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REPORT: In the event of a natural, human-caused or technological 
disaster affecting Portland Community College (PCC) or the 
surrounding area, we must be prepared to implement plans and 
procedures to protect lives and property.  
 
Officials at Portland Community College (PCC), have developed 
an Emergency Operations Plan (EOP) that will enhance their 
emergency response capability for any large-scale emergencies 
or disasters on any PCC Campus or Center. This document is 
the result of that effort. 
  
The plan is written with explicit interest in the welfare and safety 
of the faculty, staff, students and visitors.  In accordance with 
Homeland Security Presidential Directive (HSPD) 5, all PCC 
departments that have responsibilities delineated in this plan will 
use the National Incident Management System (NIMS).  NIMS 
allows and ensures proper coordination between local, state 
and federal organizations in emergency response. Furthermore, 
the Incident Command System (ICS) will be utilized in all on-
scene management of emergency events. 
 
Pursuant to the authority of the Board of Directors, this 
Emergency Operations Plan, its attachments, appendices, and 
annexes are to be formally adopted for PCC.  Each 
administrator and functional manager is directed to take 
necessary actions to implement it by developing written internal 
procedures that detail support required by the plan and then 
maintain preparedness to quickly put the plan into action.   
 
This plan, when used properly and updated annually, will assist 
PCC personnel in accomplishing their primary responsibilities: 
Life Safety, Incident Stabilization, and Property Preservation.  
 
This plan and its provisions will become official when it has 
been signed and dated below by the concurring PCC officials, 
and hereby gives authority and responsibility to PCC officials to 
perform their duties, as indicated in this plan, before, during and 
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after an incident.  

The Emergency Manager is designated as the responsible 
official to coordinate, implement and supervise emergency 
operations on behalf of the President and other administrative 
officers.  This Emergency Manager is empowered to coordinate 
with other local, state and federal emergency operations 
agencies in the event of emergencies that may require 
implementation of this plan.   

This Emergency Operations Plan shall be distributed to all 
personnel included in the Emergency Operations Plan 
distribution list and others as deemed necessary.  

RECOMMENDATION: That the Board of Directors approve the Emergency Operations 
Plan, its attachments, appendices, and annexes in Exhibit A, 
and delegate authority to the President and his designees to 
approve changes to the plan. 
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LETTER OF PROMULGATION 

In the event of a natural, human-caused, or technological disaster affecting Portland Community College 
(PCC) or the surrounding area, we must be prepared to implement plans and procedures to protect lives 
and property.  
 
Officials at Portland Community College (PCC), have developed an Emergency Operations Plan (EOP) that 
will enhance their emergency response capability for any large-scale emergencies or disasters on any PCC 
Campus or Center. This document is the result of that effort. 
 
The plan is written with explicit interest in the welfare and safety of the faculty, staff, students and visitors.  
In accordance with Homeland Security Presidential Directive (HSPD) 5, all PCC departments that have 
responsibilities delineated in this plan will use the National Incident Management System (NIMS).  NIMS 
allows and ensures proper coordination between local, state and federal organizations in emergency 
response. Furthermore, the Incident Command System (ICS) will be utilized in all on-scene management 
of emergency events. 
 
Pursuant to the authority of the Board of Directors, this Emergency Operations Plan, its attachments, 
appendices, and annexes are to be formally adopted for PCC. Each administrator and functional manager 
is directed to take necessary actions to implement it by developing written internal procedures that detail 
support required by the plan and then maintain preparedness to quickly put the plan into action.  All 
previous emergency planning documents, which have been incorporated in this plan, shall be discarded 
and removed from the PCC website. 
 
This plan, when used properly and updated annually, will assist PCC personnel in accomplishing their 
primary responsibilities: Life Safety, Incident Stabilization, and Property Preservation. This plan and its 
provisions will become official when it has been signed and dated below by the concurring PCC officials, 
and hereby gives authority and responsibility to PCC officials to perform their duties, as indicated in this 
plan, before, during and after an incident. 
 
The Emergency Manager is designated as the responsible official to coordinate, implement and supervise 
emergency operations on behalf of the President and other administrative officers. This Emergency 
Manager is empowered to coordinate with other local, state and federal emergency operations agencies 
in the event of emergencies that may require implementation of this plan. 
This EOP shall be distributed to all personnel included in the EOP distribution list and others as deemed 
necessary.  
 

 

Board Chair  Date 

 
 
 

President  Date 
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APPROVAL AND IMPLEMENTATION 

This is the only approved Emergency Operations Plan (EOP) for Portland Community College (PCC). It 
supersedes all other EOPs and has been developed exclusively for PCC and its campuses and centers. 
This EOP consists of 4 parts: The Base Plan, Functional Annexes, Threat/Hazard-Specific Annexes, and 
Attachments. 
 
The Base Plan provides an overview of the approach to operations before, during, and after an 
emergency. This section also addresses the overarching activities to be undertaken regardless of the 
function, threat, or hazard. The content in this section provides a solid foundation for college emergency 
operations. 
 
Functional Annexes focus on critical operational functions and the courses of action developed to carry 
them out. While functions are described separately, it is important to remember that many functions 
will occur consecutively. Often, multiple functions will also be performed concurrently. For example, 
during an evacuation, once all individuals are safely out of the building, the accounting for students, 
faculty, staff, and visitors function will begin. The evacuation function, however, will still be in effect as 
personnel or first responders work to locate and evacuate any persons not accounted for. 
 
Threat/Hazard-Specific Annexes describe the courses of action unique to particular threats and hazards. 
These are developed based on the prioritized list of hazards determined in the risk assessment process. 
As the planning team develops courses of action for threats and hazards, they should consider the 
federal, state, and local regulations or mandates that often apply to specific hazards. If there is a 
Functional Annex that applies to one of the threat or hazard annexes, the latter will include it by 
reference. 
 
Attachments are pertinent to other information which will be useful before, during or after an incident. 
Examples of attachments would include, but are not limited to, forms, checklists, maps, contact lists and 
resource lists. 

 
 
       

 
*** IMPORTANT *** 

 
This EOP may not be modified in anyway, by anyone, without the approval of the 

Emergency Manager. All approved modifications must be implemented by the 
Emergency Manager, after which all modifications must be applied to all 

distributed and electronic copies of this EOP. Further, all modifications must be 
registered in the Record of Changes section of this EOP. 
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DEFINITIONS 

"Concept of Operations" means the overall approach of the higher education institution to the 
preparation and management of a disaster/emergency, including response efforts and how the 
higher education institution will implement the concepts and procedures of an incident command 
system. 

"Disaster" means an occurrence or threat of widespread or severe damage, injury or loss of life or 
property resulting from any natural or technological cause, including but not limited to fire, flood, 
earthquake, wind, storm, hazardous materials spill or other water contamination requiring 
emergency action to avert danger or damage, epidemic/pandemic, air contamination, blight, 
extended periods of severe and inclement weather, drought, infestation, critical shortages of 
essential fuels and energy, explosion, civil disturbance, hostile military or paramilitary action, or acts 
of domestic terrorism. 

"Emergency Management" means the efforts of higher education institutions to develop, plan, 
analyze, conduct, provide, implement and maintain programs for disaster/emergency prevention, 
mitigation, preparedness, response and recovery. 

 “Emergency Manager” is a position assigned to the individual responsible for overall management 
and administration of the emergency management program. 

“Emergency Operations Center (EOC)” means a location where strategic management decisions are 
made in support of field operations during a disaster or disaster exercise. 

“Emergency Operations Center Director”, hereafter referred to as “EOC Director”, is the individual in 
command of the EOC. The National Incident Management System (NIMS) refers to this position as 
Incident Commander which is often confused with the Incident Commander in the field. For purposes 
of clarity, the individual in charge of the EOC will be the EOC Director, and the individual in charge of 
field operations will be the Incident Commander. 

"Emergency Operations Plan (EOP)" means the written plan of a higher education institution 
describing the organization, mission and functions, and supporting services for responding to and 
recovering from disasters/emergencies. 

“Emergency Planning Team” is responsible for the development, maintenance, review and revisions 
of the EOP, as well as, coordinating and providing recommendations regarding emergency 
management policies and procedures, continuity of operations and emergency management training. 

“EOC Activation Team” is a group of personnel trained to set up the EOC when activated for an event 
or incident. 

“EOC Team” is defined as any and all personnel assigned a function in the EOC as Primary or Backup. 
The list of these personnel, by position title, is found in the “EOC Staff Organization and Assignments” 
pages of the Direction and Control section. 
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"Exercise" means a planned event realistically simulating a disaster/emergency, conducted for the 
purpose of evaluating the higher education institution's coordinated emergency management 
capabilities, including, but not limited to, testing emergency operations plans.  

“Incident Commander” means the individual in charge of field operations. This position is not to be 
confused with the EOC Director. The Incident Commander may very well be someone from an 
outside agency such as the local Police or Fire Department. 

“Incident Command Post (ICP)” means the location at which the primary command functions for field 
operations are executed. 

“Incident Command System (ICS)” means a system that combines facilities, equipment, personnel, 
procedures, and communications to operate within a common organizational structure and that 
designates responsibility for the management of assigned resources to effectively accomplish stated 
college goals and objectives. 

“Mitigation” means to take action to reduce the likelihood of death, injury or property damage for 
emergencies that cannot be prevented, such as, tornadoes, earthquakes, epidemics/pandemics, etc. 

“National Incident Management System (NIMS)” means the comprehensive, national approach to 
incident management that is applicable at all jurisdictional levels and across functional disciplines.  It 
provides a consistent nationwide template to enable all government, private-sector, and 
nongovernmental organizations to work together during domestic incidents. 

"Preparedness" means actions taken and programs and systems developed prior to a 
disaster/emergency to support and enhance response to and recovery from a disaster/emergency. 

“Prevention” means to take action to reduce or eliminate the likelihood of death, injury or property 
damage for emergencies that can be prevented. 

"Recovery" means restoration actions and programs associated with recovering from a 
disaster/emergency, including, but not limited to, academic recovery, physical/structural recovery, 
business/fiscal recovery and psychological/emotional recovery for students and college personnel. 

"Response" means the actions taken to address the immediate and short-term effects of a 
disaster/emergency.  

“Targeted Violence” means an incident of physical violence in which both the perpetrator and targets 
are identified or identifiable prior to the incident. 

“Threat Assessment” means a process of evaluating the actions and conduct of individuals, and the 
circumstances surrounding those actions and conduct, to uncover any facts or evidence that indicate 
that violence is likely to be carried out.  A threat assessment should occur when a person (or persons) 
threatens or induces others to commit a violent act or engages in behavior that appears to threaten 
“targeted violence”. 
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PURPOSE AND ASSUMPTIONS 

There is the possibility that an emergency requiring rapid mobilization and maximum coordination of 
all college and emergency service agencies could occur at any time.  Conditions that could cause an 
emergency are severe weather, earthquakes, acts of violence, extensive fire, aircraft crashes, 
terrorism, national security emergencies, extreme pollution, hazardous materials incidents, public 
health threats, civil disturbances or any other human-caused, natural or technological disaster. 

Purpose 
The basic emergency procedures outlined in this plan are designed to enhance the protection of 
lives and property through effective use of college and community resources. Whenever an 
emergency affecting the college reaches proportions that cannot be handled by routine measures, 
the President, or his/her designate may declare a state of emergency. An appropriate emergency 
response team will be assembled to direct and conduct the response and recovery efforts. This 
Emergency Operations Plan shall remain in compliance with the National Incident Management 
System (NIMS). 

Assumptions 
The Emergency Operations Plan, hereafter referred to as “EOP”, is predicated on a realistic 
approach to the problems likely to be encountered at PCC campuses or centers. The following are 
assumed:  

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

 The succession of events in an emergency is not predictable; hence, this EOP will serve only 
as a guide and checklist and may require field modification to meet the needs of the 
situation. Appropriate college personnel will assess each situation to determine the most 
effective and appropriate response. 

 Disasters may affect residents in the geographical area of PCC campuses or centers; 
therefore City, County, State and Federal emergency services may not be available. A delay 
in off-site emergency services may be expected. In this case, college personnel will make 
every effort to respond to the situation appropriately based on their training and in 
accordance with the appropriate EOP annex. 

 

MISSION 

The mission of the EOP is to ensure the greatest possible survival of the population and protection of 
property and the environment through Prevention, Mitigation, Preparedness, Response and Recovery 
as well as to maintain continuity of operations in the event of an emergency or disaster.  
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CONCEPT OF OPERATIONS 

 The Policy Group will consist of senior leadership (i.e. President's Cabinet) as noted in the 
direction and control section, will provide policy and professional assistance to the EOC 
Director if needed, and will include officials with certain legal and policy-making 
responsibilities. 

 The Incident Commander (IC) is responsible for directing and controlling emergency 
operations in the field. 

 Faculty and staff are responsible for emergency functions as specified in this EOP. 

 The Emergency Planning Team is responsible for the development, maintenance, review 
and revision of the EOP, as well as, coordinating and providing recommendations regarding 
emergency management policies and procedures, continuity of operations and emergency 
management training. 

 Incident management operations will be conducted in accordance with the National 
Incident Management System (NIMS). 

 The preservation and protection of vital and official records, the implementation of 
measures to safeguard the continuity of services and civil order during or after emergencies, 
disasters or national security emergencies is vital. 

 This EOP is designed to be utilized in concert with the EOPs of outside agencies that will 
respond to the college during an emergency. 

 All employees are included in the Emergency Management structure. Departments will 
conduct operations under the control of their respective directors or supervisors unless 
assigned otherwise by the EOC Team. 

 The primary purpose of actions taken before an emergency is to prevent, protect from, and 
mitigate the impact on life or property; the primary purpose of actions taken during an 
emergency is to respond to the emergency and minimize its impact on life or property; and 
the primary purpose of actions taken after an emergency is to recover from its impact on life 
or property. 

 In the event of an emergency at any PCC location that requires EOC activation, the college’s 
EOC will be used. That EOC will support the operations at the PCC location(s) where the 
emergency/disaster has occurred, to include administrative and policy support. The college 
administrator will act as liaison to the EOC. 
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ADMINISTRATION AND LOGISTICS 

Existing administrative, fiscal and procurement procedures will be followed whenever possible. 
Normal college procurement rules may be suspended in accordance with ORS 279B.080 to 
appropriately respond to an emergency. 

Documentation to substantiate reimbursement for emergency expenditures, including both time 
and materials, will be maintained by each involved department.  This will be coordinated by the 
Finance/Administration Coordination Section Chief in the EOC and will follow appropriate 
guidelines. 

Priority for the use of resources will be given to activities essential for survival and welfare of 
people, protection of property and the assurance of the continuity of operations. 

 

INFORMATION COLLECTION, ANALYSIS, AND 
DISSEMINATION 

It is important to address the role of information collection, analysis and dissemination, and to 
identify the types of information that will be helpful in the successful implementation of the 
activities that occur before, during, and after an emergency, such as: 

 Before and during: Weather reports, law enforcement alerts, National Oceanic and 
Atmospheric Administration radio alerts, executive orders, Clery Act crime statistics and 
crime logs, and local crime reports. 

 During an emergency the College website, PCC Alert Notifications and social media accounts 
will be used as the primary means of communicating with employees, students and the 
public. 

 After: Mental health, emergency management, and relief agencies’ websites and hotlines 
assisting in all aspects of recovery. 

Each department or functional area where the emergency/disaster has occurred should identify 
means by which to collect and analyze information that will be useful in emergency planning, 
response and recovery, and ensure that information is disseminated appropriately. 
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REGULATORY COMPLIANCE 

PCC shall comply with all applicable laws, rules, regulations and ordinances during all phases of 
emergency/crisis management, including preparation, planning, response, mitigation and recovery. 
Bearing in mind that during emergencies, often critical, time sensitive, decisions must be made, and 
PCC will maintain preservation of life as its top priority.  
 
Reference to the below laws are not intended to be, nor is it, an exhaustive list of regulatory 
compliance during an emergency, but highlights areas common to institutions of higher education 
and/or may be directly related to notification and evacuation during an emergency.  
  
Americans with Disabilities Act (ADA) 

Plans must comply with the Americans with Disabilities Act (ADA), among other prohibitions on 
disability discrimination, across the spectrum of emergency management services, programs, and 
activities, including preparation, testing, notification and alerts, evacuation, transportation, 
sheltering, emergency medical care and services, transitioning back, recovery, and repairing and 
rebuilding. Plans should include students, faculty and staff with disabilities. Among other things, 
emergency plans must address the provision of appropriate auxiliary aids and services for effective 
communication with individuals with disabilities (e.g., interpreters, captioning, and accessible 
information technology); provide that individuals with disabilities are not separated from service 
animals and assistive devices, and can receive disability-related assistance throughout emergencies 
(e.g., assistance with activities of daily living, administration of medications, etc.); and comply with 
the law’s architectural and other requirements. 

Limited English Proficiency (LEP) 

Effective communication with individuals with limited English proficiency (LEP), including students 
and parents, is an essential component of emergency planning and response. Plans must comply 
with applicable legal requirements on language access. 

Also, the American Red Cross has spokespeople trained in several languages who often provide 
translation services and media interviews. In addition, they work with many partners who provide 
services to non-English speaking communities. They can also provide information and printed 
materials for distribution. Red Cross disaster preparedness and safety information is available in 
Spanish, Vietnamese, Creole, Chinese and a variety of other languages. 

Higher Education Opportunity Act of 2008 

Among other things, the Higher Education Opportunity Act of 2008 requires Institutes of Higher 
Education (IHE) to provide timely warnings to the college community of certain crimes that 
represent a threat to students and employees. PCC issues timely warnings and emergency 
notifications in accordance with the Clery Act.   

Timely Warnings 

The Clery Act requires issuance of a timely warning for a Clery crime that is reported for which PCC 
believes poses an ongoing threat to students, employees or their property. PCC is not required to 
provide timely warnings for non-Clery crimes or for crimes reported to a pastoral or professional 
counselor. The Clery Act does not include a specific definition of “timely.” However, the intent of a 
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timely warning is to enable people to protect themselves; therefore, warnings should be issued as 
soon as pertinent information is available. Upon receipt of all relevant information, such warnings 
will, as circumstances warrant, be issued in a manner to best protect the college community. 

Emergency Notification 

In accordance with the Higher Education Opportunity Act of 2008, PCC will immediately issue an 
Emergency Notification to the PCC community upon the confirmation of a significant emergency or 
dangerous situation involving an immediate threat to the health or safety of students or staff at a 
PCC location. The system is designed to be used only during emergency situations that require 
immediate action by the recipient. Examples include but are not limited to: 

 Dangerous Situations and Crimes (Armed intruder, civil disturbance, hostage situation, etc.) 
 Fire 
 Hazardous Material Leak/Spill 
 Inclement Weather Delays/Closures 
 Tornado Warning 

 
Warnings may only be withheld if they would compromise efforts to contain the emergency. 
Confirmation of an emergency means that college officials, as appropriate, have verified that a 
legitimate emergency or dangerous situation exists. 

Family Educational Rights and Privacy Act (FERPA) and Health Insurance Portability and 
Accountability Act (HIPAA) 

This EOP will not conflict with FERPA and HIPAA laws and will function in concert with the PCC’s 
current policies on each. Keep in mind that there may be some allowable deferments or deviations 
from FERPA and/or HIPAA during certain states of emergency. Follow State or Federal direction in 
these instances. 
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DECLARATION OF A COLLEGE STATE OF EMERGENCY 

The authority to declare a college state of emergency rests with the Office of the President or 
his/her designate as follows: 

 During the period of any college emergency the Emergency Manager shall place into effect 
the appropriate procedures necessary to meet the emergency, safeguard persons and 
property, and maintain educational facilities. The Emergency Manager will immediately 
consult with other Emergency Management team members regarding the emergency and 
the possible need for a declaration of a college state of emergency.  

 When this declaration is made only registered students, faculty, staff and 
guests/contractors/affiliates are authorized to be present at the affected college location. 
Those who cannot present proper identification showing their legitimate business at the 
college location will be asked to leave the property.  

 Authority for certain public safety operations will be relegated to the appropriate outside 
agency. 

 Emergency operations will comply with all ordinances and statutes as appropriate for the 
situation. 

 

SUPPORT FROM OUTSIDE ORGANIZATIONS 
 
Emergency Services and Disaster Agencies, such as Oregon Emergency Response System, the 
American Red Cross and Salvation Army are a valuable resource during emergency situations. They 
can be contacted directly or through other emergency responders. Contact information for these 
and other outside resources should be kept in the resource section of this plan. They are typically 
equipped to: 

 
 Provide professional and technical assistance, training and response material, assistance 

with local, state and federal funding, etc. 

 Provide care to disaster victims and displaced persons, to include shelter, feeding, clothing, 
medical care, registration, and inquiry.  Additionally, Red Cross will maintain a current list of 
shelter locations. 

 Assist individuals and families in recovering from the disaster, to include casework services, 
home repair, furnishings, medical and nursing care, occupational supplies, and equipment. 

 Provide mental health assistance to disaster victims. 

 Conduct private sector damage assessments. 

 Feed emergency workers in the field. 

 Provide training for volunteer groups.  
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EMERGENCY OPERATIONS CENTER ACTIVATION 
 
The Emergency Operations Center (EOC) will be activated when an emergency reaches such 
proportions that it requires a closely coordinated effort on the part of leading college officials.  The 
EOC Team and other personnel having duty assignments in the EOC will report to their assigned 
locations upon notification of the EOC activation.  

The following personnel have the authority to activate the EOC: 

 Emergency Manager 
 college President 
 college Executive Vice President 
 college Vice President of Finance & Administration 
 Director, Public Safety 

 
The EOC Activation Team is responsible for setting up the EOC when activated for an event or 
incident. 

The EOC Team is responsible for supporting the activities of field personnel necessary to maintain 
and restore operations both during and after an emergency situation.  These personnel are led by 
the EOC Director, and are supported by the operations, planning, logistics, and 
finance/administration coordination sections, as well as public information, safety and liaison teams.   
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AFTER-ACTION REVIEW (AAR) 
 
The after-action review is a reflective exercise that occurs immediately after an event and provides 
stakeholders the opportunity to reflect on past experiences, identify tactical and operational 
practices, and share lessons learned. During the review, team members discuss WHAT happened 
during the event, WHY it happened, and HOW strengths can be sustained, and weaknesses can be 
improved. 

AARs are critical to organizational learning and strengthening future response efforts in an evolving 
and increasingly complex operating environment. By honestly reflecting on past experiences, 
organizations can anticipate emerging challenges, incorporate promising practices, and work 
collectively to evolve and prepare for future events. Instilling a culture that encourages continuous 
learning through the assessment and identification of promising practices and lessons learned is 
vital to ensuring the safety of emergency responders and the community during a major event. 

Areas of Findings, Recommendations, Lessons Learned, and Promising Practices often include: 

 Planning, preparation, policy, and procedure 
 Leadership, coordination, and collaboration 
 Training 
 Command and control 
 Self-deployment 
 Emergency medical care 
 Internal communications, public relations, and traditional and social media 
 Dignitaries and elected officials 
 Officer safety and equipment 
 Fire responder wellness and mental health 
 Victims and witnesses 
 Community relations, partnerships, and resilience 
 The process for organizational learning and training need not be a formal or taxing process. 

Nor should it be punitive. AARs should come from a place of learning and enhancing the 
department and the field. In some cases, conducting a critique is as simple as asking the 
following questions: 

 What was the intended outcome? 
 What was our actual outcome? 
 What were the decisions, systems, and protocols that got us to that outcome? 
 What is the gap analysis? 

  

132



BASE PLAN 
 

 
PCC Emergency Operations Plan   20 

EMERGENCY OPERATIONS CENTER ACTIVATION LEVELS 
 
From time to time advance notification may be available on hazardous events that could affect 
operations, health and safety of campus personnel and students or degradation of quality of life.  
Maintaining 24-hour vigilance at full EOC staffing levels for potential or minor events is not feasible 
due to the impact of continued alert status of personnel and the impact of routine operations.  To 
address this need, the EOC will operate in three modes to address a varying level of event 
probability and severity and maintain flexibility for the EOC Director to address needs as they arise. 

Standby 

Standby should be implemented when an alert has been received or staff recognizes the potential 
for a high hazard event that could result in the opening and staffing of the EOC.  This level consists 
of: 

 Setting up the EOC. 

 Placing the Emergency Manager, or designate, on 10-minute response (plus 10) to the EOC. 

 Placing the EOC Team on a 30-minute response (plus 30) to the EOC.  

 Plus 10 and 30 mean the designated individuals must remain within 10 or 30 minutes of the 
EOC at all times. 

Partial Activation 

Partial Activation is appropriate when a minor event has occurred. It requires support of field 
operations and coordination with local, county or state emergency operations centers. It does not 
warrant full opening of the EOC. Actions shall consist of: 

 Setting up the EOC. 

 Emergency Manager shall report to the EOC. 

 Members of the EOC Team identified by the EOC Director shall staff the EOC on a limited 
basis.   

NOTE: This provides a high degree of flexibility to address a contained event and can be rapidly 
expanded to a full activation if needed. 

Full Activation 

Full Activation is appropriate when there is a need to support multiple events or a major event that 
adversely affects the quality of life or the health and safety of college personnel and students, 
and/or threatens property damage. Actions shall consist of: 

 Setting up the EOC 

 This includes all implementation steps included in the Standby and Partial Activation Levels 
with the addition of calling in all key personnel to staff all functions as required. 

 Full activation is a full effort directed at containing, controlling and minimizing the effects of 
a major event.  The EOC Director can re-designate from a Full Activation to a lesser level 
based upon prevalent conditions and changing tactical situations.  
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EMERGENCY OPERATIONS CENTER LOCATIONS 

The Emergency Operations Center (EOC) locations are: 

Primary       Alternate 
Sylvania Campus CC Building - Room 233 A&B  Southeast Campus Mt Tabor Hall Room 100
        
 
The Policy Group room locations are: 

Primary       Alternate 
CC Building - Rm 233 C     
 
EOC Displays 

The following maps, charts and logs should be maintained and made available in the EOC. 

 Regional map 
 State map 
 County maps (large and small scale) for each county PCC operates in. 
 City maps (large and small scale) 
 Campus maps (large and small scale) 
 Campus Utility Maps 
 Standard FEMA Forms 
 Bulletin Board 
 Building Floor Plans 
 Operational Status Log 

  

134



BASE PLAN 
 

 
PCC Emergency Operations Plan   22 

TRAINING 

The Emergency Manager will maintain a multi-year training and exercise schedule and ensure this 
training is conducted and the schedule is updated annually. This schedule should be kept as an 
attachment to this EOP. This schedule should describe the critical training and exercise activities to 
be used in support of the plan. This includes the core training objectives and frequency to ensure 
that staff, students, faculty, and community representatives understand roles, responsibilities, and 
expectations. The schedule should also establish the expected frequency of exercises to be 
conducted. Exercises and drills may range from basic fire and lockdown drills to full-scale 
communitywide exercise. 

The Building-Block Approach should be followed in all emergency management training. This is a 
method focused on exposing participants to a cycle of training and exercises that escalates in 
complexity, with each exercise designed to build upon the last, in terms of scale and subject matter.  
For example, a building-block series of exercises may include a seminar, which leads to a tabletop 
exercise (TTX), which leads to a full-scale exercise (FSE). 

Since this EOP is integrated with local, regional and state emergency planning agencies, every effort 
has been made to comply with the NIMS Incident Command System training requirements. Below is 
a listing of recommended training for EOC and Policy Group members: 
 
 IS- 100.c: Introduction to the Incident Command System 
 L0363: Multi-Hazard Emergency Management for Higher Education 
 IS-700 NIMS:  An Introduction 
 G367: Emergency Planning for Campus Executives (Policy Group) 

 

 

PLAN MAINTENANCE 

This EOP will be reviewed and updated at least annually. Each annex indicates a responsible party 
for these reviews and updates. It is the responsibility of the Emergency Manager to ensure these 
reviews and updates are completed.  The Emergency Manager shall also be responsible for the 
review and update of all other components of the EOP. 

Every time there is a change to the EOP, new copies of the entire plan, or just the updated section, 
annex or attachment, must be distributed to all personnel included in the EOP distribution list and 
appropriately recorded in the Record of Change. 
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DIRECTION AND CONTROL/ICS 

Purpose 

To provide direction, control, and coordination of college forces to include liaison with any and all 
outside agencies/entities as is appropriate. Provide emergency information and direction to the 
faculty, staff, students, and visitors of the college during an emergency. A line of succession will be 
established for the EOC and each function and should be in accordance with the operating 
procedures established within this plan. 

Policy Group 

Policy group should include officials with certain legal and policy-making responsibilities including 
the President or designee. The Policy Group will be housed separately from the EOC and will provide 
policy direction to the EOC Director. 

Command Staff 

The command staff consists of the EOC Director, Public Information Officer, Liaison Officer and 
Safety Officer. Duties of the command staff are: 

 Provide support to field personnel. 
 Coordinate the response and early recovery activities. 
 Supervise the activities of the various sections in the EOC. 
 Interpret operational policy. 
 Keep the Policy Group informed about the emergency situation. 

 
EOC Director: 

 Manage EOC resources and direct EOC operations. 
 Information processing which involves the collection, evaluation, and dissemination of 

information about the incident to help support response operations. 
 Maintain a significant events log. 
 Identify resource needs. 
 Prepare briefings for the Policy Group and ensure they are delivered on a regular basis. 
 Coordinate logistical support for response personnel. 
 Assign staff to fill command and general staff positions. 

 
Public Information Officer: 

 Assume emergency public information functions assigned by the EOC Director. 
 Interact with other EOC sections to provide and obtain information relative to the incident. 
 Contact media outlets and provide information related to the incident as cleared by the EOC 

Director. 
 Monitor media reports and telephone inquiries for accuracy and respond as appropriate to 

correct rumors. 
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 Coordinate with the EOC Director for releasing information updates to the public. 
 Make recommendations to the EOC Director as to holding a press conference or issuing an 

official statement. 
 Evaluate information available in the EOC to determine the areas in which additional public 

information is appropriate. 
 Issue alerts and updating information through the campus Emergency Notification System 

(ENS) to keep the campus community informed. 
 Coordinate information on the disaster if it affects adjacent municipalities or other 

jurisdictions.  This information should be released via the Emergency Alert System (EAS) 
where available – Access through local law enforcement, County Sheriff’s Office, or County 
Department of Emergency Management. 

