outside of the affected area 
 DO NOT activate fire alarms, or any device that transmits a signal, or may 

produce a spark 
 Evacuate the affected area and go to a safe location at least 300 feet from the 

building 
 Once you are in a safe location, call College Safety/Security Services at 

5800, or (704) 776-3898 and report the leak 
 College Security/Police Services will respond to the scene to assist with 

evacuation of the building 
 DO NOT re-enter the building unless cleared to do so by College 

Security/Police Services or fire department personnel 
 College Safety/SecurityServices will contact on-duty Facilities Services staff 

that will assist in investigating the leak 
Hazardous Materials/Waste 

 DO NOT attempt to clean up the spill 
 Evacuate the area 
 Call College Safety/Security Services at extension 5800 or (704) 776-3898 

Tornado/Severe Weather  
In severe weather incidents with destructive winds (tornado, hurricane, severe 
thunderstorm), occupants will be notified to move to a more structurally sound location 
within the building. In the event that the National Weather Service issues a weather-
related warning, employees, faculty, and students will receive information through 
means such as the Lynx Alert Notification System. If classes are in session and a 
weather warning is in effect, SPCC faculty, employees, and students should follow 
these guidelines:  
Severe Weather Shelter in Place 

 All students, faculty, staff, and visitors should move into or stay inside the 
closest permanent campus building 

 Move to the lowest level of the building, basements are safest 
 Move to the interior most area of the building (interior hallways and rooms). 
 Crouch as low as possible to the floor, facing down; and cover your head with 

your hands 
 Stay away from exterior walls, windows, skylights, other areas containing 

glass 
 Stay out of areas with a large roof expanse (auditoriums, gymnasiums) 
 Remain in place until notified by College Security/Police Services or 

emergency response personnel that the incident has been cleared 
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Bomb Threat or Suspicious Package 
 DO NOT use cellular phones, two-way radios, or other electronic devices 
 DO NOT handle the suspicious package or other items; call College 

Security/Police Services at 5800 or (704) 776-3898 
 Proceed as instructed by emergency personnel 

Criminal Behavior/ Suspicious Activity 
Security personnel on all SPCC campuses are here to serve and protect faculty, staff, 
and students. We urge you to report any suspicious persons or anything out of the 
ordinary on our campuses. 

 Immediately report emergencies and suspicious activity by contacting SPCC 
Safety/Security Services at extension 5800 or (704) 776-3898 

 For non-emergency service requests, please call extension 5800 or (704) 
776-3898 

Violent Behavior – Active Shooter 
SPCC seeks to promote a teaching and learning environment that is safe for all 
students, faculty, staff, and visitors. The following information is intended to serve as a 
guide and is based on recommended best practices from law enforcement experts. 
Remember, there is no one best response for every possible situation. Individuals 
faced with deciding what to do in the face of a violent attack should consider the 
following responses and then use the information available to make a personal decision 
concerning which response to choose. Being prepared for emergencies and 
understanding your personal skills and limitations will help you to respond in the best 
possible manner. 
Violent Behavior Shelter in Place 

 All students, faculty, staff, and visitors should move into or stay in the building 
where they are, if they cannot evacuate the area safely 

 Close and move away from all windows and doors 
 Lock and/or barricade doors with heavy objects if possible 
 Silence your cell phone 
 Turn off any source of noise (i.e., radios, televisions) 
 Seek cover behind large items (i.e., cabinets, desks) 
 Remain in place until notified by Safety/Security Services or emergency 

response personnel that the incident has been cleared 
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If you see or know a person has a firearm on campus: 

Call College Safety/Security Services at 5800 or (704) 776-3898 
How to Respond When an Active Shooter is in Your Vicinity – RUN, HIDE, FIGHT  
Quickly determine the most reasonable way to protect your own life.  
RUN 

If there is an accessible escape path, attempt to evacuate the premises.  
 
Be sure to: 
 Have an escape route and plan in mind 
 Evacuate regardless of whether others agree to follow 
 Leave your belongings behind 
 Help others escape, if possible 
 Prevent individuals from entering an area where the active shooter may be 
 Keep your hands visible 
 Follow the instructions of any police officers 
 Do not attempt to move wounded people 
 When you are safe, call 5800 or (704) 776-3898 

HIDE 
If evacuation is not possible, find a place to hide where the active shooter is less likely 
to find you. 
Your hiding place should: 

 Be out of the active shooter’s view 
 Provide protection if shots are fired in your direction (i.e., an office with a 

closed and locked door) 
 Not trap you or restrict your options for movement 

To prevent an active shooter from entering your hiding place: 
 Lock and barricade the door with heavy furniture 

