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Ohio Dominican University’s Emergency Response Plan 

Purpose 
Ohio Dominican University (ODU) is committed to supporting the safety and welfare of all its students, 
faculty, staff and visitors.   Preparing and maintaining an effective Emergency Response Plan, as well as 
allocating the required resources to implement it, are among the ways the University maintains this 
commitment and mission.   
 
The University will continue to support planning which does the following: 

 Maximizes safety, health and environmental initiatives 

 Minimizes risk of injury and property loss 

 Cooperates with all external partners and agencies 

 Develops resilient pre-planning activities 

 Provides for a prompt and effective response to applicable incidents 

 Supports strategies for continuity of operations and restoration of normal activities promptly 
following an incident  

 Ensures appropriate communications and notifications within the University, the community, and 
beyond 

 Establishes an Emergency Operations Center when needed and appropriate 

 Supports Emergency Management Planning internally and with external partners 
 
Current incident planning doctrine revolves around the concept of an “all risks (or hazards) approach,” 
being an application of similar principles and actions taken to address a variety of human and natural 
incidents as described in this incident response plan.  The Federal Emergency Management Agency 
(FEMA) and the State of Ohio have both adopted this approach.  The following plan is consistent with 
the Federal Emergency Management Agency (FEMA) and the State of Ohio approach for human and 
natural incidents.  This incident response plan is structured to integrate with external authorities and 
their planning.   
 
Planning for emergencies is part of normal business planning and campus life, and all members of the 
campus community share a responsibility for preparedness. All administrative and academic units are 
expected to protect personnel and property as best as they can and to support campus emergency 
response and recovery. All Supervisors and areas are responsible for distributing and informing their 
respective department or division of proper procedures to follow in the event of an emergency. 
 
All employees and students have a personal responsibility for knowing what to do before, during and 
after an emergency to protect their safety and their work. 

Review of Plan 
The emergency plan is written, reviewed and amended by the Safety Committee. The safety committee 
provides general oversight for the entire emergency planning process and it meets regularly to address 
on-going preparedness, response, and recovery issues. The safety committee will routinely review the 
plan or may review the plan based upon the following occurring: 

 Change in University facility structure or roles 
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 Discovery of an applicable incident that has not yet been addressed 

 An incident occurring which resulted in “lessons learned”  

 Through drills, exercises and planning updates 
 
The Director of Public Safety will conduct the control and distribution of the incident response plan.  A 
cover sheet will contain the document’s revision number, revision date and a distribution list of all 
copies.  Obsolete versions of the plan are to be destroyed. 

Levels of Incidents 

Level 1: Minor Incident 
Level 1 minor incident will not seriously affect the overall function of the University.  These incidents are 
usually handled internally and do not require extensive activation of the incident response plan.  On-site 
resources such as Public Safety or facilities teams may respond.  Examples of applicable minor incidents 
include a contained chemical spill, a minor fire, an unplanned electrical outage or a water leak on 
campus.   

Level 2: Emergency Incident 
Level 2 emergency incidents disrupt the University’s operations, it can affect a building or group of 
buildings, or the safety of the campus community for an extended period of time.  External incident 
responders will be required to assist internal teams. Procedures will need to be enacted and University 
leadership may be required to make specific decisions.    Examples of applicable incidents include a 
larger scale fire, a severe storm, widespread utility outage, civil disturbance, or terrorist act.   

Level 3: Disaster Incident  
Level 3 disaster incidents are campus-wide emergencies/disasters that cause or have the potential to 
cause widespread damage, injuries or extended cessation of operations.  There is a potential for mass 
casualties and severe property damage.  The assistance of all internal and external incident response 
resources is necessary to effectively respond to the situation.  The Emergency Response Plan and EOC 
will be activated.  Examples of applicable incidents include a major tornado or hurricane, a severe winter 
storm, a major fire, an explosion, terrorist act, or pending pandemic.   

Declaration and Activation of the Emergency Operations Center 
Declaration of a Level 3 incident by the University President, or designee indicates there is a level of 
incident that cannot be managed by ordinary methods.  
 

University Procedures  
The emergency plan is activated upon such a declaration in the following sequence: 

 Immediate assistance will be given to anyone injured. 

 Any affected area will be evacuated until there is assurance that all utilities are in proper repair and 
the facility is structurally sound per the emergency plan. 

 Public Safety staff with assistance from Faculty and Staff will clear or lock down all students and 
personnel from all buildings as instructed. 

 Assessments are to be conducted of all facilities affected by the incident. 

 All designated team members will report to the EOC as soon as possible after being notified.  
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 The Incident Commander notified will contact the appropriate key administration and EOC personnel 
per the pre-established procedures using call lists or other approved means. 

 Public Safety will maintain home and cell phone numbers and e-mail addresses to contact 
appropriate personnel. 

 Procedures are established to ensure all call lists and notification tools are kept technically 
current on a frequent basis. 

 In the event that it appears the incident is of such magnitude that it will have a profound impact 
on the University, all response personnel, as soon as they become aware, are instructed to return 
to the University as soon as possible without waiting for notification to do so. 

 Emergency response personnel will report to the EOC and begin implementing planning per the 
University Emergency Response Plan. 

 The EOC will be continually updated on all safety and facility damage related activities 

 A duty roster will be completed to account for all responders and to monitor their safe response 
activities. 

 

Emergency Operations Center 
An EOC will be located where best suited in relation to the emergency declared. (Possible locations 
include Public Safety, President Conference Room, Griffin Student Center, Peace Hall) 

Media Press Center 
Primary: Community Room Alumni Hall 
Back up: Athletic Training Facility 

Parent Assembly Center 
Primary: Colonial Room (should not be used if emergency involves residence hall) 
Back up: Griffin Student Center 258-260 or Peace Hall 
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Communication Protocols for Large Scale Emergency Response 
 

 
 
 
 
 
  

Large-scale emergency 
occurs on campus. 

Public Safety Supervisor 
Contacts Director of Public Safety/or designee.   

Assumes on-site command until Director of 
Public Safety arrives. 

Director of Public Safety notifies the Vice 
President for Finance and Administration. 

Director proceeds to campus.  
Assumes incident command. 

Vice President for Finance and Administration (VPF) 
determines if Emergency Response Team needs to be 
convened.   

VPF notifies University President and other 
members of the President’s council. 

If Vice President for Finance and 
Administration cannot be reached, the 
Director of Public Safety should call the 
University President and if they cannot be 
reached to contact the Vice President for 
Media and Marketing. 

Incident Commander contacts Individuals required to participate 
in Emergency Response Team to respond to command center . 
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Incident Command System (All Hazards Plan)     
The incident command system (ICS) is a proven system that provides for clear command, control, and 
effective resource management of an incident.  Key characteristics of ICS include: 

 Common terminology 

 Defined organizational functions and responsibilities 

 Clear chain of command and supervisory authority 

 Ability to change organizational structure as dictated by the incident 

 Effective and integrated communications with easy to understand language 

Key Positions 
The following key positions are necessary in all incidents when an EOC is activated.  The Incident 
Command System may be expanded or contracted to meet the level of the incident affecting the 
University.   

Incident Commander 

The specific incident determines who will be the ICS manager. The incident commander of the EOC has 
the authority and responsibility to direct all activities and has overall command and responsibility.  This 
includes directing overall policy and procedural compliance and all activities with external authorities, 
including local, state, and federal agencies.  All internal support personnel will perform functions as 
directed by the ICS manager. The manager directs and controls resources, resolves conflicts, and 
provides interface to executive management. 
 