 Operate in a joint information center (JIC) as needed. 
 
Safety Officer: 

 Brief EOC staff on potential EOC evacuation plans. 
 Evaluate conditions and advise the EOC Director of any conditions and actions that might 

result in liability and identify any oversights or improper response actions. 
 Coordinate with the Finance/Administration Coordination Section on any injury claims to 

personnel or records preparation as necessary for proper case evaluations. 
 Exercise emergency authority to stop and prevent unsafe acts. 
 Investigate accidents or illnesses that have occurred within the incident area. 
 Addressing general welfare and safety of EOC personnel. 

 
Liaison Officer: 

 Compile a list of outside agency representatives and make available (Agency name, phone 
numbers and contact person) to all sections of the EOC as needed. 

 Respond to requests from sections of the EOC and take necessary actions to satisfy requests 
with outside agencies. 

 Communicate with all outside organizations as necessary (excluding on-scene public safety 
agencies). 

 Monitor incident operations to identify current or potential inter-organizational problems. 
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General Staff 

Operations Coordination Section 
 Elements of the Operations Coordination Section are: 

o Fire/Rescue (if applicable) 
o Police/Security (if applicable) 
o Maintenance 
o Facilities 
o Shelter Management 
o EOC Support Staff 

The Operations Coordination Section is responsible for the management of operations directly 
applicable to the incident and the collection, evaluation, dissemination, and use of information 
concerning the development of the incident.  This information is needed to: 1) understand the 
current situation; 2) predict the probable course of incident events; and 3) prepare alternative 
strategies and control operations for the incident.  Responsibilities include: 

 Obtaining briefings from the EOC Director. 
 Support on-scene operations. 
 Manage and carry out the operations portion of the incident action plan as directed by the 

EOC Director. 
 Briefing and assigning operations personnel. 
 Determining needs and requests for additional resources. 
 Reporting information about specific activities, events and occurrences to the EOC Director. 
 Reviewing suggested list of resources to be released and initiating recommendations for 

release of resources. 
 Addressing general welfare and safety of Operations Coordination Section personnel. 
 Providing any additional services, as indicated in respective departmental annexes or SOPs. 
 Establishing information requirements and reporting schedules for each incident. 
 Assembling information on alternative strategies. 
 Identifying needs for use of specialized resources. 
 Performing operational planning in conjunction with the Planning Coordination Section. 
 Providing periodic predictions on the incident. 
 Compiling and displaying incident status summary information. 
 Advising the EOC Director of any significant changes in the incident status. 
 Maintaining resource status information. 
 Preparing and distributing EOC Director’s orders. 

 
Planning Coordination Section 

 Elements of the Planning Coordination Section are: 
o Strategic Planning 
o Documentation 
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o Records Management 

The Planning Coordination Section is responsible for the collection, evaluation, dissemination and 
use of information concerning the development of the incident.  Information is needed to:  1) 
understand the current situation; 2) reasonably predict the probable course of incident events; and 
3) prepare alternative strategies and control operations for the incident.  Responsibilities include: 

 Develop an incident action plan (IAP) to be approved by the EOC Director and provide the 
plan to the Operations Section. 

 Obtaining briefings from the EOC Director. 
 Establishing information requirements and reporting schedules for each incident. 
 Assembling information on alternative strategies. 
 Establishing a weather data collection system when necessary. 
 Identifying needs for use of specialized resources. 
 Providing periodic predictions on the incident. 
 Compiling and displaying incident status summary information. 
 Advising the command staff of any significant changes in the incident status. 
 Maintaining resource status information. 
 Addressing the general welfare and safety of the Planning Coordination Section personnel. 
 Preparing and distributing the IAP. 

Logistics Coordination Section  

 Elements of the Logistics Coordination Section are: 
o Procurement/Purchasing/Supply 
o Staff Food Distribution 
o Communications 
o Information Services 

Logistics Coordination Section is responsible for providing equipment, facilities, materials, supplies, 
and services in support of the incident.  The Logistics Coordination Section participates in the 
development and implementation of the incident action plan (IAP) and supervises resources 
procurement if necessary. It is recommended that the leading department consider assigning a 
representative to the logistics section. Responsibilities include: 

 Obtaining briefings from the EOC Director. 
 Assigning work locations and preliminary work tasks to section personnel. 
 Notifying the Planning Coordination Section of logistics units activated, including names and 

locations of assigned personnel. 
 Participating in the preparation of the IAP. 
 Identifying service and support requirements for planned and anticipated operations. 
 Providing input to and review communications plan, medical plan and traffic plan. 
 Coordinating and processing requests for additional resources. 
 Providing technological infrastructure to include hardware, software and technical support 

for EOC use. 
 Advising on current service and support capabilities. 
 Estimating future service and support requirements. 

139



BASE PLAN 
 

 
PCC Emergency Operations Plan   27 

 Receiving demobilization plan from the Planning Coordination Section. 
 Recommending release of unit resources. 
 Addressing general welfare and safety of Logistics Coordination Section personnel. 

 
Finance/Administration Coordination Section 

 Elements of the Finance/Administration Coordination Section are: 
o Legal Services 
o Finance/Fiscal Office 
o Human Resources 
o Risk Management 

The Finance/Administration Coordination Section is responsible for all documentation of the 
incident including financial and cost analysis aspects of the incident and for coordinating legal 
information and recommendations.  Responsibilities include: 

 Obtaining briefing from the EOC Director. 
 Attending briefings with responsible agencies to gather information. 
 Identifying and procuring supply and support needs for the finance/administration 

Coordination section. 
 Develop an operating plan for finance function for the incident. 
 Preparing work objectives for subordinates, briefing staff and making assignments 
 Determine need for food service operations. 
 Informing the EOC Director when the section is operational. 
 Meeting with assisting and cooperating agency representatives as required. 
 Providing input in all planning sessions on financial and cost analysis matters. 
 Maintaining contact with all agency administrative headquarters on financial matters. 
 Documenting all financial costs of the incident including documenting for possible cost 

recovery for service and supplies. 
 Advising the command staff on possible liabilities arising from disaster operations. 
 Collecting and compiling input data and after-action reports. 
 Evaluating the effects of damage on the economic index, and insurance ratings for use in 

long-range recovery planning. 
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ICS/EOC STAFF ORGANIZATION AND ASSIGNMENTS 
The Emergency Staff should consist of the Policy Group, Command Staff, General Staff and other 
staff members as needed.  During periods of increased-readiness, the EOC may be staffed for 
24-hour operations. 

POLICY GROUP 

College President 

Executive Vice President 

Vice President/Finance & Administration 

Vice President/Academic Affairs 

Vice President/Student Affairs 

Program Administrator/Office of the President 

Chief Diversity Officer 

Chief Information Officer 

Associate Vice President/Human Resources 

Associate Vice President/Finance 
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COMMAND STAFF 

EOC Director 
Assignment of this function depends on the type of incident 

Primary Backup 

Emergency Manager  

  

  

  

Deputy EOC Director 

Primary  

Backup          

Safety Officer 

Primary  

Backup          

Backup          

Liaison Officer 

Primary  

Backup          

Backup          

Public Information Officer 

Primary Director of Public Relations & Community Engagement 

Backup         Public Relations Manager 

Backup         Community Relations Manager 
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GENERAL STAFF 

Operations Coordination Section 

Director of Public Safety 

 

 

 

 

Planning Coordination Section 

Risk Services Manager 

 

 

 

 

Logistics Coordination Section 

Director of Facilities Management 

 

 

 

 

Finance/Administration Coordination Section 

Associate Vice President of Finance 

 

 

 

 

143



ANNEX - A 
 

 
PCC Emergency Operations Plan   31 

ANNEX – A: BUSINESS CONTINUITY PLAN (BCP) 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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BUSINESS CONTINUITY PLAN (BCP) 

Purpose 

Portland Community College (PCC) is committed to the safety and protection of its employees, 
students, visitors and facilities. In support of this commitment, critical operations must be 
performed, or rapidly and efficiently resumed, in an emergency. This Business Continuity Plan (BCP) 
will enable the college community to maintain the infrastructure of essential functions at the 
institution.  

This plan includes instructions for continuing operations when the normal environment is disrupted, 
or specific operations are taken out of service. Every attempt will be made to continue the following 
essential functions requiring business continuity during an emergency: 

❑ Health and Safety of Students, Employees and Community 
❑ Fulfillment of the PCC mission, to the extent that it does not health and safety 
❑ Long-term viability for the institution 

This plan provides a framework to continue these essential functions in the event that an emergency 
at any of the college’s locations or in the region threatens operations or requires the relocation of 
personnel or functions. The BCP presents an approach to begin continuity operations within 12 
hours of activation, continues essential functions within the identified recovery time objectives, and 
maintains essential functions for as long as is necessary to complete the mission. 

This plan is intended to provide guidance and assistance for all departments, units, and personnel. 
The BCP covers all college facilities, systems, buildings, and vehicles. It will involve input from all 
areas, as well as follow a systematic approach. The BCP supports the performance of essential 
functions from alternate locations or remotely and also provides for continuity of management and 
decision-making in the event that senior management or technical personnel are unavailable.  

Assumptions used to develop this BCP include the following elements: 

 Emergencies or threatened emergencies can adversely impact the ability to continue 
essential functions and provide support to the day-to-day operations. 

 There will be a sufficient number of available senior leadership with adequate supporting 
personnel to continue essential functions. 

 Some level of technical resources may not be available for extended periods of time in the 
affected buildings. 

 Communications capabilities, transportation, and other infrastructures will be sufficiently 
intact to allow implementation of this plan. 

 Recovery of a critical subset of the functions and application systems will occur and allow 
essential operations (critical functions) to continue. 

 Adequate training is given in the use of the BCP and all faculty, staff and students are made 
aware of its existence and their roles. 
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Course of Action 

This BCP provides a flexible, scalable strategy to manage and recover from situations or events that 
have a direct adverse impact on operations. If an incident results in serious injury or loss of college 
leadership, reconstitution of leadership will be considered, and appropriate personnel reassigned. 

It is important that the college mission is sustained during any emergency. First priority is always the 
safety of the students, staff, faculty, visitors, and the community. The BCP focuses on college 
operations and the sustenance of critical functions.  

The objectives of this BCP are to minimize financial loss; continue to appropriately serve students, 
staff, faculty, visitors and the community; and mitigate the effects disruptions can have on long-
range plans, reputation, operations, and ability to remain in compliance with applicable laws and 
regulations. Changing business processes and new threat scenarios require maintenance of an 
updated and viable BCP at all times.  

Following initial crisis response and life safety efforts, the focus will shift to business continuity, 
including the functions, systems, and facilities, in an effort to fully restore operations. When 
necessary, reconstitution may require use of alternate locations, remote operations, acquisition and 
installation of equipment and communications, and placement of personnel.  
 
Business Continuity Planning Process 
Business continuity planning will be conducted on an enterprise-wide (district) basis. As part of this 
BCP, operational groups must consider the critical aspects of their operations in creating a Business 
Continuity Plan (BCP) for how it will respond to disruptions. This BCP is not limited to the restoration 
of information technology systems, services, or data maintained in electronic form, as such actions, 
by themselves, cannot always put a unit back in operation, to continue the mission of providing 
instruction and to support students with that instruction.  

The Attachment section of this EOP contains the results of the most current college-wide risk 
assessment process outlining a list of several incidents that can impact operations. This list is a good 
starting point for departmental risk assessments. 

Each of the following operational groups is required to participate in the development of a BCP to 
address disruptions (See BCP Template in this annex): 

 Administration 
 Academic Affairs (Instruction) 
 Athletics 
 IT 
 Facilities Management Services/Planning & Capital Construction 
 Education Abroad 
 Student Affairs 
 college Advancement (Public Relations & Community Engagement, Marketing & 

Communications) 
 Disability Services 
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The BCP should include the following: 

Leadership Responsibilities  
The Senior Leadership Team is responsible for: 

 Allocating sufficient resources and knowledgeable personnel to develop the BCP 
 Developing a continuity and succession of leadership section 
 Setting policy by determining how the institution will manage and control identified risk 
 Approving the BCP on an annual basis 

 
The effectiveness of business continuity planning depends on the leadership commitment and 
ability to clearly identify what makes existing operations processes work. Each operational group 
must evaluate its own unique circumstances and environment to develop a comprehensive BCP. 

Orders of Succession 
In the absence of, or in the event the President is unable to perform his/her duties, the duties of the 
President will be assumed by administration staff in the following order: 

1. Executive Vice President 
2. Vice President of Finance & Administration 
3. Vice President of Academic Affairs 
4. Vice President of Student Affairs 

 
Operational group BCPs will outline unit-specific orders of succession. 

Essential Functions 
The goal is to continue the following essential functions during an emergency requiring business 
continuity: 

 Sustain the safety and welfare of employees, students, visitors, and the community. 
 Deliver instruction to students 
 Maintain critical business, finance and infrastructure operations 

These essential functions guide the continuity planning efforts of all operational groups and capture 
unit-specific actions that will allow continuing functions. 

Essential Personnel 
Individual operational groups will identify in their BCP which employees are essential after an 
incident, which employees can work from relocated sites, and which employees can work from 
home if space at a relocated site is limited or if reporting to a relocated site is infeasible. 

Essential personnel must be prepared to sustain essential functions remotely or from a relocation 
site for as long as is necessary to complete the mission. If a relocation site is used, staff will receive 
an orientation briefing regarding administrative issues from site staff upon arrival at the site. 
Supplies and equipment needed to perform essential functions will be pre-positioned when 
possible, but individuals are responsible for their personal items.  

college leadership is expected to: 

 Be fully informed and understand human capital tools, flexibilities, and strategies 
 Regularly review and update personnel contact information and notification protocols to 

assure that information remains current 
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 Ensure employees have a clear understanding of their role in an emergency 
 Develop, review, and update emergency guides as needed 

Alternate Facilities/Locations 
Normal operations may be disrupted and there may be a need to perform essential functions at 
alternate sites or facilities, including working from home for extended periods of time.  

Individual operational groups will identify in their BCP primary and secondary operating locations for 
their teams. In addition, cooperative and mutual aid agreements completed or under development, 
will outline access to additional facilities outside the area that could support essential functions. 

Essential Equipment and Information 
The entire college community relies heavily on information technology and associated 
communications infrastructure for communications, networking, data management, information 
security, and help-desk support. As such, the information technology and communication BCP and 
information technology and communication disaster recovery are intimately connected to effective 
continuity operations. 

Vital Records, Systems and Equipment 
The BCP will provide for the protection, accessibility, and recovery of vital records, systems, and 
equipment. These are the records, systems, and equipment that if irretrievable, lost, or damaged 
will materially impair the ability to carry out essential functions and to continue to conduct business. 

Each operational group must identify those vital records and databases which must be available to 
support performance of designated essential functions.  

Communications 
Internal communications systems must support connectivity to other departments, students, 
faculty, staff, and visitors under all circumstances. 

Plan Implementation 
The Business Continuity Plan will transition through three phases. These phases are: 

 Activation and Relocation 
 Continuity Operations 
 Reconstitution 

The BCP is activated based on known or anticipated threats and emergencies that may occur with or 
without warning. Once a disruption to operations exists, the period of BCP implementation begins. 

Activation and Relocation 
The decision to activate the plan will be based upon the best available information, previous 
experience, and upon the advice of college leadership, and local emergency services agencies. Once 
information on an incident is received, an executive decision-making process will be used to review 
the emergency situation and determine the best course of action for response and recovery. 

Decisions will focus on the way in which the emergency event may impact the capabilities to provide 
mission critical and essential functions. Recommended decisions and impacts may be modified 
based on the actual events. Once the decision is made to activate the BCP, the following actions may 
be required: 
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 Notify Facilities Management Services (FMS) representatives of impending activation and 
relocation requirements 

 Activate plans to transfer to alternate facilities if required, or remotely, if required 
 Instruct advance team to ready alternate facilities 
 Notify EOC Team personnel regarding activation of BCP and their status 
 Prepare non-prepositioned documents and equipment required for essential functions 
 Move to the designated alternate facilities and check in, if needed 

Continuity Operations 
Every effort will be made to perform any essential functions determined to be critical to operations 
from alternate facilities or remotely using temporary work orders or procedures as required. 
Responsibilities will be assigned to personnel in order to maintain essential functions and additional 
staff will be activated as required to provide other services and functions as necessary. These 
procedures are detailed in each of the appropriate operational group’s BCP’s. Activities during the 
business continuity phase include, but are not limited to: 

 Assessing the impact, damage or potential damage, or response requirements of the 
incident through the EOC if appropriate 

 Coordinating with BCP members on response activities 
 Executing activities that continue essential function operations 
 Compiling updates and briefings on the status of the event, actions completed, actions in 

progress, and potential impact to specific departments 
 Reprioritizing and recommending future response actions 
 Initiating reconstitution planning, both internal and external 
 Ensuring the President and Cabinet are apprised of departmental activities 
 Keeping a record on actions taken and tracking financial commitments 

Reconstitution 
Reconstitution involves actions needed to help return to full, normal operations. As soon as feasible, 
planning and preparation for demobilization and the transfer of communication, vital records, 
databases, and other essential activities back to the primary facilities will begin. The options for 
reconstituting normal operations include: 

 Return to the normal department facilities 
 Transfer operations to a long-term temporary site 
 Transfer operations to a new, permanent location 

General guidance and policies on demobilizing alternate operations and returning to a non-
emergency status at the designated primary facilities will be developed. As soon as possible 
following deactivation, the EOC Director will convene a team to collect information on critical issues 
requiring leadership attention, lessons learned, and best practices associated with the response. All 
information is documented in the form of an After-Action Report (AAR) for future reference and is 
used to update planning documents and operating procedures. Once developed, new or updated 
procedures should be evaluated for effectiveness in an exercise. 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 

149



ANNEX - A 
 

 
PCC Emergency Operations Plan   37 

Responsible Party:   Vice President of Academic Affairs  
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Operational Group/College/Department /Division  
 
Order of Succession 
(Chain of Command) 

1st  
2nd  
3rd  
4th  
5th  
6th  
7th  
8th  
9th  
10th  
  

   

BCP Template 
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Essential Personnel 
 

Leadership is expected to: 
 Be fully informed and understand human capital tools, flexibilities, and strategies 
 Regularly review and update personnel contact information and notification protocols to 

assure that information remains current 
 Ensure employees have a clear understanding of their role in an emergency 
 Develop, review, and update emergency guides as needed 

 
 

Name 
Must report for duty 

after emergency 
Can work from 

alternate location 
Can work from 

home 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 

152



ANNEX - A 
 

 
PCC Emergency Operations Plan   40 

Alternate Facilities 
 

 Normal operations may be disrupted and there may be a need to perform essential functions 
at alternate sites or facilities 

 Individual operational groups will identify alternate operating locations for their teams 
 Establish cooperative agreements and mutual aid agreements for the use of such facilities 

 
 

Alternate Location 
 

Signed Agreement 
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Alternate Delivery Methods 
 

 What alternate delivery methods can be utilized if needed? 
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Essential Systems, Information, Records & Equipment 
 

 Provide for the protection, accessibility, and recovery of vital records, systems, and 
equipment. These are the records, systems, and equipment that if irretrievable, lost, or 
damaged will materially impair the ability to carry out essential functions and to continue to 
conduct business. 

 Identify vital records and databases which must be available to support performance of 
designated essential functions. 
 

 
Item 

 
Location 

 
Preservation Method 

 
Responsible Person 
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ANNEX – B: COLLEGE PUBLIC INFORMATION, 
COMMUNICATIONS, & WARNINGS 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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COLLEGE PUBLIC INFORMATION, COMMUNICATIONS & WARNING 
 

Purpose 

The public information, communications and warning annex describes how information will be 
communicated to the college community and the general public in the event of a major emergency 
or disaster. 

Goals 

Goal 1 (before): Develop robust public information, communications and warning messages and 
modalities to inform the college community. 

Goal 2 (during): Disseminate timely communications to the college community and external partners 
during the emergency. 

Goal 3 (after):  Provide follow-up information and communications to the affected population(s). 

Objectives 

Objective 1.1: Develop a Crisis Communications Team. 
 
Objective 1.2: Identify and equip a Crisis Communication Center. 
 
Objective 2.1: Communicate information to the college community in the event of a major 

incident in a timely manner. 
 
Objective 2.2: Develop pre-crafted messages for likely emergencies and identify modalities to 

distribute messages. 
 
Objective 3.1: Identify and train appropriate college spokesperson(s). 

Course of Action 

Portland Community College is responsible for the protection of life and property on its property and 
is to ensure that the disaster response and emergency operations are effective. PCC utilizes, operates 
and owns many communication systems that may be used during a disaster to communicate with first 
responders, the college community and the general public. If these communications systems fail, PCC 
will request outside assistance. Emergency operations communications may be conducted by 
whatever means are available at the time. 
 
The Public Information Officer (PIO) and EOC Teams are responsible for the timely and accurate 
release of information to the college community for the protection of life and property.  These 
groups can utilize any of the methods in place for distributing information to the college community, 
including the college Emergency Notification System (PCC Alert), the Emergency Information 

157



ANNEX - B 
 

 
PCC Emergency Operations Plan   45 

Website, social media channels, and college and private telecommunication services such as voice, 
text messaging and email communications. 

Triggering/Implementing the Function 
This function will automatically be triggered upon the activation of this all-hazards EOP. The scope 
and magnitude of the disaster or emergency may differ, but the college public information, 
communications and warning annex will be implemented to ensure the passing of accurate and 
timely information to the college community and the community at large. 

Situation and Assumptions 
Situation 
At the time this function is triggered, a disaster or emergency will be impacting the day-to-day 
operations and the EOC Team will have activated the all-hazards EOP.  

Communication is essential in the midst of any crisis, emergency or disaster. PCC wants to ensure 
that the college community and the local community are provided with relevant, accurate and 
timely information as needed throughout the duration of the emergency or disaster. 

The PIO is responsible for: 
 Gathering official information and communicating it back to and from the EOC Team  
 Communicating to the college community 

 Communicating to the media 

 Communicating to the general public 

 
Assumptions 
Some type of communication system will remain intact and functional regardless of which type of 
disaster or emergency strikes the area due to the redundancies put in place.  

Regardless of how well developed a warning system is, it is expected that some members of the 
college community will ignore, not hear or not understand the warnings of impending disasters or 
emergencies. 

Specific details that go beyond this annex can be found in the Portland Community College Crisis 
Communications Plan. 

Public Information Officer (PIO) 
The Director of Public Relations & Community Engagement or designee will function, solely, as the 
official public information officer (PIO) for PCC during any emergency or disaster.  

Crisis Communications Center (CCC) 
Room CC 248 in the CC building at the Sylvania Campus is the designated Crisis Communications 
Center (CCC). This provides computer, internet, and telephone access for the CCC. The CCC is used 
primarily when the EOC is not open for the development of public information and monitoring the 
ongoing situation. Press conferences, if needed, will be conducted at a location deemed appropriate 
for the situation. A Joint Information Center (JIC) will be used as necessary when multiple 
jurisdictions are involved in the same incident. 
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Joint Information Center (JIC) 
The Performing Arts Center (PAC), Room 101, is the designated Joint Information Center (JIC). This 
provides computer, internet, and telephone access for the JIC. The JIC is used primarily when 
multiple jurisdictions are involved in the same incident, for the development of public information 
and monitoring the ongoing situation. Press conferences, if needed, will be conducted in be nearby 
PAC Lobby. 
 
Departments with Specific Public Information Responsibilities 

Department / Role Responsibilities 
Public Relations & Co`1mmunity Engagement Public Relations & Info 
Marketing & Communications Assist with Public Relations  
College Advancement (PR/CE or MarComm) Media Systems 
College Advancement (PR/CE or MarComm) Triage Incoming Calls 
Information Technology Internet & Computer Systems 
Information Technology Phone Systems 

 
Public Information Representative to EOC 
Named alternates for the PIO may act as the representative for the PIO to the EOC while the PIO is 
otherwise engaged in other business. 

Methods Used to Provide Information to the Public 
PCC employs several methods to provide warning/disaster/emergency information to the 
population of the college. These include, but are not limited to, the college Emergency Notification 
System, the college Website, Timely Warning notifications and the PCC e-mail system. 

Emergency Notification System (ENS):  

Guidelines for Warning and Notification 
In any emergency, notifications to affected students, faculty, and staff must begin immediately 
anytime that there is an immediate threat to health or life safety. 
 
Emergency notifications are transmitted to PCC’s Department of Public Safety, then on to 9-1-1 as 
deemed appropriate.  The Director of Public Safety or the Vice President of Finance & 
Administration can authorize an alert. 
 
Communication Methods & Personnel 
The delivery of internal and external emergency information is typically planned and coordinated by 
the Director of Public Relations & Community Engagement or designee. Students, faculty, staff and 
the public will learn information through ENS, college websites, emergency blog, emails, phone calls, 
text messages, news media and any other means available at the time of the emergency. The PIO 
will provide information to local media outlets for broadcast. This coordinated approach to 
disseminating critical emergency announcements will provide quick, reliable and consistent 
information to our community and will reduce general demand on vital emergency communications 
lines. In the event that emergency conditions disrupt power and telephone service, emergency 
information and emergency communications will be profoundly restricted. Until these systems are 
restored, messengers, walkie-talkies, cellular phones and any other means available will be used. 
This is dependent on the availability of each system, power and utilities. 
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Communication Coordination 
Emergency Information Website:  updated at the discretion of the PIO and can be accessed through 
the website at http://alert.pcc.edu. A direct link to basic emergency information can be found at 
http:// www.pcc.edu/public-safety/emergencies. 

Modalities for the ENS 
This section provides an overview of the responsibilities and the procedures whereby the 
notification of key college officials and the warning of the general public, students, faculty and staff 
are accomplished. 
 
Alarms 
In some buildings, audible alarms (OCEANS) will activate in the event of a fire or other emergency. 
These are a call to evacuate. 
 
College Radios 
The PCC Department of Public Safety Department owns, operates and maintains a two-way radio 
system that is used on a daily basis. These radios will be used to communicate to the Incident 
Command Post (ICP) and other officers on site. 
 
E-mail 
Campus, center and district-wide email listservs exist to send direct messages to employees and 
students.  

Phones 
Cell phones, wireless devices and desk phones are prevalent on site which may be used to notify any 
faculty, staff, or student member of the college community. 
 
Furthermore, various departments can place a recorded message on their main telephone line as 
well as the main college number (971) 722-6111 or toll free at (866) 922-1010. 

RAVE 
The Emergency Notification System’s main component is RAVE.  RAVE is an off-site hosted, online 
mass notification tool that allows authorized users to send out a voice or text-based message to 
devices (landlines, cell phones, text messages and/or e-mails) registered in the system.  The system 
is tested district-wide twice a year. 
 
Website 
The Emergency Information Website is maintained and updated by the Public Relations and 
Community Engagement Department.  It can be accessed through the website at 
http://alert.pcc.edu. 
 
Social Media 
Postings should be made to the college’s Facebook and Twitter accounts. 
  

160

http://alert.pcc.edu/
http://www.pcc.edu/public-safety/emergencies
http://alert.pcc.edu/


ANNEX - B 
 

 
PCC Emergency Operations Plan   48 

Specific Information Responsibilities 

Type of Emergency Notification Methods 
(In Order of Preference) Activation Authority 

Active Shooter or Other College Violence 

• PCC Alert 
• Radios 
• OCEANS System 
• Phones 
• Website 

•  Department of Public Safety 
•  Department of Public Safety 
•  Department of Public Safety 
•  Individual Departments 
•  Public Relations & 
Community Engagement 

Bomb Threat 
• Word of Mouth 
• OCEANS System 
• PCC Alert to EOC Team 

•  Department of Public Safety 
•  Department of Public Safety 
•  Department of Public Safety 

College Closure 

• PCC Alert 
• OCEANS System 
• Phones 
• Website 

•  Department of Public Safety 
•  Department of Public Safety 
•  Individual Departments 
•  Public Relations & 
Community Engagement 

Emergency Medical Incident/Death • PCC Alert to EOC Team •  Department of Public Safety 

Explosion 

• PCC Alert 
• OCEANS System 
• Radios 
• Phones 
• Website 

•  Department of Public Safety 
•  Department of Public Safety 
•  Department of Public Safety 
•  Individual Departments 
•  Public Relations & 
Community Engagement 

Fire/Smoke Alarm Activation 
• OCEANS System 
• PCC Alert to EOC Team 

•  Department of Public Safety 
•  Department of Public Safety 

Hazardous Material Spill (requiring 
evacuation or shelter-in-place) 

• PCC Alert 
• OCEANS System 
• Radios 
• Phones 
• Website 

•  Department of Public Safety 
•  Department of Public Safety 
•  Department of Public Safety 
•  Individual Departments 
•  Public Relations & 
Community Engagement 

Severe Weather 
• PCC Alert 
• OCEANS System 
• Radios 

•  Department of Public Safety 
•  Department of Public Safety 
•  Department of Public Safety 

Utility Failure 
• Radios 
• PCC Alert to EOC Team 

•  Department of Public Safety 
•  Department of Public Safety 

 
Timely Warnings (for Clery compliance): In the event that a situation arises, either on or off site, that 
in the judgment of the college President, or designee in consultation with the Director of the 
Department of Public Safety or Vice President of Finance & Administration constitutes an ongoing or 
continuing threat, a college-wide “timely warning” will be issued.  The warning will be issued through 
some or all of the following communication options:   

• Voice and text messaging through college and private cell phones via PCC Alert 

• Campus, center and/or district-wide e-mail system to all students, faculty and staff   
• Posting of information on the college website 

• Building OCEANS system 

Representatives to Report to the EOC 
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The PIO will be briefed on the situation activating this annex and decide which departments need to 
report to the EOC to assist in his/her communications duties or decide if the CCC or JIC needs to be 
activated. The EOC Director may direct personnel and departments to report to the EOC as he/she 
deems necessary. 

