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Important Contacts and Resources

Dial 9 to get an outside telephone line when using a campus telephone.

Emergency (Local Police / Fire / Ambulance)
On-campus phone
Off-campus phone

Emergency Contact Persons
Anoka Technical College Security 9-612-819-4585
Office of the President 9-763-576-7820
(for information on Duty Administrator Assignments)

Plant Operations

9-612-802-4613
9-612-802-4613
9-612-802-4613

Anoka Technical College Security 9-612-819-4585

Switchboard / Receptionist 9-763-433-1100

Introduction

Anoka Technical College’s Emergency Response Plan (ERP) complies with AFSCME and MAPE
contractual agreements. It is imperative that Anoka Technical College employees and students be
protected in case of an emergency. The Emergency Response Plan is a resource manual to help
determine the course of action needed in the event of an emergency at Anoka Technical College, such as
fire, severe weather, or other safety hazard. However, situations cannot always be defined into a
category for which hard and fast guidelines can be drawn. Common sense should dictate the reaction of
all college staff to emergency situations with individual judgment exercised in given situations.

Emergency procedures are designed to provide guidance to those having responsibility for the safety of
students and staff at this facility. Administrators and faculty have the primary responsibility for
dissemination of emergency procedures to staff and students. In addition, clearly defined chains of
command must be determined in each department so that safety procedures can be carried out in case of
absences from the building. Refer to the “Chain of Command” section below.

In the event of a major incident, the City of Anoka’s Emergency Management Plan will be implemented.
Please contact Police Captain, Scott Nolan, at 9-763-576-2832 for information regarding that plan.
Anoka-Hennepin STEP administration must also be notified. The STEP Director can be reached at
9-763-433-4001; the Assistant Principle can be reached at 9-763-433-4021.

Communication Policy

In the event of an emergency, the Marketing/Communications Office will notify the Chancellor’s Office
and alert students, staff, and faculty through Star Alert and email.
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Chain of Command

The Chain of Command is to be implemented in those instances when an emergency exists. Each
individual department should establish a clearly defined Chain of Command within their respective
departments.

President

Vice President of Finance & Administration
Vice President of Academic & Student Affairs
Director, Public Safety

Director, Plant Facilities

Chief Human Resources Officer

oakrwdE

The Chain of Command is led by the President or his/her Designee/Administration. Assignments and

responsibilities include:

1. Establish protocol for dealing with crisis situations and critical incidents and ensure effective
implementation. Assume command of incident. President may delegate authority as required.

2. Provide information about emergency procedures to students, staff, and faculty.

3. Ensure staff training on emergency procedures and responsibilities.

4. Ensure documentation of training drills.

5
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Conduct debriefing at the conclusion of crisis episode to critique the effectiveness of the plan.

Members of the Chain of Command and their Designees/Staff will:
Serve as building emergency coordinator and liaison with public safety personnel and
department heads.

2. Maintain a roster of Safety & Security Wardens assigned to each area (Appendix A).

3. Upon receiving an alarm, the Incident Commander will assist Wardens by providing any
necessary information to ensure the building is quickly evacuated.

4. The fire department will authorize the alarm to be reset after the nature of the alarm has been
determined and the “all clear” notice has been given.

5. Give the authorization to re-enter the building once it is safe to do so.

It is always ATC’s intent to be forthright and timely in its communications with the college community,
the media and the public at large.

Drills
Fire and severe weather drills will be scheduled annually. See Appendix C for severe weather shelter
areas.

Essential Employees

President

Vice President of Finance & Administration
Vice President of Academic & Student Affairs
Chief Human Resources Officer

Director, Public Safety

Chief Engineer

Director, Marketing & Public Relations
Maintenance Supervisor

ONoGa~WNE
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Training

Training on the Emergency Response Plan is required upon initial hire. Any updates to the ERP will be
put out to “Anokatech” via the email system and uploaded to the Anoka Technical College website.
Directors, supervisors, and managers are responsible for in-depth safety training of their staff, and
faculty are responsible for in-depth safety training of their students.

Training shall include:
1. Proper response to emergency evacuation notice, to include evacuation routes.
2. How to respond to all crisis situations outlined in the Emergency Response Plan.
3. Responsibilities and staff assignments.
4. Fire prevention.
5. Location of nearest fire extinguisher and AED.

