
DO YOU KNOW
WHAT TO DO IN

AN EMERGENCY?

Campus Emergency Response
Roles & Responsibilities



INTRODUCTION

Overview

Emergenci es  can happen anyt ime,  anywhere—and knowi ng your  rol e  i n  a  cr is i s  is
essent i al  to  ensuri ng a  swift ,  coordinated,  and ef fect i ve  response.  Woodland
Communi ty  Col lege’ s  C a m p u s  E m e r g e n c y  R e s p o n s e  R o l e s  &  R e s p o n s i b i l i t i e s  i s  an  easy-
to-use gui de desi gned to  hel p  students,  facul ty ,  staf f ,  and emergency personnel
understand thei r  speci f ic  dut i es  when faced wi th  an emergency s i tuat i on.

From evacuati ons  and medical  incidents  to  severe  weather  and act ive  threats ,  thi s
gui de outl i nes  c lear ,  role-speci f ic  act ions  to  take i n  order  to  maintain  safety,
mi ni mi ze  r i sks,  and support  campus-wide emergency ef forts .  Whether  you're  a
professor ,  admi ni strator ,  c lass i f i ed professional  or  f i rst  responder,  bei ng prepared
can make al l  the  di f ference.
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OFFICE OF THE PRESIDENT

President

Responsibi l it ies:
Strategic  Decision-Making:  Provide overal l  leadership  and direct ion during an emergency.

Contact  911
Col laborate  with  local  law enforcement
Implement  Emergency Operat ing Procedures

Coordinate  with  campus security
Coordinate  with  Cal  Off ice  of  Emergency Services

Communication:  Serve  as  the pr imary  spokesperson for  the  col lege,  communicat ing with  the col lege
community,  the  media,  the  Board of  Trustees,  and external  agencies.

Send Catapult  messages.
Send emai l  as  necessary.
Inform Distr ict  Off ice  as  necessary.
Ensure  messages  are  posted on social  media  as  necessary.

Resource Al location:  Authorize  the use  of  col lege resources  to  manage the emergency and ensure
continuity  of  operat ions.

Contact  Keenan
Submit  formal  request  for  resources  as  necessary.

Training:
FEMA training (onl ine)

Required Training:
Emergency Management  -FEMA Trainings  Sect ion
IS-100.c :  Introduct ion To the Incident  Commend System
IS-200.c :  Basic  Incident  Command System For  In it ia l  response
IS-700.B:  An Introduct ion to  the Nat ional  Incident  Management  System
IS-906:  Workplace Security  Awareness

Keenan Safe  Col leges
https://yccd-keenan.safecol leges.com/login

Coordination:  Coordinate  with  local ,  state,  and federal  agencies  as  needed.

Post-Incident  Review:  Lead the post- incident  review to  assess  the col lege’s  response and improve future
preparedness.

Obtain  a  copy of  the  incident  and/or  pol ice  report
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SAFETY COMMITTEE

S a f e t y  C o mmi t t e e

Required Training:
Complete  WCC Emergency Response Training.
Keenan Safe  Col leges:  

L ink:  https://yccd-keenan.safecol leges.com/login
1.  Using your  web browser,  go  to  the Keenan Vector  LMS,  Higher  Educat ion Edit ion website  for  Yuba
Community  Col lege Distr ict :  https://yccd-keenan.safecol leges.com/
2.  Enter  your  Username:  (YCCD emai l  address)

Safety  Committee Operat ions  
Accident  Invest igat ion –  This  course  is  d irected toward supervisors  invest igat ing accidents.