In the event an external incident commander assumes responsibility (for example the local fire 
department in the event of a fire or chemical incident), all personnel will fully cooperate with and follow 
guidelines given by the incident commander. 

Public Information Director 

The information officer is responsible for interface with the media and other appropriate agencies.  

 Acts as a central clearing point for the dissemination of information.  

 Acts as the coordinator for the press center.  

 Coordinates with Student Development the management of the parent center 

Operations Director 

The operations director has the authority and responsibility for developing the operations portion of 
planning and assigning personnel in compliance with necessary plans.  In addition, they will supervise all 
tactical operations and determine when additional resources are necessary.  They manage initial 
damage inspection, status reports, front line response, and recovery. The Operations Director is 
normally the person with the greatest technical and tactical expertise in dealing with the problem at 
hand. 

Planning Director 

The planning director has the authority and responsibility to coordinate all activities that pertain to the 
incident’s collection, evaluation, and dissemination of information and for preparing and documenting 
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all action plans.  The planning manager also maintains a status update on the present and expected 
status of incident-related situations.  Responsible for the collection, evaluation and dissemination of 
information, develops longer-range plans, and actions based on event.  

Logistics Director 

The logistics director has the authority and responsibility for coordinating all services and support, 
supplies, equipment, personnel, and other applicable resources.  Key functions such as communications, 
maintenance, facilities, supplies, and human resources report to the logistics manager.  This section is 
responsible for care and feeding of the team and workers and all of the human aspects of the disaster. 

Finance Director 

The finance director has the authority and responsibility to coordinate the monitoring of all costs, 
purchases, contracts, and all applicable administrative and financial documentation.  This position may 
not be activated immediately, but will summarize documentation dating back to the origin of the 
incident. This position is responsible for monitoring and documenting payroll, emergency purchases, and 
cash. In addition, works with insurance companies and/ or FEMA regarding reimbursement and any 
workers compensation issues. 
 
 

Emergency Operation Group Tasks   

Incident Commander 

(Provide Overall Direction of the Emergency Response) 

 Sign in upon arrival at EOC. 

 Get situation briefing and review responsibilities. 

 Ensure that selected personnel have been notified to report to the EOC and provide relief when 
needed. 

 Ensure that all emergency notifications have been made. 

 Assign Scribe. 

 Assess the emergency and prepare response. 

 Review EOC directory for inventory of available information and resources. 

 Assess and prioritize emergency reports and establish an action plan for operations. 

 Assess the need for evacuations (buildings, sectors of the campus, or entire campus). 

 Dispatch safety inspection teams or response personnel teams to critical facilities and priority 
incidents. 

 Direct planning section to develop continuity of operations and recovery plan for the incident. 

 Authorize building reentry when safe status of structural and operational systems status is assured. 

 Authorize restoration and recovery activities. 

 Determine whether to activate additional personnel with input from Logistics Group. 

 Provide appropriate security and signage at all locations. 

 Establish special services as necessary (shelter, communications, transportation). 

 Communicate requests for supplies, equipment and services to Logistics Group. 

 Reassess conditions regularly and modify the action plan. 

 Brief President on action planning. 

 After the incident, complete after action report on incident response.  
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Public Information Director 

 Sign in upon arrival at the EOC. 

 Report to the Operations Group Leader and to the Management Director.  

 Get a situation status briefing. 

 Set up and test the public information section’s equipment. 

 Draft internal and external bulletins and announcements with input from the Management Director 
and Operations Group. 

 Write and record bulletins and updates on University emergency informational lines. 

 Communicate confidential status bulletins  

 Prepare public information bulletins on the University web site. 

 Draft, issue and update campus incident status reports. 

 Establish and coordinate media operations center for external media with EOC, Logistics Group 
(press release, news conference, site tours, interviews, etc.). 

 Establish and coordinate parent reunification center with Student Development.  

 Monitor and update key personnel on University-related media reports. 

Operations Director 

(Provides overall coordination for the emergency plan) 

 Sign in upon arrival at EOC.  

 Get situation briefing and review responsibilities. 

 Manage tactical operations. 

 Assess condition of the University. 

 Review EOC directory for inventory of available information and resources. 

 Assess and prioritize emergency reports and establish an action plan for operations. 

 Notify and use University personnel and or other available resources to maintain safety and order 
toward recovery. 

 Liaise with outside organizations such as police fire EMS and Ohio Emergency Preparedness groups. 

 Implement evacuations (buildings, sectors of the campus, or entire campus). 

 Dispatch safety inspection teams or response personnel teams.  

 Authorize building reentry when safe status of structural and operational systems status is assured. 

 Authorize restoration and recovery activities. 

 Determine whether to activate additional personnel with input from Logistics Group. 

 Provide appropriate security and signage at all locations. 

 Establish special services as necessary (shelter, communications, transportation). 

 Communicate requests for supplies, equipment and services to the Logistics Director. 

 Reassess conditions regularly and modify the action plan. 

 Brief EOC Groups on action planning. 

 After the incident, complete after action report on incident response. 

Planning Director 

(Conducting long range and or contingency planning) 

 Sign in upon arrival at the EOC. 

 Get situation status briefing. 

 Review EOC directory for inventory of available information and resources. 
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 Prepare Action Plan for each operational period: Include obvious risks and sensitive areas, incident 
needs and “what ifs” based upon initial objectives from Management Director. 

 Contact Planning and analysis from outside agencies offer assistance, coordinate information.  

Technical Section: 

 Coordinate building inspection requirements with consulting engineers after incident subsides. 

 Conduct technical analysis of potential impacts coordinated with communications and EOC 
operations. 

 Coordinate with EOC, logistics and finance on behalf of the Operations Director as instructed. 

 Obtain supplemental data & maps or operations to help evaluate and prioritize actions. 

 Monitor community emergency action reports. 

Communications/Data Entry Personnel: 

 Assign specific roles to assist with phone operations, fax coordination, incident logs and message 
relays. 

 Determine how the incident log will be maintained. 

 Establish liaison with public safety, radio personnel and external EOC. 

 Assist operations with additional notifications. 

 Assess safety issues that could impact community. 

 Participate in After Action. 

Logistics Director 

(Services and support needs) 

 Sign in upon arrival at the EOC. 

 Obtain situation briefing, responsibilities and EOC directory for additional inventory needed. 

 Ensure that the EOC has necessary supplies. 

 Working with the operations group, arrange and stage the delivery of incoming resources, such as 
equipment and personnel. 

 Obtain the assistance of utility companies as required during emergency operations. 

 Provide emergency generator fuel. 

 Provide temporary or alternate housing and food services for students. 

 Provide temporary housing and food services for emergency personnel and university staff. 

 Assist operations group with the activation of additional incident response expertise. 

 Obtain specialized equipment or services to support the incident response. 

 Identify and contract with external experts, contractors and vendors as needed (engineers, recovery 
specialists, equipment rental, etc.) as requested by the operations group. 

 Provide temporary ID and credentials for emergency workers. 

 Help establish appropriate shelters for resident population. 

 Ensure student whereabouts are tracked. 

 Identify necessary and appropriate volunteer tasks. 

 Summarize space, facility and personnel needs. 

 Report recovery resource needs to the operations group. 

Finance and Administration Director 

(Financial Management) 
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 Sign in upon arrival at the EOC. 

 Obtain situation briefing, responsibilities and EOC directory for additional information 

 Coordinate procurement activities. 

 Track disaster costs and expenditures from start to completion. 

 Gather data on labor, equipment, supply and overtime costs. 

