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Suspicious people (non-students or non-guests) are not allowed to roam the campus. Most students 
and all faculty and staff are issued ID’s by the College. Each student and/or staff member should be 
willing to present their ID upon request.  

Suspicious Person: 

1. Establish eye contact and ask if you can help him or her. 

2. Do not physically confront the person. 

3. Do not let anyone block your access to an exit. 

4. Do not assist anyone into a locked building or office. 

5. Do not block the person’s access to an exit. 

6. Call 316-351-1193 or 316-677-1911. If the situation warrants call 9-1-1 immediately for a Law     
Enforcement response. 

7. Keep a safe distance. 

8. Note the person’s travel direction, clothing, body type (weight & height), sex, race, approximate 
age, jewelry worn, any visible scars, identifying body marks, body piercings and/or tattoos, etc. 

9. If the person leaves in a vehicle, try to obtain a general description (make, model, and color). If 
possible, try to get a tag number. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Medical emergencies, with known and unknown causes, can occur without warning to students, staff, 
and visitors on campus. A timely, trained response is the best chance for recovery. To initiate a timely 
response, take the following steps immediately:  

Life Threatening Emergency: 

1. Call 9-1-1.  Advise the emergency operator of the circumstances and follow the instructions 
given. 

2. Either call or send a runner to the Security Desk located in A Building and/or your nearest 
Safety Team Member to obtain immediate campus response in addition to responding 
paramedics  

3. State the medical aid needed. 

4. Provide the location of the emergency. 

5. Describe the type of injury or illness. 

6. Provide a brief description of how the injury or illness occurred. 

7. Do not move the injured or ill person unless it is necessary to avoid further injury. 

8. Have someone meet the responding paramedics and direct them to the emergency location. 

 

Non-Life-Threatening Need for Medical Assistance: 

1. Call 316-351-1193 or 316-677-1911 and/or your nearest Safety Team Member 

2. State the medical aid needed. 

3. Provide the location of the emergency. 

4. Describe the type of injury or illness. 

5. Provide a brief description of how the injury or illness occurred. 

6. Do not move the injured or ill person unless it is necessary to avoid further injury. 

7. If necessary, call 911. 

8. Have someone meet the responding personnel to direct them to the emergency location. 

 

 



 

 

 

 

 

 



 

PRIOR PLANNING IS ESSENTIAL 

1. Know the locations of the fire extinguishers in your immediate area. 

2. Know the locations of the fire alarm pull stations. 

3. Be familiar with at least two (2) fire exits in your area in case one is blocked or unusable. 

4. Remember to assist any handicapped or elderly individuals out of the building. 

 

Upon Discovery of a Small Fire: 

1. Call 9-1-1  

2. To use the fire extinguisher: first - Pull the pin; next - Aim it at the base of the fire; then – 
Squeeze the handle; and finally – Sweep it from side to side. 

3. Always stand 8 to 10 feet away from the fire and discharge the entire extinguisher on the fire 
(approx. 30 seconds). 

4. Get help if necessary by calling or send a runner to the Security Desk located in A Building 
and/or your nearest Safety Team Member. 

5. If the fire cannot be extinguished, evacuate the area and wait for the fire department. 

 

Upon Discovery of a Large Fire: 

1. Activate the nearest fire alarm and give a loud verbal warning. 

2. Call the Fire Department (9-1-1), then Security at Call 316-351-1193 or 316-677-1911 

3. Evacuate the building, remembering to assist those individuals that are disabled or have 
limited mobility. 

4. Exit using the stairways only. Do not try to use the elevators. 

5. Close all doors leading to the main hallways and stairs. 

6. Once outside, move to the emergency assembly area, at least 300-500 feet away from the 
building – gather at your buildings designated locations identified by a Safety Team Member. 

7. Keep roads and parking lots clear for emergency responders. 

8. Remain upwind from smoke and fumes. 

9. DO NOT re-enter the building until told to do so by trained fire personnel. 

 



 

 



 

 

 



 

ACTIVE SHOOTER/VIOLENT INTRUDER OR IMMEDIATE PHYSICAL THREAT 

Warning Signs  

It must be stressed that if you have contact with any individuals who display the following warning 
signs, you should call the police, notify a staff member and call security at 316-351-1193 or 316-677-1911. 

• Threatens harm or talks about killing students, faculty or staff. 
• Constantly starts or participates in fights. 
• Loses temper or self-control easily. 
• Frequently swears or uses vulgar language and threats. 
• Frequently draws images of death and/or violence. 
• Possesses unauthorized weapons or firearms on campus property. 
• Unable to control frustration and converts it to physical violence. 

