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UNION COUNTY COLLEGE 

Cranford, New Jersey 

 

EDUCATIONAL PLANNING AND POLICY COMMITTEE AGENDA  

 

April 19, 2022 

4:15 P.M. 

 

Executive Education Center, Cranford Campus 

 

 

I. Call to Order 

II. Minutes – March 21, 2022 

III. Staff Personnel Actions – Resolution E022-015 

IV. Emergency Operations Plan – Resolution E022-016  

V. EPPC Update – Undergraduate Research Journal  

VI. Assessment, Planning & Research – Annual Planning Matrix 2023-2024 

VII. Safety Report  

VIII. Enrollment Report 

IX. Other Business  

X. Adjournment  



UNION COUNTY COLLEGE 

Cranford, New Jersey 

 

Educational Planning and Policy Committee 

Minutes of Meeting 

March 22, 2022 

The meeting was called to order by Mary M. Zimmermann, Chair, at 4:15 p.m. in the Conference 

Room on the Scotch Plains Campus.  The following were present: 

 

Committee Members: 

Mrs. Zimmermann; Rafael J. Betancourt, Esq.; Ryan J. Greco; Gary S. Horan; Anjali Mehrotra; 

Paul T. O’Neill; Daryl Palmieri; Dr. Margaret M. McMenamin, President.  

 

Staff Liaison: 

Vincent J. Lotano, Associate Vice President, Administration; Dr. Lori Wilkin, Vice President of 

Finance & Operations. 

 

Also Present: 

Denise Collins; Dr. Jaime M. Segal.  

 

Minutes: 

On motion duly made by Mrs. Zimmermann, seconded by Mr. Greco and unanimously carried, the 

Minutes of the February 22, 2022 Educational Planning and Policy Committee Meeting were 

approved as submitted.  

 

Mr. Lotano submitted the following Resolution for consideration: 

 

Resolution E022-011 - Staff Personnel Actions 

RESOLVED, that the following personnel actions recommended by the President be approved: 

 

Staff Appointments: 

 

Paola Lobo, Public Safety Officer, Finance and Operations, effective February 14, 2022, 

$32,728 per annum. 

 

Lemar Davis, Public Safety Officer, Finance and Operations, effective February 16, 2022, 

$32,728 per annum.  

  

Deanna Muniz, Title V Program Secretary, Academic Affairs, effective February 16, 2022, 

$34,000 per annum.  

 

Samantha Monge, Title V Student Services Specialist, Academic Affairs, effective February 

22, 2022, $53,000 per annum.  

 

Shiv Sood, Public Safety Officer, Finance and Operations, effective February 28, 2022,  

$32,728 per annum.  
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Staff Promotions/Reclassifications/Reinstatements: 

 

Dr. Tinny Cheung, Assistant Dean of Student Success and Director of ACT, from Director 

of Student Success Initiatives, Student Development, effective February 22, 2022, $100,000 

per annum. 

 

Duane Reid, Director of Student Success Initiatives, from Associate Director of ACT, 

Student Development, effective February 22, 2022, $80,000 per annum. 

 

Dr. Lavon Williams, Associate Director of Student Success Initiatives, from Coordinator, 

Student Success Initiatives, Student Development, effective February 22, 2022, $70,000 per 

annum.  

 

Sarah Cunha, Title V Project Director, Academic Affairs, from Student Services Generalist, 

One Stop, Student Development, effective March 1, 2022, $65,420, per annum.  

 

Morgan Thompson, Student Services Specialist from Student Services Generalist, Student 

Development, effective March 1, 2022, $52,000 per annum.   

 

Staff Employment Separations: 

 

Ralph Puma, Public Safety Officer, Finance and Operations, effective February 2, 2022. 

 

Grace Pardo, Executive Assistant, Finance and Operations, effective March 8, 2022. 

 

Robert Gray, Mailroom Clerk, Finance and Operations, effective April 1, 2022. 

 

It was moved, seconded, and approved that the Resolution be recommended to the Board of 

Trustees for adoption. 