Accident or lliness
If a person is injured in the college building or on the campus grounds, or if a person experiences severe
illness or medical problems, urgent care is needed.
In the event of an illness or injury, follow this protocol:
1. Call 9-911. If the injured person wishes to have family or a friend notified, do so. In emergency
situations, the emergency personnel (police, EMTSs, etc.) will follow up with family members.
2. After calling 9-911, call Anoka Technical College Security at 9-612-819-4585.
3. DO NOT transport the injured person.
4. If the person is experiencing sudden cardiac arrest and falls unconscious, follow this
Bystander Hands-only CPR & AED procedure recommended by Advanced First Aid, Inc.
a. Check for consciousness. Shake the victim and
shout, “Are you ok?”
b. Call 9-911. If victim is unresponsive or has

abnormal breathing (such as a gulping motion), In the case of Sudden Cardiac Arrest,

call 9-911 for immediate medical assistance. Automated External Defibrillator
c. Get AED. If available, get (or send someone to (AED) locations are:

get) an Automated External Defibrillator (AED). . In the west entrance lobby near Room

The locations at Anoka Technical College are 163 and Door W6.

listed the blue box to the right. . In the Student Center near Room 176 on
d. Start hands-only CPR. Start chest compressions the wall opposite of the Fresh Stop Café.

immediately. Recomr_nended compressions are at . In the hallway by Room 240A (Biology

center of chest, pressing hard about 2 inches L) el B 226

deep, and at a rate of 100 compressions per

minute. . In the gast entrance lobby near the
e. Use AED. Turn on AED. Continue to give chest information Desicand Door £1.

compressions and follow the AED’s automated ** See Safety & Security Wardens Map

(Appendix D)

instructions until emergency responders arrive
and take over.
5. Complete reports, as applicable.

a. Fill out a State of Minnesota General Liability Incident Report, here:
http://www.mn.gov/admin/images/GL Incident Report.pdf

b. Fill out the First Report of Injury — Injury, Iliness, Incident Data Form (IDF), here:
http://mn.gov/admin/images/first_report of injury now _idf.doc

c. All forms are available online at:
http://mn.gov/admin/government/risk/workers-comp/procedures/

d. Contact Human Resources at 9-763-433-1160.
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Assault or Rape

If a person is assaulted or raped in a college building or on the campus grounds, the following guidelines
are recommended:

1.

N

Call the police at 9-911 and provide the following information:

a. ‘Your name

b. Nature of incident

c. Door/location emergency personnel are to use upon arrival, if applicable

d. Exact location of the incident

e. Description of the person(s) involved

After calling 9-911, call Anoka Technical College Security at 9-612-819-4585.

Preserve the crime scene. Request that the victim NOT shower or clean-up to preserve needed
evidence.

Police officers will obtain as much information about the assailant and incident as possible and
arrange transportation to the hospital.

Fire or Explosion

A fire or explosion in a college building represents an immediate threat to students and staff.

A. Evacuation Procedure
Upon discovery of a fire in the building:

1.
2.
3.

4.

oo

B. Assignments and Responsibilities

Immediately pull the fire alarm box nearest the fire to sound the fire alarm.

Initiate fire drill procedures, including turning off all lights.

Commence immediate evacuation as described in Appendix A: Facility Evacuation Team
Responsibilities.

Call the fire department at 9-911 and provide the following information:

a. Your name

b. Location of fire

c. Door/location firefighters are to use upon arrival

After calling 9-911, call Anoka Technical College Security at 9-612-819-4585.

Make sure someone is available to direct firefighters to the appropriate location.

Faculty, staff, and students who are opted into the Star Alert system to receive emergency-related
text messages via cell phone will receive the “all clear” notice via text when it is safe to enter the
building.

Anoka Technical College Security personnel and other
designees will go to the parking lots to inform evacuees in
their vehicles of the “all clear” when the notice has been

IMMEDIATELY after any

given. evacuation or critical
incident on campus:

Faculty and Staff: o _ Report to your supervisor for
1. Once you have evacuated the building, gather in your an accountability check.
department’s primary meeting spot for accountability.
2. In the event of inclement weather, faculty, staff and Any personnel not accounted

employees are encouraged to evacuate to their personal
vehicle in the parking lot. DO NOT LEAVE — navigating
through the parking lot may impede emergency response
vehicles.

for will be reported to the
Duty Administrator and
Incident Commander as soon
as possible.
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Safety & Security Wardens:

1.
2.

Safety & Security Wardens are assigned by Zone. See Appendix C.

If available, pick up radio and check-in with Incident Commander. When the fire alarm sounds,
all Wardens will report to their designated radio location to pick up their radio. After the Incident
Commander lets you know he/she is in command, respond with the radio to confirm the message
was received (e.g., “Zone 1 copies; John Doe in command.”).