 
When a hostile person(s) is actively causing deadly harm or the imminent threat of deadly harm within 
a building or on campus, we recommend the following procedures be followed: 
 

 Stay calm and encourage others to do the same. 
 Run – evacuate the building and take others with you. 
 If you cannot safely evacuate the building, lock yourself in a room. 
 If you have a phone, call 9-1-1 and provide any details you can.  
 Don’t stay in open halls or commons area – RUN .  
 DO NOT sound the fire alarm. It could cause other people into open areas, 

placing them in danger. 
 Barricade yourself in a room with furniture or anything heavy. 
 Close windows, blinds and/or curtains – if safe to do. 

If for some reason you find yourself caught in an open area, lounge or commons you have several 
options: 

1. You could try to hide, finding a small dark safe space while remaining quiet.  

2. You could try to run from the building keeping objects between you and the assailant. 

3. You may choose to fight back. You can utilize common items around you as a weapon (this 
should be your last option). 

 

Upon law enforcement arrival, obey their commands including putting your hands in the air. Remember, 
this is done for safety reasons as they will not know who the assailant is until the situation is resolved. 

 



 

 

A crisis may arise when it is prudent to lock WSU Tech buildings while still occupied. The 
purpose for this action would be to protect students and staff by preventing entrance into 
building and program areas by person or persons identified as dangerous. Lockdown 
procedures may be implemented in an event such as a civil disturbance, hostage situation, 
or person(s) wielding dangerous weapons. 

 
The College President, or his/her designee, has the authority to initiate a lockdown at 
any time it is deemed necessary. Notification to initiate lockdown procedures will be 
given via emergency alert system or by courier/runner. Faculty and staff should follow 
the building lockdown procedures when instructed to do so or immediately in the event 
of imminent threat. 

 
While WSU Tech has no authority to prevent students from leaving the campus, all 
students will be asked and encouraged to stay and report to safe areas in the event of a 
crisis. 

 
Imminent Danger 

 

o If you hear gunshots or witness an armed person, isolate yourself and others 
from the  suspect. Close, lock and barricade doors, close curtains, lie on the ground. If 
in open space, hide to the maximum extent possible - get behind something 
solid (a wall, planter, etc.). 
 

o Call 9-1-1 if it is safe to do so. Provide as much detail as you know. Follow police 
instructions. Do not expose yourself or others until notified by police that the 
danger has passed. 
 

o Faculty should encourage other faculty/staff members or a student with a 
cellular phone to call the College Emergency Line (677-1911) if it is safe to do so. 
Provide as much detail as you know and what action you have taken. Do not 
speculate. Depending on circumstances, responding personnel will coordinate 
efforts with the law enforcement officers. 

 

 



Severe local storms are the most common widespread hazard faced by WSU Tech. Effects of severe 
local storms - wind, snow, ice, hail and high winds - are immobility and loss of utilities. If electrical lines 
are damaged, other utilities such as telephone systems (cell and land lines), natural gas, water, and 
sewer systems may become inoperable. inoperable. Transportation routes may be impassable leaving 
both staff and students without the ability to get to the college or worse, stranded. 

• WSU Tech classes and general business operations will continue unless otherwise 
notified. 

• If you are outside and threatened by severe weather or observe lightning, move inside a 
building or your vehicle, if available. 

• During a power outage, if you are in a darkened area, remain calm and move cautiously 
to a lighted area. 

• If classes and general business of WSU Tech is suspended during normal operating 
hours, staff will be notified through the existing telephone tree, by email, Black Board 
Connect and in the event of telephone or electrical outage, by runner. 

• Severe weather may reduce the ability of students and staff to leave the building they 
are in, or campus. Faculty and staff will be notified by the President’s Office designee 
whether to release students or to shelter- in-place. (No one will be held against his or 
her will in a building, classroom or on campus.) 

• If it becomes necessary to close campus during pre-scheduled operating hours, the 
President or designee will initiate notification to staff and students through the phone 
tree, Black Board Connect, e-mail and by runner. 

Call the WSU Tech severe weather line 677-9596, for information regarding the status of a college 
closure. Notice of campus closure will also be announced through local radio and television media. 