 

Dr. Wilkin submitted the following Resolutions for consideration: 

 

Resolution E022-012 - Memorandum of Understanding 

WHEREAS, a Memorandum of Understanding has been reached between Union County College, 

New Jersey and Felician University, New Jersey, to allow Union County College, 

New Jersey, to undertake a collaboration with Felician University, New Jersey, on a 

Department of Education, Hispanic-Serving Institutions – Science, Technology, 

Engineering, or Math (HSI STEM) grant program (Exhibit 1), and 

 

WHEREAS, Felician University, New Jersey, will serve as the lead agency and Union County 

College, New Jersey will be a partner to work in cooperation by supporting the HSI 

STEM grant application writing process and post-award activities through a STEM-

focused articulation agreement and professional development opportunities for 

STEM faculty (Exhibit 1), and 
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NOW, THEREFORE, BE IT RESOLVED that the Board of Trustees of Union County College, 

New Jersey, approves the Memorandum of Understanding between Union County 

College, New Jersey, and Felician University, New Jersey (Exhibit 1), and 

 

BE IT FURTHER RESOLVED that College officials be authorized to approve the Memorandum 

of Understanding between Union County College, New Jersey, and Felician 

University, New Jersey. 

 

It was moved, seconded, and approved that the Resolution be recommended to the Board of 

Trustees for adoption. 

 

Resolution E022-013 - New Program Option–Environmental Science-Sustainability Option 

offered through Biology, A.S. 

WHEREAS, it has been determined there is a need for an Environmental Science-Sustainability 

Option offered through Biology, A.S. (CIP code 26.0101) at Union County College, 

New Jersey (Exhibit 2) and, 

 

NOW, THEREFORE, BE IT RESOLVED that the Board of Trustees of Union County College 

approves, upon recommendation of the faculty, Environmental Science-

Sustainability Option offered through Biology, A.S. (CIP code 26.0101) at Union 

County College, New Jersey (Exhibit 2) and, 

 

BE IT FURTHER RESOLVED that the A.S. degree in Environmental Science–Sustainability 

Option offered through Biology (CIP code 26.0101) at Union County College, New 

Jersey be submitted to the New Jersey Commission on Higher Education for 

approval. 

 

It was moved, seconded, and approved that the Resolution be recommended to the Board of 

Trustees for adoption. 

 

Resolution E022-014 - Program Option Deregistration–Sustainability Option offered through 

Engineering, A.S. 

WHEREAS, there has been a continuing lack of enrollment in the Sustainability Option offered 

through Engineering, A.S., (Exhibit 3) and, 

 

WHEREAS, changes in work-based skills and knowledge have resulted in the reevaluation of 

curriculum in relation to industry needs (Exhibit 3) and, 

 

NOW, THEEFORE, BE IT RESOLVED that the Sustainability Option offered through  

Engineering, A.S. (CIP code 140101) at Union County College, New Jersey be 

submitted to the New Jersey Commission on Higher Education for deregistration. 

 

It was moved, seconded, and approved that the Resolution be recommended to the Board of 

Trustees for adoption. 
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EPPC Update - Cybersecurity Club: 

Dr. Wilkin provided a review of the College’s Cybersecurity Club whose mission is to create an 

environment that promotes Cybersecurity education and advancement in the field. The 

Cybersecurity Club meets in the Innovation Center weekly to collaborate on work-based projects.  

 

Safety Report: 

Dr. Wilkin stated that in compliance with the Cunningham – Ruiz Law (S485, codified at N.J.S.A. 

18a:3B-71) requiring reporting of campus crimes and fire incidents for the period from February 4, 

2022 to March 3, 2022, Public Safety advised that there were no incidents to report. 

 

Enrollment Report: 

Dr. Wilkin reported that as of March 22, 2022, enrollment for Summer is -24.9% 

 

Other Business: 

There was no other business to report. 

 

With no further business on the agenda, a motion for adjournment was made by Mrs. Zimmermann 

at 4:25 p.m. 

 



 

4/1/2022 10:20 AM  Board Meeting April 19, 2022 

 

 

 

Resolution E022-015 

Staff Personnel Actions 

 

 

RESOLVED, that the following personnel actions recommended by the President be approved: 

 

Staff Appointments: 

 

Tawn D. Walker-Cohen, Coordinator of High School Initiatives, Student Development, 

effective March 14, 2022, $53,000 per annum.  

 

Waleed Refaat, Custodian, Finance and Operations, effective April 11, 2022, $27,934 per 

annum.  

 

Robert Conklin, Academic Specialist, Director of Paramedic Program, Academic Affairs, 

effective April 18, 2022, $90,000 per annum.  
 

 

Staff Promotions/Reclassifications/Reinstatements: 

 

Sonia Bebenova, Educational Support Coordinator from Tutoring Center Services 

Coordinator, Academic Affairs, effective April 1, 2022, $53,900 per annum. 

 
Lester Bosea, Associate Registrar from Assistant Registrar, Student Development, effective April 

16, 2022, $70,000 per annum.  

 

 

Staff Employment Separations: 

 

Remond Carter, Student Services Generalist, Student Development, effective March 18, 

2022. 