If the active shooter is nearby: 
 Lock the door 
 Silence your cell phone  
 Turn off any source of noise (i.e., radios, televisions) 
 Hide behind large items (i.e., cabinets, desks) 
 Remain quiet  

If evacuation and hiding out are not possible: 
 Remain calm. When possible, alert police to the active shooter’s location, call 

5800 or (704) 776-3898 
 If you cannot speak, leave the line open and allow the dispatcher to listen 
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FIGHT 
As a last resort, and only when your life is in imminent danger, commit to your 
actions, attempt to disrupt and/or incapacitate the active shooter. 
Act as aggressively as possible against the shooter: 

 Throwing items 
 Improvising weapons 
 Yelling 

How to Respond When Law Enforcement Arrives  

Law enforcement’s purpose is to stop the active shooter as soon as possible. Officers 
will proceed directly to the area in which the last shots were heard.  

 Officers usually arrive in teams of four (4) 
 Officers may wear regular patrol uniforms or body armor 
 Officers will be armed  
 Officers may use pepper spray or tear gas to control the situation 
 Officers may shout commands and push individuals to the ground for their 

safety 
How to React 

 Remain calm and follow officers’ instructions 
 Put down any items in your hands (i.e., bags, jackets) 
 Immediately raise hands and spread fingers 
 Keep hands visible at all times 
 Avoid quick movements  
 Avoid holding on to officers 
 Avoid pointing, screaming or yelling 
 DO NOT STOP. Proceed in the direction from which officers are entering the 

premises 
Information Provided to the Emergency Operator 

 Location of the active shooter 
 Number of shooters 
 Physical description of shooter(s) 
 Number and type of weapons held by the shooter(s) 
 Number of known people at the location 
 Number of victims 
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Domestic Violence Issues/Restraining Orders 
Any employee or student of SPCC who has a restraining/protective order should 
provide a copy to the Director of Safety and Security. Should the order be violated, 
College Safety and Security will address the incident in cooperation with local law 
enforcement. 
An employee who becomes aware of a restraining order is encouraged to notify College 
Safety/Security or the SPCC Care Team immediately. If you have a concern of an 
immediate threat, please call SPCC College Security Services at (704) 776-3898.  
. 
All staff and faculty members should be observant of actions and situations in the 
workplace, which may suggest a domestic violence issue. We encourage employees to 
report Domestic Violence issues by contacting: 

 Safety/Security Services is located on all campuses and is available by phone 
at 5800. College Security/Police Services officers are available 24/7. 

 South Piedmont Community College’s Title IX Coordinator is Lauren Sellers, 
whose office is located in Garibaldi on LLPCampus. This office may be 
contacted at (704) 272-5335 or by email at lsellers@spcc.edu for employees. 
Students should contact Elaine Clodfelter at (704) 272-5302 or by email at 
eclodfelter@spcc.edu 

 Counseling Services is located on all campuses and is available by phone at 
(704) 290-5840.  

Hostage Situations 
DO NOT attempt to intercede in a hostage situation. You may jeopardize your safety or 
that of the hostage. 
Anyone observing a situation in which a person is being held against his/her will should 
immediately call the SPCC Safety/SecurityServices emergency telephone number by 
dialing extension 5800 from any campus phone or (704) 776-3898 from any off-campus 
phone. You may be directed to follow Shelter in Place procedures in a hostage 
situation. Be prepared to provide as much information as possible including:  

 Location of the incident 
 Identification/description of person(s) involved (hostage taker and hostages) 
 Description of events 
 Whether or not the hostage taker(s) are armed 
 Number and types of weapons 

Utility Disruptions  
Power Outage  
All campus buildings are equipped with emergency exit lights to allow for a safe 
evacuation. In the event of a major power outage, please take the following actions:  

 Contact College Safety/Security Department immediately at 5800 from a 
campus telephone or (704) 776-3898 (non-campus telephone) and give your 
name, location, and description of the problem. 

mailto:lsellers@spcc.edu
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 Follow the directions of College Safety/Security Department staff and Building 
Captains.  

 College Safety/Security Services will contact on-duty Facility Services staff. 
 Facility Services will evaluate building status and determine if evacuation is 

necessary. 
All buildings with power outages will be evacuated as determined by Facilities Services, 
College Safety/Security Services. If evacuation is necessary, the Building Captain 
system will be activated. The Building Captains will ensure that their area of 
responsibility is completely evacuated. College Safety/Security Services will be posted 
at all exterior doors to prevent reentry. The Building Captain may direct evacuees to an 
alternate building on campus. 