 Produce periodic estimates of disaster costs for the policy group, emergency services and risk 
management. 

 Ensure collection of information for insurance purposes. 

 Coordinate and activate MOU’s. 

 Make provisions for security and availability of on campus funds. 

 Ensure that all services utilizing private vendors or contractors are documented with accurate 
records of equipment and personnel time. 

 Work with logistics and operations groups to ensure that damage impacts are reported before 
repairs are made, photographic evidence is made, etc. 

 Collect copies of notes, tapes, photos and records from first responders. 

 Estimate the incident’s business impacts and recovery times. 

 Provide summary reports to the EOC. 
 
 

Emergency Response Priorities 
 
Throughout this emergency response plan, it refers to a variety of “Incidents.”  These incidents can be 
considered emergencies, disasters, crises, interruptions, etc. based upon their level of impact on 
University personnel, facilities, or operations.  Similar strategies are employed, as part of the University’s 
“all risks approach” to address them consistently and effectively.   

Mission Priorities 

1. Buildings used by dependent populations: Residence Halls, occupied classrooms and offices, occupied 
auditoriums, stadium, and special event venues 

2. Buildings critical to health and safety: Medical Facilities, emergency shelters, food supplies, sites 
containing potential hazards. 

3. Facilities that sustain the emergency response: Energy systems and utilities, communication services, 
computer installations, transportation systems 

4. Classroom Buildings 
5. Administrative Buildings 

Communications 
Effective communications during any incident is critical to ensure all notifications are made as needed, 
including those with all on-site campus personnel and the media.  The single common fact about all 
incidents is that no two are alike.  They are different in magnitude, speed of development, impact on 
people and scope of public interest. 
 
Once a decision to respond to any incident is made per the University’s plans, immediate internal 
notification should occur as follows: 
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Campus-wide notifications can be made by the University e-mail system, as well as by cell phones, 
automated building notification systems, and by utilizing the One Call Now Emergency Alert system. This 
may also include two-way radios, telephones and runners.  
 
Other forms of communication include: 

 Emergency Information Line: ODU Hotline (614) 251-4590 

 Ohio Dominican University webpage 

 Building Alarm/Speaker Systems 

 Facebook 

 Twitter 

 Voicemail on all campus telephones 

 Voice messages to campus telephones 

 Voice messages to cell phones 

 Voice messages to Home Phones 

 Local news outlets 
 
 
ODU Hotline (614) 251-4590 
Ohio Dominican University updates and disseminates emergency information to a pre-designated phone 
number accessible on-campus or off-campus from any phone.  This number serves to provide voice 
messages detailing the operational status of the university, protective action recommendations, current 
disaster information, and weather warnings and forecasts pertinent to our community. Messages may 
be updated as a situation develops or as new information becomes available. Students, faculty, and staff 
are encouraged to dial in often to remain updated with the latest information. 

 

Essential Personnel 
Essential services include all personnel functions and roles that are critical to provide University services 
regardless of incident occurrence.  There should be every effort made to maintain these services as long 
as it can be done safely. In the event of a level 2 or 3 emergency, essential personnel are considered to 
be: 

 Public Safety 

 Health   

 Admissions (main number) 

 Dining Services 

 Physical Plant and Maintenance 

 Residence Life 

 Information Technology 

 Any additional key operational and logistics related role 
 
University staff members in these roles designated as “essential” may be expected to stay on site during 
incidents. The University will plan on providing food and sleeping quarters, if necessary.  In addition, 
they may need to arrive at the University prior to forecast incidents occurring and stay until the situation 
has been stabilized.   
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Evacuations 
 
In the event of a University incident, all personnel should evacuate to their designated areas to 
designated evacuation points or off campus as directed .  They should seek first aid if necessary, not 
converse with external media and report any unusual circumstances observed. Consideration must be 
given to special-needs students, staff and visitors with disabilities (including mental, physical, motor, 
developmental and sensory limitations). 
 
The following guidelines should be followed when managing an orderly and safe evacuation: 

 Stay calm and do not panic. 

 Notify others of the incident and the need to evacuate. 

 Proceed to the nearest primary or secondary exit. 

 Do not use elevators. Use stairwells. 

 Take belongings only if it can be done safely, and close all doors behind you. 

 Assist persons with disabilities. 

 Gather in the designated area and report to Public Safety or supervisor. 

 Wait for and follow instructions. 

 Do not return to buildings until an “all-clear” has been issued. 

 

Shelter in Place 
An incident may occur which dictates that students or employees should remain in their buildings for 
their own safety.  Examples of incidents triggering such a response are: weather emergencies, 
environmental spills, terrorism or violence on campus or certain utility-related incidents.   
 
The following procedures should be followed when instructed to “shelter in place”:  

 Remain inside the building. 

 Lock doors and windows. 

 Erect barricades or obstacles in the event of an active aggressor incident. 

 Move to the opposite side of the building, if you are aware of the location of the incident. 

 Close all windows, vents and doors if instructed to do so. 

 Remain sheltered until otherwise directed by internal or external ICS management. 

 Be prepared to be checked for possible weapons, contamination, exposure or illness. 

 

Damage Assessment 
An immediate responsibility after a major incident is to safely and quickly assess the extent of damage to 
any affected operational and functional areas of the University.  A status update must be provided to the 
Operations manager as soon as it is available.  The updates should continue until the EOC operation is 
disbanded or until return to normal operations is completed.  Items that apply with damage assessment 
include the following: 

 Do not attempt to enter potentially affected buildings alone. 

 Inspect buildings with a qualified team.  
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 Ensure individuals who inspect the buildings are qualified to do so. 

 Identify buildings that are safe and those that require steps to make them safe. 

 Construct a building damage assessment checklist for each affected building and provide it to the 
Operations manager for prioritization. 

 Consider impact to business continuity when prioritizing repairs (critical areas cost for repair and 
impact on University operations). 

 Prioritize areas for immediate work. 

 Utilize relationships with structural, civil, mechanical, etc. specialists and local building or city 
departments who can help in the evaluation. 

 Determine which repairs can be done with internal staff and which must be done externally. 

 Utilize a current list of qualified vendors and resources to assist. 

 Vendors and resources should include contact information of structural engineers, contractors, 
supply and equipment vendors, restoration & recovery contractors, etc. who can help with 
inspections, estimates and repairs to University facilities. 

 Focus initially on structural damage. 

 Once safe to enter, focus next on interior damage, including all utilities (gas, electricity, water, other 
fuels, etc.) lighting, HVAC, telephone, computers, furnishings, etc.  

 

Recovery 

Plan Deactivation 

When emergency conditions are stabilized and normal operations can resume, the emergency plan will 
be deactivated by the Incident Commander along with the University President or Designee. A formal 
announcement will be disseminated, using appropriate emergency information and notification systems. 
 
If the nature of the incident requires an extension of some emergency services, special EOC groups may 
be appointed to coordinate those continuing activities. Continuing issues may include: ongoing repairs, 
Academic or Administrative space adjustments, support services for students, faculty and staff. 

Victim Assistance 

The University responds to and assists the community in recovering from all emergency or crisis 
situations that are likely to have adverse emotional effects on students, faculty and staff members. 
Counseling services will coordinate and facilitate critical incident stress management for students.  
Human Resources will coordinate and facilitate critical incidents for Faculty and Staff. 