 

Gary Bontempo, Lead Copy Operator, Administrative Services, effective March 29, 2022.  

 

Daisy Espana, Department Clerk, Administrative Services, effective March 31, 2022.  

 

 

 



  

Tawn D. Walker-Cohen 

 1551 Berkeley Avenue Petersburg, VA 23805 
Phone: 973-415-9413    Email: Tawnwalker@gmail.com 

  

  EDUCATION 
 
  Master of Divinity 
  Virginia Union University Samuel DeWitt Proctor School of Theology, Richmond, VA  
  May 2018 
   
  45 Completed Credits Towards Master of Counseling  

Alliance Graduate School of Counseling, Nyack, NY                                    
2009-2012 

 
Bachelor of Arts, Psychology 
Fairleigh Dickinson University, Teaneck, NJ                                                       

  1985 

 

  PROFESSIONAL EXPERIENCE 

  Highly dedicated, innovative, and personable professional seeking a position to utilize    
  my strength in leadership, organization, and communication to improve students’ ability     
  to persist and graduate by implementing strategic planning, campus-wide collaboration   
  and best practices. 
 

  ACCOMPLISHMENTS 

▪ Served as a Restorative Justice Facilitator as a statewide volunteer with the 
Virginia Department of Corrections. I assisted in the conduction of conflict 
resolution sessions with inmates at the State Farm Enterprise Unit (VA). 

▪ Volunteered as a Restorative Justice facilitator working with students in Richmond 
as an option to an offense committed.  

▪ Partnered with the Higher Education Director of the National Association for the 
Education of Homeless Children and Youth and the NJ State Coordinator for the 
Education of Homeless Children and Youth / Migrant Children to create a state-
wide network of services and resources for unaccompanied/homeless youth 
attending institutions of higher education. 

▪ During the five years of service at Bloomfield College I collaborated with various 
departments and services at Bloomfield College to increase of the retention of 
freshman participants in the Educational Opportunity Fund Program, to their 
sophomore year. 

▪ Over 20 years of experience in supervision, administration, program development, 
curriculum development, building community partnerships and youth advocacy. 

▪ Served as Co-Coordinator of the EOF Professional Association Counselor 
Training for two years. 

▪ Created and executed a 10-week Women’s Empowerment Circle for women who 
served in the military at the McGuire Veteran. Administration Medical Center in 
Richmond, VA 

 

 

mailto:Tawnwalker@gmail.com


CERTIFICATIONS 
▪ CPR/First Aid/AED 
▪ Youth and Young Adult Mental Health First Aid 
▪ Emotional Emancipation Circle Conductor 
▪ Virginia Department of Corrections Statewide Volunteer 
▪ Restorative Justice Circle Facilitator 
▪ Certificate of Completion Mentoring Supervision 
▪ Certificate of Completion of 1\Unit of Clinical Pastoral Education 
▪ Certificate of Completion Diversity, Equity, and Inclusion 
▪ Trauma Informed Care Level I 

 
  RELATED WORK EXPERIENCE 

ACADEMIC ADVISOR, JOHN TYLER COMMUNITY COLLEGE 
CHESTER, VA    02/2021 – PRESENT 

•    Assist students in developing educational plans consistent with their life goals and   
     objectives 
• Provide students with accurate information about institutional 

policies, procedures, resources, and programs 
• Assist students in considering their life goals by relating their 

interests, skills, abilities, and values to careers, the world of work, 
and the nature and purpose of higher education 

• Assist students in evaluating or reevaluating their progress 
toward established goals and educational plans 

TEACHER ASSISTANT, SAMUEL DEWITT PROCTOR SCHOOL OF THEOLOGY, 

VIRGINIA UNION UNIVERSITY, RICHMOND, VA    01/2018 – PRESENT 

• Presented course content when instructor was not available 

• Set up Zoom meetings weekly and managed all technical details during synchronous 
class meetings 

• Monitored and recorded attendance 

• Assisted in setting up and managing assignment submissions 

• Assisted students throughout the week via a special email set up to provide 
additional support 

• Mentored students to help ensure progress and success 

• Graded coursework 
 

CAPS IN STEM CAREER COACH,  

VIRGINIA UNION UNIVERSITY RICHMOND, VA            

10/2017 – 9/2018 

• Presented various workshops that assisted VUU Natural Science majors 
choose a career path within their discipline and identify specific skills and 
extracurricular activities required for a successful start of that career after 
graduation 

• Met with students who majored in natural sciences to provide support and 
information to strengthen their academic progress 

• Developed innovative points of contact with students to encourage engagement 

• Recorded and reported data that supported the goals of the grant 

• Increased student and faculty engagement of STEM Career Coaches at Virginia 
Union University 
 

 

 

 



EDUCATIONAL OPPORTUNITY FUND COUNSELOR, 

BLOOMFIELD COLLEGE BLOOMFIELD, NJ       

10/2009– 01/201 

▪ Re-developed and Coordinated Motivational Student Support Program for EOF 
Freshmen that in collaboration with various departments across campus assisted 
in the increase of freshman retention to their sophomore year. 