Assist those with disabilities in evacuation. Whenever possible, use the “buddy” system to pair
person with special needs with another person to assist with evacuation.

Clear all rooms in Zone systematically. Ensure your designated area is clear of all occupants by
quickly searching the area, beginning at the interior of your zone and working your way outward
to the outer most point. Check and clear all classrooms, offices, restrooms, closets, lounges, etc.
— anywhere a person may be.

Assist in orderly evacuation. Direct faculty, staff, and students to the closest outdoor meeting
location (e.g., far west end of parking lot, STEP parking lot) in a timely manner.

In evacuation for a bomb, scan area for evidence of bomb. During evacuation and room clearing,
scan for suspicious packages, materials, persons, etc. If discovered, report findings to Incident
Commander.

If available, radio to Incident Commander when room clearing is complete. After your zone has
been cleared and you are safe on the outside of the building, radio the Incident Commander to
inform that you have completed your room clearing (e.g., “Zone 1 to Incident Command: Zone 1
room clearing is complete.”).

Remain outside until receiving the “all clear” message. All evacuees will remain outside until all
Zones have been cleared by the Incident Commander and the appropriate “all clear” message has
been given.

Hazardous Materials Spills

In the event of an environmental spill involving hazardous chemicals or other materials, follow the
Anoka Technical College Chemical Hygiene Plan and the protocol below unless any of the directions
would create a greater hazard to persons or property:

If there is no clear danger of fire and/or explosion:

1.

2.

Consult Safety Data Sheets (SDS), previously known as Material Safety Data Sheets, or MSDS,
for details about the hazardous waste.

Contact the Director of Physical Plant Operations at 9-763-433-1378 for additional information
and clean-up guidance.

If there is danger of fire and/or an explosion, initiate Evacuation Procedure:

1.

Call the fire department at 9-911 and provide the following information:

a. Your name

b. Location of the spill

c. Door/location emergency personnel are to use upon arrival

d. Type and quantity of material involved

e. Number of injured persons and nature of injuries

After calling 9-911, call Anoka Technical College Security at 9-612-819-4585.

Call the Minnesota Duty Officer at 9-651-649-5451, who is available 24 hours per day, 7 days
per week.
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Lockdown Procedures / Shelter-in-Place

IN CASE OF A HIGH-SECURITY RISK:
The Emergency Notification System will verbally notify you when there is a need to lock down the
campus and give the reason for the lockdown.

A. Building Occupant Responsibilities
1. Lock all room doors. Procedure will differ based on each door’s specific locking mechanism.

a. Side button: If the door is equipped with a button on the side panel, push the button to lock
the door.

b. Thumb-turn lock: If there is a thumb turn lock on the interior of the door, turn the thumb turn
to lock the door.

c. Key-only lock: If the classroom door requires a key to lock, quickly lock the door with a key
and move into the room and out of the hallways.

Ensure all doors to the room are secured.

3. Direct room occupants.

a. Instruct occupants to move to the inside wall closest to the entrance door(s), away from any
doors or windows, and out of sight as much as possible.

b. Instruct occupants to be very quiet.

Turn off the lights.

Remain in location until notified by law enforcement or Anoka Technical College Security.

Remain in your lockdown location until law enforcement or Anoka Technical College Security

makes an announcement over the Emergency Notification System that they have cleared the

situation and normal activities may be resumed.

N

ok~

B. Emergency Response Team Responsibilities

President or President’s Designee:
1. Assume Incident Command or delegate.
2. Send “Anokatech” email with safety information via Marketing & Communication.
3. Advise law enforcement/Anoka Technical College Security to make public announcement over
the Emergency Notification System.

Authority as directed by the President:
1. Announce “High Security Risk” on Emergency Notification System.
2. Wait for police to cancel the lock down, and then give “all clear” notice over the Emergency
Notification System.

Security:
1. Ensure 9-911 is called and assistance is on the way.

2. Ensure no one except emergency personnel is permitted inside the building.
3. Inform police about missing faculty, staff, or students.

Safety & Security Wardens:
1. Help people to safety and lock down.
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Power Outage / Utility Disruption
1. Safety & Security Wardens and Incident Commander will meet in the Student Center.
2. Together, these individuals will notify building occupants by moving from room to room.
3. In case of utility disruption caused by Severe Weather, Wardens will direct occupants to the
nearest Severe Weather Shelter Area. All occupants are to remain in the shelter areas until the
“all clear” notice is given.