Optional  Training:
General  Safety  

F ire  Ext inguisher  Safety

Environmental
Science Lab Chemical  Spi l ls
Back Injury  and Li f t ing
Wildf i re  Smoke Prevention
Workplace Injury  Prevention
Sl ips,  Tr ips  and Fal ls
Injury  &  I l lness  Prevention Program
Heat  I l lness  Prevention

 
Human Resources

Workplace Violence:  Awareness  &  Prevention
 
Emergency Management Roles

Emergency Management  
Cr is is  Response and Recovery
Act ive  Shooter :  Run,  Hide,  F ight

 
Optional  (role  dependent)  Training:

Emergency Management  -FEMA Trainings  Sect ion
(PIO)  Publ ic  Information Off icers  (2  courses)
IS-2905:  coordinat ing Health  and Social  Services  Recovery
IS-363:  Introduct ion to  Emergency Management  for  Higher  Educat ion
Managers/Leadership  (10  courses)
Maintenance & Operat ions/Faci l i t ies  (1  course)
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VICE PRESIDENTS

Vice Presidents

Responsi bi l i t i es:
Operati onal  Oversi ght:  Ensure  that  thei r  respect i ve  ar eas  ( Academi c  Af f a i r s ,  St udent  Ser vi ces,  et c . )  are
pr epar ed f or  emergenci es  and can respond ef f ect i vel y .

Pr ovi de t rai ni ng opt i on and remi nders  once per  year

Requi red Trai ni ng:
Compl ete  WCC Emer gency Response Trai ni ng.
Keenan Saf e  Col l eges:  
Li nk:  ht t ps: //yccd- keenan. saf ecol l eges. com/ l ogi n
1.  Usi ng your  web br owser,  go  t o  the  Keenan Vect or  LMS,  Hi gher  Educat i on Edi t i on websi t e  f or  Yuba
Communi t y  Col l ege Di str i ct :  ht t ps: / / yccd- keenan. saf ecol l eges. com/
2.  Ent er  your  Username:  ( YCCD emai l  addr ess)

Communi cati on :  Ass i st  t he  Presi dent  i n  di ssemi nat i ng i nf or mat i on t o  t he  campus communi t y.
Lever age t ext  communi cat i on wi th  di rect  repor t s ,  as  necessar y.  

Li ai son Rol e:  Act  as  l i a i sons  bet ween the Pr esi dent  and Deans/ Management ,  ensur i ng t hat  di r ect i ves  are
i mpl ement ed ef f i c i ent l y .

Support:  Provi de gui dance and support  t o  Deans,  f acul t y ,  and c l ass i f i ed pr of essi onal s  dur i ng an
emer gency.

Coordi nat e  wi t h  Communi Care  and Ti mel yCar e  t o  make counsel i ng.
Suppor t  compl et i on of  I nci dent  Repor t .

Conti nui ty  Pl anni ng:  Devel op and i mpl ement  conti nui t y  pl ans  f or  t hei r  d i v i s i ons,  ensur i ng mi ni mal
di sr upt i on t o  academi c  and admi ni st rat i ve  f unct i ons.
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DEANS & MANAGERS

Deans

Responsibi l it ies:
Emergency Plans:  Ensure  that  emergency plans  are  communicated,  and understood within  their  departments.

Ensure  or  support  attendance and part ic ipat ion in  training.
Conf irm Emergency Procedures  are  posted in  c lassrooms.

Required Training:
Complete  WCC Emergency Response Training.
Keenan Safe  Col leges:  
Link:  https://yccd-keenan.safecol leges.com/login
1.  Using your  web browser,  go  to  the Keenan Vector  LMS,  Higher  Educat ion Edit ion website  for  Yuba
Community  Col lege Distr ict :  https://yccd-keenan.safecol leges.com/
2.  Enter  your  Username:  (YCCD emai l  address)

Personnel  Safety:  Account  for  the  safety  of  faculty ,  staf f ,  and students  within  their  d iv is ions  and init iate
emergency procedures.

Ensure  faculty  and staf f  are  registered for  Catapult .

Resource Management:  Coordinate  the al locat ion of  departmental  resources  in  response to  the emergency.

Communication:  Serve  as  the  point  of  contact  between the Vice  Presidents  and department- level  faculty  and
staf f .

Evacuation/Lockdown Leadership:  Lead evacuation or  lockdown procedures  within  their  respect ive  bui ldings  or
departments.

Management/Managers

Responsibi l it ies:
Implementation:  Execute  emergency procedures  within  their  areas  of  responsibi l i ty  and ensure  that  their  teams
are  prepared.