▪ Gathered and maintained database of student progress and provide monthly 
reports that were 
incorporated in an annual report to the New Jersey Office of the Secretary of 
Higher Education 

▪ Provided 8 week On-Course Student Success instruction for freshman 
students in the EOF    Program     

 

 OTHER WORK EXPERIENCE 

CASE MANAGEMENT/ PROGRAM DEVELOPMENT / COMMUNITY COLLABORATION

Communities In Schools of Newark, Newark, NJ   

2001-2003/2007-2009    Project Director     
 

Project GRAD Newark, Newark, NJ     
2005-2007     Campus Family Support Coordinator 

 

•  Ensured a safe and supportive emotional environment, maintained club 
 facilities, leveraged partnerships for resources/relationships, built a team of      
 qualified staff and provided supervision to club personnel (paid and volunteer). 

•  Assessed needs of school and developed campus plan based on mission of 
     organization. 

•  Case managed 25-70 students and provided counseling to students and parents 

•   Successfully connected business and community resources to school to 
assist in the execution of developed campus plan and/or individual needs of 
identified students. 

• Provided social service support for Social Worker, Guidance Counselor, Attendance 
Counselor, 

• Substance Abuse Counselors, School-Based Health Center and Teachers 

•   Designed and implemented academic support and character development 
programs that targeted the improvement of students’ literacy and/or math 
performance and helped to prepare them for college 

• Assessed, developed, and implemented individual treatment plans for clients both 
residential and in-home; maintained ongoing documentation of progress within a 
token economy        

 



    
ADMINISTRATION / CURRICULUM DEVELOPMENT / TEACHING 

 
21st Century Community Learning Center @ Falling Creek Elem. School  
2015-2017   Program Site Coordinator 

 

Faith Temple New Hope Christian School, East Orange, NJ    

1995-1999    Vice Principal 

 

Calvary Christian School, Newark, NJ                                                             

1985-1995    Teacher 

 
▪ Performed teaching or teaching-related duties for Pastoral Care I and II, and Grief and 

Loss, developed teaching materials, proctored examinations, and graded examinations or 
papers.  

▪ Responsible for the daily supervision, instruction and safety of students in grades PK4-8th. 
▪ Provided assistance and support to students in classes where served as a Teacher Assistant 
▪ Developed and implemented new School Curriculum for Elementary and Middle School (Pk-8th) 
▪ Responsible for daily operation of school business and supervision of staff 
▪ Promotion and Marketing of schools that resulted in an increase of enrollment 
▪ Provided training for teachers in behavior modification of students and other academic components 

of school curriculum 
▪ Designed and managed morning remediation and afterschool enrichment programs  



Waleed Refaat
Keroroma2@gmail.com

908-290-1466 
739 Jefferson Ave 

Elizabeth, NJ

Summary

I'm very good at anything. As long as I can be taught how to do something, I'll be very good at it. 

06/1995

Education

Mallawi High School Mallawi

Skills

Experience

Wash, dry, and fold [how many] articles of clothing each day
Maintain a clean and safe working environment
Santize all rooms, with special focus in kitchen and bathroom
Vacuum, mop, and dust floors throughout house

Languages

Cleaning Janitorial
Housekeeping

English Arabic



Robert Conklin
20 Smith Street Sayreville NJ 08872

(732) 801-1835| Rconk312@gmail.com

Date available to begin work:  Immediately

SUMMARY STATEMENT

Seasoned leader and educator specializing in Emergency management, Emergency Response and Healthcare. Strongly recognized 
with multple state and natonal level awards. History of collaboratng with agencies at the Local, State and Federal level to ensure 
delivery of emergency response and health care services to the community. Blends educaton, knowledge, confdence, and 
communicaton skills to build relatons ships with all stakeholders while maintaining fnical responsibility.