Notification Plans for Injuries/Deaths 
The PIO is responsible for overall communications and is typically responsible for assisting in the 
notification of next-of-kin for seriously injured persons on PCC property. A Family Assistance Center 
can be designated as the situation develops in order to best accommodate the reality on the 
ground. 
 
In regard to the deceased, the County Medical Examiner or designee will be responsible for the 
notification of next-of-kin as the Medical Examiner’s Office is responsible for mortuary services, 
including identifying remains and making said notifications. 
 

Notification Plans for College Closure 
The PIO is responsible for overall communications and is typically responsible for the notification of 
a college closure after consultation with the President, Director of the Department of Public Safety, 
Vice President of Finance & Administration, Vice President of Academic Affairs and Director of the 
Facilities Management Services. 
 
Three Types of Emergency College Closings: 

 Cancellation of Classes (only):  Classes can be cancelled while the college remains open. 
Staff members are expected to report for work.  Cancellation of classes might apply only to 
evening classes. 

 Closed for Business:  In this instance, only employees identified as emergency personnel are 
expected to report.  If the college is closed for business during a time classes are meeting, 
their classes are cancelled as well. 

 Delayed Start or Early Dismissal (either classes only or also all non-emergency 
personnel):  A delay in the start of classes, or early dismissal could also include a change in 
the time that non-emergency personnel report or leave. If this occurs, a revised class 
schedule will be posted for the day. 

 
Emergency personnel are defined in the federation agreements. The college may 
require employees to remain on duty beyond their normal work schedules or to 

perform duties in other areas until the emergency ceases. 
 

 

 

 

Annex Maintenance 

162



ANNEX - B 
 

 
PCC Emergency Operations Plan   50 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Public Relations & Community Engagement 
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ANNEX – C: EVACUATION 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
 
 
  

164



ANNEX - C 
 

 
PCC Emergency Operations Plan   52 

EVACUATION 

Purpose 

The purpose of this annex is to provide guidance regarding evacuation procedures.  It is 
implemented in response to an unsafe condition or a threat to life safety in one or more occupied 
buildings, the entire college or area that requires an immediate evacuation. The goal is to relocate 
all occupants from their current location to a safe building or area until the threat is removed. This 
annex will be activated in the event of an actual or anticipated emergency impacting the college that 
would prompt officials to order an evacuation. An evacuation may result from emergencies such as 
a fire, active shooter, chemical spill, flooding, gas leak, bomb or other threats, or during other 
immediate safety and health emergencies. 

This annex is based on the assumption that an unsafe condition can occur at any time. Unsafe 
conditions may involve a hostile intruder(s) being observed on campus and attempting, threatening 
or actively causing death or serious bodily injury. 

Goals 

Goal 1 (before): Educate and train the college community regarding appropriate actions to be 
taken to protect the health and safety of the community during an emergency 
requiring evacuation.     

Goal 2 (during): Protect life by rapidly communicating and moving individuals from any hazard 
area on site to a safe area and assist first responders. 

Goal 3 (after):  Provide necessary immediate attention and aftercare to those in need.  Ensure 
the site is safe to resume business as usual. 

Objectives 

Objective 1.1:  Identify situations where evacuation procedures will be used. 

Objective 1.2: Identify whether a localized or entire college evacuation is necessary. 

Objective 1.3:  Identify, communicate, and post the best locations for evacuation assembly. 

Objective 1.4: Communicate and train the college community on evacuation procedures. 

Objective 2.1:  Activate the emergency notification system(s) with the appropriate evacuation 
direction(s) 

Objective 2.2:  Identify the type of incident and additional steps needed (i.e., chemical, 
biological, radiological, explosion, etc.). 

Objective 3.1:  Notify first responders of the evacuation status and of anyone who might be 
trapped or in harm’s way. 
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Objective 3.2:  Ensure appropriate aftercare and support services are available to all in need, 
including reunification, counseling, family support, shelter, and transportation. 

Course of Action 

If a building must be evacuated, the fire alarm(s) will be pulled, or the evacuation will be announced 
via phone system, emergency notification system, and email, Website, word of mouth or another 
communications device.  When safe to do so, Public Safety and volunteer evacuation team members 
will circulate to give directions about the emergency and the next steps to take. Any person on PCC 
property who recognizes a legitimate emergency requiring immediate evacuation may initiate this 
procedure by immediately notify DPS first before calling 9-1-1. This person should make every 
attempt (if safe to do so) to notify all endangered persons. Pulling the fire alarm in a building is one 
way of alerting individuals of the need to evacuate. 

If you have been ordered to evacuate, occupants should: 

 Close doors as they exit, use the stairs, and exit the building at the closest exit (if clear of 
danger).  Do not use the elevator during fires, earthquakes or any other incident that 
weakens the structural integrity of the building. 

 Remain calm, do not panic, and proceed calmly to the exterior, assisting others whenever 
possible. 

 Proceed to the designated meeting area away from the building 
 Anyone who requires assistance with evacuation, and those who have volunteered to assist 

them, should report to predetermined evacuation assistance areas. 
 The person in charge of the group should make every attempt to account for all persons. 
 Follow directions from emergency responders and inform them of any known missing or 

injured persons.   
 Do not re-enter the building until the “All Clear” signal is given when it is safe to enter the 

building by first responders/DPS staff. 

GENERAL GUIDELINES FOR EMERGENCY EVACUATION OF PERSONS WITH ACCESS & FUNCTIONAL NEEDS  
 IF A STUDENT… Each term, or as needed, students with functional needs are encouraged to 

identify themselves and their functional need (mobility, visual, hearing, speech or multiple 
functional needs), and discuss emergency evacuation plans with Disability Services. 

 IF AN EMPLOYEE…  Annually, or as needed, employees are encouraged to meet with the 
ADA Coordinator in Human Resources and their department supervisor to discuss their 
functional needs (mobility, visual, hearing, speech or multiple functional needs) and 
emergency evacuation plans. 

 Department supervisors and Disability Services should discuss and determine the following 
information with the student/employee: 

o How will they be notified in the event of an emergency (i.e. alarm, strobes and lights, 
etc.?) 

o Where the exit routes are for areas on site that they work or frequent 

o Can they get out of the building by themselves, or do they need assistance? 
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o What kind of assistance they might need? Note: some individuals may only need 
assistance when emergencies occur (e.g., triggered by strobes, alarms). 

 If assistance is needed, the student/employee should identify at least twice the number of 
volunteers, if possible, who are willing and able to provide assistance. 

 When students/employees are seeking volunteers, discuss what type of assistance is needed 
with the volunteer, such as: 

o Guidance – explaining how and where the person(s) needs to go (evacuation assistance 
areas), escorting to or through the exit path 

o Minor Physical Effort – Offering an arm to assist the person or opening a door 
o Major Physical Effort – Carrying a person down the stairs, carrying a wheelchair down 

the stairs or operating a stair-descent device (if applicable) 
o Where will volunteers start providing assistance  
o When will volunteers provide assistance (i.e. always, only when asked, etc.) 
o How will volunteers be contacted (face to face, phone, text message, etc.?) 
o Waiting for first responders – An agreement should be reached regarding how long the 

volunteer is expected to wait for the first responders to arrive. 

 Department supervisors and Disability Services should provide students and employees with 
written directions, maps or floor plans of evacuation routes and discuss exit paths and 
alternative exits. 

 If possible, department supervisors and Disability Services should provide the Department of 
Public Safety with a confidential list of persons that require evacuation assistance.  The list 
shall include: 

o Name of student/employee 

o Class schedule or work location 

o Type of functional need 

o If they have a volunteer to provide evacuation assistance 

Evacuation Procedures for Persons with a Mobility Functional Need  
 People who are able to go up and down stairs easily but have functional needs for their 

hands or arms can be assisted by anyone.  A viable plan to address this situation may be for 
the person with the functional need to be aware that he or she will need to ask someone for 
assistance with a particular door or device. 

 People with mobility functional needs should seek volunteers in advance to assist if an 
emergency develops. 

 It is recommended that one volunteer remain with the individual, and the other volunteer 
exit the building and inform emergency personnel that a person with a disability is waiting 
for rescue assistance on the specified floor. 

 Volunteers should consider evacuating a non-ambulatory person only when the person is in 
immediate danger of harm if not evacuated. Proper lifting techniques (e.g. bending the 
knees, keeping the back straight, holding the person close before lifting, and using leg 
muscles to lift) should be used to avoid injury to the back.  
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Evacuation Procedures for Persons with Hearing Functional Need 
 All buildings on campus are equipped with fire alarm strobe lights. Persons with hearing 

functional needs may not hear audible emergency alarms and will need to be alerted of 
emergency situations.  

 The only standard building egress system that may require the ability to speak in order to 
evacuate a building is an emergency phone in an elevator.  People with speech functional 
needs should be aware of whether the telephone system is limited to voice communications 
and where the emergency signaling device rings – whether it rings inside the building or to 
an outside line, and who will respond to it. 

 Get the attention of a person with a hearing disability.  Clearly 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 of safest route or direction by 
pointing toward exits or evacuation maps.  

Evacuation Procedures for Persons with a Visual Functional Need 
 Most people with a visual functional need will be familiar with their surroundings and 

frequently traveled routes. Since the emergency evacuation route is likely different from the 
commonly traveled route, persons who are visually impaired may need assistance in 
evacuating.  

 Give verbal instructions to advise about safest routes, estimated distances, and direction. 
DO NOT grasp a visually impaired person’s arm. Ask if he or she would like to hold onto your 
arm as you exit, especially if there is debris or a crowd. 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Public Safety 
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ANNEX – D: LOCKOUT/LOCKDOWN 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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LOCKDOWN 

Purpose 

The purpose of this annex is to provide guidance regarding Lockout/Lockdown procedures and is 
implemented in response to unsafe conditions inside or outside of college buildings. The goal is to 
keep the threat out, and the occupants in the buildings safe until the threat is removed.  This annex 
will be activated in the event of an actual or anticipated emergency impacting the college that 
would prompt officials to order a Lockout/Lockdown. 

Goals 

Goal 1 (before): Educate and train the college community regarding appropriate actions to be taken 
to protect the health and safety of the community during an emergency.     

Goal 2 (during): Protect life by rapidly communicating and sheltering individuals on PCC property 
from an unsafe situation and assist first responders.  

Goal 3 (after):  Provide necessary immediate attention and aftercare to those in need.  Ensure the 
college is safe to resume business as usual. 

Objectives 

Objective 1.1:  Identify situations when lockdown will be used. 

Objective 1.2:  Communicate and train employees and students on lockdown procedures. 

Objective 2.1:  Activate the emergency notification system(s) with the appropriate lockdown 
direction(s). 

Objective 2.2:  Identify the type of incident and additional steps needed (i.e., chemical, 
biological, radiological, explosion, etc.). 

Objective 3.1:  Notify first responders of lockdown status and of anyone who might be trapped 
or in harm’s way. 

Objective 3.2:  Ensure appropriate aftercare and support services are available to all in need, 
including  
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Course of Action 

Lockout/Lockdown procedures will be used when there is an internal or external threat that requires 
immediate action be taken.  The goal is to keep the threat out of the building or room(s) and the 
occupants in the building or room(s) they are in until the threat is removed.  This procedure should 
be followed as directed or as soon as a threat is determined. Any person who recognizes a 
legitimate emergency requiring a Lockout/Lockdown may initiate this procedure and should 
immediately call college Public Safety. This person should make every attempt (if safe to do so) to 
notify all endangered persons to take action. 

Definitions 

Lockout 

A potentially dangerous situation has been reported outside the building.  Academic instruction and 
campus business may continue, however stay inside and remain alert.  Exterior doors will lock 
automatically to protect occupants from the outside threat. Anyone who exits a building will not be 
able to reenter. All exterior doors and windows are locked but teaching and normal operations go 
on as usual. Examples include: hazmat incident, nearby police activity, etc. Program management 
must closely monitor the situation and adjust the procedure type as needed. 

Lockdown 

A Lockdown is ordered if an immediate threat is suspected or detected. During a lockdown: 

 All exterior and interior doors and windows of the affected campus are locked, and a tone 
alert and an active threat message is played on the public address system. 

 Strobes will begin flashing inside and outside of campus buildings. This will be followed by a 
lockdown alert and instructions on inside and outside speakers. 

 All external and internal doors that are equipped with access control will immediately be 
locked from the Public Safety dispatch center. 

 All doors without access control will have to be locked and secured manually by someone 
inside the building or room. 

 All access control cards are disabled during a lockdown so no one can enter a locked 
building or room. Exception: Public Safety and law enforcement. This prevents the threat 
from using someone's card to enter a locked building and room. 

The procedures for a Lockdown are: 

The Department of Public Safety 
 Respond to the reported threat. 
 Notify local law enforcement. 
 Notify the Director of Public Safety or designee 
 Lock all doors manually if safe to do so. 
 Patrol the campus and direct individuals outside to a safe location. 
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Director of Public Safety 
 Respond to the reported threat. 
 Make initial determination based on available information whether or not to order a 

lockdown. 
 Send notification by all means possible, including via phone system, emergency notification 

system, email, Website, or other communications device, to the entire college (students, 
staff, faculty and visitors) with the message.  “This is a campus/center-wide LOCKDOWN. 
Close and lock all doors and windows, barricade doors that do not lock, turn off lights, stay 
away from windows and doors, and remain silent.  Please stay in the building until further 
notice.” 

 Send an “All Clear” message when the situation is over. 
 Notify the following: 

o The President 
o The Policy Group 
o The Emergency Manager 
o The EOC Team 

Communications 
 Send out updates via the emergency notification system as needed. 
 Post current warnings, notifications and updates on the website and social media. 

Students, Faculty and Staff  
 Close and lock all external doors and windows if safe to do so. 
 Barricade doors that cannot be locked. 
 Close window shades, blinds or drapes if safe to do so and stay away from doors and 

windows. 
 Remain silent. Turn off all radios and other devices that emit sound. Silence cell phones. 
 Follow directions of emergency responders. 
 If possible, record the names of everyone in your room and inform responders of any known 

missing persons.   
o Remain with your group until the ALL CLEAR has been received from emergency responders. 
 If a hostile intruder is heard or seen, call college Public Safety as soon as safely possible. 
 Remain calm and keep everyone together. 
 Do not sound the fire alarm. Once in a lockdown, if the fire alarms sound, do not exit your 

safe area unless there is obvious danger from smoke and/or fire in your location. The hostile 
intruder may use the alarms in order to increase the number of affected individuals. 

 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Public Safety 
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ANNEX – E: MASS CARE/SHELTERING 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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MASS CARE/SHELTERING 

Purpose 

The purpose of this annex is to describe the required provision to ensure the college community is 
provided with the appropriate mass care/sheltering services. Immediate, Short-Term Sheltering 
during an emergency will be the responsibility of college officials. However, that responsibility may 
be transferred to external partners, such as the American Red Cross, as soon as possible. It is 
important to establish a relationship with these partners well ahead of the need to utilize them. 
Mass care/sheltering services include, but are not limited to, providing shelter, food, and emergency 
first aid assistance to members of the college community, and possibly some of our neighbors 
following a disaster severe enough to require temporary shelter. This annex will be activated in a 
number of situations, including if a building becomes uninhabitable and students and employees 
need to be relocated. It will be the responsibility for the EOC Director or designate to determine the 
need to open a shelter. 

Goals 

Goal 1 (before): Prepare the PCC community for an event where faculty, staff, students, and guests 
would need to be sheltered on premise. 

Goal 2 (during): Provide adequate care and shelter to faculty, staff, students, and guests on site in 
the event a triggering event arises. 

Goal 3 (after):  Provide necessary services post-event to assist faculty, staff, students, and guests in 
returning home. 

Objectives 

Objective 1.1:  Identify potential conditions under which a mass care/shelter situation might arise. 

Objective 1.2:  Identify potential locations on PCC property that could serve as a shelter and the 
necessary supplies to equip a shelter. 

Objective 1.3: Determine what resources would be needed in a mass care/shelter situation and 
ensure resources are available. 

Objective 1.4:  Communicate and train on mass care/shelter procedures. 

Objective 2.1:  Notify appropriate individuals to activate mass care/shelter procedures. 

Objective 2.2:  Determine the number and location of those on site and provide appropriate care 
and shelter. 

Objective 2.3:  Provide an accounting of those sheltered to allow for notification to off-site entities 
that sheltered individuals are accounted for. 

Objective 3.1:  Ensure appropriate post-event and support services are available to all who have 
been sheltered, including reunification points and transportation for those in need. 
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Courses of Action 
The nature of the disaster and number of people needing shelter will dictate where shelter facilities 
will be set up and how much outside support will be available. Focus should be on providing and/or 
coordinating the following: 

 Communication to students, faculty, staff, parents, media, the public, and other concerned 
individuals. 

 Shelter operations – including serving as liaison with outside providers (e.g., the American 
Red Cross); securing the facility; and managing the operations. 

 Supplies (e.g., restrooms, cots/blankets, lockable areas for valuables, etc.). 
 Food and drink for individuals at the shelter. 
 Transportation to and from the Shelter. 
 Ensuring that medical care to those in need. 

 
NOTE: The information provided here is for Immediate, Short-Term sheltering during an 
emergency. This responsibility may be transferred to external partners, such as the American Red 
Cross, as soon as possible for anything other than short-term sheltering. 

Shelter Management 

The FMS staff will be responsible coordinating the need for a shelter, including: 

 Coordinate the opening and operation of the shelter. 
 Staff the shelter with shift supervisors (three supervisors with three alternates - scaled as 

needed). 
 Recruit volunteers, if necessary, to work at the shelter. 
 Coordinate check in and check-out of the shelter. 
 FMS staff will be responsible for registration of shelter residents. 
 Establish a central location where messages and shelter rules can be posted. 
 Assess supply and meal needs to ensure they are met. 
 Communicate with the EOC throughout the crisis. 
 Supervise shelter staff and volunteers and meet with them on a regular basis. 
 Work with the outside provider(s) who are overseeing shelter operations, such as the 

American Red Cross, and EOC staff to monitor the disaster and assess shelter needs. 
 Plan for closing the shelter. 

The FMS staff will: 

 Oversee sanitation of the shelter facility, including kitchen, dining area, restrooms, etc. 
 Post signage inside the facility designating specific areas. 
 Assist with laundry facilities, if utilized. 
 Ensure that shelter rules are followed. 
 Return the facility to order after the shelter closes. 

Communication 

 The Public Relations & Community Engagement team will assist by distributing mass 
communications and will communicate with emergency contact persons as needed. 

 The PIO or designate will be responsible for communication with the media and controlling 
media access to the shelter site. 
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Health and Wellness 

Student Affairs will: 
 Work with DPS and local first responders to insure injured persons are comfortable until 

they can be transported to or treated by trained emergency medical personnel. 
 Will establish contact with the area hospitals and with the city Health Department. 
 Will work with Counseling Services and outside agencies to provide counseling at the 

Shelter. 
 Will work with outside agencies to provide triage and minor medical care at the shelter. 

Safety and Security 

The Department of Public Safety will: 
 Coordinate security inside and outside the shelter. 
 Endeavor to protect the safety of shelter residents. 
 Direct vehicle and pedestrian traffic if necessary. 
 Work with Student Affairs staff to enforce shelter policies, rules, and code of conduct. 

Shelter Rules 

The Student Affairs staff will be responsible for posting the shelter rules: 
 Registration: Please sign in at the registration area if you have not already done so. 
 Following Shelter Code of Conduct 

Standard rules and regulations for students and employees remain in effect in shelter situations. All 
those in shelter are asked to be considerate and respectful to other occupants and are asked to 
observe the following regulations: 

 Smoking (including vaping/e-cigarettes) and the use of matches and lighters are not 
allowed. 

 Alcohol, drugs and weapons of any kind are strictly forbidden. 
 Shelter occupants are responsible for their own belongings. If you have valuables that 

cannot be locked up, we recommend they remain with you at all times. 
 Please help keep the shelter area clean by picking up after yourself and helping with general 

cleanup when possible. 
 Food and drinks are not allowed in the sleeping areas. 
 Pets are not allowed in the shelter unless allowed as a reasonable accommodation under 

the ADA. 
 Medical Problems or Injuries - Notify shelter first aid staff of any medications you are taking 

or if you need medical attention or become ill while in the shelter. 
 Quiet Hours - Areas designated as sleeping areas should be kept as quiet as possible even 

during the day. Quiet hours are in effect throughout the shelter from 11:00 p.m. to 7:00 
a.m. 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Emergency Manager 
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MEDICAL 

Purpose 

This annex is intended to minimize the loss of life, subsequent disability and human suffering by 
ensuring that timely and coordinated medical services are provided to college personnel as needed 
due to an emergency or disaster. 
 

Goals 

Goal 1 (before): Prepare the college community for a major medical emergency. 

Goal 2 (during): Protect college community members from injury and death by providing 
medical services to all affected individuals. 

Goal 3 (after):  Provide emergency medical services and transportation to affected persons. 

Objectives 

Objective 1.1: Communicate operations procedures to the college community in event of a 
major medical incident. 

 
Objective 1.2: Identify and train appropriate staff members to be responsible for decision 

making when a major medical incident occurs.  Note the nature and frequency 
of the training for this assignment, and ensure training includes bloodborne 
pathogens. 

 
Objective 1.3: Identify resources available from EMS providers and hospitals.  Employ 

Memorandums of Understanding (MOUs) to coordinate resources as necessary.   
 
Objective 2.1: Activate emergency notification system with directions for emergency medical 

response as needed. 
 
Objective 2.2: Identify type of medical incident and additional support needed.   
 
Objective 3.1: Ensure proper emergency medical services and transportation are provided to 

all affected individuals.  
 
Objective 3.2: Assign an adequate number of staff members to oversee affected individuals if 

possible. Ensure all appropriate needs of the affected individual are met. 
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Course of Action 

Triggering / Implementing the Function 
This annex is to be implemented upon the activation of the EOP in order to care for the physical 
well-being of all persons on site. 
 

Situation and Assumptions 
 
Situation 
Most emergency situations can lead to injury or medical problems.  
 
A well-planned medical support network is essential during emergency situations. 
 
Depending on the nature of the incident, complications may include bloodborne pathogen 
contamination, traumatic injury and mental health concerns. 
 
Assumptions 
A large-scale emergency may result in increased demands on Student Counseling Services, local or 
County Emergency Medical Services and other medical personnel. 
 
Many injuries may be self-treated by the public prior to the arrival of trained personnel. 
 
Many of the injured may be transported to medical facilities by people other than medical 
personnel.  
 
EMS is most critical within the first 30 minutes of the emergency. Mutual aid assistance, if activated, 
usually arrives after this critical period. 
 
Resources available through area and regional medical, health and mortuary services mutual aid 
agreements may be needed.  
 
When college resources can no longer meet the demand of the situation, City and County agencies 
will be contacted to provide additional resources and/or to assume control of the response.  
 
Catastrophic disasters may affect large areas of the region and medical resources may be damaged, 
destroyed or unavailable.  
 
In an attack or disaster situation it may be necessary that both care facilities and patients be 
relocated. 
Emergency operations for public health and medical services will be an extension of normal 
department and facility duties. 
 
Coordination between Medical providers is necessary to ensure emergency operational readiness. 
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Medical 
 
DPS staff, as well as, EMS (when required) will provide field medical care as needed during 
emergency situations and coordinate necessary medical transportation. EH&S will ensure 
bloodborne pathogen contamination is properly isolated and cleaned/removed. 
 
EMS capabilities will be expanded by Mutual Aid squads as needed through the Incident 
Commander. 
 
During mass casualty incidents, EMS will establish patient triage, holding, treatment and 
transportation areas. 
 
DPS will keep a written record of treatment provided on-site, including the names of the injured 
individuals, a brief description of the first aid provided and to what facility the patient(s) are 
transported to.  
 
An EMS official will be located at an established command post to coordinate responding medical 
units and establish communication links with hospital(s) and the Communications Centers. 
 
Transfer of authority on-scene will be in accordance with established procedures. 

Organizations with Specific Health & Medical Services Responsibilities. 
 

Student Counseling Services Provide mental health services for students. 
Area Hospitals and Health Center Accept patients/affected individuals as they 

arrive for emergency medicine 
Local EMS Provide Emergency Management Services 

upon request 
 

Medical Services Representative 
The Director of Counseling Services or designee will serve as the Health & Medical Services 
Representative for the EOC. 
 

Organization Responsible for Post-Incident Mental Health Care 
The Office of Human Resources will work in conjunction with the Director of Counseling Services and 
local EMS agencies to ensure that all students, faculty, staff and responding persons are aware of 
Post Incident Mental Health Care available 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Emergency Manager
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RESOURCE MANAGEMENT 

Purpose 

This document establishes the process by which to obtain, allocate and distribute resources to 
satisfy needs that are generated by an emergency or disaster. This annex would be activated in 
the event that immediate resources are needed to respond, mitigate and recover from an 
emergency. A number of emergency or disaster circumstances could occur locally or result from 
a regional or national crisis.  Fires, severe weather, floods, and other natural and technological 
disasters have the potential for causing shortages of water, food, service disruptions, and 
depleted resources. 

Goals 

Goal 1 (before):  Establish resource management guidelines and methodologies to follow in 
the event of an emergency and prepare people for their use. 

Goal 2 (during):  Implement the resource management plan to keep both internal and 
external stakeholders informed and safe. 

Goal 3 (after):  Assess the success of the resource management plan and revise where 
needed. 

 

Objectives 

Objective 1.1:  Identify emergency situations that may occur and what should be done to 
ensure continued resource management in those situations. 

Objective 1.2: Identify the roles that would be needed for resource management purposes 
during an emergency, determine who would perform those roles, and train 
those people accordingly. 

Objective 2.1:  Activate the resource management plan and call in the appropriate people. 

 

Objective 3.1:  Assess the efficacy of the resource management plan and of the people 
performing resource management roles. 

Objective 3.2:  If necessary, revise the resource management plan and/or offer additional 
training to people performing those roles in an emergency. 
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Course of Action 

Resource management refers to supplies, equipment, personnel, and funding available to 
respond to and recover from an emergency or disaster, and is typically a function of the EOC.  
Any resources requested from the Incident Command Post, EOC command staff or general staff 
section chiefs (or designate) to respond, mitigate and recover from an emergency will be 
submitted to the Logistics Coordination Section chief (or designate).  The Logistics Coordination 
Section is responsible for procuring any equipment, facilities, materials supplies and services to 
support the emergency.  The Logistics Coordination Section chief (or designate) will remain in 
close contact with the Finance/Administration Coordination Section regarding procurement of 
the aforementioned supplies, materials, etc. to respond to the emergency.  

Every effort will be made to maintain an inventory list of resources available for use in an 
emergency. This list will constantly change as new resources are contracted or procured, and 
should be included as an attachment to this EOP. In order to ensure this list remains current, it 
should be reviewed and updated a minimum of annually by the FMS Director. 

Resource management will be managed in two phases: Response and recovery 

Response management involves: 

 Establish priorities and allocate resources. 
 Identify and request additional resources. 
 Coordinate resource delivery and support. 
 Establish resource staging, distribution, and/or management centers as necessary. 
 Coordinate resource activities with person(s) requesting resources, users and providers. 
 Share all resource requests with finance/administration to ensure proper payment. 
 Release necessary resources. 

Recovery management involves: 

 Assess impact of response operations on assigned resources and identify repair, 
maintenance, and replenishment needs. 

 Identify and request additional recovery resources. 
 Establish priorities and allocate available resources. 
 Coordinate resource delivery and support. 
 Coordinate resource management activities among requesters, users and providers. 
 Share all resource requests with finance/administration to ensure proper payment. 
 Release necessary resources. 

 
Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and 
updates must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Facilities Management Services   
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ANNEX – H: DEATH OF STUDENT OR EMPLOYEE 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
 
 
  

184



ANNEX - H 
 

 
PCC Emergency Operations Plan   72 

DEATH OF STUDENT OR EMPLOYEE 

Purpose 

The purpose of the Death of a student or Employee Annex is to define, outline and describe the 
role and functions served by the college in the event of a student or employee death, or the 
County Medical Examiner’s office pertaining to locating, recovering and processing fatalities that 
may occur on PCC property during emergency or disaster situations, or faculty, staff or students 
while engaged in PCC activities. 
 
Goals 
 
Goal 1 (before):  Ensure proper mortuary services are available after an emergency and that 

college personnel are trained on how to activate this service and make 
proper notifications. 

 
Goal 2 (during): Ensure all mortuary services are conducted in an efficient and dignified 

manner. 
 
Goal 3 (after):  Ensure proper transport of all deceased and that family members are 

properly supported. 

Objectives 
 
Objective 1.1:  Coordinate mortuary services with the Medical Examiner’s office. 
 
Objective 1.2:  Train EOC personnel and the Department of Public Safety staff on how to 

activate mortuary services. 
 
Objective 2.1:  Ensure the Medical Examiner’s office is notified immediately upon 

notification of a death on PCC property. 
 
Objective 2.2:  Assign a liaison officer to the Medical Examiner to ensure efficient and 

dignified mortuary services. 
 
Objective 3.1:  Coordinate transportation of the deceased to the appropriate facility. 
 
Objective 3.2:  Assign one staff member to each family of a deceased student, faculty or 

staff member if possible. 
 
Objective 3.3:  Set out administrative responsibilities in the event of a death. 
 
Objective 3.4:  Ensure that the response is sensitive, appropriate, timely, compassionate 

and effective. 
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Course of Action 

Triggering / Implementing the Function 
Once the scene of a disaster or emergency has been deemed safe and injured persons have 
been removed and cared for, the IC may request the services of the Medical Examiner’s office to 
locate, recover and process the deceased, if any, of said event. 
 

