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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

EMERGENCY NOTIFACTION PLANS

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
The administration shall develop Board of Trustees approved emergency plans to be employed in the event of fire, tornado, nuclear incident or other emergency situations that may arise at the college.

1.02
All college personnel shall be informed and held accountable for knowledge of emergency plans.

1.03
The college may conduct drills to insure proper conduct during emergencies for all college-owned buildings.

2.00
SPECIFIC STATEMENTS

2.01
Allen Community College will make every effort to implement emergency notifications as soon as reasonably possible from the time appropriate personnel are aware of a campus emergency situation or incident.  No guarantee is made as to the timeframe or avenue through which communications will be attempted.

2.02
In the event of an emergency the following procedures will be followed to contact students, faculty, and staff:

1. Mass email to all students, faculty, and staff via allencc.net and allencc.edu addresses.

2. Text message to all students, faculty and staff via Emergency Notification System (ENS).

2.03
Faculty, staff, and students are responsible for providing all necessary contact information, including updates to that information.  Allen Community College cannot provide communication with those who fail to provide current phone numbers and/or contact information.  
2.04
Allen Community College is not responsible for problems which may arise due to cellular phone providers, internet interruptions, cell phone malfunctions, or inability to access email.
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2.05
All Allen Community College students, faculty and staff will be automatically enrolled in the College’s emergency notification system.  Students, faculty, and staff wishing to opt out of emergency notifications can do so by completing a form on the myAllen portal. 

2.06
High school concurrent students must abide by the emergency notification policy of their high school and will only be notified of Allen Community College emergencies if they are taking courses at Burlingame, Iola, or Online.

2.07
The following officials will have authority to activate the Emergency Notification procedure for Allen Community College:

· President

· VP for Academic Affairs

· VP for Finance and Operations

· VP for Student Affairs

· Dean for the Iola Campus

· Dean for the Burlingame Campus

· Dean for Online Learning

· Director of Student Life

· Director of Physical Plant Operations

· Director of Outreach Student Services

· Director of Information Technology as software administrator

2.08
This policy does not supersede other college policies and procedures currently in place for non-emergency, non-threatening weather or incident institutional closures.  

II.
PROCEDURE

1.00
GENERAL STATEMENTS

1.01
Use of the Emergency Notification System (ENS)

1. The RAVE service will be used to transmit brief urgent messages to the college community as quickly as possible.  

2. The use of this system during a declared campus emergency may only be authorized by an official on the current “Authority to Activate” list.   The authorized official shall use his/her judgment when declaring a campus emergency.  When reasonable, consultation with President’s Council members will occur prior to the declaration of an emergency and the activation of the emergency notification system.
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Definitions of Campus Emergencies that will activate an Emergency Notification
Emergency Notifications may be issued for, but are not limited to the following events:

· Bomb threats or other imminent violent threats

· Fire alarms

· Natural gas leaks, hazardous spills and explosions

· Natural disasters

· Power outages and utility failures

· Campus closure

· Violent civil disturbances and demonstrations

· Violent criminal behavior; active shooter

· Terrorism incidents

· Severe Weather incidents

1.03
Notification Methods

Students, faculty and staff may be notified at all or some of the following media:

· Allen Community College Email

· Text on cell phone

1.04
System Testing

The Emergency Notification Procedures and Notification system will be tested at least two times annually.  Designated ENS system users will receive training annually.   In addition, emergency notification updates will be provided during the annual ENS training session.

2.00
SPECIFIC STATEMENTS

2.01
Emergency Notification Messages:


The following message texts have been created for ease of dissemination and consistency.   Follow-up messages may be sent after the initial message at the discretion of the ENS activating College official.  It may not be necessary to send the all-clear message via the ENS.
	Location
	Message Type
	Emergency Message - TEXT
	Emergency Message - EMAIL
	Explanation of Message

	Iola

Burlingame

Online
	TEST Message
	ALLEN COMMUNITY COLLEGE ALERT TEST - <LOCATION>:  This is a routine test of the Allen Community College Alert system on <DATE>.  In an emergency, text and email alerts will be sent.  This is an ALLEN COMMUNITY COLLEGE ALERT TEST.
	ALLEN COMMUNITY COLLEGE ALERT TEST - <LOCATION>:  This is a routine test of the Allen Community College Alert system on <DATE>.  In an emergency, text and email alerts will be sent.  This is an ALLEN COMMUNITY COLLEGE ALERT TEST.  For more information on Allen Community College Alert, visit www.allencc.edu.
	Test Notification Message only – designed to test the ENS and create opportunity for contact information updates.  This test may appear at least once per semester or more frequently as needed.