PROFESSIONAL SKILLS

Educaton Master’s in public administraton, September 2019 
Columbia Southern University, Orange Beach, AL, GPA 4.0
Bachelor of Science in Fire Service Administraton, May 2017
Columbia Southern University, Orange Beach, AL, GPA 3.0
Associate of Science in Criminal Justce, December 2010
Mesa Community College, Mesa, AZ, GPA 3.5
Associate of Science in Fire Service Administraton, October 2009
Community College of the Air Force, Maxwell AFB, AL, GPA 3.5
Paramedic Program, October 2012
Arizona Academy of Emergency Medical Services, Mesa, AZ
Basic Firefghter Apprentce Course, February 2004
Department of Defense Fire Academy, Good fellow AFB, TX 
United States Air Force Basic Military Training, October 2003
Lackland AFB, TX

Personal Strong work ethic with a positve approach. Contnuously striving to achieve goals and exceed 
expectatons.  Organized and focused.

Technical 

Profcient in Microsot Word, Excel, PowerPoint, Access, FrontPage  Extensive knowledge of 
computer usage and programs  Profcient in Motorola CentraCom dispatching system, 
Motorola portable radios, Monaco fre alarm monitoring system, ACES FD Firefghtng system, 
NFIRS, ESAMS, Zoll EPCR, Computer based dispatching, computer phone answering systems 
and computer mapping systems. 

Awards / Achievements

87th AMW Category I Civilian of the Quarter 3rd Quarter 2021
87th CEG Category I Civilian of the Quarter 3rd Quarter 2021
Department Of Defense Fire and Emergency Services 2018 Civilian Firefghter of the Year 
Air Force Fire and Emergency Services 2018 Civilian Firefghter of the Year 
Air Mobility Command 2018 Category I Civilian of the Year 
Air Mobility Command 2018 Civilian Firefghter of the Year 
18th Air Force 2018 Category I Civilian of the Year 
87th ABW 2018 Category I Civilian of the Year 
87th CEG 2018 Category I Civilian of the Year 
NJ Outstanding Paramedic of the Year 2018 
87th AMW Category I Civilian of the Quarter 3rd Quarter 2018
87th CEG Category I Civilian of the Quarter 3rd Quarter 2018
Navy Life Saving Award – March 2015



PROFESSIONAL WORK EXPERIENCE

Director of Emergency Medical Services, August 2021 - Present
Internatonal SOS, Fort Dix New Jersey

 Established a private emergency medical services organizaton providing services to a refugee populaton of approximately  
15,000 residents and visitors in an area of approximately 3 square miles . 

 Developed EMS protocols and Polices for the operatons of the EMS system consistng of 50 EMS providers.
 Supervised the daily operatons of 80 Paramedics stafng 3 ALS Response units, 3 Critcal care transport units, 2 Clinic rapid 

response teams, 1 community paramedic team, a remote clinic and 3 patent care tech areas.
 Implemented scheduling sotware for over 500 employees resultng in improved tme keeping and schedule access to entre

staff of the project. 
 Lead procurement of Emergency Medical supplies and equipment to ensure the proper care was delivered to community.
 Performed paramedic level emergency medical treatment to provide the most extensive pre-hospital care. 
 Performed routne medical technician dutes in the Emergency Room, acute care clinic, primary care clinic, or similar type 

locaton. 
 Assisted a physician in treatng emergency patents within the scope of practce as a licensed Paramedic. 

Firefghter / EMT, October 2014 – Present
Department of Defense, McGuire AFB, New Jersey

 Developed, Implemented, and led US Air Force Fire and Emergency Services EMS Instructor Trainer program delivering 
direct training to over 400 USAF FES EMT Instructors  These instructors delivered training to the entre USAF FES enterprise 
of over 10,000 frefghters and ems personnel. 

 Lead EMS instructor for 160 Fire and EMS Personnel. Developed courses to meet NREMT Re-certfcaton requirements for 
EMT and Paramedic providers. Tracked training and managed NREMT Training center. 

 Program director for Fire Department NREMT EMT Inital course. Conducted 6-week basic course with skills and cognitve 
testng. Ensured compliance with NREMT Policy to facilitate certfcaton of personnel. 

 Site coordinator for NAEMT programs including Tactcal Casualty Combat Care, Pre-Hospital Trauma Life Support, Geriatric 
Emergency medical services, EMS Safety, Phycological Trauma for pre-hospital patents and additonal courses. 

 AHA Faculty and site coordinator certfying 6 instructors and over 160 personnel in Basic Life Support CPR. 
 Member to the USAF EMS Protocols utlized across the entre USAF Pre-Hospital Response system covering a military 

service populaton of over 327,000 actve duty, 153,000 civilian, 70,000 reserve and 108,000 natonal guard personnel.  
 Operated as a member of an organized military fre department within one of the largest military fre departments 

consistng of over 160 personnel, 6 statons and over 3000 emergency responses a year. 
 Implemented electronic chartng system for emergency medical responses improving patent reportng and chartng for 

over 1000 emergency medicals call a year. 
 Developed and Implemented Emergency medical response procedures, guides, and protocols for local Emergency Medical 

System. 
 Acted as a member of the Emergency Medical Services response and management team.