Situation and Assumptions 
 
Situation 
Portland Community College and the surrounding area are all susceptible to a major emergency 
or disaster that could lead to a large number of fatalities. If such a Multi-Casualty Incident (MCI) 
event occurs, it is probable that the Medical Examiner’s office may be overwhelmed as the 
demands for services could increase rapidly while the ability to provide services, special skills, 
and equipment diminishes. Therefore, the Medical Examiner’s office may need to request 
external assistance. 
 
Assumptions 
The first responders to the scene of any incident will be college personnel, local police, fire and 
EMS if requested. The Medical Examiner’s office will be notified of the potential need for their 
assistance through the EOC and the Authority Having Jurisdiction (AHJ) as the incident develops. 
Once it is verified that there are deceased an official request for assistance will be made to the 
Medical Examiner’s office. 
 
Generally, the Medical Examiner is responsible for the investigation of sudden unexpected or 
unusual death which includes identifying fatalities and arranging for the disposition of the 
remains. Once the assistance of the Medical Examiner’s office has been requested, the Medical 
Examiner’s office will be responsible for mortuary services on PCC property. College personnel 
will assist as needed. Further information or details about these operations are often available 
at the city Medical Examiner’s office where “Mass Fatality Disaster Guidelines” are maintained. 

Organizations with Specific Mortuary Services Responsibilities. 
 
The/Medical Examiner has developed the Mass Fatality Disaster Guidelines for the coordination 
of emergency mortuary services, the establishment of temporary morgues and the identification 
of remains.  
 
This document is maintained at the city Medical Examiner’s office. 

Basic responsibilities for operations would be divided into locating, recovering and processing 
areas which would be overseen by the specified command structure and supplemented by local 
police, fire and EMS and other agencies present as needed. 

Possible temporary morgue sites on PCC property: 
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● Gymnasiums 

Expansion of Mortuary Services  
If needed, the Coroner/Medical Examiner will establish a temporary morgue away from the 
disaster site. Morgue facilities will be provided depending upon the necessity. PCC will provide 
logistical support to the fullest extent possible. 

Death of an Employee or Student 
The death of any person is always a sensitive issue.  Depending on the individual’s relationship 
to the college, the impact on current members of the college community may vary.  Therefore, 
the goal is to provide a framework that can guide actions and ensure an equitable response, 
while allowing the necessary flexibility to allow us to respond in a caring and appropriate way. 
Should PCC decide to make a public statement regarding the death, care should be taken to 
ensure accuracy and the comfort of the family. 
 
Notification 
Sources of information about a death related to the PCC community will vary. All members of 
the college community are expected to share any information they receive immediately with the 
appropriate personnel.  In all cases Public Relations & Community Engagement will be 
responsible for any official notifications and appropriate inclusion in college publications, social 
media outlets and any media inquiries. The following identifies primary responsibilities for 
various categories of relationship to the college: 
 

 Primary Contact Secondary Contact 
Student Vice President of Student Affairs Position title to be confirmed  
Faculty/Emeriti Faculty Vice President of Academic Affairs Dean of Academic Affairs 
Non-Faculty Employee Associate Vice President of Human 

Resources 
Employee & Labor Relations 
Director 

Member of Cabinet or major 
leadership 

PCC President Executive Vice President 

 
Communication Protocols 
Overall objectives in relation to communication are: 
 Notify appropriate people in the greater college community.  
 Recognize individuals. 
 Pay tribute 

   
Potential communications channels:  
 Email  
 College website (listing or feature page)  
 Social media (Facebook, Twitter, LinkedIn, others)  
 Press release  
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Death of a current or recent student 

Primary responsibility for supporting the student body is located within the Office of President. 
If Student Affairs receives notice of a student death, they will notify the Office of the President, 
EOC Team (if appropriate) and members of the President’s Cabinet.  If another area or 
department receives notice of a student death, that department will alert Student Affairs and 
the Office of the President will remain in regular contact as appropriate and necessary.  Student 
Affairs will work with other members of the President’s cabinet as necessary and appropriate. 
  
Student Affairs with designee assistance will coordinate the following: 
 Identify high risk/high impact students and college members and contact these 

individuals with all due haste. 
 Notify the college community of information related to the death. (If the death has not 

yet been verified by the medical examiner’s office or some official department, then 
Student Affairs will work with Public Relations & Community Engagement to issue notice 
that news of a death has been received). 

 Communicate with the Coroner/Medical Examiner to confirm the death. 
 Contact the family and offer a college contact as well as appropriate support for any 

necessary visits to PCC or activities related to managing the student’s affairs. In 
communication with the family, determine the family’s wishes regarding language to be 
used related to the death; the family’s desires for privacy and confirm arrangements for 
funerals or memorials to be held off-site.  

 Support the Office of the President in communicating with the family. 
 Notify Counseling and Department of Public Safety. 
 Other notifications as appropriate: 

o Advisor, Significant Professor(s) 
o Athletics 
o Student Development 
o Local town newspaper 

 Create a college-wide plan for opportunities to support and work with local 
organizations where PCC affiliates can gather for mutual support. 

 Communicate opportunities for members of the college community to access 
Counseling Services or off-site service providers for additional support. 

Second level administrative responsibilities will be the responsibility of Student Affairs.  These 
shall be completed with appropriate speed to ensure that additional distress or any 
embarrassment is avoided. 
 Contact the Registrar to withdraw the student from classes.  
 Contact Financial Services/Financial Aid and the Vice President of Academic Affairs 

office to remove the student’s name from financial aid, scholarship and honors lists. 
 Contact I.T. to disable the student’s email and account access to the network. 
 Contact Career Services in relation to any employment or Internships. 
 Assure that any disciplinary processes are discontinued. 
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Death of a current employee or former employee  

Notification of the death of a current or former employee should be made to the appropriate 
person or department as indicated in the notification section of this document.  The Associate 
Vice President, Human Resources (AVP-HR) will notify the President, EOC Team (if appropriate) 
and members of the President’s cabinet.  The AVP-HR and the President will remain in regular 
contact as appropriate and necessary.  The AVP-HR will work with other members of the 
President’s cabinet as necessary and appropriate.  Notification will be sent to all members of the 
PCC community by the PIO using regular college email. 
 
Portland Community College offers an Employee Assistance Program (EAP) which is overseen 
through the Human Resources Office.  This is a confidential and voluntary resource which is available 
to all employees and their family members at no cost. The program may be reached 24 hours a 
day, 7 days a week.  EAP counselors are available to meet with employees or family members to 
assess conditions and circumstances affecting the way in which people live or work.  The 
counselors may suggest a referral to an outside resource, such as a therapist, agency, physician, 
treatment facility or other professional that would be appropriate to assist in resolving ongoing 
concerns.  
 
For all current employees the Human Resources Department will assist in determining the 
necessary administrative steps, such as the collection and transfer of any personal items, are 
taken.  These may include: 
 Contact I.T. to disable the employee’s email and account access to the network. 
 Collect and manage any department records related to employee reviews and records. 
 Contact the mail room to re-route the employee’s mail. 
 Advise and support the employee’s department to collect/hold any personal items. The 

employee’s department will then coordinate the transfer of property to an appropriate 
family member. 

 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and 
updates must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Community Engagement     
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ANNEX – I: SHELTER-IN-PLACE 
 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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SHELTER-IN-PLACE 

Purpose 

The purpose of this annex is to provide guidance regarding Shelter-in-Place procedures and is 
implemented when a threat to life and safety such as natural gas, or chemical, biological or 
radiological contaminants may have been released accidentally or intentionally into the 
environment. The goal is to keep everyone in a building to protect them from the hazardous agent. 
A Shelter-in-Place will be announced via phone system, emergency notification system, word of 
mouth, e-mail, Website or other communications device. 

Goals 

Goal 1 (before): Educate and train the college community regarding appropriate actions to be 
taken to protect the health and safety of the community during an emergency.     

Goal 2 (during): Protect life by rapidly communicating and sheltering individuals on site from an 
unsafe situation.  

Goal 3 (after):  Provide necessary immediate attention and aftercare to those in need.  Ensure 
the college is safe to resume business as usual. 

Objectives 

Objective 1.1:  Identify situations where shelter-in-place will be used 

Objective 1.2:  Communicate and train on shelter-in-place procedures 

Objective 2.1:  Activate emergency notification system with the appropriate shelter-in-place 
direction 

Objective 2.2:  Identify the type of incident and additional steps needed (i.e. chemical, 
biological, radiological, explosion, etc.) 

Objective 3.1:  Notify first responders of shelter-in-place status and of anyone who might be 
trapped or in harm’s way 

Objective 3.2:  Ensure appropriate aftercare and support services are available to all in need, 
including reunification, counseling, family support, shelter and transportation. 
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Course of Action 

Any person on PCC property who recognizes a legitimate emergency requiring a Shelter-in-Place 
may initiate this procedure by immediately notifying the Department of Public Safety/911. This 
person should make every attempt (if safe to do so) to notify all endangered persons to take action 
to ensure their safety and if possible the safety of others. 

The Department of Public Safety 

 Respond to the reported threat. 
 Make initial determination based on available information whether or not to order a 

shelter-in-place. Send notification by all means possible, including via phone system, 
emergency notification system, email, Website or other communications device, to all the 
college (students, staff, faculty and visitors) with a message that includes the following: 
 
o What type of emergency there is 
o Where the emergency is location 
o What action(s) you should take to reduce your risk of harm 

 
 Lock inside and outside doors remotely and manually if safe to do so 
 Patrol the college and direct individuals outside to a safe location, if safe to do so 
 Notify the Emergency Manager 
 Notify the FMS On Call Manager 
 Send an “all clear” message when the situation is over 

Director of Public Safety 

 Notify the following: 
 
o The President 
o The President’s Cabinet 
o The EOC Team 

 
 Periodically update these individuals on the status of the situation 

Public Relations & Community Engagement 

Post current warnings, notifications, and updates on the website and social media. Oversee 
communication with the local community and media sources. 

Students, Faculty and Staff  

 Do not leave the building. 
 Close and lock all windows, exterior doors and any other openings to the outside. 
 Shut down air handling units and fans if it can be done safely. 
 When possible, move to interior rooms above ground floor with the fewest windows or 

vents. Avoid overcrowding. Large storage closets, utility rooms, pantries and copy and 
conference rooms without exterior windows work well. Avoid selecting rooms with 
mechanical equipment like ventilation blowers or pipes. 

 If you are told there is danger of explosion, close the window shades, blinds or curtains. 
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 Write down the names of everyone in the room. 
 Listen for an announcement from school officials and stay where you are until you are told it 

is safe or you are told to evacuate. Local officials may call for an evacuation in specific areas 
at greatest risk. 

 Organize assistance to those individuals with functional needs. 
 Report your presence to the Department of Public Safety if safe to do so. 
 Wait until an ALL CLEAR message has been received from the Department of Public Safety or 

emergency responders before returning to work or leaving the building. 

Labs, Studios and Shop Settings  

 Follow all procedures outlined for Students, Faculty and Staff 
 Turn off all electronic equipment in the classroom, including telephones; terminate all work 

in progress if safe to do so.  
 Ensure that all chemical bottles and containers are capped or sealed.  
 Extinguish all open flames. 
 No equipment should be used during a shelter in place. 
 Remain with your class as a group until the ALL CLEAR has been received from the 

Department of Public Safety. 
 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Emergency Manager
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ANNEX – J: ACTIVE SHOOTER / ACTIVE THREAT 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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ACTIVE SHOOTER / ACTIVE THREAT 

Purpose 

The following procedures have been established to improve the preparedness of the college 
community regarding preparing for, responding to, and recovering from an active shooter/active 
threat incident. “Active shooter/active threat situations” are defined as those where an individual(s) 
is/are “actively engaged in killing or attempting to kill people in a confined and populated area.” The 
better first responders and college personnel are able to discern these threats and react swiftly, the 
more lives can be saved. This is particularly true in an active shooter situation where law 
enforcement responds to a 911 call of shots fired. 

Many innocent lives are at risk in concentrated areas. This is why it is critical that college personnel 
work with their community partners (e.g., police, fire, EMS, mental health professionals and 
emergency managers) to identify, prepare, prevent, and effectively respond to an active shooter 
situation in a swift but coordinated fashion.  Active shooter situations are unpredictable and evolve 
quickly. Because of this, individuals must be prepared to deal with an active shooter situation before 
law enforcement personnel arrive on the scene.  An active threat is any incident which creates an 
immediate threat or presents an imminent danger to the PCC community. 

Goals 

Goal 1 (before): Prevent an active shooter situation from occurring on PCC property. 

Goal 2 (during): Protect all persons on PCC property from an active shooter and assist in the 
coordination and response of first responders to an active threat/shooter on 
PCC property. 

Goal 3 (after):  Provide necessary medical attention, psychological aftercare and support to 
those in need. 

Objectives 

Objective 1.1:  Enhance the detection and prevention of tragic attacks of violence, including 
active shooting situations by early identification of potential “warning signs.” 

Objective 1.2:  Establish a Care and Conduct Team for employees and students, to serve as a 
central convening body that ensures that warning signs observed by multiple 
people are not considered isolated incidents and do not slip through the cracks 
as they actually may represent escalating behavior that is a serious concern. 

Objective 2.1:  Provide active shooter training to all faculty, staff and students. This training 
should be followed-up by active shooter and lockout/lockdown drills which 
should be conducted annually at a minimum. Interior locks on doors or a 
classroom configuration that allows for easy barricading of the door should be 
considered by administration and faculty.  

Objective 3.1:  Immediately notify emergency responders of the incident and begin providing 
first aid to those in need if safe to do so. 
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Objective 3.2: Ensure appropriate psychological aftercare and support services are available to 
all in need, including reunification (if possible), counseling, family support, 
shelter and transportation. 
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Courses of Action 

Preventing an Active Shooter Situation 

Warning Signs 
No true profile exists for an active shooter; however, research indicates there may be signs or 
indicators. Colleges and universities should learn the signs of a potentially volatile situation that may 
develop into an active shooter situation and proactively seek ways to prevent an incident with 
internal resources, or additional external assistance.  

By highlighting common pre-attack behaviors displayed by past offenders, federal researchers have 
sought to enhance the detection and prevention of tragic attacks of violence, including active 
shooting situations. Several agencies within the federal government continue to explore incidents of 
targeted violence in the effort to identify these potential “warning signs.” In 2002, the Federal 
Bureau of Investigation (FBI) published a monograph on workplace violence, including problematic 
behaviors of concern that may telegraph violent ideations and plans. In 2007, the U.S. Secret 
Service, U.S. Department of Education, and the FBI collaborated to produce the report Campus 
Attacks, Targeted Violence Affecting Institutions of Higher Learning, which examined lethal or 
attempted lethal attacks at U.S. universities and colleges from 1900 to 2008. The report was 
published in 2010, and featured several key observations related to pre- attack behaviors, including 
the following:  

 In only 13 percent of the cases did subjects make verbal and/or written threats to cause 
harm to the target. These threats were both veiled and direct and were conveyed to the 
target or to a third party about the target.  

 In 19 percent of the cases stalking or harassing behavior was reported prior to the attack. 
These behaviors occurred within the context of a current or former romantic relationship, or 
in academic and other non-romantic settings. They took on various forms, including written 
communications (conventional and electronic), telephonic contact, and harassment of the 
target and/or the target’s friends and/or family. Subjects also followed, visited, or damaged 
property belonging to target(s) or their families prior to the attack.  

 In only 10 percent of the cases did the subject engage in physically aggressive acts toward 
the target. These behaviors took the form of physical assaults, menacing actions with 
weapons or repeated physical violence to intimate partners. 

 Concerning behaviors were observed by friends, family, associates, professors or law 
enforcement in 31 percent of the cases. These behaviors included, but were not limited to 
paranoid ideas, delusional statements, changes in personality or performance, disciplinary 
problems on campus, depressed mood, suicidal ideation, non-specific threats of violence, 
increased isolation, “odd” or “bizarre” behavior and interest in or acquisition of weapons.   

Specialized units in the federal government (such as the FBI’s Behavioral Analysis Unit) continue to 
support behaviorally based operational assessments of persons of concern in a variety of settings 
(e.g., campuses, workplaces, places of worship) who appear to be on a trajectory toward a violent 
act. A review of current research, threat assessment literature, and active shooting incidents, 
combined with the extensive case experience of the Behavioral Analysis Unit, suggests that there 
are observable pre-attack behaviors that if recognized, could lead to the disruption of a planned 
attack. While checklists of various warning signs are often of limited use in isolation, the FBI has 

197



ANNEX - J 
 

 
PCC Emergency Operations Plan   85 

identified some behavioral indicators that should prompt further exploration and attention from law 
enforcement and/or college safety stakeholders. These behaviors often include:  

 Development of a personal grievance 
 Contextually inappropriate and recent acquisitions of multiple weapons 
 Contextually inappropriate and recent escalation in target practice and weapons training 
 Contextually inappropriate and recent interest in explosives 
 Contextually inappropriate and intense interest or fascination with previous shootings or 

mass attacks; and  
 Experience of a significant real or perceived personal loss in the weeks and/or months 

leading up to the attack, such as a death, breakup, divorce or loss of a job.  
 Few offenders had previous arrests for violent crimes. 

Care and Conduct Teams 
As described in the previous section, research shows that perpetrators of targeted acts of violence 
engage in both covert and overt behaviors preceding their attacks. They consider, plan, prepare, 
share and, in some cases, move on to action. One of the most useful tools an institute of higher 
education can develop to identify, evaluate and address these troubling signs is a multidisciplinary 
PCC Care and Conduct Team. A Care and Conduct Team with diverse representation often will 
operate more efficiently and effectively. Care and Conduct Team members should include college 
administrators, counselors, current employees, medical and mental health professionals, public 
safety and law enforcement personnel.   

The Care and Conduct Team serves as a central convening body that ensures that warning signs 
observed by multiple people are not considered isolated incidents and do not slip through the cracks 
as they actually may represent escalating behavior that is a serious concern. Colleges and 
universities should keep in mind, however, the importance of relying on factual information 
(including observed behavior) and avoid unfair labeling or stereotyping, to remain in compliance 
with civil rights and other applicable federal and state laws.   

For the purposes of consistency and efficiency, a Care and Conduct Team should be developed and 
implemented in coordination with PCC policy and practice. In addition, staff already working to 
identify student and staff needs can be a critical source of information on troubling behavior for a 
Care and Conduct Team.  

The Care and Conduct Team reviews troubling or threatening behavior of current or former 
students, staff and parents, or other persons brought to the attention of the Care and Conduct 
Team. The Care and Conduct Team contemplates a holistic assessment and management strategy 
that considers the many aspects of the potentially threatening person’s life—academic, residential, 
work and social. More than focusing on warning signs or threats alone, the Care and Conduct Team 
assessment involves a unique overall analysis of changing and relevant behaviors. The Care and 
Conduct Team takes into consideration, as appropriate, information about behaviors, various kinds 
of communications, not-yet substantiated information, any threats made, security concerns, family 
issues, or relationship problems that might involve a troubled individual. The Care and Conduct 
Team may also identify any potential affected individuals with whom the individual may interact. 
Once the Care and Conduct Team identifies an individual who may pose a threat, the team will 
identify a course of action for addressing the situation. The appropriate course of action— whether 
law enforcement intervention, counseling, or other actions—will depend on the specifics of the 
situation.  
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The Care and Conduct Team may also identify any potential affected individuals with whom the 
individual may interact. Care and Conduct Teams are increasingly common in higher education 
settings, pushed to the forefront of concern following the 2007 shooting at Virginia Tech, where 32 
individuals were killed. In some cases, state funding mandates that colleges and universities create 
Care and Conduct Teams. 

Law enforcement can help assess reported threats or troubling behavior and reach out to available 
federal resources as part of the Care and Conduct Team process or separately. The FBI’s behavioral 
experts in its National Center for the Analysis of Violent Crimes (NCAVC) at Quantico, Va., are 
available on a 24/7 basis to join in any threat assessment analysis and develop threat mitigation 
strategies for persons of concern. The designated public safety member of the college Care and 
Conduct Team should contact the local FBI office for this behavioral analysis assistance.  

Each FBI field office has a NCAVC representative available to work with college Care and Conduct 
Teams and coordinate access to the FBI’s Behavioral Analysis Unit, home to the National Center for 
the Analysis of Violent Crimes. It focuses not on how to respond tactically to an active shooter 
situation but rather on how to prevent one. Early intervention can prevent a situation from 
escalating by identifying, assessing, and managing the threat. The Care and Conduct Team should 
consult with its college administration and develop a process to seek these additional resources.  

Generally, active shooter situations are not motivated by other criminal-related concerns such as 
monetary gain or gang affiliation. Often times situations may be prevented by identifying, assessing 
and managing potential threats. Recognizing these pre-attack warning signs and indicators could 
help disrupt a potentially tragic event.   

Exercises 

Most colleges practice evacuation drills for fires and protective measures for severe weather, but far 
fewer practice for active shooter situations. To be prepared for an active shooter incident, colleges 
should train their faculty, staff, students and families, as appropriate, in what to expect and how to 
react (RUN-HIDE-FIGHT). In a study of 84 active shooter events which occurred between 2000 and 
2010, 34 percent involved schools or colleges and universities. 

Good planning includes conducting drills that must include first responders and college public 
safety. Exercises with these valuable partners are one of the most effective and efficient ways to 
ensure that everyone knows not only her or his role(s) but also the role(s) of others at the scene. 
These exercises should include walks through college buildings to allow law enforcement officials to 
provide input on shelter sites as well as familiarize first responders with the college, including 
accessible shelter locations and evacuation routes for people with functional needs. 

Each person carries a three-fold responsibility: 

 First: Learn the signs of a potentially volatile situation and ways to prevent an incident.  
 Second: Learn the best steps for survival when faced with an active shooter situation.  
 Third: Be prepared to work with law enforcement during the response.   

Responding to an Active Shooter Situation 

Law enforcement officers may not be present when a shooting begins. Providing information on 
how staff and students can respond to the incident can help prevent and reduce the loss of life or 
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injury. No single response fits all active shooter situations; however, making sure each individual 
knows his or her options for response and can react decisively will save valuable time. Depicting 
scenarios and considering response options in advance will assist individuals and groups in quickly 
selecting their best course of action.    

Understandably, this is a sensitive topic. There is no single answer for what to do, but a survival 
mindset can increase the odds of surviving. As appropriate for your community, it may be valuable 
to schedule a time for an open conversation regarding this topic. Though some students, or staff 
may find the conversation uncomfortable, they may also find it reassuring to know that, as a whole, 
their college is thinking about how best to deal with this situation.  

During an active shooter situation, the natural human reaction, even if you are highly trained, is to 
be startled, feel fear and anxiety and even experience initial disbelief and denial. You can expect to 
hear noise from alarms, gunfire, explosions and people shouting and screaming. Training and having 
a survival mindset provides the means to regain your composure, recall at least some of what you 
have learned and commit to action. There are three basic options: run, hide or fight. You can run 
away from the shooter, seek a secure place where you can hide and/or deny the shooter access or 
incapacitate the shooter in order to survive and protect others from harm. 

As the situation develops, it is possible that you will need to use more than one option. During an 
active shooter situation, individuals will rarely have all of the information they need to make a fully 
informed decision about which option is best. While they should follow the plan and any 
instructions given during an incident, they will often have to rely on their own judgment to decide 
which option will best protect lives.  

Respond Immediately 
It is not uncommon for people confronted with a threat to first deny the possible danger rather than 
respond. An investigation by the National Institute of Standards and Technology (2005) into the 
collapse of the World Trade Center towers on September 11, 2001, found that people close to the 
floors impacted waited longer to start evacuating than those on unaffected floors. Similarly, during 
the Virginia Tech shooting, individuals on campus responded to the shooting with varying degrees of 
urgency. These studies highlight this delayed response or denial. For example, some people report 
hearing firecrackers, when in fact they heard gunfire.  

Train staff and students to overcome denial and to respond immediately. For example, train 
students and staff to recognize the sounds of danger, act and forcefully communicate the danger 
and necessary action (e.g., “Gun! Get out!”). In addition, those closest to the public-address, the 
emergency notification system or otherwise able to alert others, should communicate the danger 
and necessary action. Repetition in training and preparedness shortens the time it takes to orient, 
observe and act.   

Upon recognizing the danger, as soon as it is safe to do so, staff or others must alert responders by 
contacting 911 or 971-722-4444 (4444 from college phones) the Department of Public Safety with as 
clear and accurate information as possible.  
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RUN - HIDE - FIGHT 
Run-Hide-Fight is not a step-by-step course of action.  It gives affected employees and students 
options to respond to the threat based on their specific circumstances. 

Run 
If it is safe to do so, e.g. the shooter is not in the immediate area, the first course of action that 
should be taken is to run out of the building and move far away until you are in a safe location.  
Students and employees should be trained to: 

 Leave personal belongings behind 
 Visualize possible escape routes, including physically accessible routes for students and 

employees with functional needs 
 Avoid escalators and elevators 
 Take others with them but not to stay behind because others will not go 
 Call 911 when safe to do so; and  
 Let someone know where they are.  

Hide 
If running is not a safe option, hide in as safe a place as possible. Students and staff should be 
trained to hide in a location where the walls might be thicker and have fewer windows. In addition: 

 Lock the doors 
 Barricade the doors with heavy furniture, even if the door locks 
 Close and lock windows, and close blinds or cover windows 
 Turn off lights 
 Silence all electronic devices 
 Remain silent 
 Use strategies to silently communicate with first responders if possible, (e.g., in rooms with 

exterior windows make signs to silently signal law enforcement and emergency responders 
to indicate the status of the room’s occupants);  

 Hide along the wall closest to the exit but out of the view from the hallway (allowing for an 
ambush of the shooter and for possible escape if the shooter enters the room); 

 Use cover and concealment. Cover offers protection from bullets while concealment e.g. 
curtains hide you from the threat but does not protect you from bullets; and  

 Remain in place until given an all clear by clearly identifiable law enforcement or public 
safety.  

Fight 
If neither running nor hiding is a safe option, as a last resort when confronted by the shooter, 
occupants in immediate danger should consider trying to disrupt or incapacitate the shooter by 
using aggressive force and items in their environment, such as fire extinguishers, chairs, etc. In a 
study of 41 active shooter events that ended before law enforcement arrived, the potential affected 
individuals stopped the attacker themselves in 16 instances. In 13 of those cases, they physically 
subdued the attacker. 

While talking to the college community about confronting a shooter may be daunting and upsetting 
for some, they should know that they may be able to successfully take action to save lives. To be 
clear, confronting an active shooter should never be a requirement of any college employee’s job; 
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how each individual chooses to respond if directly confronted by an active shooter is up to him or 
her.  
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Interacting with First Responders 

Employees and students should be trained to understand and expect that law enforcement’s first 
priority must be to locate and stop the person or persons believed to be the shooter(s); all other 
actions are secondary. Students and employees should be trained to cooperate and not to interfere 
with first responders. When law enforcement arrives, students and employees must display empty 
hands with open palms. Law enforcement may instruct everyone to place their hands on their heads 
or they may search individuals. 

After an Active Shooter Incident 

Once the scene is secured, first responders will work with college officials and affected individuals 
on a variety of matters. This will include transporting the injured, interviewing witnesses and 
initiating the investigation.   

Trained personnel should provide assistance to affected individuals and their families. This should 
include establishing an incident response team (including first responders) that is trained to 
appropriately assess and triage an active shooter situation (as well as other emergencies) and 
provide emergency intervention services and affected individual assistance beginning immediately 
after the incident and throughout the recovery efforts. This team may integrate with state and 
federal resources when an emergency occurs.  

With an on-going and/or evolving emergency, where the immediate reunification of loved ones is 
not possible, providing family members with timely, accurate and relevant information is 
paramount. Having family members wait for long periods of time for information about their loved 
ones not only adds to their stress and frustration but can also escalate the emotions of the entire 
group. When families are reunited, it is critical that there are child release processes in place where 
minors might be involved (e.g., childcare) to assure that no child is released to an unauthorized 
person, even if that person is well-meaning.   

Essential steps to help establish trust and provide family members with a sense of control can be 
accomplished by:  

 Identifying a safe location separate from distractions and/or media and the general public, 
but close enough to allow family members to feel connected in proximity to their 
children/loved ones 

 Scheduling periodic updates even if no additional information is available 
 Being prepared to speak with family members about what to expect when reunified with 

their child/loved ones 
 Ensuring effective communication with those that have language barriers or need other 

accommodations, such as sign language interpreters for deaf family members.  

When reunification is not possible because an individual is missing, injured or killed, how and when 
this information is provided to families is critical. Law enforcement typically takes the lead on death 
notifications, but all parties must understand their roles and responsibilities. This will ensure that 
families and loved ones receive accurate and timely information in a compassionate way.  

While law enforcement and medical examiner procedures must be followed, families should receive 
accurate information as soon as possible. Having trained personnel to talk to loved ones about 
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death and injury on-hand or immediately available can ensure the notification is provided to family 
members with clarity and compassion. Counselors should be on hand to immediately assist family 
members.  

Pre-identified points of contact will work with and support family members (e.g., counselors, police 
officers). These points of contact should be connected to families as early in the process as possible, 
including while an individual is still missing but before any affected individuals have been positively 
identified. After an incident, it is critical to confirm that each family is getting the support it needs, 
including over the long-term.  

College officials should consider printed and age-appropriate resources to help families recognize 
and seek help in regard to a variety of reactions that they or their loved ones can experience during 
and after an emergency. For example, a family that has lost a child may have other family members 
in the area or on PCC property. It is critical that these families and loved ones are supported as they 
both grieve their loss and support their surviving family members. College personnel should also 
explicitly address how impacted families will be supported if they prefer not to engage with the 
media. This includes strategies for keeping the media separate from families and students while the 
emergency is ongoing and support for families that may experience unwanted media  

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 

Responsible Party:   Director of Public Safety   
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FIRE EMERGENCY 

Purpose 

College facilities consist of various occupancies that may include academic, assembly, business, 
health care, animal care, and office. Each facility must have a plan to evacuate the structure in case 
of a fire related emergency. This plan must not only be effective for the facility in question, but also 
must coincide with the college evacuation plan in the event that the college needs to be evacuated. 