Public Demonstrations or Riots
If a group is disruptive or poses a direct threat to students or employees:
1. Call 9-911 for police assistance.
2. After calling 9-911, call Anoka Technical College Security at 9-612-819-4585.
3. Stay calm.
4. lsolate additional students from disruption.

Severe Weather (Tornadoes and Severe Storms)
Severe weather alerts will be monitored by college Public
Safety and Facilities personnel using the National Weather
Service at www.weather.gov.

Severe Weather WATCH

Conditions are favorable for a
tornado or severe storm.

In the event of a severe weather alert, Facilities or Public

Safety should follow the procedure below:

1. Send the Severe Weather Announcement once:
“May I have your attention please? May I have your MONITOR STORM AND
attention please? The National Weather Service has WEATHER UPDATES.
issued a [State the Case] for the Anoka County Area.
Please evacuate immediately to the designated Severe Weather WARNING
evacuation area located within the interior corridors A tornado or severe storm has
of thej building. Please stay away frpm W!ndows gnd been sighted in the area.
exterior walls. The “all clear” notice will be given
when the National Weather Service had indicated that SEEK SHELTER UNTIL
the severe weather warning has been lifted.” WARNING IS LIFTED.

Sound alarm for two minutes.

3. When the severe weather warning has been lifted by the
National Weather Service, announce the “all clear”
notice two (2) times.

“Attention Anoka Technical College Faculty, Staff, and Students. The National Weather
Service has lifted the [State the Case/. You may return to your original location.”

N

Safety & Security Wardens List

Zone 1: Mary Allenson, Jamaica DelMar, Sean Johns

Zone 2: Pete Gravett, Heather Moeller, Danielle Schweitzer
Zone 3: Noel Lutsey, Wendy Walentiny

Zone 4: Mike McKee, Sharon Wolfgram

Zone 5: Russ Dugger, Zach Johnson

Zone 6: Mary Falk, Amy Olson

Zone 7: Lisa Glendower, Jesse Oldenburg, Matt Rogers
Zone 8: Joehey Cici, Amy Moberg
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Terrorism Attacks

A. Bioterrorism
* Anthrax, botulism, smallpox, plague, tularemia, etc.
Upon report of a biochemical attack or suspected exposure to the above:
1. Contact the police at 9-911.
2. Call Anoka Technical College Security at 9-612-819-4585.
3. Any personnel experiencing unexplained illness, flu-like symptoms, skin lesions, etc., should
report their condition to their Supervisor and/or College Administrator and seek medical
attention.

B. Bomb Threat
A bomb threat represents an immediate threat to students and staff.

If you receive a phone call that may contain a bomb threat or similar situation:

1. Keep the caller on the line and gather as much information as possible.

2. Remain calm.

3. Be courteous.

4. Listen — Do not interrupt the caller.

5. Notify — Send priority email to President, Vice President of Finance and Administration, Vice
President of Academic & Student Affairs, Director of Public Safety, and Supervisor.

6. Complete the Bomb Threat Checklist (Appendix B) and give a copy to all notified individuals
listed above.

If directed, evacuate the area via the nearest exit.

C. Violent or Criminal Behavior (including Active Shooter/Gunshots)
If a staff member or student hears gunshots or sees someone with a weapon in the building:
1. DO NOT investigate the matter
2. Call the police at 9-911 and provide the following information:
a. Your name
b. Nature of incident
c. Door/location emergency personnel are to use upon arrival, if applicable
d. Exact location of the incident
e. Description of the person(s) involved
3. After calling 9-911, call Anoka Technical College Security at 9-612-819-4585.

Active Shooter — Personal Safety

When these events occur, they are often over within a few minutes and may require each individual to
take immediate action to protect themselves. If you ever find yourself in the middle of an active shooter
event, your survival may depend on whether or not you have a strategy.

Personal Safety Strategy

1. RUN: First and foremost, if you can get out, do.
9 Flee whether others agree or not.
9 Leave your belongings behind.
1 When you are safe, call 911.

2. HIDE/BARRICADE: If you can’t get out safely, you need to find a place to hide. Act
quickly and quietly. Try to secure your hiding place the best you can.
1 Lock and barricade the door.

ATC Emergency Response Plan 10



Turn off lights

Silence your phone

Hide behind large objects

Look for alternative escape routes (i.e. windows)
Spread out in the room

3. FIGHT/CONFRONT: As a last resort, and only if your life is danger...whether you’re
alone or working as a group, fight.
1 Attempt to incapacitate the shooter using any objects available — improvise weapons
1 Commit to your action — this is a matter of life or death

= =4 =4 -8 -9

What to do when law enforcement arrives

1 Remain calm and follow instructions
1 Keep your hands visible at all times because the police are looking for multiple shooters

ATC Emergency Response Plan 11



Appendix A
Facility Evacuation Team Responsibilities

Incident Commander

1.