Plan Re-Assessment After Action 

Immediately following the cessation of the emergency operations, a survey of EOC team members, and 
both on and off campus constituents will be conducted to evaluate the effectiveness of the response. 
Results will help determine whether the plan must be modified because of the emergency experience. 
The safety committee will prepare and “after action summary report” summarizing post event 
observations. 
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Cost Recovery 

One of the final actions will be to collect costs and loss documentation from departments and divisions 
to help prepare the University for a Post Event Claims Process. Forms will be distributed and must be 
returned completed to the Business office by a designed date. Other documents may be distributed as 
needed. 

Business Resumption 

All ODU Departments and Divisions are expected to draft business resumption plans to safeguard their 
essential programs and records, and to involve appropriate academic program and financial managers in 
the planning process. Templates and work sheets are distributed and available to assist in the planning 
process. 
 
The business contingency planning process is based on the following core activities: 

 Delineate essential (mission critical) functions and activities.  

 Keep a roster of trained personnel with the authority to perform essential functions and activities. 

 Identify alternate work sites or other temporary facilities for the most critical functions. 

 Identify and keep rosters of all key contacts for the administration of your business. 

 Establish procedures for on- going back up critical data and protection of critical equipment. 

 Identify key equipment, machinery necessary to perform your essential business functions. 

 Provide for personnel accountability throughout the duration of the emergency. 

 Provide for attaining operational capability, set priorities and ensure that students receive related 
services, financial aid, instruction, food and housing for residents. 

 Establish reliable processes and procedures to acquire resources necessary to acquire resources for 
up to 30 days. 

 Establish written rules and procedures to identify a line of succession and delegation of authority. 
 

The following questions will be distributed to Divisions and Departments to help in providing specific 
guidance for recovery planning in their constituent departments: 

 What are your department’s business interdependencies? What do you need from other 
departments to perform critical functions? Which departments depend on you to perform their 
critical functions? 

 Are there days of the week or month, or months of the year, when a major emergency      would be 
even more disruptive than at other times? 

 Is your essential data backed up regularly?  Would the information be accessible if your building was 
closed, or if the University network was down? 

 Do your Departments have documented disaster recovery procedures in place? 

 Is there a process for tracking the cost of business recovery (including funds spent on overtime, 
special materials/supplies, temporary personnel, etc.) and a mechanism for distinguishing 
emergency recovery costs from other business expenditures? 

 Are special vendor/contractor arrangements necessary for your department(s) to insure continuity 
of services? 

 What human resources would you need to restore your most critical functions? 

 If your employees need to report to ODU, do your employees have a personal emergency 
preparedness plans for their households? 

 If only 50% of your staff/faculty could return to work, could you open? 



18 
 

 Can some employees telecommute during a disaster? What can you do now to plan for that? 

 If University had volunteer workers available after the disaster, what skills would be needed in your 
department? 

 What equipment is necessary for the department to perform its functions? 

 How would you replace equipment within hours or days to be able to resume normal business? 

 If your department could not use its office space to operate, how much space would you need to 
relocate? What kinds of equipment are essential for performing your unit’s critical functions? 

 
Specific Incidents 

Aircraft 
With its close proximity to Port Columbus International Airport, Ohio Dominican University (ODU) is in the 
direct path of aircraft leaving from or returning to the airport. For this reason, it is possible that an aviation 
disaster could take place on or near the campus. 
1. Local Standby:  An aircraft is known or suspected to have an operational defect, which should not 

normally cause serious difficulty in achieving a safe landing. 
2. Emergency: An aircraft is known or suspected to have an operational defect that affects normal flight 

operations to the extent that there is a danger of an accident on ODU. 
3. Full Emergency: An aircraft incident/accident has occurred ON airport property that impacts campus. 
4. Full Emergency: An aircraft incident/accident has occurred OFF airport property on or near campus. 

 

Goals of First Responders 

LOCATE  Identified incident area 
ISOLATE Restrict access to incident area 
EVACUATE Persons affected by incident and evacuation area 

 

Campus Community Responsibilities 

 Remain calm. 

 Obtain as much information as possible. 

 Ensure that Public Safety is notified by calling (614) 251-4700. 

 Call 911 Columbus Police and Columbus Fire who will assume command of the scene 

 Explosion and fire as well as falling debris pose a serious risk to individuals on the ground.   

 All members of the campus community are encouraged to move away from the crash site and seek 
shelter in a safe location.  

 If it is not possible to move immediately away,  protect yourself against blast damage   

 If you are inside, and the building is not damaged, remain inside.  Stay away from windows.  Faculty 
should try to keep their classes together as a unit.  If an evacuation is ordered, follow the 
instructions of the Building Coordinator or Public Safety. 

 Those members of the campus community who are trained in first aid are encouraged to provide 
care for the injured.  PROVIDED IT IS SAFE TO BE IN THE AREA. 
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 Untrained individuals should NOT enter the crash site. A well-intentioned but untrained and ill-
equipped person who enters the crash site risks serious injury or far worse.  If you are aware of 
places where people may be trapped, inform the nearest emergency responder as fast as possible so 
that trained and properly equipped personnel can affect a rescue effort 

 Assist in evacuating or notify first responders of mobility-impaired individuals. 

 Do not use elevators. 

 Do not pick up debris or light any matches or smoke. 

 

Bomb Threat 
A bomb threat may be discovered accidentally or by having an individual notify of the threat.   The 
person aware of the threat should not attempt to evacuate the entire building, but initially focus on 
gathering as much information as possible.  The majorities of bomb threats are false in nature and are 
intended to elicit a response from the building occupants. Bomb threats will be evaluated by responding 
Public Safety Personnel. Faculty should document absences if their class is meeting in the building which 
the bomb threat targets. 

Campus Community Responsibilities 

Written Bomb Threat 

 Ensure the document is handled by as few people as possible. 

 Turn the document over to Public Safety at (614) 251-4700 as soon as possible. 

 If the threat is received via e-mail, save it and notify Public Safety immediately. 

Telephoned Bomb Threat 

 Remain calm and attempt to ask a nearby person to notify Public Safety at (614) 251-4700. 

 Pay attention to the phone display, if possible and record the information on the phone window. 

 Keep the caller on the line as long as possible and attempt to gather as much information as 
possible, per this section’s Bomb Threat Information Checklist. 

 Make note of distinctive sounds, patterns and noises that may indicate who, or where the caller is. 

 Attempt to obtain information on why there is a bomb, where it is, how and when it will go off. 

 Immediately after the caller hangs up, notify Public Safety at (614) 251-4700. 

Bomb Threat Information Checklist 

 (Per Federal Bureau of Investigation guidelines) 
̶ When is the bomb going to explode? 
̶ Where is it right now? 
̶ What does it look like? 
̶ What kind of bomb is it? 
̶ What will cause it to explode? 
̶ Did you place the bomb? 
̶ Why did you do it? 
̶ Exact wording of threat 
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Caller Information: 

̶ What is your name? 
̶ What is your address? 
̶ Sex of caller 
̶ Age of caller 
 
̶ Length of call 
̶ Date and time call was taken 
̶ Any additional notes 

Caller’s Voice: 

̶ Is voice familiar and who does it sound like? 
̶ What best describes the caller’s voice? 

o Calm, angry, excited, slow, rapid, soft, loud, laughing, crying, normal, distinct, slurred, nasal, 
stuttering, lisp, raspy, deep, rugged, clearing throat, deep breathing, cracked voice, disguised, 
accent 

̶ Background Sounds: 
o Street noises, animal noises, clear, static, music, house noises, motor, factory, office 

Threat Language 

 Educated or well-spoken 

 Incoherent 

 Foul 

 Irrational/threats 

 Taped 

 Message being read 

Public Safety will initiate the procedure for contacting appropriate personnel when a Bomb 
Threat occurs on Campus. 