Paramedic, July 2013 – October 2014 / Part tme October 2014 – March 2015
Jersey City Medical Center, Jersey City, New Jersey

 Operated as a member of a hospitals-based emergency medical services organizaton providing services to a urban 
populaton of approximately 750,000 residents and visitors in an area of approximately 63 square miles responding to over 
40,000 calls for service per year. 

 Applied advanced knowledge of emergency frst aid techniques to provide rescue services. Obtained and recorded vital 
signs and other pertnent medical history. 

Paramedic, February 2011 – April 2013 
Southwest Ambulance, Mesa, Arizona

 Operated as a member of a private community-based providing 911 based emergency medical services to a urban, 
suburban and rural populaton of approximately 5 million residents and visitors in an area of approximately 15,000 square 
miles responding to over 40,000 calls for service per year. 

 Applied advanced knowledge of emergency frst aid techniques to provide rescue services. 
 Performed paramedic level emergency medical treatment to provide the most extensive pre-hospital care. 

MILITARY WORK EXPERIENCE 

Rank / Grade / Job Title:  Staff Sergeant / E-5/ Firefghter / EMT 



Enlistment Start – End: August 2007 – December 2011
Branch: US Air force Reserve 

 Operated as a member of an organized military fre department. 
 Responsible for Controlling, extnguishing, and suppressing fres structural fres, wildfres and fres on an airfeld, reforming 

Rescue Operatons. 
 Driving and operatng frefghtng vehicles of signifcant complexity and preforming maintenance on frefghtng equipment 

to ensure proper operaton and functonality. 
 Provide pre-hospital 911 response as an Emergency Medical Technician. 

Rank / Grade / Job Title:  Senior Airman / E-4 / Firefghter / EMT 
Enlistment Start – End: September 2003 – August 2007
Branch: US Air force Actve Duty 

 Operated as a member of an organized military fre department within one of the largest military fre departments 
consistng of over 100 personnel, 3 statons and over 1200 emergency responses a year. 

 Responsible for Controlling, extnguishing, and suppressing fres structural fres, wildfres and fres on an airfeld, reforming 
Rescue Operatons. 

 Driving and operatng frefghtng vehicles of signifcant complexity and preforming maintenance on frefghtng equipment 
to ensure proper operaton and functonality. 

 Provide pre-hospital 911 response as an Emergency Medical Technician to a populaton of over 50,000 residents and 
employees. 

PART TIME WORK EXPERIENCE

Paramedic, November 2015 - Present
Robert Wood Johnson University Hospital, New Brunswick, New Jersey 

 Operated as a member of a hospital’s 911 pre hospitals emergency medical services organizaton providing services to a 
urban populaton of approximately 750,000 residents and visitors in an area of approximately 63 square miles responding 
to over 40,000 calls for service per year. 

 Educator conductng AHA CPR, Health Care Provider, Advanced Cardiac Life Support, Pediatric Advanced Life Support 
programs 

 Educator for NAEMT Tactcal Emergency Casualty Care, Pre-Hospital Trauma Life Support, Geriatric Emergency Life support 
and additonal programs.

 Educator for NJ State EMT Basic and Mobile Intensive Care Paramedic program for didactc and psychomotor performance 
objectves. 

 Performed paramedic level emergency medical treatment to provide the most extensive pre-hospital care. Performed 
routne medical technician dutes in the Emergency Room, acute care clinic, primary care clinic, or similar type locaton. 

Lead Instructor January 2020 - Present
Penn Tactcal Solutons, Philadelphia Pennsylvania

 Site coordinator for NAEMT programs including Tactcal Casualty Combat Care, Pre-Hospital Trauma Life Support, Geriatric 
Emergency medical services, EMS Safety, Phycological Trauma for pre-hospital patents and additonal courses. 

 Coordinate instructors for Military, Law enforcement, Emergency response and hospital personnel.