The following guideline has been prepared for students and employees who generally populate 
college facilities on a daily basis. The primary objective is to have a plan for safe evacuation and 
accountability of all occupants from facilities for a fire related emergency. Depending on the facility 
and occupancy, once a fire evacuation plan has been established, training of employees and practice 
drills must be conducted in accordance with State law or guidelines. 

Goals 

Goal 1 (before): Prevent fires from occurring on PCC property 

Goal 2 (during): Protect the college community from fire emergencies with adequate fire 
protection systems 

Goal 3 (after):  Provide aftercare and restore normal operations as soon as possible 

Objectives 

Objective 1.1:  Ensure annual fire inspections are conducted and all violations are corrected 
promptly 

Objective 1.2:  Provide periodic fire safety, evacuation and extinguisher training to the college 
community 

Objective 2.1:  Ensure immediate emergency notifications regarding a fire are issued by all 
means possible and contact emergency services (police, fire, and ems) 

Objective 2.2:  Provide evacuation assistance to building occupants, including those with 
functional needs and limited English proficiency 

Objective 3.1:  Ensure each class, office or lab accounts for all their occupants and notifies first 
responders of anyone who is missing; ensure no one re-enters a building until 
the “all clear” has been given by local first responders/DPS staff 

Objective 3.2:  Ensure appropriate aftercare and support services are available to all in need, 
including reunification, counseling, family support, shelter and transportation. 
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Courses of Action 

If a facility needs to be evacuated because of a fire, or any life-threatening situation, there must be 
an established emergency assembly point or a safe haven for ensuring occupant accountability. 
Occupants of each facility should have a working knowledge of notification capabilities of the 
facility. It is important to call college Public Safety (x4444) or 9-1-1 to notify the fire department that 
a life-threatening condition does exist to minimize any delays in appropriate emergency response. 

All facilities should have a written emergency facility evacuation plan. The following are minimum 
topics that must be addressed: 
 duties and responsibilities 
 specific information and procedure on activating the facility's fire alarm system, notification 

of occupants, as well as activating the 9-1-1 system 
 the facility floor plan layout (the exit system layout (including primary and secondary exits), 

location of fire protection systems and fire extinguishers, evacuation assistance areas in the 
facility, special conditions or pertinent information related to emergency evacuation) 

 issues related to persons with functional needs 
 pertinent contact information and emergency telephone numbers 
 accountability (meeting place after exiting the facility to account for everyone) 
 a representative to provide the emergency responders with vital information related to the 

emergency and any person(s) that may still be inside the facility 
 a checklist to follow to ensure a safe and efficient evacuation 
 relocation areas in the event of severe weather or other conditions that render the 

assembly site unsafe 

A fire may include visible flames, smoke or strong odors of burning. The appropriate emergency 
action is for persons to evacuate the building quickly and safely and notify the fire department by 
dialing Public Safety at x4444 or 9-1-1. If possible, FMS and the facility leadership team should be 
contacted. FMS and the leadership team shall work with emergency responders to provide 
information about the location of the fire, the cause of the fire and to assist in a safe and orderly 
evacuation of the building. 

If you discover a fire outside a building 
 Call Public Safety at x4444 or 9-1-1. 
 DO NOT activate the building fire alarm system 

If you discover a fire inside a building 
Immediately implement R.A.C.E.: 
 Rescue: Rescue anyone in danger from the fire if it does not jeopardize your own life 
 Alarm: Activate a pull station to set off the building fire alarm. Call  Public Safety at x4444 or 

9-1-1 
 Confine: Try to confine the fire by closing all doors and windows to trap the fire and slow its 

progress., if safe to do so 
 Evacuate: Evacuate the building 
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If the fire alarm sounds 
 Feel the door or doorknob to the hallway with the back of your hand. If it feels hot, do not 

open it – the fire may be on the other side of the door. 
 If the door is not hot, open it slowly. If the hallway is clear of smoke, walk to the nearest fire 

exit and exit the building. 
 DO NOT USE ELEVATORS 
 Close doors behind you; do not lock them. 
 Notify Public Safety/arriving first responders if you suspect someone is trapped inside the 

building and where the person may be located. 
 Gather outside at the designated assembly area. Do not attempt to re-enter the building 

until instructed to do so by local first responders/DPS staff. 

If you are trapped in a room, or otherwise unable to leave 
 Wet and place cloth material around and under the door to prevent smoke from entering 

the room. 
 Close as many doors as possible between you and the fire. 
 Be prepared to signal someone outside, but DO NOT BREAK GLASS until absolutely 

necessary (outside smoke may be drawn into the room). 

If you are caught in smoke 
 Drop to hands and knees and crawl toward the exit. 
 Stay low, as smoke will rise to ceiling level. 
 Breathe shallowly through the nose and use a filter such as a shirt or towel. 

If you are forced to advance through flames (which should be a last resort) 
 Hold your breath. 
 Stay low and move quickly. 
 Cover your head and hair with a blanket or large coat. 
 Keep your head down and your eyes closed as much as possible. 

Using a fire extinguisher: 
Building occupants are not required to fight fires. Individuals who have been trained in the proper 
use of a fire extinguisher and are confident in their ability to cope with the hazards of a fire may use 
a portable fire extinguisher to fight small fires (no larger than a wastepaper basket). Firefighting 
efforts must be brief.   Stop your efforts when it becomes obvious that there is risk of harm from 
smoke, heat, or flames. 

The P.A.S.S. method: 

 Pull the safety pin from the handle. 
 Aim the extinguisher at the base of the fire. 
 Squeeze the trigger handle. 
 Sweep from side to side to side at the base of the fire. 

The responding fire officials have the primary responsibility for managing fire emergencies. The 
responding fire department incident commander will take control and make decisions at the scene 
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of the fire. The fire department will decide when to turn control of the scene back to college 
officials.  

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Public Safety 
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ANNEX – L: BOMB THREAT/SUSPICIOUS PACKAGE 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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BOMB THREAT/SUSPICIOUS PACKAGE 

Purpose 

The following procedures have been established to improve the preparedness of the college 
community in responding to a bomb threat/suspicious package. This annex shall be activated in the 
event of a bomb or weapon of mass destruction threat, or in the event a suspicious package is 
reported or found on PCC property. This annex is based on the assumption that bomb threats and 
the intentional placement of suspicious packages are usually made with the intention of disrupting 
operations and creating an atmosphere of anxiety and panic.  Although most bomb threats are false, 
they should be investigated as though real until proven otherwise.  The primary goal is to save lives, 
prevent injuries, prevent property damage and avoid disruption. 

Goals 

Goal 1 (before): Prepare for bomb threat/suspicious package 

Goal 2 (during): Protect the college community from possible bomb explosion and any 
substances inside a suspicious package 

Goal 3 (after):  Perform incident assessment and provide appropriate after care to those 
involved 

Objectives 

Objective 1.1:  Identify a process for handling all bomb threats/suspicious packages; prepare 
for and train the internal college community to respond to a threat; prepare a 
scripted checklist for use by staff receiving telephone threats 

Objective 1.2:  Identity appropriate authorities to notify; Identify safe evacuation locations (on 
and off site); Identify notification systems to be used for evacuation 

Objective 2.1:  Contact identified authorities; Activate appropriate emergency notification 
systems 

Objective 2.2:  Evacuate affected areas to designated safe location(s) 

Objective 3.1:  Ensure appropriate aftercare and support services are available to all in need, 
including reunification, counseling, family support, shelter and transportation 

Objective 3.2:  Provide updated incident status to the public and college community 
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Course of Action 

When a Bomb/Suspicious Package Threat is Received 

Bomb threats are usually received by telephone, but they may also be received by note, letter, e-
mail, text, and other social media or through a suspicious package.  All threats should be taken very 
seriously and handled as if a device was present in the specific location mentioned by the person 
reporting the threat.  UNDER NO CIRCUMSTANCES SHOULD ANY THREAT BE IGNORED.  It is very 
important that all threats must be reported immediately to college Public Safety (x4444) or 9-1-1.  
Upon receipt of a bomb threat: 
 
 Designated employees will respond to the reported location and initiate the evacuation of 

the building(s) through the use of the building public address system, word of mouth or any 
other means necessary. 

 All college personnel will maintain radio silence.  All portable radios, cellular telephones, 
cordless telephones or any device that transmits a radio frequency pulse in the building 
should immediately be turned off, as they may cause explosive devices to detonate 
prematurely. 

 Landline telephones and intercoms should be used as alternative communications methods 
during a bomb threat incident. 

 The following announcement will be made using the building public address system and 
repeated to ensure that it was received: 
 
“Your attention please. Please exit the building immediately. This is not a drill. All occupants 

are instructed to immediately exit the building until further notice. Turn off all cell phones 
and wireless devices until otherwise instructed. Stand at least 300 feet from the building and 

follow instructions from first responders. This is not a drill. Thank you.” 
 

 The college Emergency Notification System typically will not be used for this type of event, 
e.g. to evacuate a single building.  

 
  DPS staff, and when requested, other college officials, will conduct a search of the property.  

 
If the caller said where the bomb was located, responders should check there first.  If the caller did 
not say where the bomb was located, searchers will be deployed in a manner that covers the 
exterior and interior of the facility as quickly as possible.  Areas will be checked in the following 
order: 

 Exterior of the facility 
 Public access areas, such as lobbies, rest rooms, stairwells and trash receptacles 
 Physical facilities spaces, such as custodial closets, lockers and HVAC areas 
 Areas normally occupied by students, employees or visitors 
 Mail rooms 

 
When a Suspicious Device or Package is Found 

Emergency responders should be informed of unattended packages.  Anything that looks unusual or 
out of place should not be touched.  If an explosive device or suspicious package is found during a 
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search, property damage can be minimized by opening doors. 
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Emergency Evacuation 

During a building evacuation, students and employees should: 

 Follow the procedures in the Evacuation Annex. 

 Take personal effects with them such as purses, backpacks or briefcases. 

 Take note of their immediate work area and other areas as they pass through and report 
any unusual packages, equipment or individuals to emergency responders. 

 Do not use portable radios, cellular telephones, cordless telephones or any device that 
transmits a radio frequency pulse. 

 The appropriate law enforcement agency will need to interview the student or employee 
receiving the threat or locating the suspicious package.  Even if the building has been 
evacuated, that student or employee should not leave without speaking to emergency 
responders. 

 
Threat Search 

Faculty and Staff of the threatened building can be valuable assistants in the search and may be 
asked to do so by emergency responders.  Persons familiar with the premises may assist in 
identifying foreign objects. 

 Search team should be limited to two or three volunteers. 
 The volunteers should be engaged in the search only on request of emergency responders. 
 The volunteers should start in the area most likely to contain the device and continue on to 

the least likely areas. 
 Generally, the search should be conducted from outside-in, and the bottom-up. 

 
Building Re-Entry 

If a device has not been found after a thorough search and a reasonable time has passed, the 
decision to allow evacuated persons back into the building will be announced after consulting with 
the officer in charge of the incident from the responding emergency agency, and the DPS staff. 

The Department of Public Safety 

 Contact the local emergency services (9-1-1) and inform them of the situation. 
 Investigate the threat, if safe to do so. 
 Cordon off the area around the incident site, provide medical assistance if possible, and 

prevent additional access by unauthorized persons.  
Notify the following: 
 The Emergency Manager 
 The President or designee 
 EOC Team 
 Determine and facilitate the appropriate EOC activation level as deemed necessary. 
 Open the EOC and direct all EOC responders to report to the EOC if they can safely do so. 
 Conduct EOC operations to support the incident. 
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Notes:  

 The EOC Director controls announcements once assembled in the EOC. This includes 
additional messages via the building public address system or mass notification throughout 
the event. Messaging is the responsibility of DPS prior to EOC activation. 

 The college web page and other college communications channels serve as the official 
source for communication/announcements. 

 Once emergency responders arrive and assume command of field operations, they will 
control college access until the incident is concluded. 

 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Public Safety   
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Revised:  
Revised:  
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CIVIL UNREST ON/NEAR COLLEGE 

Purpose 

This document establishes procedures to assist in managing civil unrest or civil disturbance on PCC 
property, or any civil unrest or disturbance off-site that might impact college operations. This annex 
assumes that civil unrest has occurred or is about to occur and that one or more of the following 
conditions exists:  a threat to the health and/or safety of individuals is present; normal college 
operations are disrupted; the teaching and learning process is disrupted; and/or college facilities are 
at risk of being seriously damaged. 

Goals 

Goal 1 (before): Prevent/limit a civil unrest situation from occurring on PCC property or help 
prevent civil unrest or a disturbance from occurring nearby. 

Goal 2 (during): Protect people and property during a civil unrest situation 

Goal 3 (after):  Provide necessary medical attention, psychological aftercare and damage 
assessment 

Objectives 

Objective 1.1:  Agencies (PCC, law enforcement agencies, Mayor's office, transportation, etc.) 
should jointly study previous unrest situations to identify any common 
predictors of the probability of their reoccurrence 

Objective 1.2:  Educate decision makers, students, faculty, staff and community 
representatives about the risk of civil unrest and circumstances that can cause 
civil unrest 

Objective 1.3:  Provide civil unrest training to all faculty, staff and students.  This training 
should be followed by civil unrest and lockout/lockdown drills 

Objective 1.4:  Public Safety, in conjunction with state and local officials, should monitor social 
media accounts to anticipate civil unrest 

Objective 2.1:  Establish first amendment zones on PCC property and a peaceful protest policy 

Objective 2.2: If appropriate to do so, notify emergency responders of the incident and begin 
providing first aid to those in need if safe to do so 

Objective 2.3:  Take action to establish a dialog with protest organizers 

Objective 3.1:  Ensure appropriate psychological aftercare and support services are available to 
all in need, including reunification, counseling, family support, shelter and 
transportation 

Objective 3.2:  Assess physical damage to property and ensure structural safety of facilities 
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Course of Action 

Definition of “Civil Unrest” 
Civil unrest differs from peaceful demonstrations in that the protestors cause one or more forms of 
disturbance, i.e. potentially impacts health and/or safety; disrupts the teaching, learning and 
administrative processes; or threatens PCC property.   

Background 

At PCC, freedom of expression is vital to our shared goal of the pursuit of knowledge. Such freedom 
comes with a responsibility to welcome and promote this freedom for all, even in disagreement or 
opposition. 

The right of freedom of expression includes peaceful protests and orderly demonstrations. However, 
PCC has the obligation to ensure the safety of individuals, the protection of property and the 
continuity of the educational process. Students, faculty and staff may engage in peaceful 
demonstrations as long as they follow proper procedures designed to ensure community safety and 
they do not disrupt the teaching and learning process. In dealing with civil unrest on site it is of 
primary importance to remember that we are a community. Providing for the safety of all of our 
community members is the primary function of any response.  In responding to civil unrest on/near 
PCC property, the primary goal is coming to a peaceful resolution. 

All students, faculty and staff are asked to be continually vigilant to the risk of civil unrest on PCC 
property. Everyone is urged to be aware of: 

 Social or political issues that might lead to unrest 

 Plans for demonstrations on PCC property that have not been approved through 
appropriate channels 

 Persons on site attempting to incite discord 
 

Notify PCC Public Safety at (971) 722-4444 or 9-1-1 of any suspicions or observations.  

Peaceful, Non-Obstructive Demonstrations (not Civil Unrest) 

Generally, demonstrations of a peaceful nature will not be interrupted. Demonstrators should not 
be obstructed or provoked, and all efforts should be made to conduct college business as normal.  
If demonstrators are asked to leave but refuse to leave by regular facility closing time, arrangements 
will be made by the Public Safety Director to monitor the situation during non-business hours or the 
determination will be made to treat the violation of regular hours as a disruptive demonstration 
(civil unrest). 

If Civil Unrest Occurs 

Most college demonstrations such as marches, meetings, picketing and rallies are peaceful and non-
obstructive. A college demonstration will generally not be disrupted unless the demonstration: 
 Interferes with the normal college operations 
 Prevents access to offices, classrooms, buildings or other facilities on site 
 Disrupts the teaching and learning activities on site 
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 Threatens the health and/or safety of individual(s) 
 Includes activities that may damage college facilities 

 
The decision to interrupt a college demonstration will reside with the Department of Public Safety/ 
college President or designee.  An appropriate liaison will be appointed by the President or 
designee. The liaison will coordinate communication with the demonstrators.  In congruence with 
normal operating procedures, emergency responders have the authority to take immediate action 
to prevent harm to individuals in the event an immediate threat to health or safety exists.  
 
In the event that a demonstration blocks access to college facilities or interferes with college 
operation but does not cause an immediate threat to the health or safety of individuals: 
 The appointed liaison and key personnel may meet with demonstrators to discuss the 

situation and attempt to persuade the demonstrators to desist 
 If the demonstrators persist in the disruptive activity (civil unrest) they will be apprised that 

failure to discontinue the specified action within a specified period of time may result in 
disciplinary action and/or intervention by civil authorities, which may lead to individual 
arrests 

 The Department of Public Safety/college President or designee will determine if and when 
to involve the civil authorities. It is typically a good idea to give such authorities advanced 
notice of potential protests. 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Public Safety 
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ANNEX – N: COMMUNICABLE DISEASE PLAN 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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COMMUNITY HEALTH CRISIS 
    (PUBLIC HEALTH CRISIS/EPIDEMIC/PANDEMIC) 

Purpose 

To provide general and basic guidelines for responding to, and management of, a large-scale public 
health emergency or potential exposure, an incident causing multiple injuries/illnesses or any 
hazard that could negatively impact the health of a large population at or around the college.  For 
the purposes of emergency management of college related events, public health emergencies will 
also include epidemics, pandemics and mental health care following a large-scale medical 
emergency. 
 

This annex does not apply for singular medical emergencies and non-emergencies. For these, 
existing policies should be utilized. 

This annex may be activated for any public health crisis, epidemic or pandemic, or following a 
briefing from a local, state, federal, or global public health authority and/or safety authority.  
Consideration for activation includes: 

 A health emergency has a high potential to directly impact the college community. 
 A health emergency will cause closure or isolation of college property for an extended 

period of time. 
 A confirmed communicable disease alert, food-borne illness or bio-terror attack in the areas 

served by the college. 
 A national or regional alert status has been upgraded due to a health or medical 

emergency. 

Goals 

Goal 1 (before):  Keep the college community safe from health crises, such as communicable 
diseases and pandemics 

Goal 2 (during):  Ensure the health and safety of the college community and prevent the spread 
of the threat 

Goal 3 (after):     Provide appropriate aftercare to all in need and take action to prevent future 
crises 

Objectives 

Objective 1.1:     Monitor local, national and worldwide health crises and establish an action plan 
to address the potential for the crisis should it reach the college 

Objective 1.2:     Inform the college community of imminent threats; provide information 
regarding how to prevent or minimize exposure; train everyone on how to 
address threats if and when one happens 
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Objective 2.1:     Ensure that everyone affected is provided prompt and appropriate medical care 
and take action to minimize the spread of the threat 

Objective 2.2:     Take action to support the continued performance of essential college functions 

Objective 2.3: Develop a Point of Dispensing (POD) plan to distribute medications, vaccines, 
etc. in the event of a public health crisis 

Objective 3.1:     Ensure appropriate aftercare and support services are available to all in need 

Objective 3.2:    Review the event and response capabilities with onsite staff and outside 
partners (i.e. county, state, CDC, etc.) 

Objective 3.3:    Develop a plan of action to prevent a similar occurrence in the future 

  

Course of Action 

Due to the transiency of the college population, a variety of medical and health emergencies can 
affect the college community.  These include clusters of communicable disease, including, but not 
limited to, pandemic flu, influenza-like illness, gastrointestinal illness, food-borne illness, meningitis, 
tuberculosis, or any other reportable communicable disease (excluding sexually transmitted 
disease). 

 The County Health Department is responsible for assessment, surveillance and clinical 
triage. 

 In managing a large-scale emergency, PCC will cooperate with and take direction from local, 
state and/or federal public health agencies. 

 Medical:  Anyone can report a medical emergency to 9-1-1. 
 Health-Related Exposure:  Anyone can report a potential health-related exposure to Risk 

Services.  Exposure may include, but is not limited to, direct contact with hazardous agents, 
ingestion of contaminated food, or suspected release of biological agents in the 
geographical area of any PCC location.  Beyond initial reporting, PCC will rely primarily on 
the expertise of local, state and/or federal public health agencies for large-scale medical 
emergencies. Risk Services will consult with EH&S as needed. 

 Mental Health Monitoring:  If the EOC determines that the nature of the incident may result 
in mental health issues for responders, staff or students, then it can request mental health 
monitoring or crisis counseling.  The EOC will work with PCC departments (Counseling 
Services and Human Resources) for counseling/mental health.  There are also local 
resources such as the Employee Assistance Program which is available to employees, and 
the American Red Cross that can assist in creating and implementing the mental health 
monitoring plan. 
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Communicable Disease Management Plan 

There is a potential for students and/or staff to be exposed to an infectious disease from an 
infectious individual at PCC.  This plan addresses what to do in case of an incident involving a 
potential exposure to an infectious disease.  This Annex/Plan will comply with the requirements for 
a Communicable Disease Management Plan as required by the Oregon Health Authority (OHA) and 
Oregon Higher Education Coordinating Commission (HECC) in the directive entitled: 

Prevention Measures 

PCC students and staff should not report to class or work if they are experiencing symptoms of any 
communicable disease.  Each day, prior to leaving their residence they must self-evaluate for 
symptoms related to the communicable disease (such as): 

 Cough; 
 Fever or chills; 
 Shortness of breath or difficulty breathing; 
 Muscle pain; 
 Sore throat; 
 New loss of sense of smell or taste; 
 Headache; 
 Diarrhea; 
 Nausea; 
 Vomiting; 
 Runny nose; 
 Congestion.        

NOTE** Students and staff experiencing these symptoms should not report to class or work that 
day.  **NOTE: The above symptoms are common for communicable diseases, but they are also non-
specific.  , If there is a known reason for these (e.g. seasonal allergy) that is not due to the 
communicable disease, it is acceptable to report to class or work. 

If you are symptomatic, please stay home and contact your primary care provider for further 
assessment and testing options. 

Contact by the Health Department 

Students and staff who’ve been contacted by the State or Local Health Department and have been 
instructed to quarantine or isolate because they have been exposed to a communicable disease, 
must not report to class or work.  They should follow the quarantine instructions given by the Health 
Department.  

Confidentiality 

It will be necessary to provide names and contact information to PCC staff involved with managing 
communicable disease incidents as well as to local and/or state public health agencies.  The 
minimum information necessary to ensure public health will be shared internally and with local 
and/or state public health agencies. 
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Students and staff who are involved in a communicable disease incident must understand that they 
cannot divulge any personally identifiable information (PII), including personal health information 
(PHI), about anyone unless part of a public health investigation.  

Similarly, local and/or state public health agencies cannot share PII or PHI with the college unless it 
is critical to their investigation. 

Students and staff should not ask fellow classmates or employees about the status of any individual. 

When a person is visibly symptomatic or is reporting symptoms 

If a person has observable or reports communicable disease symptoms, immediately isolate the 
person from the area.  Methods include: 

 Having them put on a face covering; 
 Stepping outdoors, if possible, and remain at least 6 feet from others; 
 Moving to an unoccupied indoor area and remaining at least 6 feet from others. 
 After isolating them, contact Public Safety at (971) 722-4444. 

o Tell Public Safety you isolated a person due to communicable disease symptoms. 
o The person will also be asked how they can get home.  If they can drive themselves that 

is the ideal.  If not, they will be asked to contact a household member who can pick 
them up. 

Other people in the symptomatic person’s classroom or work area 

From a practical standpoint, if a person reports or has visible communicable disease symptoms 
while at school or work, classmates and colleagues are not likely going to be able to concentrate on 
work.  Classmates and colleagues will be allowed to leave. 

Information provided to students and staff 

All students and employees will be provided information on symptoms and protective measures in 
the event that a communicable disease outbreak occurs.  The notification may be by direct email, 
texting, posting to the college website, or other platforms. 

The symptomatic person will be advised to follow up with their medical provider or the county 
health department. 

Classmates and colleagues will also be advised that they should contact their provider or county 
health department if they develop communicable disease symptoms or have any questions related 
to their health. 

Notification of Public Health (See contact information above) 

Immediately, the symptomatic person’s supervisor or instructor (as appropriate) will contact Risk 
Services or Public Safety to report the incident.  The supervisor/instructor will be asked for the 
students/employee names and as much contact information (e.g. phone numbers) they have about 
the symptomatic person and others in the area. 
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Risk Services will contact the health department in the county where the incident took place and 
provide them as much information as they have on the incident, including the names and contact 
information for the symptomatic and other individuals. 

Risk Services and Community Engagement will consult with the county health department on follow 
up actions PCC should take.  These may include cleaning, sanitizing, and disinfecting impacted areas 
and closing parts or all of a PCC locations. 

Cleaning affected areas 

PCC Facilities and Management Services (FMS) has procedures for cleaning, sanitizing, and 
disinfecting surfaces during a communicable disease outbreak.  Areas where symptomatic persons 
attended class or work will be cleaned according to FMS procedures. 

Isolation and quarantine of affected persons 

A person who has observable or reports communicable disease symptoms is not necessarily 
infected.  A diagnosis will require a medical evaluation.  Nonetheless, PCC will exercise an 
abundance of caution. 

The symptomatic person will be provided information on how to self-isolate as if they are infected. 
They should follow this advice until advised otherwise by their own medical provider or county 
health department. 

Classmates and colleagues will be provided information on how to quarantine as if they were in 
close-contact with a known infected person.  They should follow this advice until advised otherwise 
by their own medical provider or county health department. 

Duration of isolation or quarantine 

The duration of isolation and/or quarantine will be dependent upon the type of pathogen and the 
recommendations by public health.  As an example, the current minimum guidelines for isolation 
and quarantine duration for COVID-19 are: 

For the symptomatic person: 

 If you have a positive communicable disease test, you should remain at your place of 
residence for at least 10 days after illness onset and 72 hours after fever is gone, without 
use of fever reducing medicine, and other symptoms are improving. 

 If you have a negative test (and if you have multiple tests, all tests are negative), you should 
remain at your place of residence until 72 hours after fever is gone, without use of fever 
reducing medicine, and other symptoms are improving. 

 If you did not undergo testing, you should remain at your place of residence until 72 hours 
after fever is gone, without use of fever reducing medicine, and other symptoms are 
improving. 

For classmates and colleagues: 
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 You should quarantine yourself for 14 days after your last contact with a confirmed or 
presumptive case.   You should seek testing should symptoms develop. 

Contact tracing and case investigation 

In some cases, the local public health department (LPHD) will need to perform contact tracing when 
there are reports of confirmed, presumed, or suspect communicable disease cases associated with 
PCC.  The LPHD will conduct the tracing according to their guidelines. 

When requested by the LPHD, PCC will assist LPHD in contact tracing by providing the LPHD with the 
names and contact information of potentially exposed individuals when asked for by the LPHD. 

PCC will utilize class registration information and employee workplace assignments to assist the 
LPHD in their contact tracing and case investigation. 

College public health messaging 

PCC will utilize multiple platforms to provide public health messaging to students and staff.  These 
may include, as appropriate: The PCC-public website; myPCC; email; and text alerts. 

Organizations Responsible for Providing Disaster/Emergency Health and Medical Services 

County Health Departments 

Multnomah County Health Department 
Address: 619 NW 6th Ave, Portland, OR 97204 
Phone: 211 
Phone: (503) 988-3674 
Email: health.dept@multco.us (link sends e-mail) 
Website: https://multco.us/health 
  
 
Multnomah County Emergency Operations Center Liaison for Schools and Colleges 
Phone: (503) 988-0061 
 
  
Washington County Department of Health and Human Services 
Address: 155 N 1st Ave #160, Hillsboro, OR 97124 
Phone: (503) 846-3594 
Email: https://www.co.washington.or.us/FooterContact.cfm?deptid=%206 
           EOC-Liaison@co.washington.or.us  
Website: https://www.co.washington.or.us/HHS/ 
 
  
Yamhill County Health and Human Services 
Address: 627 NE Evans St, McMinnville, OR 97128 
Phone: (503) 434-7525 
Email: https://hhs.co.yamhill.or.us/contact 
           covid@co.yamhill.or.us 
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Website: https://hhs.co.yamhill.or.us/ 
  
Clackamas County Public Health 
Address: 2051 Kaen Rd #367, Oregon City, OR 97045 
Phone: (503) 655-8224 
Website: https://www.clackamas.us/publichealth 
Phone: (503) 655-8411 Clackamas County Public Health Infectious Disease Team 
Report an illness via email:   PH-CommunicationsTeam@clackamas.us 
  
 
Columbia County Health Services 
Address: 2370 Gable Rd, St Helens, OR 97051 
Phone: (503) 397-7247 
Email:contact@columbia-health.org 
Website: https://www.columbiacountyor.gov/departments/PublicHealth 
Email: health@columbiacountyOR.gov  
  
 
Oregon Health Authority 
Address: 500 Summer Street, NE, E-20 Salem, OR 97301-1097 
Phone: (503) 947-2340 
Website: https://www.oregon.gov/oha/pages/index.aspx 
  
 
Centers for Disease Control and Prevention 
1600 Clifton Rd 
Atlanta, GA 30333 
800-CDC-INFO 
(800-232-4636) 
TTY: (888) 232-6348 
Email: cdcinfo@cdc.gov 
www.cdc.gov 

Organization Responsible for Arranging Crisis Counseling for Emergency Workers 

American Red Cross Northwest Oregon Chapter 
Address: 3131 N. Vancouver Ave. Portland, OR 97227 
Phone: (503) 284-1234 
Website: https://www.redcross.org/local/oregon/about-us/locations/northwest-oregon-
chapter.html 
  

Department Responsible for Providing Post-Incident Mental Health Care   

PCC Counseling (for students) 
(971) 722-8153 
http://www.pcc.edu/counseling 
  
Human Resources (for employees) 
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(971) 722-5872 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 

Responsible Party:   Risk Services Manager 
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ANNEX – O: EARTHQUAKE 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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EARTHQUAKE 

Purpose 

The purpose of this annex is to provide guidance regarding earthquake preparedness, response and 
recovery. Earthquakes and their after effects are one of the most destructive phenomena of nature. 
Therefore, it is important to consider the possibility of an earthquake. 