 

 
Civil Disturbance, Demonstration and Protests 
 
The university supports the rights of persons to practice self-expression, to dissent and to demonstrate 
provided such demonstrations are lawful, and neither disrupts normal campus activities not infringes 
upon the rights of others. It is the illegal and/or disruptive acts that sometimes arise from these 
activities, which the University is concerned about. Protests will be evaluated by responding Public 
Safety Command, Vice President for Academic Affairs and the Vice President for Finance and 
Administration. 
 
Protestors and Demonstrators will not be interrupted unless one or more of the following conditions 
exist: 

 Interference with normal University Operations 

 Unauthorized use of private property 

 Prevention of access to office, buildings or University facilities 
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 Threat of physical harm to personnel or damage to University facilities 
 
 

Campus Community Responsibilities 
 Remain calm 

 Report the incident to Public Safety at (614) 251-4700 

 
 

Crime (Violent & Non-Violent) 

Campus Community Responsibilities 

 Immediately notify University Public Safety at (614) 251-4700 when a crime has been witnessed or 
discovered 

Campus Community Responsibilities  

Violent and Aggressive Behavior 

 Remain calm 

 Contact Public Safety at (614) 251-4700 

 Do not try to restrain the person 

 Move away if person is violent 

 Try to talk to person in a calming way if they are agitated 

 Do not block person’s access to an exit 

If Taken Hostage 

 Be patient – time is on your side – avoid drastic action 

 The initial 45 – 60 minutes are the most dangerous 

 Do not try to talk down to or rationalize with the captor 

 Avoid appearing hostile 

 Maintain eye contact at all times, but do not stare 

 Speak only when spoken to and when necessary. Avoid arguments and do not appear hostile 

 Try to rest 

 Avoid speculating 

 Comply with instructions, if possible 

 Expect severe mood swings and irrational actions 

 Make no quick or sudden moves 

 Ask if you need to use the bathroom or take medications 

 Be very observant when you are a captive and when you are released 
(The personal safety of others may depend on what you remember about the situation) 

Active Shooter Incidents 

 Try to remain as calm as possible 

 If possible, get away from the immediate area of danger. Summon help and warn others 

 Call 911 
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 Contact Public Safety at (614) 251-4700  

 Provide the dispatcher your exact location and as much detail as possible 

 Shelter in place if unable to escape and consider the area in which shelter has been chosen: 

 Can it be locked from the inside or barricaded? 

 Are there windows that make you visible? 

 Turn off lights and silence cell phones 

 Fighting can be dangerous but if necessary spread out and have a plan 

 Once the police arrive, obey all commands. Be aware that all persons may be handcuffed or treated 
as suspects. This is done for safety reasons. Once circumstances have been evaluated by police, they 
will give further directions to follow. 

 

 

Deaths: Faculty, Staff and Student  
The University coordinates responses to deaths of students, faculty and staff members in order to 
provide a sensitive, caring, cohesive and professional response.  This protocol assumes that death as 
occurred and does not address mitigation to prevent deaths. 

Campus Community Responsibilities 

 Remain calm 

 Notify Public Safety at (614) 251-4700 

 Provide the following information if possible: 
o Who was involved? 
o What happened? 
o What pertinent events occurred after incidents? 
o Where incidents occurred? 
o When incidents occurred? 
o How Incidents occurred? 
o Who else has been contacted? 
o Who else needs to be contacted?



23 
 



 

24 
 

Earthquake 
Although not as likely as some other natural incidents, there are earthquake fault lines that could be 
active in the area.  There are a number of ways to measure the magnitude of an earthquake. A 
magnitude scale measures the size of an earthquake at its origin. 

Earthquake Magnitude Scale 

2.5 or less  Usually not felt, but can be recorded by seismograph.  
2.5 to 5.4  Often felt, but only causes minor damage.  
5.5 to 6.0  Slight damage to buildings and other structures.  
6.1 to 6.9  May cause a lot of damage in very populated areas.  
7.0 to 7.9  Major earthquake. Serious damage.   
8.0 or greater Great earthquake. Can totally destroy communities near the epicenter. One every 

5 to 10 years. 

Campus Community Responsibilities 

There may be no time to evacuate to a safe area if the onset of the earthquake is without warning.  If 
possible, keep the following steps in mind when exposed to the onslaught of an earthquake: 
 

 If possible to quickly evacuate do so, if not then assume a low position as close to the center of the 
room as possible 

 Stay clear of bookshelves, overhanging cabinets, hanging fixtures, etc. 

 Take cover under closest tables, desks, etc. 

 If in a vehicle, stop at the safest place possible, preferably away from power lines and trees.  Stay in 
the vehicle for the shelter it offers 

 Provide first aid and assistance needed as soon as it is safe to do so 

 Anticipate the likelihood of loss of power, loss of telephone service, absence of portable water, 
damage to or blockage of roads and bridges, disruption of transportation and distribution systems 
and react in a manner consistent with the severity 

 Be prepared to quickly assess damage and injury and report it to Public Safety at (614) 251-4700 or 
the EOC if activated 

 If the shock is severe enough to damage structures, evacuate the building immediately after the 
quake has subsided to a safer area 

 Remain patient, since emergency responders may be overwhelmed by the magnitude of the damage 

 If possible, notify family members outside of the area of your condition 

 Physical Plant will conduct a facility inspection to ensure the building is safe to reoccupy 
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Fire 
The potential for fire incidents is one of the most common concerns with incident planning.  By taking 
proper University and personal fire precautions, the potential for fire incidents is minimized, as well as 
their effects if one does occur.   

Campus Community Responsibilities 

 Upon noticing fire, smoke, flame or any evidence of fire, follow University policy in calling 911 and 
notifying Public Safety at (614) 251-4700 

 Remain calm and do not panic 

 Activate the building fire alarm system, if it can be done safely 

 Alert others in the building if possible 

 Exit the building by the nearest exit and report to designated areas 

 Do not use elevators.  Do not re-enter the building until notified it is safe to do so  

 If trapped in a building, attempt to notify others through a window  

 Remain at a low level, below the rising smoke 

 It is recommended to exit whenever possible, although if trapped in a room, damp cloths can be 
used to breathe through and to obstruct smoke traveling under doors 

 In the event your clothing is on fire, stop, drop and roll, and seek help 

 All fires must be reported to Public Safety, regardless of how small they are 

 Building evacuation is required regardless of how small the fire is, to ensure all personnel are safe 
and accounted for 
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Food Related Emergencies 
Food poisoning occurs when food that has been eaten is contaminated with bacteria or other toxins. An 
outbreak of Food borne illness occurs when a group of people consumes the same food and come down 
with the same illness. Food poisoning can be an isolated incident that may escalate quickly.  Incident 
response requires prompt response and notifications.  
 