Required Training:
Complete  WCC Emergency Response Training.
Keenan Safe  Col leges:  
Link:  https://yccd-keenan.safecol leges.com/login
1.  Using your  web browser,  go  to  the Keenan Vector  LMS,  Higher  Educat ion Edit ion website  for  Yuba
Community  Col lege Distr ict :  https://yccd-keenan.safecol leges.com/
2.  Enter  your  Username:  (YCCD emai l  address)

Safety Compliance:  Ensure  that  a l l  safety  protocols  are  fol lowed and that  staf f  are  trained in  emergency
procedures.

Team Coordination :  Direct  the  ef forts  of  their  teams in  responding to  the emergency,  including communicat ion,
safety  checks,  and resource management.

Resource Management:  Manage resources  within  their  departments  to  support  the  emergency response.

Post-Incident  Reporting:  Provide reports  on the response and ef fect iveness  of  emergency measures  to  the
Deans and Vice  Presidents.

Make Col lege Insurance Claim Forms Avai lable  to  Students,  as  necessary.
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FACULTY

Faculty

Responsibi l it ies:
Student Safety:  Ensure  the safety  of  students  dur ing an emergency,  whether  in  the  c lassroom,  on campus,  or
during col lege-related act iv i t ies .

Emergency Procedures:  Implement  emergency procedures  such as  evacuation,  lockdown,  or  shelter- in-place,  as
directed.

Communication:  Relay  emergency information to  students  and ensure  they understand and fol low safety
protocols .

Sign up to  receive  Catapult  messages.

Attendance Accounting:  Account  for  the  presence and safety  of  students  in  their  c lasses  dur ing and after  an
emergency.

Support  Role:  Ass ist  Deans and Management  in  implementing emergency plans  and ensuring the safety  of  a l l
indiv iduals  in  their  immediate  v ic inity .

Available  Training :
Complete  WCC Emergency Response Training.
Keenan Safe  Col leges:  
Link:  https://yccd-keenan.safecol leges.com/login
1.  Using your  web browser,  go  to  the Keenan Vector  LMS,  Higher  Educat ion Edit ion website  for  Yuba
Community  Col lege Distr ict :  https://yccd-keenan.safecol leges.com/
2.  Enter  your  Username:  (YCCD emai l  address)
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CONTRIBUTE TO CAMPUS SAFETY

The fol lowing information is  intended to  serve  as  an employee quick  reference.

HOW CAN I  BE BETTER PREPARED FOR AN EMERGENCY?
Save the phone number  for  security  in  your  cel l  phone contacts .
Program the number  for  security  to  your  network phone.
Sign up to  receive  emergency alerts  on your  cel l  phone.
Cover  basic  emergency preparat ion with  your  co-workers,  staf f ,  or  students.
Identi fy  a l l  evacuation routes  leading outs ide of  the  bui lding.
Locate  any nearby campus Emergency 911 blue l ight  towers  ( i f  appl icable) .
Lead by  example  and fol low emergency procedures  for  a l l  a larms.
Learn where  safety  equipment  is  located inside campus bui ldings:

Automatic  Emergency Def ibr i l lators  (AEDS)
Basic  F irst  A id  Kits
Evacuation Chairs
Fire  Ext inguishers
Fire  Alarm pul l  stat ions.
Spi l l  k i ts ,  emergency showers,  and eyewash stat ions.

HOW CAN I  CONTACT SECURITY?
Woodland Community  Col lege:  530-681-8782
Woodland-Lake County  Campus:  530-954-0600

HOW DO I  REPORT AN EMERGENCY OR CRIME/VIOLENCE IN PROGRESS?
Cal l  911 for  an emergency or  cr ime/violence in  progress.

To request  pol ice,  f i re  or  emergency medical  services  make sure  you are  in  a  safe  locat ion and cal l  911:
State  the nature  of  the  emergency and stay  on the l ine  to  answer  quest ions.
Tel l  the  dispatcher  exact ly  where  you are,  including the bui lding name and room number.
Give  your  ful l  name and phone number  to  the dispatcher.
Do not  hang up unless  your  safety  is  threatened or  told  to  do so.
Assign someone to  watch for  emergency personnel  to  direct  them.
Direct  someone to  cal l  secur ity  to  ass ist .