Tornados:  

Prior to any adverse weather, you should become familiar with any designated shelter(s). At any time 
during a tornado, stay away from upper floors, windows, appliances and exterior walkways. If notified 
of a tornado: 

1. Stay calm and alert. 

2. Shut off any equipment, gas, water and/or electricity – IF TIME ALLOWS. 

3. Take the emergency kit with you to the storm shelter. 

4. Close hallway doors to shield everyone from flying debris. 

5. Move to the designated shelters within or near your building. 

6. Only use telephones (campus phones or cellular) in an emergency. 

7. You are encouraged to listen to local media broadcasts for weather updates and information. 

8. Local media or campus administration should provide an “all clear.” 



 

 

 



 

 

 



 

IF YOU FIND A SUSPICIOUS PACKAGE, LETTER, BOX, OR CONTAINER: 

1. Do not handle the item. Move away from it slowly if you feel threatened. 

2. Leave the room slowly and calmly and notify others to do the same. 

3. Leave the room and lock the door. 

4. Inform your supervisor or instructor of the need for assistance. Call 316-351-1193 or 316-677-1911 

5. Security will be responsible for notifying emergency responders. 

6. Proceed to the emergency assembly area identified by a Safety Team Member, at least 300-500 
feet away from the building. 

7. DO NOT re-enter the building until the scene is declared cleared by emergency personnel. 

If a suspicious substance is found in opened mail: 

1. Put the envelope or package down immediately. 

2. Leave suspicious substance as is. 

3. Cover suspicious substance gently with an empty, overturned waste basket. 

4. Limit the number of people allowed to enter the office or area. 

5. Proceed to the emergency assembly area identified by a Safety Team Member, at least 300-500 
feet away from the building. 

6. DO NOT re-enter the building until the scene is declared cleared by emergency personnel. 

 

BOMB THREAT 

Colleges and other public institutions are prone to bomb threats. The threats rarely involve real 
explosives, but each must be taken seriously. Do not search for a bomb, pick-up, shake, handle or touch 
any suspicious objects until told to do so by law enforcement professionals. Do not use radios or cell 
phones to communicate. A radio or cell phone transmission contains a radio frequency that can activate 
some types of bombs and explosive devices. 

If you receive a bomb threat or become aware of a bomb threat:  

1. Remain calm and courteous while trying to obtain information. 

2. Record the time of the threat. 

3. Record the exact words of the threatening person or caller. 



4. If the bomb threat is written, handle it carefully – preferably with minimal touching to    
preserve evidence on the note.  

In the event of a building or campus evacuation: 

1. Quickly scan the area for suspicious or unfamiliar items. 

2. Do not touch anything suspicious. 

3. Take personal belongings with you. 

4. Leave doors and windows open. 

5. Do not turn off lights or electronics. 

6. Once outside, move to the emergency assembly area – identified by a Safety Team 
Member, at least 300-500 feet away from the building. 

7. Wait for a faculty member, administrator or other law enforcement official, to give the 
“All Clear” before returning to a building or classroom. In the event the campus is 
evacuated, an “All Clear” should be provided by the university phone tree, college web 
page and/or urgent text message. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

PRIOR PLANNING IS ESSENTIAL 

An emergency can be any crisis including fire, medical, damaged property, or criminal behavior 
which requires immediate action by victims, witnesses and emergency responders. While WSU 
Tech is a very safe campus, we recognize that like any location, we are not immune from 
emergencies that impact the members of our community. This guide is meant to assist the 
members of the WSU Tech community, should an emergency event arise.  

If an emergency situation occurs that is not covered in this booklet, call the appropriate telephone 
numbers (above) for assistance only after 9-1-1 is called, unless you know that your particular 
emergency doesn’t require emergency responders. This guide is meant as a quick reference for 
WSU Tech community members should the information be required immediately. Remember that 
prior planning is essential, and everyone should be familiar with the facilities including tornado 
shelters and fire exits.  

If there is an emergency, faculty and staff have the responsibility to assist or give qualified 
instructions to students and guests. Anyone is encouraged to assist with safety, or first aid 
measures given their skill level or knowledge, unless otherwise directed by an emergency 
responder.  

Calling 911 on a College phone does not require dialing a “9” for an outside line. You may also call 
9-1-1 from a cellular phone. Please be advised that when dialing 9-1-1 from either a cellular or 
campus phone, your location may not be known by the emergency call taker. Be prepared to give 
the building’s location, room number and a short description of the emergency. Emergency 
responders will be responding from off the campus. Callers may choose to remain anonymous in 
most situations.  

THE TIME TO BECOME FAMILIAR WITH THESE PROCEDURES IS BEFORE AN EMERGENCY.  

If an evacuation occurs, every department should have a pre-determined area outside where 
employees will gather with their students and visitors (preferably 300-500 feet away from the 
building). 

 

 

 

 

 

 

 



 

 



 

 

 



 

 

 