Ed Wilberg, Public Safety Director (Interim), will serve as Incident Commander. In the event of injury,
illness, vacation, or other variance, Al Christensen, Plant Maintenance Engineer, will serve as Incident
Commander.

Take command of emergency evacuation and notify by radio. When the alarm sounds, take command of
the evacuation by notifying all other members of the team over the radio that you are in command. Make
sure to receive confirmation from Safety & Security Wardens in all Zones.

Set up the Emergency Command Center at Room 163. If Room 163 is not feasible due to the imminent
danger of the emergency, choose another location and communicate this location to all Safety & Security
Wardens via radio (e.g., “Command will be set up at door W6; Zone 1, do you copy?” Warden will then
respond, “Zone 1, copy.”).

Enforce limited radio communication between Safety & Security Wardens and Incident Command.
Wardens may communicate amongst themselves only to communicate hazards or obstacles to an efficient
evacuation. Radio chatter is distracting and compromises the ability of the Incident Commander to
manage the evacuation.

When the emergency has ended, authorize the “all clear.” The Incident Commander anénoka-

Champlin Fire DepartmentChief are theONLYi ndi vi dual s who can authori

drill or evacuation.

Safety & Security Wardens

=

w

Safety & Security Wardens are assigned by Zone. See Appendix C.

If available, pick up radio and check-in with Incident Commander. When the fire alarm sounds, all
Wardens will report to their designated radio location to pick up their radio. After the Incident
Commander lets you know he/she is in command, respond with the radio to confirm the message was
received (e.g., “Zone 1 copies; John Doe in command.”).

Assist those with disabilities in evacuation.

Clear all rooms in Zone systematically. Ensure your designated area is clear of all occupants by quickly
searching the area, beginning at the interior of your zone and working your way outward to the outer most
point. Check and clear all classrooms, offices, restrooms, closets, lounges, etc. — anywhere a person may
be.

Assist in orderly evacuation. Direct faculty, staff, and students to the closest outdoor meeting location
(e.g., far west end of parking lot, STEP parking lot) in a timely manner.

In evacuation for a bomb, scan area for evidence of bomb. During evacuation and room clearing, scan for
suspicious packages, materials, persons, etc. If discovered, report findings to Incident Commander.

If available, radio to Incident Commander when room clearing is complete. After your zone has been
cleared and you are safe on the outside of the building, radio the Incident Commander to inform that you
have completed your room clearing (e.g., “Zone 1 to Incident Command: Zone 1 room clearing is
complete.”).

Remain outside until receiving the “all clear” message. All evacuees will remain outside until all Zones
have been cleared by the Incident Commander and the appropriate “all clear” message has been given.

Facilities Staff

1. Assist in evacuation by serving as Safety & Security Wardens and directing emergency responders.

ATC Emergency Response Plan Appendix A - 12
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Appendix B
Bomb Threat Checklist

Call Information:

Date of Call: / / Time of Call:

Caller ID Details:

Employee’s Name:
Origin of Call - Caller ID# - -
When is the bomb going to explode?

Where is the bomb right now?
What kind of bomb is it?

Exact words of person placing call:

Caller/Voice Identification Checklist: (Check all that apply.)

Caller Identity: Male [] Female [] Juvenile (]  Caller’s Approximate Age:
VOiC? e Speech Language Accent Manner Background Noise
Characteristics:
[ ] Loud [ ] Fast [ ] Excellent | [] Local [ ] calm [ ] Airplanes
[ ] Soft [ ] Slow [ ] Fair [ ] Not Local | []Angry [ ] Trains
(] High Pitch [] Distinct ] Foul [] Foreign [] Rational (] Factory/Machines
[ ] Deep [ ] Distorted | [] Other: [] Other: [] Irrational [ ] Animals
[ ] Raspy [ ] Stutter [ ] Coherent [ ] Music
[ ] Pleasant [ ] Nasal [ ] Incoherent | [ ] Street Traffic
[] Intoxicated [ ] Slurred [ ] Deliberate | [_] Party
[ ] Other: []Lisp [ ] Emotional | [ ] Voices
[] Other: [ ] Righteous [] Quiet
[] Laughing [_] Commotion
[] Other: [] Other:

Additional Notes:

ATC Emergency Response Plan
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