WHAT CAN I  DO IF  THERE IS  A  SUSPICIOUS PERSON ON CAMPUS?
Cal l  security  or  911 i f  the  person is  engaged in  cr iminal  act iv i ty .
Do not  physical ly  confront  the person.
Do not  let  any person into  a  locked bui lding or  of f ice  unless  the person is  known to  you or  has  a  speci f ic  reason
and approval  to  be there.
Do not  block the person’s  access  to  an exit .

WHAT SHOULD I  DO IN A  MEDICAL EMERGENCY?
Cal l  911 for  emergency medical  services  (EMS).
Assign someone to  watch for  EMS to  direct  them to  the pat ient(s) .
Direct  someone to  cal l  secur ity  for  ass istance.
I f  a  medical  emergency occurs  in  a  c lassroom,  evacuate  the rest  of  the  c lass  to  al low emergency responders’
access  to  the pat ient .
Administer  f i rst -a id  i f  t ra ined.

WHAT CAN I  DO IF  THERE IS  A  FIRE INSIDE A BUILDING?
I f  smoke or  f i re  is  v is ible,  act ivate  the nearest  f i re  a larm and fol low evacuation procedures.
Cal l  911 f rom outside of  the  bui lding i f  possible.
Do not  re-enter  the  bui lding unt i l  the  f i re  or  pol ice  f i rst  responders  g ive  permission to  do so.
I f  you cannot  get  to  someone needing assistance,  evacuate  and alert  emergency f i rst  responders  of  their
locat ion by  cal l ing  911.
I f  evacuation routes  are  blocked,  remain in  your  area,  stand by  a  window,  and cal l  911 to  report  your  locat ion
and wait  for  ass istance f rom f i re  personnel . PAGE 9



CONTRIBUTE TO CAMPUS SAFETY

E m p l o y e e  q u i c k  r e f e r e n c e ,  c o n t i n u ed :

H O W  D O  I  E V A C U A T E ?
I d e n t i f y  a l l  e v a c u a t i o n  ro u t e s  l e a d i n g  o u t s i d e  o f  t h e  b ui l d i n g f r o m  y o u r  w o rk  a r e a ,  of f ic e ,  c la s s room ,  or  l ab
b e f o r e  a n  e m e r g e n c y  o c c u r s .
B e  f a m i l i a r  w i t h  t h e  l o c a t i o n  o f  c a m p u s  e v a c u a t i o n  a s s e m b l y  a re a s .
P l a n  t o  a s s i s t  t h o s e  i n  y o u r  c l a ss ro o m  o r  w o r k  a r e a  w ho  se l f - i d en t i f y  a s  h a vi n g  sp ec i a l  a s s i s t a n c e  n ee d s  i f  an
e m e r g e n c y  e v a c u a t i o n  o c c u r s .
A l l  f i r e  a l a r m s  r e q u i r e  m a n d a t o r y  e v a c ua t i o n .
W h i l e  e v a c u a t i n g  a  b u i ld in g :

T a k e  y o u r  p e r s o n a l  b e l o n g i n g s  ( k e y s ,  w a l l e t s ,  e t c . )  w it h  y o u .
U s e  t h e  n e a r e st  a v a i l a b l e  e x i t ,  a w a y  f r o m  t h e  h a z a r d .
L o o k  f o r  i l l u m in a t e d  E X IT  s i g n s .
D o  N O T  u s e  e l e v a t o r s .
F o l l o w  d ir e c t io n s  o f  e m e r g e n c y  f i r s t  r e s p o n d e rs  i f  p r es e n t .

A f t e r  e v a c u a t i n g  t h e  b u i l d i n g :
P r o c e e d  t o  t h e  e v a c u a t io n  a s s e m b l y  a r e a .
I f  p o s s i b l e ,  a c c o u n t  f o r  st u d e n ts,  a n d /o r  st a f f  u n d e r  y o u r  g u id a n c e .
D o  n o t  r e -e n te r  t h e  b u i l d i n g  u n l e s s  a u tho r i z e d  b y  p o l i c e  o r  f i r e  f i rs t  re sp o n de r s  on sc e n e .