This annex would be activated in the event of an earthquake impacting the college or surrounding 
area. This does not automatically prompt the activation of the EOC. That decision will be made in 
accordance with the EOC Activation instructions in the Base Plan. 

This annex is based on the assumption that college campuses and centers could experience an 
earthquake at any time. If an earthquake occurs in a populated area, it may cause many deaths, 
injuries, and extensive property damage. 

Goals 

Goal 1 (before): Prepare and promote an earthquake awareness program 

Goal 2 (during): Protect the college community from earthquake-related injuries and property 
damage. 

Goal 3 (after):  Protect people from continuing threats (fire, riots/looting, unsafe areas, 
mechanical issues, building collapse, aftershocks, landslide, etc.), conduct an 
incident assessment and provide appropriate after care; protect property and 
secure property to avoid additional hazards and threats. 

Objectives 

Objective 1.1:  Develop and publicize a training program, including survival tips and practice 
the program annually with local emergency agencies 

Objective 1.2:  Post information in highly visible locations of where to go and what to do in case 
of an earthquake 

Objective 1.3:  Provide annual communication regarding earthquake preparedness at 
orientation and training programs 

Objective 1.4:  Review/revise the college physical plant survey to assess seismic readiness 
annually, or more frequently as needed 

Objective 2.1:  Activate emergency notification system 

Objective 2.2:  Follow preparedness, response and recovery protocols 

Objective 3.1:  Notify first responders of damaged areas and of anyone who might be missing 
or trapped and ensure the college community is kept safe from damaged areas 
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Objective 3.2:  Ensure appropriate aftercare and support services are available to all in need, 
including reunification, counseling, family support, sheltering and 
transportation. 

Course of Action 

Portland Community College is located in a seismically active area that is vulnerable to both regional 
and local earthquakes. The Cascadia Subduction Zone, which garners the most attention, is a 600-
mile fault along the pacific coast shoreline that stretches from Northern Vancouver Island to Cape 
Mendocino California. The three local fault zones, where shallow crustal faults exist, are the Gales 
Creek fault zone, the Mount Angel fault zone, and the Portland Hills fault zone. The Portland Hills 
fault zone is approximately 30 miles long and stretches from Oregon City to Scappoose. The Gales 
Creek fault zone is named after its location in the Gales Creek Valley, forming the boundary between 
the Oregon Coast Range and Willamette Valley. The Mount Angel fault runs through Northern 
Willamette Valley, and runs from approximately Scott Mills under Newberg and up to Forest Grove.  

As stated in the Earthquake Regional Impact Analysis for Clackamas, Multnomah, and Washington 
Counties, Oregon by the Oregon Department of Geology and Mineral Industries (DOGAMI), a 
magnitude 9.0 earthquake along the Cascadia Subduction Zone (CSZ) would have a severe impact on 
the three-county area. Depending on the time of day an earthquake occurs, casualties may be in the 
thousands or low tens of thousands; building repair cost estimates are between 23.5 and 36.7 billion 
dollars, and several million tons of debris would be generated from damaged buildings. In short, no 
community will be unharmed.  

Still, several lines of indirect evidence have led to the conclusion that the Portland Hills fault zone 
appears to be capable of generating a large-magnitude earthquake as well. The damage and 
casualty estimates resulting from a magnitude 6.8 Portland Hills fault earthquake, are more than 
twice compared to a CSZ earthquake, primarily because of the PHF location below densely 
populated and heavily developed areas. 

The following is meant to provide information on actions to be taken during and after an 
earthquake. This information is provided by FEMA and is available at www.ready.gov.   Oregon also 
has information at Shakeout.org/Oregon. 

During an Earthquake 

Drop, Cover and Hold On. Minimize movements to a few steps to a nearby safe place and if you are 
indoors, stay there until the shaking has stopped and you are sure exiting is safe. 

If Indoors 

 DROP to the ground; take COVER by getting under a sturdy table or other piece of furniture; 
and HOLD ON until the shaking stops. If there isn’t a table or desk near you, cover your face 
and head with your arms and crouch in an inside corner of the building. 

 For those with limited mobility who have difficulty getting onto the ground or getting back 
up without assistance, follow these recommendations: 

 If you use a cane: DROP, COVER, and HOLD ON or sit on a chair and cover your head and 
neck with both hands. Keep your cane near you so it can be used when the shaking stops. 
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 If you use a walker or wheelchair: LOCK your wheels (if applicable), bend over and COVER 
your head and neck with your arms, and HOLD ON until the shaking stops.  

 Stay away from glass, windows, outside doors and walls and anything that could fall, such as 
lighting fixtures or furniture. 

 Do not use a doorway except if you know it is a strongly supported, load-bearing doorway 
and it is close to you. Many inside doorways are lightly constructed and do not offer 
protection. 

 Stay inside until the shaking stops and it is safe to go outside. Do not exit a building during 
the shaking. (Research has shown that most injuries occur when people inside buildings 
attempt to move to a different location inside the building or try to leave.) 

 DO NOT use the elevators. 

 Be aware that the electricity may go out or the sprinkler systems or fire alarms may activate. 

If Outdoors 

 Stay outside. 
 Move to an open area away from buildings, streetlights and utility wires. 
 Once in the open, stay there until the shaking stops. The greatest danger exists directly 

outside buildings, at exits and alongside exterior walls. Many fatalities from earthquakes 
occur when people run outside of buildings only to be killed by falling debris from collapsing 
walls. Ground movement during an earthquake is seldom the direct cause of death or injury. 
Most earthquake-related casualties result from collapsing walls, flying glass and falling 
objects. 

If Trapped Under Debris 

 Do not light a match or lighter. 
 Do not move about or kick up dust. 
 Cover your mouth with a handkerchief or clothing. 
 Tap on a pipe or wall so rescuers can locate you if you are trapped. Use a whistle if one is 

available. Shout only as a last resort. Shouting can cause you to inhale dangerous amounts 
of dust. 

After an Earthquake 

 When the shaking stops, look around to make sure it is safe to move. Then exit the building 
if safe to do so. 

 Expect aftershocks. These secondary shockwaves are usually less violent than the main 
quake but can be strong enough to do additional damage to weakened structures and can 
occur in the first hours, days, weeks or even months after the quake. 

 Help injured or trapped persons. Remember to help those who may require special 
assistance such as infants, the elderly and people with functional needs. Give first aid where 
appropriate. Do not move seriously injured persons unless they are in immediate danger of 
further injury. Call for help. 

 Look for and extinguish small fires. Fire is the most common hazard after an earthquake. 

 Listen to a battery-operated radio or television for the latest emergency information. 
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 Use the telephone only for emergency calls. 

 Stay away from damaged areas, unless your assistance has been specifically requested by 
police, fire, or relief organizations. Return to your building only when local first 
responders/DPS staff indicate that it is safe to reenter. 

 Be careful when driving after an earthquake and anticipate traffic light outages. 

 After it is determined that it’s safe to return, your safety should be your primary priority as 
you begin cleanup and recovery. 

 Open cabinets cautiously. Beware of objects that can fall off shelves. 

 Put on long pants, a long-sleeved shirt, sturdy shoes and work gloves to protect against 
injury from broken objects. 

 Clean up spilled medicines, bleach, gasoline or other flammable liquids immediately. Leave 
the area if you smell gas or fumes from other chemicals. 

 A Damage Assessment Team should be formalized to: 

o Inspect for building damage.  

o Check for gas leaks. If you smell gas or hear blowing or hissing noise, open a window and 
quickly leave the building. Turn off the gas at the outside main valve if you can and call 
the gas company from another location. If you turn off the gas for any reason, it must be 
turned back on by a professional. 

o Look for electrical system damage. If you see sparks or broken or frayed wires, or if you 
smell hot insulation, turn off the electricity at the main fuse box or circuit breaker. If you 
have to step in water to get to the fuse box or circuit breaker, call an electrician first for 
advice. 

o Check for sewage and water lines damage. If you suspect sewage lines are damaged, 
avoid using the toilets and sinks and call a plumber. If water pipes are damaged, contact 
the water company and avoid using water from the tap. You can obtain safe water by 
melting ice cubes. 
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Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Emergency Manager 
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ANNEX – P: HAZARDOUS MATERIALS 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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HAZARDOUS MATERIALS 

Purpose 

A variety of chemicals that can be hazardous on release are common in small quantities on a 
campus or center and in large quantities in transit around all college facilities. Chemicals such as 
ammonia, chlorine, natural gas, acetylene and propane may be utilized and stored on or around PCC 
property. These chemicals and many other hazardous materials are transported daily by truck and 
rail in proximity to college facilities. Keep in mind PCC can only influence the process and outcome 
of issues that occur on, or are impacted by, PCC property. This annex is designed to improve the 
safety of our campuses and centers in the use and storage of hazardous materials and to maximize 
our preparedness to respond appropriately to a release of hazardous materials on or near our 
facilities.  

Note: For bloodborne pathogen related issues, please refer to the Medical Annex and PCC’s 
Bloodborne Exposure Control Plan. 

Goals 

Goal 1 (before): Prevent the accidental release of hazardous materials on PCC property 

Goal 2 (during): Protect the PCC community in the event of a hazardous material release on or 
near college facilities 

Goal 3 (after):  Assure all persons exposed to chemicals receive appropriate decontamination 
and medical treatment and assure facilities are decontaminated and prepared 
for re-occupancy 

Objectives 

Objective 1.1:  Provide ongoing training to all college personnel that work with hazardous 
chemicals to prevent accidental release incidents 

Objective 1.2:  Provide ongoing training to all college staff in basic hazardous materials 
awareness and appropriate response to chemical leaks on or near PCC property 
and advanced training for those involved in the clean-up of chemical spills/leaks 
(Refer to the EH&S Health and Safety Manual -Hazardous Material Emergency 
Response Plan). 

Objective 1.3:  Provide periodic drills and exercises to test plan and employee operations 
Objective 2.1:   Identify type and scope of chemical incident 

Objective 2.2:  Utilize emergency notification procedures to alert all personnel on site of the 
emergency and activate appropriate response procedures 

Objective 2.3:  Notify emergency responders of on-site chemical release 
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Objective 2.4:  Participate/communicate with unified incident command to protect personnel, 
mitigate and terminate incident 

Objective 3.1:  Identify all persons exposed to chemical agent and ensure decontamination and 
treatment are provided by emergency responders 

Course of Action 

The amount and hazard of the agent involved will determine the appropriate response to a spill or 
exposure. 
 
A major Haz-Mat spill is when: 
 An agent is flammable, reactive or highly toxic. 
 Someone has been exposed to the chemical. 
 The spill is greater than 1 gallon. 
 Too much of a chemical has been spilled for the amount of absorbent in the spill kit. 
 There are not appropriately trained responders on site to respond to the spill 

 
A minor Haz-Mat spill is when: 
 Less than 1 gallon of chemical is spilled. 
 The chemical has a low to moderate hazard. 
 No one has been exposed to the chemical. 
 Designated college staff have sufficient equipment and training to clean up the spill. 

If immediate assistance is needed contact Public Safety at (971) 722-4444 or 911 immediately.  If 
immediate assistance is not required, but there is any doubt about your ability to clean up a spill, 
contact Environmental Health and Safety (EH&S) for assistance.   
 
The response depends upon knowledge of the hazards present at the spill.  If the chemicals and 
hazards are unknown, contact 911 to assess the situation. 
 
Hazardous Material Event Prevention 

Due diligence in all handling, storage and use of hazardous chemicals is essential in the prevention 
of on-site hazardous chemical incidents. Proper training of all personnel that handle chemicals is 
paramount to preventing incidents. All personnel that handle hazardous chemicals on PCC property 
will receive training in accordance with section 5 of the EH&S Hazardous Materials Response Plan, 
and the proper use and storage of those chemicals according to department procedures. EH&S 
provides Hazard Communication training, not chemical-specific training.  

Hazardous chemicals, as required by type and quantity, on PCC property will be inventoried and 
cataloged by EH&S so that the type and location of chemicals are easily accessible to the Emergency 
Planning Team and the EOC Team. Safety Data Sheets will also be on-hand as required by OSHA. 

Incident Identification and Emergency Notifications 

Notification may be received of an off-site chemical spill by County or City Emergency Management, 
Emergency Communication Center (9-1-1) or other Public Safety Organizations. 
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 Upon notification of a chemical event that may impact any college facilities, the emergency 
operations plan will be activated 

 The Crisis Communications Shelter-in-place and Evacuation annexes will be initiated as 
needed 

 The Emergency Operations Center will be activated in accordance with the Base Plan 

EOC Director Considerations 

 Issue stand-by instruction if classes are in session 

 Determine what procedures should be activated 

 Consider a Shelter-in-Place or Evacuation order based on the circumstances  
 Notify Facilities Management Services to shut off mechanical ventilating systems 

 Notify local law enforcement of intent to take shelter or evacuate 

 Notify the President and Policy Group of the status and action taken 

 Activate the Crisis Communications annex  
 Issue directed transportation instruction if students will be evacuated to a safer location 

Update the President/Policy Group and the EOC Team of any significant changes 

 Do not allow employees and students to return to the building until proper authorities have 
determined that it is safe to do so 

 Determine whether campus will be closed or remain open 

 Give the “all clear” signal after the threat has passed 

 Document all actions taken 

 Refer to the 7 essential steps of spill response mentioned in the EH&S Hazardous Materials 
Emergency Response Plan  

Shelter-in-place 

Students, Faculty and Staff  
 Do not leave the building unless directed to do so. 
 Close and lock all windows, exterior doors and any other openings to the outside. 
 Shut down air handling units and fans if it can be done safely. 
 When possible, move to interior rooms above ground floor with the fewest windows or 

vents. Avoid overcrowding. Large storage closets, utility rooms, pantries and copy and 
conference rooms without exterior windows work well. Avoid selecting rooms with 
mechanical equipment like ventilation blowers or pipes. 

 Ensure persons with functional needs are properly assisted. 
 If you are told there is danger of explosion, close the window shades, blinds or curtains. 
 Write down the names of everyone in the room. 
 Listen for an announcement from college officials and stay where you are until you are told 

it is safe or you are told to evacuate. Local officials may call for an evacuation in specific 
areas at greatest risk. 

 Report your presence to DPS officials if safe to do so. 
 Wait until an ALL CLEAR message has been received from emergency responders before 

resuming normal activity or leaving the building. 
 

When outdoors, faculty, staff and students should: 
 Listen for the “shelter-in-place” procedure announcement. 
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 Be prepared to move away from danger. Look for several escape routes preferably up-wind.  
 Relocate to the nearest safe building. 
 Ensure persons with functional needs are properly assisted.  
 Remain calm. 
 Continue to take shelter until notified by the appropriate authority. 

Haz-Mat Spill Response and Clean-up Procedures 
In the event of a major or unknown spill: 
 Protect yourself and others.  Shut off any ignition sources and stop the source of spill/leak if 

you can do so without endangering yourself. Refer to the EH&S Hazardous Materials 
Emergency Response Plan for specific clean up procedures. 

 FMS or the leadership team on site will determine, by the nature of the spill, if evacuation of 
the room is warranted. If the spill requires evacuation, this will be done promptly and Public 
Safety (971) 722-4444 or 9-1-1 will be contacted for assistance. 

o Provide your name 
o Specific location of the spill 
o Name of the substance spilled  
o Quantity of spill 

 
 Emergency responders will respond, and request assistance from PCC employees as needed. 

The first response will be to remove students and employees to safety and secure the 
affected area.  A building evacuation may result if the chemical: 

o Creates a fire, or there is a potential for fire 
o The spill is flowing outside of the room 
o Fumes or odors are permeating the building 

 Whenever possible, responders will consult the SDS (Safety Data Sheet) of the spilled agent 
before entering the affected area.  Based on the SDS information the responding parties 
may decide that the Fire Department Hazardous Materials Unit is required. 

 If the spill is determined not to be hazardous, trained employees using appropriate personal 
protective equipment will contain and clean up the spill. If the spill is determined to be 
hazardous a contracted emergency response company will be consulted to determine the 
best route to mitigate the hazard.  

 The Incident Commander on site will determine when and how an affected facility or area 
can be re-occupied and determine when the space will be returned back over to college 
officials. 

 Complete an incident report 

In the event of a minor Haz-Mat spill: 
 If properly trained, clean up the spill using the Haz-Mat spill kit.  If not, contact 

Environmental Health and Safety. 
 Protect yourself and others.  Avoid direct contact with the spilled chemical.  Wear protective 

clothing such as gloves and goggles during clean up.  Treat all agents as if they are 
hazardous. 

 Contain the spill and secure the area.  Cordon off the spill area; do not walk through or allow 
others to walk through the spilled material. 
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 Dispose of the material in the approved waste container. 
 Clean up.  Wash hands thoroughly, even if there is no visible contamination. 
 Ensure the Haz-Mat spill kit and all other personal protective equipment is replaced. 
 Complete an incident report 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 

Responsible Party:  Manager of Environmental Health & Safety 
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ANNEX – Q: TORNADO / SEVERE WEATHER 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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TORNADO / SEVERE WEATHER 

Purpose  

The purpose of this annex is to provide guidance regarding precautionary and emergency operations 
in the event of a weather-related emergency. This annex would be activated in the event of an 
actual, or anticipated weather-related emergency impacting the college and is based on the 
assumption that severe weather can occur throughout each season. This includes, but is not limited 
to:  tornadoes, thunderstorms, high wind, ice, hail, snow, blizzard, rain. It is also assumed that 
college personnel will receive watch and warning information from the National Weather Service or 
local officials. The Department of Public Safety will also have a weather radio and will notify the PCC 
community if weather conditions are dangerous. 

Goals 

Goal 1 (before): Prepare the PCC community for a severe weather event 

Goal 2 (during): Protect all persons from severe weather-related injuries 

Goal 3 (after):  Perform incident assessment and provide appropriate aftercare 

Objectives 

Objective 1.1:  Consider severe weather effects in building design & engineering 

Objective 1.2:  Inform the college community of shelter locations and conduct periodic severe 
weather/tornado drills 

Objective 2.1:  Activate emergency notification system as quickly as possible 

Objective 2.2:  Ensure PCC community shelters properly 

Objective 3.1:  Notify first responders of shelter locations and of anyone who might be trapped 

Objective 3.2:  Ensure appropriate aftercare and support services are available to all in need, 
including reunification, counseling, family support, shelter and transportation. 
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Course of Action 

General Guidelines - Stay away from windows and exterior doors during all severe weather.  
Notification of an approaching dangerous storm may be made by one or more of the following: 
 Emergency warning sirens 
 National Weather Service Emergency Alert System via the broadcast media or cell phone 

Wireless Emergency Alerts (WEA) 
 Via phone system, emergency notification system, email, Website or another 

communications device. 
 

Tornado or Severe Weather Watch - A Tornado or Severe Weather Watch is an indication of where 
and when the probabilities are highest that severe weather or a tornado could occur.   
 
Tornado or Severe Weather Warning - A Tornado or Severe Weather Warning indicates a tornado 
or severe weather has been sighted and you should immediately take shelter. 
 

HIGH WIND WARNINGS/EXTREME WEATHER EVENTS 

The Department of Public Safety 

 Notify the entire PCC community of the situation and instruct everyone to monitor the 
situation until it has passed. 

Facilities Management Services 

 Secure roofs and high areas of all loose equipment and materials 
 Notify contractors to secure equipment and materials including scaffolding 

 

TORNADO or SEVERE WEATHER WATCH 

The Department of Public Safety 

 Monitor weather conditions. 
 Notify key PCC officials of the situation and instruct everyone to monitor the situation until 

it has passed. 
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TORNADO or SEVERE WEATHER WARNING 

The Department of Public Safety 

 Monitor weather conditions. If the weather is severe enough, consider sending out an 
emergency notification. 

 Notify key college officials and the Emergency Manager of the situation and instruct 
everyone to monitor the situation until it has passed. 

 For a tornado warning, send notification by all means possible including, via phone system, 
emergency notification system, email, Website, or other communications device to all the 
college (students, employees and visitors) with the message: “This is a TORNADO 
WARNING.  Immediately take shelter in an interior room or hallway on the lowest level of 
your building, away from doors and windows. Remain there until directed otherwise.” 

 Send an “all clear” message when the situation is over. 
 Notify the following: 

o Emergency Manager 
o President or designee 
o Policy Group 
o EOC Team 

 Determine and facilitate the appropriate EOC activation level as deemed necessary. 
 Open the EOC and direct all EOC team members to report to the EOC if they can safely do 

so. 
 Conduct EOC operations. 

Students, Faculty and Staff 

 Once a tornado warning has been received, close all doors and windows  
 Take shelter in a designated shelter area or an interior room or hallway on the lowest level 

of the building, away from doors and windows, and sit as low to the ground as possible 
 Protect your head with your arms 
 Organize assistance to those individuals with functional needs  
 Do not use the elevator 
 Do not open windows or go outside 
 Follow directions of emergency responders 
 Wait until an ALL CLEAR message has been received  

Labs, Studios and Shop Settings  
 

 Once a tornado warning has been received, quickly inform your class of the situation and 
follow the instructions for Students, Faculty and Staff 

 Turn off all electronic equipment in the classroom and terminate all work in progress if safe 
to do so 

 Extinguish all open flames 
 Properly close garage and hangar doors if safe to do so 
 Ensure that all chemical bottles and containers are capped or sealed 
 No equipment should be used during a tornado warning 
 Wait until an ALL CLEAR message has been received from local first responders/DPS staff  
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WINTER STORM OPERATIONS 

Severe winter storm response operations will be carried out in three phases: 
 
 Pre-storm warning and preparation 
 Storm response operations 
 Storm recovery operations 

Pre-storm Warning and Preparation Phase 

This phase begins when a winter storm or weather event is identified and predicted to impact the 
college. Depending on the storm classification, select members of the Emergency Planning Team 
may meet during this phase to assess the situation and review preparations for the storm. This 
phase also includes actions taken to prepare the college and its population for the expected winter 
storm. These actions could include but are not limited to: 
 
 College and departmental plan reviews 
 Providing safety information related to preparedness 
 Coordination with local and state governmental agencies 
 Reviewing essential personnel lists 
 Place essential employees (groundskeepers, etc.) on on-call status 
 Reviewing equipment and supply lists and capabilities 
 Potential stockpiling of supplies 
 Reviewing the college closure policy 
 Requisition of additional snow removal equipment or contracted support. 
 Locating on-site locations where essential personnel can shelter before and during the event 
 Consider cancelling PCC events, tours, etc. 
 Warning notification to the Leadership and Policy Group and storm reaction personnel. 

 
The Inclement Weather Team may brief the President or designee on a storm incident classification 
level, anticipated arrival of the storm and action to be taken in the response phase. This phase ends 
when the storm arrives. 

Storm Response Phase 

This phase begins when the winter storm or weather event impacts the college. DPS and FMS are 
the leads in the execution of this plan. However, depending on the situation, select members of the 
EOC Team may be called on to update the college President or designee and coordinate a response 
for mass distribution. 

Storm Recovery Phase 

Recovery actions consist primarily of two parts overlapping in time. Part one is the restoration and 
return to normal service and operations of facilities, services and utilities. Part Two is the 
implementation of a process to accurately collect and document after-action reports and potential 
impact assessments, e.g. rescheduling of class work, impact on workforce, training, etc. This process 
is very important to future efforts to learn from past actions and to potentially recover costs 
associated with the storm 
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Plan Activation 

Activation of the plan may be preceded by the Emergency Planning Team coming together or 
communicating remotely prior to or during a storm to assess the severity of the current or 
impending winter storm incident. Under predicted emergency or forecast of extreme winter 
weather conditions, the EOC may be activated and this plan made operational prior to the actual 
weather event in order to manage and coordinate the planning, response and recovery operations. 

College Closure during Response and Recovery Operations 

Under certain conditions, including weather-related conditions, it may become necessary to cancel 
classes and/or close the college. When the President or designee declares a college-wide closure, 
employees who are not identified as essential personnel shall not report to work or shall leave PCC 
property upon notice by a supervisor, dean, director or department head. Only departments and 
employees who provide essential functions shall be open and perform duties. 
 
In order to sustain specific business activities, certain units or personnel may be designated as 
essential for the purposes of a specific closure. The vice presidents are responsible for determining 
which units are deemed essential at the time of closure. Supervisors and managers shall notify the 
employees in affected units as soon as possible if they are needed as essential personnel for a 
specific closure. 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and updates 
must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:  Director of Community Engagement 
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ANNEX – R: TRANSPORTATION ACCIDENT 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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TRANSPORTATION ACCIDENT 

Purpose 

This annex is intended to minimize the loss of life, human suffering and to get those traveling on 
college-sponsored business or to/from extracurricular events back to a safe location by ensuring 
that timely and coordinated services are provided to employees and students as needed due to 
a transportation emergency or disaster. Other transportation related emergencies to be 
considered are any that happen on, or near, a campus/center that cause casualties or a 
potential danger to property or persons (train derailments, plane crashes, bus or van accidents, 
etc.). 
 

Goals 

Goal 1 (before): Prepare the college community for a transportation accident. 

Goal 2 (during): Provide emergency medical services to affected populations. 

Goal 3 (after):  Protect PCC community members from further injury and suffering by 
providing transportation for them to a safe location, and then either to their 
original destination or back to PCC. 

Objectives 

Objective 1.1: Communicate operations procedures to the college community in event of a 
transportation accident. 

Objective 1.2: Identify and train appropriate staff members to be responsible for decision 
making when a transportation accident occurs. 

Objective 1.3: Identify resources available from national transportation providers.  Employ 
Memorandums of Understanding (MOUs) to coordinate resources as 
necessary.   

Objective 2.1: Identify the type of medical incident and additional support needed, such as 
sending a college liaison to the scene.   

Objective 2.2: Ensure proper emergency medical services and transportation are provided 
to all affected individuals  

Objective 3.1: Assign staff members, as necessary, to each affected individual. Work with 
affected individuals to address their needs until they reach their destination 
and/or return to college. 

Objective 3.2:   Ensure that transportation is provided to affected individuals to get them to 
their destination and/or back to PCC. 
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Objective 3.3:   Ensure that mitigation of property damage is addressed and conducted in a 
safe manner. 

Course of Action 

Triggering / Implementing the Function 
This annex is to be implemented upon the activation of the EOP in order to care for the physical 
well-being of all employees and students involved in a transportation accident (vehicle/bus, 
train, airplane/helicopter or boat) while conducting college sponsored business. 
 

Situation and Assumptions 
 
Situation 
A well-planned transportation support network is essential during emergency situations. 
 
Depending on the nature of the incident, complications may include employees/students being 
admitted to hospitals or being stranded away from PCC for an extended period of time. 
 
Assumptions 
A large-scale transportation emergency may result in increased demands on Emergency Medical 
Services and other medical personnel. 
 
Many of the injured may be transported to medical facilities by people other than medical 
personnel.  
 
Resources available through area and regional medical, health and mortuary services may be 
needed. 
 
Resources available from area transportation services may be needed. 
 
When college resources can no longer meet the demand of the situation, other colleges and 
universities, City and County agencies will be contacted to provide additional support.  
 
Coordination between Medical providers may be necessary to ensure information about 
employees/students requiring medical care is appropriately shared. 
 
As soon as college officials are made aware of the transportation incident, it will be necessary to 
gain vital information such as a roster of individuals that are traveling, mode of transportation 
that was used (college-owned versus commercial/rental) and contact information for the trip 
leader, if applicable. 
 
Medical 
 
EMS (when required) will provide field medical care as needed during emergency situations and 
coordinate necessary medical transportation to an area hospital.  Those involved in the accident 
should call 9-1-1 to request emergency personnel in the event that anyone is injured.  After that, 
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a call into the Department of Public Safety should be made in order to inform the college and 
provide college support. 
 
College personnel will keep a written record of treatment provided on-site, including the names 
of the injured individuals, a brief description of the first aid provided and to what facility the 
patient(s) are transported to.  
 
If necessary, the college will send a liaison to the scene of the accident and/or to the hospital 
where patients are being sent for treatment.  In the event of a fatality, the Death of Student or 
Employee plan will be enacted. 
 
College personnel should reach out to emergency contacts for all involved parties. 

Medical Services Representative 
The Manager of Risk Services/Environmental Health & Safety or designee will serve as the 
Health & Medical Services Representative in the EOC if needed. 
 
Non-Injured 
For those that are non-injured, a determination should be made about continuing to the final 
destination or whether to return to PCC.  If near the final destination, contact the host to see if 
they have transportation available to transport the remaining people to the final destination.  If 
not close or if it is decided to return to PCC, contact the original transport company or a local 
transport company to arrange for conveyance. 

Departments Responsible for Post-Incident Mental Health Care 
The Human Resources Department will work in conjunction with the Director of Counseling and 
the relevant department heads to coordinate with the Employee Assistance Program so as to 
ensure that all students, faculty, staff and responding persons have access to Post Incident 
Mental Health Care. 
 
International Travel 
For Education Abroad, utilize the trip-specific contact information to address immediate needs. 
As soon as possible, report the incident to the Manager for Education Abroad. 
 
For co-curricular, non-credit travel, utilize the trip-specific contact information to address 
immediate needs. As soon as possible, report the incident to the Office of Vice President of 
Student Affairs. 
 
For individual employees traveling, without students, on college business, contact your 
supervisor as soon as possible. If you cannot reach your supervisor contact PCC Risk Services. 
 
For international travel accidents, follow travel abroad policy and contact the international 
insurance provider. 
 
Public Information 
Any details of the accident, injuries, deaths and other pertinent information should be shared 
with the College Public Information Officer (PIO).  The PIO will be responsible for drafting any 
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press releases to the College community and/or public about the accident. 
 