Signs and Symptoms 
The typical signs of food poisoning are nausea, vomiting, abdominal cramping, diarrhea, head or muscle 
aches, and fever. Specific bacteria may cause these signs and symptoms: 

 Clostridium botulinum (C. botulinum, or botulism): weakness, blurred vision, sensitivity to light, 
double vision, paralyzed eye nerves, difficulty speaking and swallowing, paralysis that spreads 
downward, respiratory failure and death 

 Salmonella spp., Shigella spp., and Campylobacter jejuni (C. jejuni): fever, chills and bloody diarrhea 

 Escherichia coli (E. coli): hemorrhagic colitis (diarrhea with very little stool and large amounts of 
blood), occurring up to 3 days after eating contaminated food 

 Mushroom poisoning: stomach upset, delirium (confusion), vision difficulties, heart muscle 
problems, kidney failure, death of liver tissue, and death if left untreated  

Campus Community Responsibilities 

 Taking precautions when preparing and storing food 

 Washings hands and working surfaces 

 Seek medical attention, as proper medical documentation; including laboratory confirmation is 
required to determine if an illness is food borne  

Follow these steps in the event of suspected or confirmed cases of food poisoning: 

 If food is eaten on campus, notify the dining service managers 

 Those feeling ill should report to the University Health Center or Local Health Care Provider 

 If the food poisoning is severe enough to require emergency treatment, dial 911 for an ambulance 

 Notify Student Development or Residence Life if an on campus resident 

 Maintain a list of all personnel affected and those transported elsewhere for assistance 

 

 
Hazardous Materials Spills and Leaks 
Hazardous material spills trigger actions that must be taken based upon time of discovery and 
reportable quantities that are spilled.  Proper precautions must be taken when handling hazardous 
materials and the steps for protecting University personnel and the facilities should be well understood.  
Included are the state and local requirements for identifying potential hazards and reporting them if a 
spill occurs.  

Campus Community Responsibilities 

 Be familiar with all facility hazards and their potential for harm 

 Summarize where and how all hazardous materials are stored 

 Instruct personnel in their appropriate safe handling procedures 
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 Identify all first aid procedures, personal protective equipment requirements, eyewash stations and 
utility shut offs 

 Instruct personnel in applicable first aid procedures for injured personnel 

 Conduct drills to ensure all pertinent personnel are properly trained 

 Implement a process for maintaining MSDS and have them available once an incident occurs.  Locate 
them in multiple areas 

 Know which authorities must be notified if the quantity of materials spilled exceeds reportable 
threshold quantities 

Upon Discovering Potential Hazardous Material Leak or Posing a Danger 

 Evacuate the affected area immediately and seal it off to prevent further contamination 

 Rescue trapped or injured personnel if it can be done safely. If not, provide assurance until trained 
personnel arrive 

 Activate the building alarm if additional danger exists: fire, explosion, spread of toxic fumes, etc.  

 Locate all personnel a clear distance away from the hazard (upwind 500 feet away if possible) 

 Maintain clear access for all responding service specialists and their equipment 

 Do not enter confined spaces unless proper safety procedures are followed 

 If exposed to any chemical on clothing, skin or by inhalation, begin decontamination and medical 
procedures immediately 

 Use licensed contractors to clean up chemical spills, unless personnel are properly trained, outfitted 
and prepared to do so 

Information to Relay to Emergency Personnel 

 Name of caller 

 How and where contact can be established with the caller or another responsible person at the 
scene 

 Report the nature of the incident (leak, spill, derailment, fire or explosion). 

 Specific location, including address and landmarks 

 What hazardous material is involved – MSDS, placard or label 

 When the incident occurred 

 Quantity and hazard of the chemical 

 Type and condition of containers 

 Nature and extent of injuries to people 

 Extent of property damage and threat potential to the environment 
 
 
 

Infectious Diseases 
The Director of Student Health Services is responsible for ensuring that University-wide Disease specific 
management guidelines are established and updated as necessary to address infectious disease 
occurrences. All efforts for managing outbreaks of infectious diseases on campus will be closely 
coordinated with the Ohio Department of Health, the Centers for disease control (CDC) and the World 
Health Organization (WHO). The American College Health Association (ACHA) also publishes guidelines, 
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which are integrated in the plan, when appropriate, for managing a response to a variety of specific 
health emergencies. 
 
Since Student Health Services normally limits its services to students, Human Resources and Academic 
Affairs will be engaged to deal with personnel issues and class management 

Campus Community Responsibilities 

Students  

 Report to Student Health Services or their personal primary care facility to assess the nature and 
severity of any disease, unless instructed otherwise 

Non- Students 

 Notify the Director of Student Health Services upon learning that any community member, including, 
oneself, has an infectious disease, which poses a significant threat to others on campus 

 

Diseases, Which May Trigger an Emergency Response 

Below are examples of diseases that may trigger and emergency response beyond the normal medical 
management. This list includes diseases that may require exclusion of a person from food handling, may 
require escalation of sanitary procedures, may be highly transmissible and may pose a threat of serious 
illness. Many of these diseases must be reported to CDC. The list is not exhaustive. 

 Anthrax 

 Arboviral diseases (viral hemorrhagic fevers, 
encephalitis etc.) 

 Botulism 

 Cholera 

 Clostridium perfringens Epsilon toxin 

 Cyclosporiasis 

 Diphtheria 

 E. Coli 

 Food Safety Threats 

 Giardiasis 

 Haemophilus influenza, invasive disease 

 Hepatitis A 

 Legionellosis 

 Measles 

 Meningococcal disease 

 MRSA 

 Mumps 

 Pandemic Flu 

 Pertusis 

 Rabies, animal or human 

 Salmonellosis 

 Smallpox 

 Staphylococcal food poisoning 

 Typhoid 

 Water safety threats (Cholera) 

Blood borne Pathogens 

Blood borne pathogens are microorganisms in the bloodstream.  They can cause many diseases, 
including AIDS, malaria, syphilis and hepatitis B. 
 
Blood borne pathogens have been found in many bodily fluids, including: 

 Blood  

 Semen 

 Vaginal secretions 

 Breast milk 

 Saliva 

 Urine 

 Tears 



 
Use “universal precautions” when you are exposed to blood or other bodily fluids in the environment. 

 Assume all bodily fluids are infectious and take the necessary protective measures. 

 Use personal protective equipment (PPE) and utilize work practice controls for protection. 

 If a co-worker or other personnel are injured or sick, immediately obtain assistance, but avoid 
contact with blood or other bodily fluids. 

 If the accident scene involves bodily fluids, do not clean up the area – only well-trained personnel 
with proper PPE should clean up the area. 

 
Follow OSHA guidelines, 29 CFR 1910.1030, for dealing with blood borne pathogens, including: 

 Training 

 Recordkeeping (employment + 30 years) 

 Engineering controls 

 Work practices 

 PPE 

 Housekeeping (cleaning, handling and discarding) 

 Vaccinations 

 Medical follow-up 
 
 
 

Infrastructure Failures 

Elevator Failure 

Elevator failures can occur due to power outages and elevator equipment malfunctions. 

Campus Community Responsibilities 

 Remain calm and contact Public Safety at (614) 251-4700  or use emergency phone in elevator and 
give the emergency dispatcher the following information: 
o Name of the building  
o Location of the malfunctioning elevator within the building 
o Where the car is stopped, if known  
o If a medical emergency exists 
o Before you hang up, make sure the dispatcher has all of the information needed  

 If you observe or witness someone stuck in an elevator remain with them until help arrives 

 Do not attempt to extricate yourself or another without professional help 

 Public Safety contacts the service contractor and/or emergency services for the safe evacuation of 
passengers from the elevator 

 Keep the occupants calm  

 The activation of an elevator lobby smoke detector will cause all building elevators to return non-
stop to the main floor and lock with the doors open. Never use an elevator to evacuate a building.  

Flooding 

A flood condition could develop after, because of several natural incidents, including but not limited to 
the following: hurricanes, severe storms and tornadoes.  Identify areas of vulnerability and history of 



 

30 
 

different types of flooding.   As is the case with tornadoes, flood and flash flood watches, indicate 
flooding is possible in the area, and warnings indicate a flood is occurring or will occur very soon. 