H O W  D O  I  S H E L T E R  I N  P L A C E / L O C K  D O W N ?
A  s h e l t e r  i n  p l a c e  r e s p o n s e  m a y  b e  n e c e s s a r y  f o r  a  v a r i e t y  o f  r e a so ns s uc h  a s  a  c h e m i c al  r e l e a se,  ac t iv e  t h re a t ,  o r  a
s e v e r e  w e a t h e r  e v e n t .  T h e  r e s p o n s e  t o  e a c h  o f  t h e s e  e v e n t s  i s  s i m i l a r :

L o c k  D o w n  -  Q u i c k ly  s e c u r e  a l l  s t a f f ,  s t u d e n t s ,  a n d  v i s i t or s  in  r o o m s  a w a y  f r om  i m m e d ia te  d a ng er .
S h e l t e r  i n  P l a c e  -  T a k e  i m m e d i a t e  s h e l t e r  w h e r e  y o u  a re  a n d  i so la te  y o u r  i n s i de  e nv i r o nm en t  f rom  t he  outs id e
e n v i r o n m e n t .

W h e n  s h e l t e r i n g  i n  p l a c e  d u e  t o  o u t s i d e  d a n g e r :
S e e k  s h e l t e r  i n s id e  a  b u i l d i n g  a n d  r e m a i n  t h e r e .  S e e k  s h e l t e r  i n  a r e a s  w i t h ou t  h a z a rd s.
D e t e r m i n e  i f  a  t h r e a t  o f  v i o l e n c e  i s  p r e s e n t  a n d  l o c k  i n t er n a l  a n d  a c c e s s  d o o rs .
I f  a  w e a t h e r  in c i d e n t ,  g o  t o  t h e  l o w e s t  l e v e l  o f  t h e  b u i l d i ng ,  s t a y  i n  i n te r i o r  h a l l w a y s ,  a w a y fr o m  g l a ss  d oor s  a nd
w i n d o w s .
I f  a  s i t u a t i o n  r e q u i r e s  a  l o c k d o w n :

S e e k  s h e l t e r  i n s i d e  a  r o o m  w h e r e  t h e  d o o r  c a n  b e  l o c k ed  a nd  b ar r i ca de d .
S t a y  a w a y  f r o m  w i n d o w s  a n d  d o o r s .
S e e k  c o ve r  b e h in d / u n d e r  s o l i d  o b je c t s .
S i l e n c e  c e l l  p h o n e s .
W h e n  s a f e  t o  d o  s o  r e p o r t  t h e  s i t u a t i o n  t o  9 1 1 .
W a i t  f o r  o f f i c i a l  n o t i c e  to  r e s u m e  n o r m a l  a c t i v i t i e s .

H O W  D O  I  R E P O R T  A  S A F E T Y  O R  S E C U R I T Y  C O N C E R N  O N  C A M P U S ?
M a k e  a  r e p o r t  to  y o u r  s u p e r v i s o r  o r  d e p a r t m e n t  h e a d .

U r g e n t  i s s u e s  re q u i r e  a  p h o n e  c a l l  o r  t e x t  m e s s a g e .
N o n - u r g e n t  iss u e s  m a y  b e  r e p o r t e d  i n  a n  e m a i l .

F o r  c o n c e r n s  s u c h  a s  a  m a l f u n c t i o n i n g  e l e v a t o r ,  n a tu r a l  g as  s m e l l ,  l o c a l  a r e a  p ow e r  outa g e ,  m a jor  w a t er  le a k ,
f a l l e n  t r e e  o r  o t h e r  h a z a r d s  ( b r o k e n  g l a ss,  s l i p / f a l l  h a z a r d  e t c . )  re p o r t  t o  M a i n t en a n c e  a nd  O pe r a t i o ns  a n d
s u b m i t  a  M a i n t e n a n c e  W o r k  R e q u e s t  t h r o u g h  N e t  F a c i l i t i e s .
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