VOLUNTEER EXPERIENCE / COMMUNITY SERVICE

Madison Park Volunteer Fire Company, Assistant Fire Chief, July 2009 – July 2010 / Aug 2013 – Jul 2017
Old Bridge, NJ



CERTIFICATIONS

DOD FIRE CERTIFICATIONS

Certfcaton Number Inital Certfcaton Agency Expires

Airport Fire Fighter 656874 17-Feb-2004 DOD / IFSAC N/A

Driver/Operator Aerial 892759 8-Mar-2007 DOD / IFSAC N/A

Driver/Operator ARFF 683148 21-Dec-2004 DOD / IFSAC N/A

Driver/Operator Pumper 673815 29-Sep-2004 DOD / IFSAC N/A

Driver/Operator Mobile Water Supply 673834 29-Sep-2004 DOD / IFSAC N/A

Emergency Response to Terrorism Certfcate 2-Sep-2004 DOD / IFSAC N/A

Fire Department Health and Safety Ofcer 2026420 31-Jan-2017 DOD / IFSAC N/A

Fire Department Incident Safety Ofcer 2007304 20-Apr-2016 DOD/ IFSAC N/A

Fire Fighter I/ II 656875 17-Feb-2004 DOD / IFSAC N/A

Fire Inspector 1 1997617 9-Dec-2015 DOD / IFSAC N/A

Fire Inspector 2 BC-67120 4-Nov-19 PROBOARD / BCC N/A

Fire Instructor 1 1980488 10-Apr-2015 DOD / IFSAC N/A

Fire Instructor 2 2011752 21-Jun-2016 DOD / IFSAC N/A

Fire Ofcer 1 1991294 10-Sep-2015 DOD / IFSAC N/A

Fire Ofcer 2 2015928 17-Aug-2016 DOD / IFSAC N/A

Fire Ofcer 3 BC73750 07-Jun-2021 PROBOARD/ BCC N/A

Hazmat Awareness and Operatons 656876 17-Feb-2004 DOD / IFSAC N/A

Hazmat Incident Commander 2024608 29-Dec-2016 DOD / IFSAC N/A

Hazardous Materials Technician 681139 2-Dec-2004 DOD / IFSAC N/A

Public Telecommunicator I/II 889413 21-Dec-2006 DOD / IFSAC N/A

Rescue Technician 1 1165212 15-Jul-2008 DOD / IFSAC N/A

     

EMS CERTIFICATIONS

Certfcaton Number Inital Certfcaton Agency Expires

BLS for Healthcare Providers N/A 1-May-2002 American Heart 31-Aug-2023

BLS Instructor N/A 1-Feb-2013 American Heart 31-Aug-2023

Advanced Cardiac Life Support N/A 1-Feb-2012 American Heart 31-Jul-2022

Advanced Cardiac Life Support Instructor N/A 1-Feb-2017 American Heart 31-Jul-2022

Pediatric Advanced Life Support N/A 1-Apr-2012 American Heart 31-Jul-2022

Pediatric Advanced Life Support Instructor N/A 1-Aug-2016 American Heart 31-Jul-2022

Pre-hospital Trauma Life Support 205180 1-Jun-2012 NAEMT N/A

Pre-hospital Trauma Life Support Instructor 205180 1-Aug-2017 NAEMT N//A

Mobile Intensive Care Paramedic 3708 1-Jul-2014 NJ OEMS 30-Jun-2023

Tactcal Casualty Combat Care MP 205180 1-Apr-2017 NAEMT 30-Sep-2023

Tactcal Casualty Combat Care Instructor 205180 24-Oct-2019 NAEMT 24-Oct-2023

Tactcal Emergency Combat Care Instructor 205180 20-Aug-2018 NAEMT 20-Aug-2022

Geriatric Emergency Medical Services Instructor 205180 20-Aug-2018 NAEMT N/A

All Hazards Disaster Response Instructor 205180 20-Aug-2018 NAEMT N/A

Physiological Trauma in EMS Patents Instructor 205180 20-Aug-2018 NAEMT N/A

EMS Safety Instructor 205180 20-Aug-2018 NAEMT N/A

Emergency Medical Technician Paramedic M8074498 N/A NREMT 31-Mar-2023

Emergency Medical Technician Paramedic 78932 20-Oct-2012 AZ DHS 31-Oct-2022

Paramedic PMD 531987 30-Aug-2017 FL DHS 1-Dec-2022



NJ Emergency Medical Dispatcher N/A 1-Dec-2017 NJ OEMS 31-Jan-2024

NJ Emergency Medical Dispatcher Instructor N/A 1-Dec-2017 NJ OEMS 31-Jan-2024

911 Basic Telecommunicator Instructor NJ013118911IPCP
DA05 

1-Feb-2018 NECI 31-Jan-2024

Emergency Medical Dispatcher Instructor NJ013118EMDIPC
PDA05 

1-Feb-2018 NECI 31-Jan-2024

Emergency Medical Response Instructor 00CBN21  30-Sep-2018 Red Cross 7-Aug-2022

BLS Instructor Trainer 00CBLDG 30-Sep-2018 Red Cross 7-Aug-2022

First Aid/CPR/AED Instructor 00CBSO5  30-Sep-2018 Red Cross 7-Aug-2022

     