Campus Community Responsibilities  

 Tune in and listen to local weather broadcasts 

 Watch for flooding at bridges and low-lying areas 

 Evacuate areas that are subject to flooding 

 Notify Public Safety at (614) 251-4700 or Physical Plant at 614-251-4547 of any flooding conditions 

 Take appropriate action to protect, secure equipment, files records, sensitive material and facilities 
against flooding conditions 

 Be alert for power lines and gas lines being damaged as a result of the flooding 

 Conduct roll call and check for injuries if necessary 

 Provide first aid as needed  

 Check all areas for ability to access safely 

 Close windows as appropriate 

 Keep utilities off in areas affected until their safe operation is validated 

 

Gas Leaks and Utility Outages 

Gas leaks and utility outages address utilities other than power outages, as detailed in the University 
incident plan.  Similar precautions and actions must be taken, with additional considerations noted 
below. 

Campus Community Responsibilities 

Gas Leaks 

 Call University Public Safety at (614) 251-4700 or dial 911 per University policy and initiate 
evacuation as instructed 

 Do not return to the area until permitted to do so 
 

Type of Gas Leak If time permits and you can do so safely: 

Gas Escaping Inside the Building  Ventilate the area 

 Shut off open flames 

 Do not turn on or operate electrical 
equipment 

Gas Escaping Outside  Check for gas odor 

 Extinguish all flames 

 Avoid smoking 

 Secure ignition switches 

Gas Burning Inside the Building   Shut off all gas appliances. 

Gas Burning Outside  Allow the gas to burn – do not try to 
extinguish it 
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Utility Outages 

 Follow similar procedures as outlined under power outages in the University’s Incident plan 

 Pre-plan with appropriate valve signage for emergency shut-offs labeled for emergency identification 

 Ensure all emergency services and Public Safety personnel are aware of key valve locations and how 
to operate them 

 Perform maintenance on valves as directed 

 Ensure clear access is maintained in front of and around all utility shut-off valves 

 

Power Failure  

Power outages may be caused by sudden events, such as weather-related incidents and work being 
performed on utility/power lines either at the University or a supply line located off-site.  During periods 
of heavy power usage, the utility company may have to reduce voltage or power supply.  This is 
commonly referred to as a “brownout” and may occur during heavy periods of high air conditioner 
usage.   

Campus Community Responsibilities 

Notification 

 If power failure occurs during school hours, notify the Maintenance Department at (614) 251-4547, 
or the Public Safety Department at (614) 251-4700 

 The Maintenance or Public Safety Department should have a pre-established procedures for 
reporting power failures with multiple contact number.
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International Program Crisis Management 
The International office is responsible for coordinating the management of emergencies affecting 
participants in academic study abroad programs sponsored by Ohio Dominican University. Emergencies 
are those that pose a genuine and sometimes immediate risk to the health, safety and well- being of 
program participants and may range from irritating to dangerous.  

Emergencies include but are limited to: 

 Accident/ Injury 

 Medical Emergency 

 Physical or sexual assault 

 Missing person 

 Death 

 Incarceration 

 Political/civil unrest 

 Terrorist Activity 

 Natural or Human Disaster 
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Campus Community Responsibilities 

 Remain Calm 

 Obtain information necessary to appropriately brief campus officials 

 Notify the Director of the International Office or the Department of Public Safety at (614) 251-4700 

Obtain the following information if possible: 

 Current status of each student 

 Who was involved? 

 What happened? 

 What pertinent events occurred after incidents? 

 Where and when did incident occur? 

 Who else has been contacted? 

 Who else needs to be contacted? 
 
 
 

Mass Injuries 
The number and severity of casualties define mass injuries as significant injuries in which emergency 
medical services resources, such as personnel and equipment, are overwhelmed. 

Campus Community Responsibilities 

 Follow standard medical emergency procedures 

 Activate the building alarm if it is a fire incident or if evacuation is required 

 Assist those with mobility impairment to evacuate the building 

 Meet emergency response personnel 

Call 911 as well as Public Safety at (614) 251-4700 and report the following: 

 Number and type of injuries (burns, exposure, trauma, etc.) 

 Any safety concerns for incident responders (chemical fumes, hazmat spills, downed power lines, 
etc.) 

 

 

Medical Emergencies 

Campus Community Responsibilities 

 Notify 911 and the Department of Public Safety at (614) 251-4700 

 Make sure that you are aware of each of the following:  
o Where is the emergency? The emergency is not always located where you are calling from.  

Always be aware of your surroundings and where you are. Try to keep a watch out for the road 
signs, business names and intersections whenever you may travel. 
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o Nature of the emergency. Do you require assistance from law enforcement, medical 
professionals, and/or fire fighters? In certain areas, the dispatcher or a computer will tell you to 
dial certain numbers to help them know which department to connect you with and whom you 
should talk to. 

o A detailed, yet concise, description. What happened? How many details do you know? What 
should have the most importance? In general, the most important thing is why you need 
assistance, followed by what caused you to need assistance. 

o The phone number of your phone. The dispatcher will need instructions on how to get to where 
you are, and may need to call back for more information. Know the phone number of your 
phone. 

o Location. Give the dispatcher your name and address. 
o Stay on the phone with the dispatcher until told to hang up. 

 
 
Snow Removal 
The goal is to provide a reasonably safe pavement surface given the available resources and limitations 
imposed by weather conditions. This responsibility will begin at 1" of snow and shall include plowing of 
all drifting snow due to high winds in accordance with the priority list.  In all cases, the ODU Grounds 
Department is responsible for the overall clearing of snow and ice from all pedestrian entrances and 
walkways according to a priority list. Responsibility shall also include plowing of roadways when snow 
depth is greater than 1” or, upon being notified by Public Safety Department.  Salting shall begin after 
plowing or when hazardous conditions exist.  

Campus Community Responsibilities 

 Stay tuned to local weather channels 

 Report unsafe conditions on campus to Public Safety at (614) 251-4700 or Physical Plant at (614) 
251-4547 

 Confirm that the University has the correct contact information 

 Call the ODU hotline number at (614) 251-4590 for the latest information about closing 
 

 Follow an established weather advisory procedure to obtain information from the National Weather 
Service, local radio stations, and campus Public Safety Department. 

 Ensure all essential personnel are given enough warning to report to the University and assume their 
responsibilities. 

 Implement pre-defined actions for clearing of roads, sidewalks, etc. that are under University 
control. 

 Notify students, faculty and staff of present status and next steps in notification that will be 
implemented. 

 Continue snow removal activities until it is not safe to do so (extreme wind or wind chill conditions). 

 Keep equipment in operation in extreme and lengthy snow situations by utilizing maintenance and 
custodial personnel, allowing the grounds personnel a period of rest. 

 The University will provide sleeping quarters for essential personnel as needed. 

 Monitor all personnel for injuries and initiate EOC process, if needed. 
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Suicide Attempt (On University Property) 
A suicide attempt incident requires prompt attention by not only University incident response 
personnel, but by external counseling staff, including appropriate follow-up as well.  

Campus Community Responsibilities 

 Verify information, and then call 911 and Public Safety at (614) 251-4700. 

 Notify University Counseling 

 
 

 

Suspicious Letters and Parcel Management 
A suspicious package or letter may be characterized by the following: 

 Abnormal sounds 

 Poorly handwritten or typed addresses 

 Misspelling of common words 

 Lopsided or uneven envelope 

 Protruding wires or foil 

 Visual distractions 

 Title, but no name used 

 Oily stains, discolorations or odors 

 Excessive security material (tape, strings, etc.) 