	Iola

(Send to Iola and Online)
	Campus Emergency
	ALLEN COMMUNITY COLLEGE ALERT – IOLA: Campus Emergency issued on <DATE, TIME>.  IF ON CAMPUS, secure self in a safe room immediately. DO NOT ENTER CAMPUS. Wait for further instructions.
	ALLEN COMMUNITY COLLEGE ALERT – IOLA: Campus Emergency issued on <DATE, TIME>.  IF ON CAMPUS, secure self in a safe room immediately. DO NOT ENTER CAMPUS. Wait for further instructions. Further information may be provided by external news sources or the College website at www.allencc.edu
	There is a very serious emergency on the Iola campus.  No one should enter the campus.  Classes and all activities are halted until further notice.  Online only students should also receive this message.

	Burlingame

(Send to Burlingame and Online)
	Campus Emergency
	ALLEN COMMUNITY COLLEGE ALERT – BURLINGAME: Campus Emergency issued on <DATE, TIME>.  IF ON CAMPUS, secure self in a safe room immediately. DO NOT ENTER CAMPUS. Wait for further instructions.
	ALLEN COMMUNITY COLLEGE ALERT – BURLINGAME: Campus Emergency issued on <DATE, TIME>.  IF ON CAMPUS, secure self in a safe room immediately. DO NOT ENTER CAMPUS. Wait for further instructions. Further information may be provided by external news sources or the College website at www.allencc.edu
	There is a very serious emergency on the Burlingame campus.  No one should enter the campus.  Classes and all activities are halted until further notice.  Online only students should also receive this message

	Iola
	Campus Alert
	ALLEN COMMUNITY COLLEGE ALERT – IOLA:   A Campus Alert situation exists on <DATE, TIME>. 

 <INSERT SITUATION INFO HERE>

Please check the College website or local news sources for additional information.
	ALLEN COMMUNITY COLLEGE ALERT – IOLA:  A Campus Alert situation exists on <DATE, TIME>. 

<INSERT SITUATION INFO HERE>

Please check the College website at www.allencc.edu or local news sources for additional information.
	This is a general emergency notice.  It may be used for natural or man-made conditions like power outages or flooding.  It may also be used for an emergency near, but not on the Iola campus that may affect the College.

	Burlingame
	Campus Alert
	ALLEN COMMUNITY COLLEGE ALERT – BURLINGAME: A Campus Alert situation exists on <DATE, TIME>. 

 <INSERT SITUATION INFO HERE>

Please check the College website or local news sources for additional information.
	ALLEN COMMUNITY COLLEGE ALERT – BURLINGAME: A Campus Alert situation exists on <DATE, TIME>. 

<INSERT SITUATION INFO HERE>

Please check the College website at www.allencc.edu or local news sources for additional information.
	This is a general emergency notice.  It may be used for natural or man-made conditions like power outages or flooding.  It may also be used for an emergency near, but not on the Burlingame campus that may affect the College.

	Iola


	Severe Weather Alert
	ALLEN COMMUNITY COLLEGE ALERT – IOLA: SEVERE WEATHER WARNING.  IF ON CAMPUS <DATE, TIME>, seek shelter indoors in designated emergency shelters immediately.  Wait for additional information or the all clear signal to be given before leaving shelter areas.
	ALLEN COMMUNITY COLLEGE ALERT – IOLA:  SEVERE WEATHER WARNING.  IF ON CAMPUS <DATE, TIME>, seek shelter indoors in designated emergency shelters immediately.  Wait for additional information or the all clear signal to be given before leaving shelter areas.
	This is a severe weather warning issued by the National Weather Service and confirmed by College personnel that shelter be taken immediately.

	Burlingame


	Severe Weather Alert
	ALLEN COMMUNITY COLLEGE ALERT – BURLINGAME:  SEVERE WEATHER WARNING.  IF ON CAMPUS <DATE, TIME>, seek shelter indoors in designated emergency shelters immediately.  Wait for additional information or the all clear signal to be given before leaving shelter areas.
	ALLEN COMMUNITY COLLEGE ALERT – BURLINGAME: SEVERE WEATHER WARNING.  IF ON CAMPUS <DATE, TIME>, seek shelter indoors in designated emergency shelters immediately.  Wait for additional information or the all clear signal to be given before leaving shelter areas.
	This is a severe weather warning issued by the National Weather Service and confirmed by College personnel that shelter be taken immediately.

	Iola

(Send to Iola and Online)
	Weather Closing Alert
	ALLEN COMMUNITY COLLEGE ALERT – IOLA: College is closed on <DATE> due to weather. <LIST SPECIFIC TIMES AND ACTIVITIES CANCELLED.  EXAMPLE: All day and evening classes and college activities are cancelled.>
	ALLEN COMMUNITY COLLEGE ALERT – IOLA: College is closed on <DATE> due to weather. <LIST SPECIFIC TIMES AND ACTIVITIES CANCELLED.  EXAMPLE: All day and evening classes and college activities are cancelled.>
	This message used in the event of a weather closing.  Online only students should also receive this message
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