Insurance 
Contact PCC Risk Services as soon as possible for assistance with insurance company reporting 
and assistance. 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and 
updates must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:   Director of Auxiliary Services  
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ANNEX – S: UTILITY FAILURE 
 
 
Created: 8/1/2020 
Revised:  
Revised:  
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UTILITY FAILURE 

Purpose 

This Annex outlines appropriate actions that should be taken, and which notifications must be 
made during a power outage or other utility failure. 
 

Goals 

Goal 1 (before): Mitigate the potential for power and other utility interruptions. 

Goal 2 (during):   Re-establish power and utilities as quickly as possible. 

Goal 3 (after):  Inspect and bring all systems back online and determine whether 
suspension of work or classes are necessary. 

Objectives 

Objective 1.1:  Perform required preventive maintenance on all utilities, electrical systems 
and generators. The Department of Facilities Management Services and/or 
contractors who provide maintenance service agreements for college 
should oversee this process. 

Objective 1.2:  Periodic testing of emergency lighting and safety systems. 

Objective 2.1:  Establish procedures for rapidly contacting local utility providers and 
contractors. 

Objective 3.1:    Ensure mechanical systems are protected through physical inspection. 
Manually bring up systems that do not restart. 

Objective 3.2:    Assemble an appropriate team to determine whether there should be any 
work or class suspensions. 
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Course of Action 

A utility failure is any disruption in services necessary for the safe and proper operation of a 
building, buildings or a campus.  This includes electricity, water, natural gas/ heating, 
ventilation, air conditioning, telephone or internet/network. A utility failure may be widespread 
or limited to a specific building or area within a building. Some power and utility outages may be 
scheduled, and personnel notified in advance, in order to perform preventive maintenance and 
plan for unexpected outages.  The Department of Facilities Management Services must be 
contacted to arrange system tests. 

Preparation 

Planned utility outages are often delivered in emails and/or posted on the affected building. In 
the event of a utility failure there are actions that should be taken to protect equipment and 
assist in the safe evacuation of the affected area. 
 
Emergency Lighting and Egress: Most building areas are equipped with emergency lighting or 
illuminated emergency exit signs.  For areas that are not equipped with emergency lighting, the 
affected area should be provided with battery-powered or wind-up flashlights if available and 
advisable. 
 
Equipment and Data Protection:  Some equipment may require an uninterruptible power 
supply (UPS) system to ensure that the equipment does not sustain damage during a power 
outage, lose valuable data and maintain power long enough to power down through a routine 
or emergency shutdown sequence.  
 
Sanitation: To conserve water usage and maintain sanitary conditions occupants should try to 
limit restroom usage during power outages and consider using antiseptic wipes or waterless 
hand sanitizer to disinfect hands.  

Response Procedures 

The following procedures must be followed whenever a critical (i.e. power, water, heating or 
ventilation and air conditioning) utility failure occurs: 

 Report the utility failure to the Department of Facilities Management Services and the 
local utility provider 

 Discontinue all non-essential work until utilities are restored 
o Ascertain the integrity of the waste water and potable water systems. Be prepared 

to restrict use of these systems as needed. Contact the County Health Department 
as needed. 

 If emergency lighting is unavailable- 
o Remain calm 
o Use flashlights, if available 

If a building evacuation is ordered due to a utility failure the building may not be re-occupied 
until a utility, health department or fire official determines the building is safe for re-occupancy. 
If individuals are ordered to evacuate a building, they should take all personal belongings and 
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secure the area before leaving. In the event of a power failure, electronic access systems may 
remain operational using battery backup for a limited period following the power outage. 
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Suspension of Work/Classes 

Authority to suspend and/or cancel class/work functions will be at the discretion of the 
President or designee. Utility outages may require that all activities within the affected spaces 
be suspended until utilities are restored. 
 
Some college buildings are equipped with an emergency generator; however, emergency 
generators are designed to supply power to critical building systems, not to serve as an 
alternative source of energy to support normal operations.  

Evacuation may not occur if the evacuation jeopardizes the safety of the building occupants, 
such as:  

 Severe weather. 
 Downed power lines adjacent to or blocking building exits. 
 A hazardous materials spill or other condition which makes it unsafe to exit the building. 

Whenever a power outage or utility failure affects the building or college, the Department of 
Facilities Management Services should be notified. The President or designee should consider 
postponing or cancelling classes/work whenever a utility failure or power outage is expected for 
the duration of the day/evening.  
 

Annex Maintenance 

All annexes must be reviewed and updated a minimum of once each year. All reviews and 
updates must be approved by the Emergency Manager prior to posting. 
 
Responsible Party:  Director of Facilities Management Services     
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Attachment 7 – Resource Lists 
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ATTACHMENT 1 – EOC SET-UP AND SECURITY PLAN 
Purpose 

The timely and complete set-up of an Emergency Operations Center during an event is of vital 
importance.  The first few hours of an incident can be the most crucial for the protection and 
preservation of human life.  During the first hour of an incident, the EOC Director should not be 
burdened with ensuring that the EOC is set up properly and is adequate for operations.  The EOC is 
the heart of emergency management and in light of recent events throughout the world total 
security of an EOC is of the utmost importance. 
 
To facilitate the timely set up of the EOC, an EOC Activation Team has been established. The mission 
of this team is to immediately respond when activated to open and set up the EOC, so it is 
operational upon arrival of the EOC Team. 

EOC Activation Team 

The EOC Activation Team Members are as follows: 

Team Leader: Emergency Manager 

Team Member: Director of Public Safety 

Team Member: Director of Facilities Management Services 

Team Member:  Risk Services Manager 

 
Procedure 
When the decision has been made to activate the EOC, the following process will be followed for 
set-up and security: 

EOC Setup 

 The Emergency Manager will contact the EOC Activation Team advising them of the EOC 
activation, at what level the EOC is to be operated, and to respond to the EOC.   

 The EOC Activation Team Leader will determine how many team members are required to 
complete the set-up and then make the appropriate notifications. 

 The EOC Activation Team will respond and begin the setup of the EOC using the EOC Set-up 
Checklist (Found in this Attachment). 

Note: During the set-up time, only the EOC Team will be allowed admission into the EOC.  This will 
ensure that the EOC Activation Team is not interrupted and preserve the integrity of EOC security. 

 Once the EOC has been set up, the checklist completed, and any last-minute changes made, 
the EOC will then be turned over to the EOC Director. 

EOC Security 
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The EOC is a secure location. Once activated, the Safety officer will: 

 Ensure exterior doors are closed and secured at all times. 

 Ensure that individuals requesting admission to the EOC are authorized to be there. No one 
will be allowed to enter the EOC without being issued the proper credentials regardless of 
position or rank. 

 Personnel from another agency must provide their respective agency picture identification. 
The Safety Officer will then issue the subject an EOC Credential, which will be logged on the 
EOC Credential form (Found in Attachment 2).  This form will document: 

o Subjects name 
o Agency 
o ID verification 
o Credential Number 
o Time issued 
o Time returned 

 Monitor those subjects inside the EOC to ensure they are displaying the proper credentials. 

EOC Deactivation 

 Once the incident is resolved and the deactivation of the EOC is ordered, the EOC Activation 
Team will be responsible for the removal and accountability of all EOC equipment. 

 The EOC Activation Team will ensure all equipment is returned to the storage area and the 
room is returned to its original condition as much as possible. 

 The EOC Activation checklist will be completed and all equipment accounted for using the 
EOC Equipment/Supply List (Found in this Attachment). 

 The EOC Activation checklist along with the EOC Credential log will be returned to the 
Emergency Manager for retention.   

 

After-Action Review and Report 

 An After-Action Review will be completed by participants as soon as possible after an event 
resulting in a full or partial activation. The input provided will be incorporated into an After-
Action Report by the Planning Coordination Section Chief and will be forwarded to 
participating departments and the Emergency Manager for retention.  
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EOC Layout  
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Campus Emergency Operations Center (EOC) Setup Checklist 

The following actions are taken when the EOC is activated. 
 
The EOC Activation Team Will:  

 Report to the EOC 

 Arrange all tables and chairs as specified by the EOC Layout 

 Distribute the EOC functional bins to each table 

 Unpack functional bins onto each table 

 The IT representative will ensure all electronics (phones, computers, printers, fax 
machines, etc.) are connected, turned on and operating properly 

 Place the “Stop Sign-In Please” sign, Credential Form and the Sign-In Sheet at the EOC 
entrance 

 When setup is complete, turn the EOC over to the EOC Director and remain available until 
released by the EOC Director 

Deactivation of the EOC 

 The EOC Activation Team is responsible for cleaning up and deactivating each section. All 
equipment and supplies are to be placed back into the bins and stacked in the EOC storage 
area.  

 The IT representative will ensure all Computers are logged off, shut down, and returned 
to the storage area. They will also ensure all electronics are properly shut off, 
disconnected and returned to the storage area. 

 The EOC Activation checklist will be completed and all equipment accounted for using the 
EOC Equipment/Supply List (Found in this Attachment). 

 This checklist along with the EOC Credential log and Sign-in Sheet will be given to the 
Emergency Manager for retention and disposition. 
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EOC Equipment/Supply List 

Quantity Item 
 Cellular Phones with chargers 

 
 Telephones 
 Copy Machine 

 
 Television/VCR 

 
 Weather Radio 

 
 Computers 
 Printers 
 Surge Protectors 

 
 Markers and Display Boards 

 
 Projector with Screen 

 
 Flip Chart Easel & Pads 

 
 Two-Way Radios with chargers 
 First Aid Kit 

 
 Toner/Ink cartridges  

  Non-perishable food, water, eating utensils  
 8 ICS Position vests (all different colors) 
 8 ICS Position checklists (Attachment 3) – color coded to match ICS Position Vests 

 Personal protective/safety equipment  
  Materials/supplies to make identification cards 

 Trash bags  
  Hand Sanitizer 
  Tables 

 Chairs 
 Miscellaneous Office Supplies 
 Emergency Power 

 

Campus information (Maps, Utility maps, Building Plans, Directory of personnel, 
Directory of students, Hazardous material inventories, Inventory of material 
resources (e.g., construction equipment, building materials)  
  Paper, Pens, Post-it Notes 
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ATTACHMENT 2 – FORMS 
 
This section consists of general forms and common National Incident Management System (NIMS)-
compliant Incident Command System (ICS) forms used within the Campus Emergency Operations Center 
(EOC) during an emergency or incident.  For additional ICS forms available through FEMA, go to:  
 
www.training.fema.gov/EMIWeb/IS/ICSResource/ICSResCntr_Forms.htm   
  
 

 . EOC Sign-In Sheet 

 . EOC Credential Log 

 . Message Form 

 . Situation Report 

 . After Action Report 

 . Damage Assessment Worksheet 

 . ICS form 201……………. .. Incident Briefing 

 . ICS form 202…………………..Incident Objectives  

 . ICS form 207…………………..Organizational Chart 

 . ICS form 211…………………..Check-In List 

 . ICS form 215…………………..Operational Planning Worksheet 

 . ICS form 215a…………………Incident Action Plan Safety Analysis 

 . ICS form 221…………………..Demobilization Checkout Plan 
 

264

http://training.fema.gov/EMIWeb/IS/ICSResource/ICSResCntr_Forms.htm


ATTACHMENT - 2 
 

 
 

PCC Emergency Operations Plan                152 

EOC Sign-In Sheet 

 
EOC Activation Date:     Event:      Page:  of 
 

Date / Time In Name EOC Section Date / Time Out 
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EOC Credential Log 

 
EOC Activation Date:     Event:      Page:  of 
 

Time 
Issued Name Agency 

ID 
Verified 

Credential 
Number 

Time 
Returned 

      

      

      

      

      

      

      

      

      

      

      

      

 

For Use by Outside Agency Personnel Only 
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MESSAGE FORM 

PRIORITY 
( ) Hazard to Life,         ( ) Hazard to Property 

( ) Potential Hazard 
(FOR EOC STAFF USE ONLY) 

Date Time In ( ) Radio 
( ) Telephone 
( ) Messenger 

POSITION ACT INFO TIME 

EXECUTIVE    
Received By: 

 
Time out 

 
To EOC Staff: 

 
SECURITY/ 
EVACUATION    

EOC Staff Assignment Priority FIRE/RESCUE    

( ) 1. Immediate Action 
( ) 2. Urgent – As Soon As Possible 
( ) 3. Routine – As Time Allows 
( ) 4. Deferred – 12 Hours 
( ) 5. Deferred – 24 Hours 

ENGINEERING/ 
ENVIRONMENTA
L 

   

PUBLIC WORKS    

RESOURCE/ 
SUPPORT 

   

SHELTER MGMT    

MESSAGE: 

 

 

 

 

ACTION TAKEN: 

 

 

 

 

ACTION COMPLETED:                                                          TIME:                                                      BY: 
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SITUATION REPORT 

ITEM  

1. 
Report 

No.  Date  Time  
 

2. From  
 

3. To  
 

4. Nature of Emergency  
 

5. Location of Emergency  

  

  
 

6. Date/Time of Occurrence  
 

7. Casualties: a.  Injured  b.  Dead  c.  Homeless  
 

8. Property Damage  
 

 
 

9. Actions Taken (Details in Remarks) 
 

a.  Declaration of Emergency  c.  Movement of People  
 

b.  Evacuation  d.  Movement of Supplies  
 

10. Assistance Required 
 

a.  Personnel: Skill/Number  
 

 
 

 
b.  Equipment: 
Type/Number 
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 c.  Other Resources  
 

 
 

 
 

 
 

 
 

11. Is Area Accessible?  
  

 
12. Communications Available  

 
 

 
13. Actions Taken By: 

 
a.  American Red Cross  

 
 

 
 

 
b.  Salvation Army  

 
 

 
 

 
c.  Others  

 
 

 
 

 
14. Remarks  
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AFTER-ACTION REPORT 

1. Department/Activity Making Report  
 

2. Period of Emergency Operations  
 

3. Nature of Emergency  

 

 
 
4. Departments or Jurisdictions which you supported: 

 a.  d.  

 b.  e.  

 c.  f.  
 
5. Nature of Your Emergency Support Function  

 

 

 
 
6. Personnel: 

 a.  Total Participating:   
 
 b.  Total Work Hours:  Regular  Overtime:  
 
 c.  Number Injured:  Estimated Hours Lost  
 
 d.  Estimated Cost to Department:   
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7. Resources Expenditures: 
 a.  Department-owned: Estimated Total $  
 
 b.  Emergency Requirements Approved by Authorities: 
 

Estimated Total $  
 
 c.  Description of Expended Materials  

 

 
 
8. Damage or Loss of Property: 
 

 Estimated Total $  
 
 Property Description:  
 
 

 
 

 
9. Summary of Activities Related to Your Emergency Support Function: 
  

  
 

 

Signed:   

 
Department Representative  

Date:   
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DAMAGE ASSESSMENT WORKSHEET 

 
  

(PLEASE PRINT) 

1.  DATE OF EVENT   2.  ASSESSMENT DATE  
   
3.  TYPE OF EVENT (Check One):  4.  JURISDICTION (Check One): 
   
  Flash Flood  Thunderstorm   Town/City of  
  Earthquake  Tornado    
  Flood  Wind   County (Unincorporated Area) 
  Fire  Other    
   
5.  OWNER/OCCUPANT INFORMATION  6.  CONTACT INFORMATION (If Different): 
   
Name   Name  
   
Address   Address  
   
Telephone No.   Telephone No  
 
7.  TYPE OF STRUCTURE (Circle One): 8.  BUILDING DAMAGE (Circle One): 9.  CONTENT DAMAGE (Circle One): 
   
O - Office Building 3 – Destroyed (Not Repairable) 3 – Destroyed (Not Repairable) 
R – Residence Hall 2 – Major (Need Repair) 2 – Major (Need Repair) 
S – Special Interest House 1 – Minor (Habitable) 1 – Minor (Habitable) 
F/S - Fraternity or Sorority House 0 – No Damage 0 – No Damage 
A – Apartment 
SP – Stadium or Sports Center 
   
10.  STRUCTURAL DAMAGE: 11.  OTHER DAMAGE (Circle One): 12.  ADDITIONAL INFORMATION: 
(Fill in/check appropriate information)   
 Windows Broken Y N  Flood Water Depth  
Walls &  Collapsed  Blown In/Out Insulation Y N  No of Floor Levels  
Ceilings  Water Damaged Furniture Y N   
 Appliances Y N   
Roof  Collapsed  Truss Damage Awnings Y N  14.  TYPE OF USAGE OTHER THAN 
  % Shingles Missing/Damaged Flooring Y N   PRIMARY UNIT (Check One): 
 Pipes Ruptured Y N   
Foundation Shifting on  off   Septic System Y N   Seasonal 
 Well Y N   Recreational Vehicle 
Chimney  Collapsed  % Damaged   Other  
 13.  INSURANCE (Circle One):  
Siding  % Missing/Damaged   
 Homeowners Y N   
 Flood Y N   
 

15.  REMARKS:  
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INCIDENT BRIEFING (ICS form 201) 
1.  Incident Name 
      

2.  Date 
      

3.  Time 
      

4.  Map Sketch 

 

5.  Current Organization 

Incident Commander

OperationsPlanning Logistics Finance

Liaison Officer or Agency Rep:

Air

Air Operations _____________________

Helicopter Coord ___________________

Air Tanker Coord ___________________

Air Attack  _________________________

Air Support_________________________

Div. __________________Div. ___________________ Div. ___________________Div. ___________________

Safety Officer:

Information Officer:

 

ICS201 - Page 1 
6.  Prepared by (Name and Position) 
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6.  Resources Summary 

Resources Ordered Resource Identification ETA On Scene Location/Assignment 

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

                              

7.  Summary of Current Actions 

      

ICS201 - Page 2 
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INCIDENT OBJECTIVES (ICS form 
202) 

1.  Incident Name 
      

2.  Date 
      

3.  Time 
      

4.  Operational Period 
      

5.  General Control Objectives for the Incident (include alternatives) 
      

6.  Weather Forecast for Period 
      

7.  General Safety Message 
      

8. Attachments (mark if attached) 

 Organization List - ICS 203  Medical Plan - ICS 206  (other)       

 Div. Assignment Lists - ICS 204  Incident Map        

 Communications Plan - ICS 205  Traffic Plan        

9.  Prepared by (Planning Coordination Section Chief) 
      

10.  Approved by (Incident Commander) 
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Operations Section Chief

Staging Area Manager

Branch Director Branch Director

Division/Group Supervisor Division/Group Supervisor

Division/Group Supervisor Division/Group Supervisor

Division/Group Supervisor Division/Group Supervisor

Division/Group Supervisor Division/Group Supervisor

Division/Group Supervisor Division/Group Supervisor

Air Operations Director

Air Support Supervisor

Helibase Manager

Helispot Manager

Fixed Wing Base Coordinator

Helicopter Coordinator

Air Attack Supervisor

Air Tanker Coordinator

Incident Commander

Safety Officer

Liaison Officer or Agency Representative

Information Officer

Planning Section Chief

Resources Unit  Leader

Situation Unit Leader

Documentation Unit Leader

Demobilizat ion Unit  Leader

Technical Specialists

Communications Unit Leader 

Medical Unit Leader

Food Unit  Leader

Supply Unit  Leader

Facilities Unit Leader

Ground Support Unit Leader

Logistics Section Chief Finance Sect ion Chief

Time Unit Leader

Procurement Unit Leader

Comp/Claims Unit  Leader

Cost Unit Leader

Incident Name __________________________

NFES 1332ICS 207

Security Unit Leader

Operational Period __________________________
Date ______________          Time ______________

ICS form 207 
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INCIDENT CHECK-IN LIST (ICS form 207) 1. Incident Name 2. Check-In Location (complete all that apply) 3. Date/Time 

Check one: 
 Personnel  Handcrew  Misc. 
 Engines  Dozers 
 Helicopters  Aircraft 

      
 Base 

      
 Camp 

      
 Staging Area 

      
 ICP Restat 

      
 Helibase 

            

Check-In Information 
4.  List Personnel (overhead) by Agency & Name -OR- 
List equipment by the following format: 

5. 6. 7. 8. 9. 10. 11. 12. 13. 14. 15. 16. 

 
Agency 

 
Single 

 
Kind 

 
Type 

 
I.D. No/Name 

Order/Request 
Number 

Date/ Time 
Check-In 

 
Leader’s Name 

Total No. 
Personnel 

Manifest  
Yes      

No
 
 

No 

Crew or 
Individual’s 

Weight 

 
Home Base 

Departure 
Point 

Method of 
Travel 

Incident 
Assignment 

 
Other 

Qualifications 

Sent to 
RESTAT 
Time/In

t 

                                                                                             

                                                                                             

                                                                                             

                                                                                             

                                                                                             

                                                                                             

                                                                                             

                                                                                             

                                                                                             

                                                                                             

ICS211 – Page 1 
17. Prepared by (Name and Position) Use back for remarks or comments 
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OPERATIONAL PLANNING WORK SHEET (ICS form 
215) 

1. Incident Name 
      

2. Date Prepared 

      
Time Prepared 
      

3.  Operational Period  (Date/Time) 
      

4. 
Division/ Group 

or Other 

5. 
Resource by Type 

(Show Strike Team as ST) 

6. 
Reporting Location 

7. 
 

Requested 
Arrival Time Location Work Assignments Engines Water Tenders Hand Crews Dozers Helicopters Air Tankers 

Other 
  1 2 3 4 1 2 1 2 1 2 3 1 2 3 4 1 2 3  

            Req                                                                                                             
Have                                                                                                 
Need                                                                                                 

            Req                                                                                                             
Have                                                                                                 
Need                                                                                                 

            Req                                                                                                             
Have                                                                                                 
Need                                                                                                 

 
Total Resources -  Single 

Req 

                                                                                                
            

Have 

                                                                                                

Need 

                                                                                          

Total Resources -  Strike Teams 

Req 

                                                                                          
Prepared by (Name and Position)  

      
Have 

                                                                                          

Need 
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INCIDENT ACTION PLAN SAFETY ANALYSIS (ICS form 215a) 1.  Incident Name 
      

2.  Date 
      

3.  Time 
      

LCES* Analysis of Tactical Applications 
Lookouts Communications Escape routes Safety zones Other Risk Analysis 

D
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 d
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p
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LCES Mitigations 

H
a

za
rd

 M
a
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ls 

Tr
a

ns
p
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ta

tio
n,

 1
 H

r. 
+ 

C
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m
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St
ru
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e 
Pr

ot
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n 

  

Other Risk Mitigations 

                   

                   

                   

                   

                   

                   

                   

                   

                   

                   

                   

                   

Prepared by (Name and Position) 
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DEMOBILIZATION CHECKOUT (ICS form 221) page 1 

1.  Incident Name/Number 
      

2.  Date/Time 
      

3.  Demobilization  No. 
      

4.  Unit/Personnel Released 
      
5.  Transportation Type/No. 
      
6.  Actual Release Date/Time 
      

7.  Manifest?    Yes     No  Number        

8.  Destination 9. Notified:     Agency   Region   Area    Dispatch 

  Name:       
  Date:         

10.  Unit Leader Responsible for Collecting Performance Rating 

 

11.  Unit/Personnel 
You and your resources have been released subject to sign off from the following: 
Demobilization Unit Leader check the appropriate box 
Logistics Section 

 Supply Unit       

 Communications Unit       

 Facilities Unit       

 Ground Support Unit Leader       

Planning Section 

 Documentation Unit       

Finance Section 

 Time Unit       

Other 

        

        

12. Remarks 
 
 
 
 

      
13.  Prepared by (include Date and Time) 
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Instructions for completing the Demobilization Checkout (ICS form 221) 

Prior to actual Demobilization Planning Coordination Section (Demobilization Unit) should check with the 
Command Staff (Liaison Officer) to determine any agency specific needs related to Demobilization and 
release.  If any, add to line Number 11. 

Item No. Item Title Instructions 

1. Incident Name/Number Enter Name and/or Number of Incident. 

2. Date & Time Enter Date and Time prepared. 

3. Demobilization Number Enter Agency Request Number, Order Number, or Agency 
Demobilization Number if applicable. 

4. Unit/Personnel Released Enter appropriate vehicle or Strike Team/Task Force ID Number(s) 
and Leader’s name or individual overhead or staff personnel being 
released. 

5. Transportation Enter Method and vehicle ID number for transportation back to 
home unit.  Enter N/A if own transportation is provided.  Additional 
specific details should be included in Remarks, block # 12. 

6. Actual Release Date/Time To be completed at conclusion of Demobilization at time of actual 
release from incident.  Would normally be last item of form to be 
completed. 

7. Manifest Mark appropriate box.  If yes, enter manifest number.  Some 
agencies require a manifest for air travel. 

8. Destination Enter the location to which Unit or personnel have been released.  
i.e.  Area, Region, Home Base, Airport, Mobilization Center, etc. 

9. Area/Agency/ 
Region Notified 

Identify the Area, Agency, or Region notified and enter date and 
time of notification. 

10. Unit Leader Responsible for 
Collecting Performance 
Ratings 

Self-explanatory.  Not all agencies require these ratings. 

11. Resource Supervision Demobilization Unit Leader will identify with a check in the box to 
the left of those units requiring check-out.  Identified Unit Leaders 
are to initial to the right to indicate release. 

Blank boxes are provided for any additional check, (unit 
requirements as needed), i.e.  Safety Officer, Agency Rep., etc. 

12. Remarks Any additional information pertaining to Demobilization or release. 

13. Prepared by Enter the name of the person who prepared this Demobilization 
Checkout, including the Date and Time. 
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ATTACHMENT 3 – CHECKLISTS 
 
This section consists of common National Incident Management System (NIMS)-compliant Incident 
Command System (ICS) checklists used within the Emergency Operations Center (EOC) during an 
emergency or incident.  For additional ICS forms available through FEMA, go to:  
 
 
 ICS Position Checklists 

 Sample Planning Meeting Agenda 

 Checklist of General Tasks 
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ICS Position Checklists 
 
EOC Director 
 
The following checklist should be considered as the minimum requirements for this 
position.  Note that some of the tasks are one-time actions; others are ongoing or 
repetitive for the duration of the incident. 
 
 

 
 

TASK 

 
 
   1. Ensure welfare and safety of incident personnel. 

 
   2. Supervise Command and General Staff. 

 
   3. Obtain initial briefing from current EOC Director and agency administrator. 

 
   4. Assess incident situation: 

    Review the current situation status and initial incident objectives.  
Ensure that all local, State and Federal agencies impacted by the 
incident have been notified. 

   5. Determine need for, establish, and participate in Unified Command. 

 
   6. Authorize protective action statements, as necessary. 

 
   7. Activate appropriate Command and General Staff positions. Safety Officer 

must be appointed on hazardous materials incidents: 
    Confirm dispatch and arrival times of activated resources. 
    Confirm work assignments. 
   8. Brief staff: 

    Identify incident objectives and any policy directives for the management 
of the incident. 

    Provide a summary of current organization. 
    Provide a review of current incident activities. 
    Determine the time and location of first Planning Meeting. 
   9. Determine information needs and inform staff of requirements. 

 
   10. Determine status of disaster declaration and delegation of authority. 
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   11. Establish parameters for resource requests and releases: 

 
    Review requests for critical resources. 
    Confirm who has ordering authority within the organization. 
    Confirm those orders that require Command authorization. 
   12. Authorize release of information to the media: 

    If operating within a Unified Command, ensure all EOC Directors 
approve release. 

   13. Establish level of planning to be accomplished: 

    Written Incident Action Plan (IAP). 
    Contingency planning. 
    Formal Planning Meeting. 
   14. Ensure Planning Meetings are conducted as indicated: 

 
   15. Approve and authorize implementation of the IAP: 

    Review IAP for completeness and accuracy. 
    Verify that objectives are incorporated and prioritized. 
    Sign ICS Form 202. 
   16. Ensure Command and General Staff coordination: 

    Periodically check progress on assigned tasks of Command and 
General Staff personnel. 

    Approve necessary changes to strategic goals and IAP. 
    Ensure that Liaison Officer is making periodic contact with participating 

agencies. 
   17. Work with agency staff to declare state of emergency according to 

agency protocol. 
 

   18. Keep agency administrator informed on incident-related problems and 
progress. 
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Public Information Officer 

The following checklist should be considered as the minimum requirements for this 
position.  Note that some of the tasks are one-time actions; others are ongoing or 
repetitive for the duration of the incident. 
 

  
TASK 

 
   1. Obtain briefing from EOC Director: 

    Determine current status of Incident (ICS Form 209 or equivalent). 
    Identify current organization (ICS Forms 201 and 203, resource lists, 

etc.). 
    Determine point of contact for media (scene or Command Post). 
    Determine current media presence. 
   2. Participate in Administrative Officer’s briefing: 

    Determine constraints on information process. 
    Determine pre-existing agreements for information centers, Joint 

Information Centers (JICs), etc. 
   3. Assess need for special alert and warning efforts, including the hearing 

impaired, non-English speaking populations, and industries especially at 
risk for a specific hazard, or which may need advance notice in order to 
shut down processes. 

 

   4. Coordinate the development of door-to-door protective action statements 
with Operations. 

 
   5. Prepare initial information summary as soon as possible after activation.  

If no other information is available, consider the use of the following 
general statement:  

 
Sample Initial Information Summary 

 
We are aware that an [accident/incident] involving [type of incident] occurred at approximately 
[time], in the vicinity of [general location].  [Agency personnel] are responding, and we will have 
additional information available as we are able to confirm it.  We will hold a briefing at [location], 
and will notify the press at least one-half hour prior to the briefing.  At this time, this briefing is the 
only place where officials authorized to speak about the incident and confirmed information will be 
available.  Thank you for your assistance. 
 
   6. Arrange for necessary workspace, materials, telephones, and staff.  

Consider assigning Assistant Public Information Officers to: 
    Joint Information Center (JIC). 
    Field (scene) Information. 
    Internal Information. 
   7. Establish contact with local and national media representatives, as 

appropriate. 
 

285



ATTACHMENT - 3 
 

 
 

PCC Emergency Operations Plan          173 

   8. Establish schedule for news briefings. 

   9. Coordinate, with Logistics, the activation and staffing of message center 
“rumor control” lines to receive requests and answer questions from the 
public.  Provide statement to operators.  