If the outage affects multiple buildings, the AVP of Facilities Services will notify the VP 
of Finance. Facilities Services will determine the extent of the outage and provide an 
estimated time of restoration.  
Utility Shutdown 

 DO NOT attempt to turn on or off any system that may have failed, utility 
shutdown procedures are the responsibility of Facility Services 

 Facilities Services coordinates planned utility shutdowns. Shutdowns are 
scheduled to minimize disruption to school activities 

 Unplanned utility shutdowns will be handled based on the necessity of the 
shutdown and the impact it will have on school activities. The AVP of 
Facilities Services will notify all affected parties and maintenance personnel 

 If you identify a utility loss, call SPCC Safety/Security Services emergency 
telephone number at extension 5800 or (704) 776-3898. Provide the location, 
nature of the incident, and a description of the problem. College 
Safety/Security Services will contact on-duty Facilities Services staff for any 
repair or restoration actions 
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TERMS AND DEFINITIONS 
Area of Rescue Assistance: Locations in which people who are unable to use stairs 
may remain temporarily while awaiting further instructions or assistance during 
emergency evacuation.  
Business Continuity: An ongoing process to ensure that the necessary steps are 
taken for identifying the impact of potential losses and maintain viable recovery 
strategies, recovery plans, and continuity of services. 
Core Emergency Support Group: Supports the Crisis Management Group by planning 
response activities. Activates the Emergency Support Groups needed to carry out those 
response activities. The Core Emergency Support Group assumes overall responsibility 
for managing the incident. 
SPCC Care Team: The Care Team is a cross-unit group that provides a systematic 
response to reports of behavior that is concerning or disruptive to the College 
community. The Care Team consists of College staff from Student Services, College 
Safety/Security Services, Counseling, and Human Resources.  
Crisis Communications Plan: Document, which outlines the policies, procedures, 
roles, and responsibilities, which guides SPCC’s communications to internal and 
external audiences during emergency conditions.   
Crisis Management: The ability of an entity to manage incidents that have the potential 
to cause significant security, financial, or reputational impacts. 
Crisis Management Group: The SPCC decision-making body during times of 
emergency or crises. It is composed of the President and SLT.  
LynxAlert Emergency Notification: A text messaging and direct phone call system 
that alerts SPCC students, faculty, and staff of emergency information. 
Disaster: An event that causes great damage or loss. 
Disaster Recovery: An integral part of the organization’s business continuity plan by 
which it intends to recover and restore its IT, infrastructure, and telecommunications 
capabilities following an incident (Hiles, 2011) 
Disruptive incident: Any event that interrupts normal business functions, operations, or 
processes, whether anticipated or unanticipated. 
Emergency: A sudden, urgent, usually unexpected occurrence or event requiring 
immediate action. 
Emergency Preparedness:  The managerial function charged with creating the 
framework within which sPCC reduces its vulnerability to hazards and copes with 
disasters. 
Emergency Operations Center (EOC): The physical location at which the coordination 
of information and resources to support campus incident management activities 
normally takes place (https://training.fema.gov/emiweb/is/icsresource/glossary.pdf). 
Emergency Support Group: SPCC emergency support Groups that perform tasks 
required in an emergency using the resources of SPCC.  
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Incident Commander (IC): The individual responsible for all incident activities, 
including the development of strategies and tactics and the ordering and the release of 
resources. The IC has overall authority and responsibility for conducting incident 
operations and is responsible for the management of all incident operations at the 
incident site.  
Mitigation: Steps taken to decrease the severity or harshness of a catastrophic event.  
National Incident Management System (NIMS): A systematic, proactive approach to 
guide departments and agencies at all levels of government, nongovernmental 
organizations, and the private sector to work together seamlessly and manage incidents 
involving all threats and hazards—regardless of cause, size, location, or complexity—in 
order to reduce loss of life, property and harm to the environment 
(http://training.fema.gov/emiweb/is/icsresource/assets/icsglossary.pdf).  
Operational Period: The time scheduled for execution of a given set of operation 
actions. Operational Periods can be of various lengths, although usually not over 24 
hours (http://training.fema.gov/emiweb/is/icsresource/assets/icsglossary.pdf). 
Preparedness:  The range of deliberate, critical tasks and activities necessary to build, 
sustain, and improve the operational capability to prevent, protect against, respond to, 
and recover from domestic incidents. 
Rally Point: Areas designated for building occupants to reassemble following an 
evacuation.  
Response: Immediate and ongoing activities, tasks, programs, and systems designed 
to manage the effects of an incident that threatens life, property, operations, or the 
environment.  
Risk: The effect of uncertainty on objectives.  
Shelter in Place: The procedure by which individuals move into or stay inside a nearby 
campus building until further direction is given.  
Stakeholder: a person or group that has an investment, share, or interest in something, 
as in a business or industry. 
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