 Marked with restrictive endorsements such as “Personal” or “Confidential” 

 Excessive postage or weight 

 Displays a city or state in the postmark that does not match the return address 

Campus Community Responsibilities 

General Precautions 

Have the following supplies available in the mailroom: 

 Zipper-lock plastic bags 

 Plastic gloves and paper masks 

 Wash hands with soap and warm water before and after handling mail 

 Do not eat, drink or smoke around mail 

 If you have open cuts or skin lesions on your hands, disposable gloves may be in order 

Procedure for Suspicious, Unopened Package 

 Call  Public Safety at (614) 251-4700 and notify them and all people in the area of the package 

 Do not shake or empty the contents 

 Put on plastic gloves 

 Place the package in a double plastic bag or a container to prevent leakage of contents 

 Cover the package with anything and do not remove the cover 

 Leave the room and close the door to prevent others from entering 

 Remove gloves and wash your hands with soap and water to prevent spreading any powder to your 
face 
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Procedure for a Powder Spill from a Package  

 Call Public Safety at (614) 251-4700. 

 Do not try to clean up the powder. 

 Cover the spilled contents immediately with anything available and do not remove the cover 

 Leave the room and close the door to prevent others from entering. 

 Wash your hands with soap and water to prevent spreading any powder to your face. 

 Remove heavily contaminated clothing as soon as possible and place in a plastic bag or container. 
Provide it to emergency responders for proper handling. 

 Shower with soap and water as soon as possible, cleaning the entire body and hair. 

 List all people who were in the area, especially those who has actual contact with the powder.  
Provide this list to University Public Safety for follow-up and medical care. 

Procedure for Room Contamination by Aerosol  

(Example: small device is triggered, HVAC system may be contaminated) 

 Notify Public Safety at (614) 251-4700 

 Turn off any local fans or ventilation units in the area 

 Leave the area immediately 

 Close the door to prevent others from entering 

 Shut off the HVAC system immediately to avoid spreading the aerosol 

 List all people who were in the area and give it to University Public Safety for follow-up investigations 
and medical care  
 
 
 

Terrorism 
When a terrorism-related incident occurs, the primary goal is the safety of innocent citizens, hostages, 
police personnel and the individuals involved with the terrorist activity.  Every attempt is made to bring 
the incident to a safe conclusion without the loss of life.  Public Safety Department maintains a liaison 
with local and federal law enforcement agencies.  Routine communication with these agencies should 
take place to determine any activity or known threats that may disrupt University operations.  This will 
help to identify any sensitive or potential “target” buildings or operations. 

 
 

Tornado 

Potential Incident 

The National Weather Service uses the following definitions: 

 Thunderstorm Watch: Weather conditions are favorable for the formation of a severe thunderstorm. 

 Thunderstorm Warning: A severe thunderstorm has been cited on radar and persons in the path of 
this storm should take shelter. 

 Tornado Watch: Weather conditions are favorable for the formation of tornadoes 

 Tornado Warning: A tornado has been indicated on radar and persons in the path should seek 
shelter immediately. 
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Campus Community Responsibilities 

Tornado Watch Actions  

 Continue normal activities 

 Monitor local weather outlets 

 Monitor south and west areas for approaching severe weather 

  Prepare to take shelter if needed 

Tornado Warning Actions 

 Take shelter immediately 

  Warn others as you seek shelter 

Once in shelter area: 

 Assume protective squatting position with hands locked behind head 

 Remain in this position until notified that it is safe to leave the area 

If insufficient time to evacuate: 

 Go to an inside hallway away from doors and windows 

 Squat on floor face down 

 Cover your head 

If outdoors: 

 Seek shelter in a ditch or low spot on the ground 

 Assume fetal position and protect your head 

If in a motor vehicle: 

 Stop and get out 

 Seek shelter away from the vehicle 

Tornado Locations by building 

 Alumni Hall – 1st floor locker rooms or hallway outside of the locker rooms 

 Aquinas – If you are in a first floor room, stay in your room, get under desks or bed; if you are on the 
2nd – 4th floors go to stair wells at the ends of the halls as close to the first floor as possible 

 Battelle Hall – 1st floor restrooms and storage space 

 Erskine Hall – lower level, interior offices and restrooms 

 Fitness Center – Locker rooms 

 Fitzpatrick – Basement as close to the west end of the building as possible, not in stair well 

 Guzman – Basement 

 Guzman Annex – Basement 

 Las Casas – Basement 

 Peace Hall – 1st floor interior hallway 

 Lynam – If you are in a first floor room, stay in your room, get under desks or bed; if you are on the 
2nd – 4th floors go to stair wells at the ends of the halls as close to the first floor as possible 
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 Physical Plant – main hallway with the doors closed 

 Sansbury – 1st floor western hallway doors closed 

 Siena – If you are in a first floor room, stay in your room, get under desks or bed; if you are on the 
2nd – 4th floors go to stair wells at the ends of the halls as close to the first floor as possible. 

 Spangler – bottom floor outside of the LVC  

 St. Albert’s – 1st floor in the storage areas and restrooms if unavailable interior hallway doors closed 

 The Bishop James A. Griffin Student Center – 1st floor in the food service hallway/ dock area 

 Wehrle – Bottom Floor – ceramics room, if closed near restrooms or in photo lab. 

These locations are not safe to be in during a tornado. 

You must exit these locations, move toward the lowest ground possible and get down if a tornado 
touchdown seems likely.  

 Batting Building – get out and head down to the baseball field 

 SRC – Get out and head toward the creek 

 Maintenance Garage - Get out and head towards the creek 

After Tornado Passes 

 Conduct roll call and check for injuries 

 Provide first aid as needed and notify Public Safety of status 

 Check all areas for ability to access safely 

 Close windows as appropriate 

 Keep utilities off in areas potentially affected until their safe operation is validated 
 
 
 

Winter Weather Closing Notification 
During severe weather emergencies, classes may be cancelled, delayed, or dismissed or campus may be 
closed entirely. Franklin County issues the following winter weather advisory levels: 

Level I    “Advisory” 

County roadways are hazardous with blowing and drifting snow.  Roads may also be icy.  Driving should 
be with caution. 

Level II   “Watch” 

County roadways are hazardous with blowing and drifting snow.  Only those who feel it is necessary to 
drive should be using county roadways. Employees should contact their employers to determine 
whether or not to report to work. 

Level III    “Warning” 

All county roadways are closed to non-emergency personnel. No one should be using county roadways 
unless it is absolutely necessary to travel. All employees should contact their employers to determine if 
they should report to work.  Those traveling on county roadways may subject themselves to fines, 
penalties, and other prosecution.  Monitor current weather conditions reported on local radio and/or 
local television stations. 
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Weather Related Closures  

 Once a decision to delay/cancel classes or close campus has been made, Marketing and Media 
Relations and Public Safety will notify, students, faculty and staff via social media, website and the 
One Call Now system. 

 
 
 
 

Emergency Operations Plan Testing/ Drills/ Updates 
 
The routine testing and performance of drills in relation to the emergency operations plan is 
imperative to its success as an effective plan when put into practice. Annual drills, tabletops, 
or awareness events are conducted to keep personnel up to date on various aspects of the 
plan and to review response procedures. 
 
Updates of the plan can occur at any time upon review of incidents, through testing/ drill 
outcomes, changes in university structure or through a biennial review process. 
 