   10. Obtain current incident status reports from Planning Section; coordinate a 
schedule for updates. 

   11. Observe constraints on the release of information imposed by the EOC 
Director and according to agency guidance. 

   12. Obtain approval for information release from EOC Director: 

    Confirm details to ensure no conflicting information is released. 
    Identify site and time for press briefings, and confirm participation by 

other Incident Management Team (IMT) members. 
   13. Release news to media, and post information in Command Post and 

other appropriate locations. 
   14. Record all interviews and copy all news releases:  

    Contact media to correct erroneous or misleading information being 
provided to the public via the media. 

   15. Update off-incident agency personnel on a regular basis: 

    Utilize electronic mail for agency updates. 
    Establish phone line in the Command Post dedicated to internal 

communications to update agency personnel. 
    Provide standard statement which can be given to general requests for 

information. 
   16. Coordinate information releases with information staff from other 

impacted agencies and jurisdictions: 
    Ensure that information provided to the public is consistent across 

jurisdictional boundaries, when appropriate. 
   17. Attend Planning Meetings 

 
   18. Respond to special requests for information. 

 
   19. Provide all news releases, bulletins, and summaries to Documentation 

Unit to be included in the final incident package. 
 
   20. Confirm the process for the release of information concerning incident-

related injuries or deaths. 
 
   21. Document all activity on Unit Log (ICS Form 214). 
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Safety Officer 
 
The following checklist should be considered as the minimum requirements for this position.  Note 
that some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the 
incident. 
 
 

 
 

TASK 

 
 
   1. Obtain briefing from EOC Director and/or from initial on-scene Safety 

Officer. 
 
   2. Identify hazardous situations associated with the incident.  Ensure 

adequate levels of protective equipment are available and being used. 
 

   3. Staff and organize function, as appropriate:  

    In multi-discipline incidents, consider the use of an Assistant Safety 
Officer from each discipline. 

    Multiple high-risk operations may require an Assistant Safety Officer at 
each site. 

    Request additional staff through incident chain of command. 
 
   4. Identify potentially unsafe acts. 

 
   5. Identify corrective actions and ensure implementation.  Coordinate 

corrective action with Command and Operations. 
 
   6. Ensure adequate sanitation and safety in food preparation. 

 
   7. Debrief Assistant Safety Officers prior to Planning Meetings. 

 
   8. Prepare Incident Action Plan Safety and Risk Analysis (USDA ICS Form 

215A). 
 

   9. Participate in Planning and Tactics Meetings: 

    Listen to tactical options being considered.  If potentially unsafe, assist 
in identifying options, protective actions, or alternate tactics. 

    Discuss accidents/injuries to date.  Make recommendations on 
preventative or corrective actions. 

 
   10. Attend Planning meetings 
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   11. Participate in the development of Incident Action Plan (IAP): 

    Review and approve Medical Plan (ICS Form 206). 
    Provide Safety Message (ICS Form 202) and/or approved document. 
    Assist in the development of the “Special Instructions” block of ICS 

Form 204, as requested by the Planning Section. 
 
   12. Investigate accidents that have occurred within incident areas: 

    Ensure accident scene is preserved for investigation. 
    Ensure accident is properly documented. 
    Coordinate with incident Compensation and Claims Unit Leader, 

agency Risk Manager, and Occupational Safety and Health 
Administration (OSHA). 

    Prepare accident report as per agency policy, procedures, and 
direction. 

 
 
   13. Coordinate critical incident stress, hazardous materials, and other 

debriefings, as necessary. 
 
   14. Document all activity on Unit Log (ICS Form 214). 
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Liaison Officer 
 
The following checklist should be considered as the minimum requirements for this position.  Note 
that some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the 
incident. 

 
 
 
   3. Establish workspace for Liaison function and notify agency 

representatives of location.  
 

   4. Contact and brief assisting/cooperating agency representatives and 
mutual aid cooperators. 

 

 

 
 

TASK 

 
 
   1. Obtain briefing from EOC Director: 

 
    Obtain summary of incident organization (ICS Forms 201 and 203). 
 
    Determine companies/agencies/non-governmental organizations 

already involved in the incident, and whether they are assisting (have 
tactical equipment and/or personnel assigned to the organization), or 
cooperating (operating in a support mode "outside" the organization). 

 
   2. Obtain cooperating and assisting agency information, including: 

 
    Contact person(s). 
 
    Radio frequencies. 
 
    Phone numbers. 
 
    Cooperative agreements. 
 
    Resource type. 
 
    Number of personnel. 
 
    Condition of personnel and equipment. 
 
    Agency constraints/limitations. 
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   5. Interview agency representatives concerning resources and capabilities, 
and restrictions on use-provide this information at planning meetings. 

 

   6. Work with Public Information Officer and EOC Director to coordinate 
media releases associated with inter-governmental cooperation issues. 

 

 
   7. Monitor incident operations to identify potential inter-organizational 

problems.  Keep Command apprised of such issues: 
 
    Bring complaints pertaining to logistical problems, inadequate 

communications, and strategic and tactical direction to the attention of 
Incident Management Team (IMT). 

 
   8. Participate in Planning Meetings 

 
 
   9. Document all activity on Unit Log (ICS Form 214). 
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Operations Coordination Section Chief 
 
The following checklist should be considered as the minimum requirements for this position.  Note 
that some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the 
incident. 

  
 

TASK 

 
   1. Obtain briefing from EOC Director: 

    Determine incident objectives and recommended strategies. 
    Determine status of current tactical assignments. 
    Identify current organization, location of resources, and 

assignments. 
    Confirm resource ordering process. 
    Determine location of current Staging Areas and resources assigned 

there. 
 
   2. Organize Operations Coordination Section to ensure operational 

efficiency, personnel safety and adequate span of control. 
 
   3. Establish operational period. 

 
   4. Establish and demobilize Staging Areas. 

 
   5. Attend Operations Briefing and assign Operations personnel in 

accordance with Incident Action Plan (IAP): 
    Brief Staging Area Manager on types and numbers of resources to 

be maintained in Staging. 
    Brief tactical elements (Branches, Divisions/Groups, Task 

Force/Strike-Team Leaders) on assignments, ordering process, 
protective equipment, and tactical assignments. 

   6. Develop and manage tactical operations to meet incident objectives. 

 
   7. Assess life safety: 

    Adjust perimeters, as necessary, to ensure scene security. 
    Evaluate and enforce use of appropriate protective clothing and 

equipment. 
    Implement and enforce appropriate safety precautions. 
 
   8. Evaluate situation and provide update to Planning Section: 

    Location, status, and assignment of resources. 
    Effectiveness of tactics. 
    Desired contingency plans. 
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   12. Ensure coordination of the Operations Coordination Section with other 
Command and General Staff: 

 
    Ensure Operations Coordination Section timekeeping, activity logs, 

and equipment use documents are maintained and passed to 
Planning, Logistics, and Finance/Administration Sections, as 
appropriate. 

    Ensure resource ordering and logistical support needs are passed to 
Logistics in a timely fashion-enforce ordering process. 

    Notify Logistics of communications problems. 
    Keep Planning up to date on resource and situation status. 
    Notify Liaison Officer of issues concerning cooperating and assisting 

agency resources. 
    Keep Safety Officer involved in tactical decision-making. 
    Keep EOC Director apprised of status of operational efforts. 
    Coordinate media field visits with the Public Information Officer. 
 
   13. Attend the Tactics Meeting with Planning Coordination Section Chief, 

Safety Officer, and EOC Director prior to the Planning Meeting to review 
strategy, discuss tactics, and outline organization assignments.  

 
   14. Attend Planning Meetings 

 
   15. Hold Section meetings, as necessary, to ensure communication and 

coordination among Operations Branches, Divisions, and Groups. 
 

 
 
  

 
   9. Determine need and request additional resources. 

 
   10. Keep Resources Unit up to date on changes in resource status. 

 
   11. Write formal Operations portion of IAP with the Planning Coordination 

Section Chief, if so directed by the EOC Director: 
    Identify assignments by Division or Group. 
    Identify specific tactical assignments. 
    Identify resources needed to accomplish assignments. 
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Planning Coordination Section Chief 
 
The following checklist should be considered as the minimum requirements for this position.  Note 
that some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the 
incident. Tasks may be delegated to the appropriate Unit Leader 
 

 

 

 

TASK 
   

1. Obtain briefing from EOC Director: 
    Determine current resource status (ICS Form 201). 
    Determine current situation status/intelligence (ICS Form 201). 
    Determine current incident objectives and strategy. 
    Determine whether EOC Director requires a written Incident Action Plan (IAP). 
    Determine time and location of first Planning Meeting. 
    Determine desired contingency plans. 
 
   2. Activate Planning Coordination Section positions, as necessary, and notify Resources 

Unit of positions activated. 
 
   3. Establish and maintain resource tracking system. 

 
   4. Complete ICS Form 201, if not previously completed, and provide copies to Command, 

Command Staff, and General Staff.  
   5. Advise Incident Command Post (ICP) staff of any significant changes in incident status. 

 

   6. Compile and display incident status summary information.  Document on ICS Form 209, 
Incident Status Summary (or other approved agency forms): 

 
    Forward incident status summaries to Agency Administrator and/or other designated 

staff once per operational period, or as required. 
    Provide copy to Public Information Officer. 
   7. Obtain/develop incident maps. 

 
   8. Establish information requirements and reporting schedules for ICP and field staff. 

 
   9. Prepare contingency plans: 

    Review current and projected incident and resource status. 
    Develop alternative strategies. 
    Identify resources required to implement contingency plan. 
    Document alternatives for presentation to EOC Director and Operations, and for 

inclusion in the written IAP. 
 
   10. Meet with Operations Coordination Section Chief and/or Command, prior to Planning 

Meetings, to discuss proposed strategy and tactics and diagram incident organization and 
resource location.  

   11. Conduct Planning Meetings according to following agenda: 
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   12. Supervise preparation and distribution of the written IAP, if indicated.  Minimum 
distribution is to all Command, Command Staff, General Staff, and Operations personnel 
to the Division/Group Supervisor level:  

    Establish information requirements and reporting schedules for use in preparing the 
IAP. 

    Ensure that detailed contingency plan information is available for consideration by 
Operations and Command. 

    Verify that all support and resource needs are coordinated with Logistics Coordination 
Section prior to release of the IAP. 

    Include fiscal documentation forms in written IAP as requested by the 
Finance/Administration Section. 

    Coordinate IAP changes with General Staff personnel and distribute written changes, 
as appropriate. 

 
   13. Coordinate development of Incident Traffic Plan with Operations and the Ground Support 

Unit Leader. 
 
   14. Coordinate preparation of the Safety Message with Safety Officer. 

 
   15. Coordinate preparation of the Incident Communications Plan and Medical Plan with 

Logistics. 
 
   16. Instruct Planning Coordination Section Units in distribution of incident information. 

 
   17. Provide periodic predictions on incident potential. 

 
   18. Establish a weather data collection system, when necessary. 

 
   19. Identify need for specialized resources; discuss need with Operations and Command; 

facilitate resource requests with Logistics. 
 

   20. Ensure Section has adequate coverage and relief. 

 
   21. Hold Section meetings as necessary to ensure communication and coordination among 

Planning Coordination Section Units. 
 
   22. Ensure preparation of demobilization plan, if appropriate. 

 
   23. Ensure preparation of final incident package and route to Agency Administrator for 

archiving or follow-up after Incident Management Team (IMT) demobilization. 
 

   24. Provide briefing to relief on current and unusual situations. 

 
   25. Ensure that all staff observe established level of operational security. 

 
   26. Ensure all Planning functions are documenting actions on Unit Log (ICS Form 214). 

 

   27. Submit all Section documentation to Documentation Unit. 
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Logistics Coordination Section Chief 
 
The following checklist should be considered as the minimum requirements for this position.  Note 
that some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the 
incident. Tasks may be delegated to the appropriate Branch Director or Unit Leader. 
 
 
 

 
 

TASK 

 
 
   1. Obtain briefing from EOC Director: 

 
    Review situation and resource status for number of personnel 

assigned to incident. 
 
    Review current organization. 
 
    Determine which incident facilities have been/should be activated. 
 
   2. Ensure Incident Command Post and other incident facilities are physically 

activated, as appropriate. 
 
   3. Confirm resource ordering process.  

 
   4. Assess adequacy of current Incident Communications Plan (ICS Form 

205). 
 

 
   5. Organize and staff Logistics Section, as appropriate, and consider the 

need for facility security, and Communication and Supply Units. 
 
   6. Assemble, brief, and assign work locations and preliminary work tasks to 

Section personnel: 
 
    Provide summary of emergency situation. 

 
    Provide summary of the kind and extent of Logistics support the 

Section may be asked to provide. 
 
   7. Notify Resources Unit of other Units activated, including names and 

location of assigned personnel. 
 
   8. Attend Planning Meetings 
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   9. Participate in preparation of Incident Action Plan (IAP): 

 
    Provide input on resource availability, support needs, identified 

shortages, and response timelines for key resources. 
 
    Identify future operational needs (both current and contingency), in 

order to anticipate logistical requirements. 
 
    Ensure Incident Communications Plan (ICS Form 205) is prepared. 
 
    Ensure Medical Plan (ICS Form 206) is prepared. 
 
    Assist in the preparation of Transportation Plan. 
 
   10. Review IAP and estimate section needs for next operational period; order 

relief personnel if necessary. 
 
   11. Research availability of additional resources. 

 
   12. Hold Section meetings, as necessary, to ensure communication and 

coordination among Logistics Branches and Units. 
 
   13. Ensure coordination between Logistics and other Command and General 

Staff.  

   14. Ensure general welfare and safety of Section personnel. 

 
   15. Provide briefing to relief on current activities and unusual situations. 

 

   16. Ensure that all personnel observe established level of operational 
security.  

   17. Ensure all Logistics functions are documenting actions on Unit Log (ICS 
Form 214). 

 

   18. Submit all Section documentation to Documentation Unit. 
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Finance/Administration Coordination Section Chief 
 
The following checklist should be considered as the minimum requirements for this position.  Note 
that some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the 
incident. Tasks may be delegated to the appropriate Unit Leader. 
 
 

 
 

TASK 

   1. Obtain briefing from EOC Director: 

    Incident objectives. 
    Participating/coordinating agencies. 

    Anticipated duration/complexity of incident. 
    Determine any political considerations. 

    Obtain the names of any agency contacts the EOC Director knows about. 
    Possibility of cost sharing. 

    Work with EOC Director and Operations Coordination Section Chief to ensure work/rest 
guidelines are being met, as applicable. 

   2. Obtain briefing from agency administrator: 

    Determine level of fiscal process required. 
    Delegation of authority to EOC Director, as well as for financial processes, particularly 

procurement. 
    Assess potential for legal claims arising out of incident activities. 
    Identify applicable financial guidelines and policies, constraints and limitations. 
   3. Obtain briefing from agency Finance/Administration representative: 

    Identify financial requirements for planned and expected operations. 
    Determine agreements are in place for land use, facilities, equipment, and utilities. 
    Confirm/establish procurement guidelines. 
    Determine procedure for establishing charge codes. 
    Important local contacts. 
    Agency/local guidelines, processes. 
    Copies of all incident-related agreements, activated or not. 
    Determine potential for rental or contract services. 
    Is an Incident Business Advisor (IBA) available, or the contact information for an agency 

Financial/Administration representative? 
    Coordinate with Command and General Staff and agency Business Office staff to determine the 

need for temporary employees. 
    Ensure that proper tax documentation is completed. 
    Determine whether hosting agency will maintain time records, or whether the incident will 

document all time for the incident, and what forms will be used. 
   4. Ensure all Sections and the Supply Unit are aware of charge code. 

   5. Attend Planning Meeting: 

    Provide financial and cost-analysis input. 
    Provide financial summary on labor, materials, and services. 
    Prepare forecasts on costs to complete operations. 
    Provide cost benefit analysis, as requested. 
    Obtain information on status of incident; planned operations; changes in objectives, use of 

personnel, equipment, aircraft; and local agency/political concerns. 
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   6. Gather continuing information: 

    Equipment time—Ground Support Unit Leader and Operations Section. 
    Personnel time—Crew Leaders, Unit Leaders, and individual personnel. 
    Accident reports—Safety Officer, Ground Support Unit Leader, and Operations Section. 
    Potential and existing claims—Operations Section, Safety Officer, equipment contractors, agency 

representative, and Compensation/Claims Unit Leader. 
    Arrival and demobilization of personnel and equipment— Planning Section. 
    Daily incident status—Planning Section. 
    Injury reports—Safety Officer, Medical Unit Leader, and Compensation/Claims Unit Leader. 
    Status of supplies—Supply Unit Leader and Procurement Unit Leader. 
    Guidelines of responsible agency—Incident Business Advisor, local administrative personnel. 
    Use agreements—Procurement Unit Leader and local administrative personnel. 
    What has been ordered? —Supply Unit Leader. 
    Unassigned resources—Resource Unit Leader and Cost Unit Leader. 
   7. Meet with assisting and cooperating agencies, as required, to determine any cost-share agreements 

or financial obligation. 
   8. Coordinate with all cooperating agencies and specifically administrative personnel in hosting agency. 
   9. Initiate, maintain, and ensure completeness of documentation needed to support claims for 

emergency funds, including auditing and documenting labor, equipment, materials, and services: 

 
    Labor—with breakdown of work locations, hours and rates for response personnel, contract 

personnel, volunteers, and consultants. 
    Equipment—with breakdown of work locations, hours and rates for owned and rented aircraft, 

heavy equipment, fleet vehicles, and other equipment. 
    Materials and supplies purchased and/or rented, including equipment, communications, office and 

warehouse space, and expendable supplies. 
   10. Initiate, maintain, and ensure completeness of documentation needed to support claims for injury 

and property damage.  (Injury information should be kept on contracted personnel formally assigned 
to the incident, as well as paid employees and mutual aid personnel).  

   11. Ensure that all personnel time records reflect incident activity and that records for non-agency 
personnel are transmitted to home agency or department according to policy: 

 
    Notify incident management personnel when emergency timekeeping process is in effect and 

where timekeeping is taking place. 
    Distribute time-keeping forms to all Sections-ensure forms are being completed correctly. 
   12. Ensure that all obligation documents initiated by the incident are properly prepared and completed. 
   13. Assist Logistics in resource procurement: 

    Identify vendors for which open purchase orders or contracts must be established. 
    Negotiate ad hoc contracts. 
   14. Ensure coordination between Finance/Administration and other Command and General Staff. 
   15. Coordinate Finance/Administration demobilization. 
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Sample Planning Meeting Agenda 
 
 Agenda Item Responsible Party 
 
1. Briefing on situation/resource status. Planning/Operations 

Coordination Section Chiefs 
2. Discuss safety issues. Safety Officer 
3. Set/confirm incident objectives. EOC Director 
4. Plot control lines & Division boundaries. Operations Coordination 

Section Chief 
5. Specify tactics for each Division/Group. Operations Coordination 

Section Chief 
6. Specify resources needed for each 

Division/Group. 
Operations/Planning 

Coordination Section Chiefs 
7. Specify facilities and reporting locations. Operations/Planning/Logistics 

Coordination Section Chiefs 
8. Develop resource order. Logistics Coordination 

Section Chief 
9. Consider communications/medical/ 

transportation plans. 
Logistics/Planning 

Coordination Section Chiefs 
10. Provide financial update. Finance/Administration 

Coordination Section Chief 
11. Discuss interagency liaison issues. Liaison Officer 
12. Discuss information issues. Public Information Officer 
13. Finalize/approve/implement plan. EOC Director /All 
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Checklist of General Tasks 

Immediate  Confirm identity of involved student(s) or employee(s).  Note that multiple
individuals may have the same name. 

 Call together the EOC Team.
 Contacts the President and Deans.
 Involve faculty advisor, other close faculty member, or close students into

response group (if appropriate).
 Determine who needs to be consulted (e.g. Campus/community

representatives involved in the crisis by nature of their positions, local law
enforcement or legal counsel).

 Begin process of documenting response.
 Consider hosting a campus gathering the first night with speakers.

Communication  What is official/public statement about event?  When, where and by
whom will this be communicated?  Who should receive this statement?

 What method of communication should be used to communicate to the
campus community - students, faculty, staff (e.g. all campus gathering,
voice mail, e-mail, written memo distributed and posted, all campus
email, webpage)?

 Create scripted communication for anyone answering telephone
inquiries.  Include how to direct calls and respond to questions.

 What is our plan if outside media come to campus?  How do we inform
the community to direct media inquiries to the PIO?

 When and where will press briefings occur?  Need to create facilities for
press, phone, and parking.

 What do we tell the community about external media and their presence
on campus?

 Do we need to establish a “dedicated line” where concerned people can
phone to get current information?

 Where do we physically need campus representatives?  (e.g. residence
hall?  In a class?  In a department?)

 What equipment will aid communication?

 How will communication with families be conducted?  By whom, in
what manner (phone call, in person?)

 What are ongoing communication needs?

 Is a campus gathering appropriate?  Where and when?  How
communicated?
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Local/Civil 
Authorities 

 What information do we need from local Security and fire departments?  
What information do we need to provide to them?  Who will attend to 
this? 

 What contact do we need with local hospital or coroner?  Who will 
attend to this? 

 What contact will local authorities have with affected families?  What 
constitutes “official” notification? 

 Can local clergy be of assistance? 

 Who will travel where and for what reasons?  Under what conditions? 

 

 
Business 
Continuity 
 

 
 What is done to ensure that normal campus operations continue? 

 Plan for “garden variety” crisis that may happen concurrently with 
catastrophe. 

 Should classes and campus events proceed as planned? 

 Are special/extra safety and security measures needed (traffic control, 
for example) to ensure “business as usual”. 

 

Families 
 

 What info has family received and from whom – Security?  Hospital? 

 Are there any siblings on campus?  If so, what is order of contact with 
family and on-campus siblings? 

 Who should make contact? 

 What and where is the emergency contact information? 

 What about logistics – travel, housing, accommodations?  Who will be 
the host and point of contact for the family? 

 What is the student’s religious background? 

 Will a campus representative travel to the family?  To a funeral or 
memorial?  

 If student death, discuss a refund of semester’s tuition. 

 Consider appropriate recognition at commencement. 

 Pull student name(s) from pending campus mailings. 

 Offer to pack belongings or close student room until family is ready to 
pack.  Involve family in this decision.  Ship belongings home. 

 Follow-up with family – condolences, etc. 

 What emergency, psychological, or spiritual support can we provide? 
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Campus Effects 
 

 What other students/employees will be affected right away e.g. 
roommates, significant others, friends?  How will they be notified?  How 
do we identify other important people to notify immediately?  Ask 
friends “who else should be notified”. Remember foreign students and 
those studying abroad. 

 Was student member of team or student organization or work-study 
student?  If so, notify coach/advisor/supervisor.  Is students’ team or 
organization away from campus?  If so, how should they be notified? 

 Faculty and advisor notification. 

 Will planned campus events need to be changed? 

 Follow-up.  Monitor individual groups and residential community over 
time. 

 Should we provide meeting/support for faculty or other non-students? 

 What ongoing stress debriefing opportunities are appropriate? 

 
Details 

 
 Room and roommate – arrange for move if necessary, provide 

assistance, housekeeping clean room as soon as authorities allow. 

 Bills – What if siblings are attending?  What if they leave?  Can we 
reimburse tuition? 

 Transportation to funeral(s).  Who will/may go? 

 Flowers and official condolences. 

 Contact Financial Aid – If student(s) received loans, documentation may 
be required to discharge the loans.  Parent may have to be involved in 
this process. 

 Contact Advising, Registrar Office, Financial Aid, Accounting Office to 
update all student records to avoid unnecessary mailings, billings, etc. 

 

Ceremonies 
Memorials 
 

 What, if anything, does the family want?  Ceremony and timing.  Who 
will coordinate? 

 What if anything, do on-campus friends want?  Who will coordinate 
this? 

 What, if anything, do groups (e.g. team, student organization) want? 

 Memorial – service on campus, scholarship, notice at commencement, 
academic awards, memorial tree? 

 Local church/synagogue/mosque. 

 Transportation of family. 

 Who should go to the funeral? Memorial?  Provide ways for students to 
go if appropriate. 
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Long-Term 
Issues 

 What ongoing attention should be paid to surviving students/friends?  
By whom? 

 What ongoing attention should be paid to families? 

 How should we prepare for a delayed stress reaction 1-2 months after 
the event?  On anniversaries of the event? 

 What resources are available?  Counseling?  EAP?  Campus Ministry? 
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ATTACHMENT 4 – PLAN VIEW OF CAMPUS 
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ATTACHMENT 5 – RISK ASSESSMENT 
 

PCC HAZARD RISK ASSESSMENT  2020              
    SEVERITY = MAGNITUDE of IMPACTS 

SEVERITY 
IMPACTS 

UNMITIGATED 
RISK PREPAREDNESS RELATIVE RISK  THREAT EVENT/ HAZARD PROBABILITY HUMAN IMPACT 

FACILITIES 
IMPACT 

INSTITUTIONAL 
IMPACT 

  Relative 
likelihood this 

will occur 

Potential deaths 
or injuries 

Physical 
damage and 

costs 

Interruption of 
research & 

teaching Impact 
reputation/image 

Overall 
Impact 

(Average) 

Probability x 
Severity 
Impacts 

Level of 
Preparedness 

Unmitigated 
Risk/Preparedness 

Natural Hazards      Technological                    
Human                           Terrorism       Likelihood Extent Number Extent Cost Duration PR Severity Unmitigated Preparedness 

To sort results, 
Unprotect sheet, 

GoTo (F5) 
"ResultSort" then 
use Sort function 

Earthquake 3.69 1.08 4.23 4.45 3.90 4.18 2.58 3.40 12.56 2.45 5.126 
Community Health Crisis 4.33 1.58 3.77 1.45 1.70 3.00 3.00 2.42 10.46 2.36 4.434 
Act of Terrorism 2.94 1.08 4.31 3.60 2.20 2.55 3.64 2.90 8.52 2.18 3.907 
Civil Unrest 3.31 1.25 3.46 3.40 1.40 1.91 3.27 2.45 8.10 2.27 3.570 
Cyber Attack 4.13 1.25 2.00 2.00 2.10 2.80 3.80 2.33 9.60 2.82 3.405 
Tornado 2.00 1.08 2.85 3.00 2.30 3.00 1.33 2.26 4.52 1.45 3.117 
Utility Failure 4.25 1.25 2.25 2.30 1.45 1.82 2.36 1.91 8.10 2.64 3.067 
Ice/Snowstorm 4.44 1.92 3.00 2.10 1.20 2.09 1.67 2.00 8.87 2.91 3.046 
Structure Fire 3.44 1.08 3.54 3.36 2.30 3.00 2.64 2.65 9.13 3.00 3.042 
Active Shooter/Threat 3.38 1.15 4.46 2.60 1.60 2.64 4.09 2.76 9.32 3.09 3.015 
Volcanic Eruption 2.38 1.23 2.85 2.91 2.44 2.73 1.60 2.29 5.46 1.82 2.999 
Wildfire 3.00 1.00 3.00 2.40 1.90 2.18 1.45 1.99 5.97 2.00 2.983 
Transportation Accident 
Involving Staff/Students 3.81 1.92 3.46 1.60 1.27 1.40 2.70 2.06 7.84 2.82 2.781 
Landslide 3.00 1.00 2.69 2.27 2.10 2.82 1.58 2.08 6.23 2.27 2.744 
Bomb Threat 3.50 1.08 3.31 2.70 1.60 1.78 2.50 2.16 7.57 2.82 2.683 
Train Accident 2.07 1.00 3.00 1.90 1.36 1.60 1.90 1.79 3.71 1.40 2.652 
Haz Mat 3.50 1.54 3.31 2.20 1.60 2.18 3.00 2.31 8.07 3.09 2.611 
Extreme Heat 4.00 1.54 2.46 1.50 1.20 1.90 1.25 1.64 6.57 2.55 2.575 
Extreme Cold 4.00 1.62 2.62 1.50 1.10 2.00 1.25 1.68 6.73 2.64 2.548 
Flood 2.88 1.07 2.15 2.27 2.30 2.64 1.58 2.00 5.76 2.36 2.443 

AVERAGE SCORE 3.36 1.30 2.93 2.29 1.74 2.29 2.17 2.12 7.09 2.48 2.86 
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ATTACHMENT 6 – CONTACT LISTS 
 

 

306



ATTACHMENT - 7 
 

 
 

PCC Emergency Operations Plan          194 

ATTACHMENT 7 – RESOURCE LISTS 
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ATTACHMENT 8 – TRAINING SCHEDULE 

 

Date 
Exercise 
Type 

Participants Objectives Notes 

2020 L363 Policy Group 
and EOC 
Team 

Complete the FEMA 
L363 Course 

Have Policy Group members, EOC Team, and alternates complete the 
FEMA L363 Course. 

Monthly Meeting Core Team Continuous 
Improvement 

Review issues of the past month. Discuss updates needed 

Monthly Drills Core Team Test access and 
familiarity with 
Emergency Notification 
System (ENS) 

Authorized users should ensure that they can access the ENS and send a 
test message to themselves or the CORE team to show proficiency 

Quarterly Exercise Core Team Continuous 
Improvement and 
Proficiency 

Conduct a tabletop or functional exercise at least quarterly that last a 
minimum of 1 hour 

Quarterly Drills Various 
Buildings 

Evacuation Conduct a fire drill quarterly in various buildings at different times of the 
day, or more frequently per State law 

Semi-
Annually 

Drills Campus-wide Familiarization Conduct a test of the Emergency Notification System at least once in the 
Fall and once in the Spring 

Annually Meeting Faculty/Staff
/Students 

Continuous 
Improvement and 
Proficiency 

Conduct awareness training with all faculty and staff, and as many 
students as possible. 

Annually Drills Campus-wide Familiarization and 
Proficiency 

Conduct 1 each Lockout, Lockdown and Evacuation drill each year, or 
more frequently per State law 
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