NIMS/ICS CERTIFICATIONS

Certfcaton Number Inital Certfcaton  Agency Expires

ICS 100 N/A 13-Jun-2006 FEMA N/A

ICS 100.B N/A 12-Feb-2012 FEMA N/A

ICS 200 N/A 28-Aug-2013 Middlesex Fire N/A

ICS 200.B N/A 12-Feb-2012 FEMA N/A

ICS 242A N/A 22-Dec-2011 FEMA N/A

ICS 300 N/A 15-Mar-2010 Middlesex Fire N/A

ICS 400 N/A 19-Apr-2010 Middlesex Fire N/A

ICS 700 N/A 10-Jun-2005 FEMA N/A

ICS 701.A N/A 4-Feb-2012 FEMA N/A

ICS 702.B N/A 12-Feb-2012 FEMA N/A

ICS 703.A N/A 12-Feb-2012 FEMA N/A

ICS 704 N/A 4-Feb-2012 FEMA N/A

ICS 706 N/A 12-Feb-2012 FEMA N/A

ICS 800.A N/A 22-Dec-2011 FEMA N/A

IS 907 N/A 7-Jul-2018 FEMA N/A



4/7/2022 1:05 PM  Board Meeting April 19, 2022 

Resolution E022-016 

Emergency Operations Plan 

 

WHEREAS, N.J.S.A. 18A:3B-69, Emergency operations plan for institutions of higher 

education, requires among others that the governing board of each institution of 

higher education to develop and coordinate an emergency operations plan to ensure 

the continuity of essential institution functions under all circumstances, and 

 

WHEREAS, the College has developed the Emergency Operations Plan (EOP), revised March 

1, 2022, which is attached to and made part of this resolution, and 

 

WHEREAS, such plan comports with the requirements of the afore cited law in that it identifies 

a baseline of preparedness for all potential emergencies, including pandemics, to 

establish a viable capability to perform essential functions during any emergency 

that disrupts normal operations; and establishes procedures under which 

coordination with State and local authorities including, but not limited to, the State 

Office of Emergency Management, local law enforcement officers, county and 

local health officers, county offices of emergency management, and other 

emergency responders is to be carried out; and includes, among others, 

identification of essential functions, programs, and personnel; procedures to 

implement the plan; delegation of authority and lines of succession; identification 

of alternative facilities and related infrastructure, including those for 

communications; identification and protection of vital records and databases; and 

schedules and procedures for periodic tests, training, and exercises, and 

 

 WHEREAS, the plan is consistent with the local emergency operations plan of Union County 

and the Township of Cranford, NJ; 

 

NOW, THEREFORE, BE IT RESOLVED that the Board of Trustees of Union County College 

adopts the Emergency Operations Plan attached to and made part of this resolution 

and directs that this Plan together with this resolution be submitted to the Secretary 

of Higher Education, the State Office of Emergency Management, the Department 

of Health, and the Office of Homeland Security and Preparedness forthwith, and  

 

BE IT FURTHER RESOLVED that the Board of Trustees of Union County College directs the 

College administration to review, update, and resubmit the plan to this Board every 

five years and if an emergency incident occurs at Union County College during the 

five-year period, the College review the Plan immediately. 
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EMERGENCY OPERATIONS PLAN OVERVIEW 
 
 

 

INTRODUCTION 

An emergency is defined as a natural or man-made event that significantly disrupts the 

environment, such as damage to the College’s buildings and grounds due to severe 

wind/rain/snow storms, tornadoes, hurricanes, or earthquakes.  Also, an event that disrupts 

operations such as loss of utility service (power, water, telephones) within the College or in the 

surrounding community may constitute an emergency situation. Additionally, any unplanned 

event that can cause personal injury to students, staff or the public or disrupt operations by 

causing physical or environmental damage or threatening the College’s financial standing or 

public image may be deemed an emergency. 

Union County College (Union) is committed to supporting the well-being of its students, 

faculty, staff, and visitors as well as College property and facilities.  Preparing a College 

Emergency Operations Plan (EOP) and allocating resources to respond to possible emergencies 

is one way in which the College offers this support.  The EOP is designed to maximize human 

survival, preserve property, minimize danger, ensure continuity of operations, restore normal 

activities as quickly as possible, and maintain essential communications between the College 

and the surrounding community. 

This plan establishes clear guidelines detailing the appropriate response to disasters and 

Potential Injury Creating Events (PICE) in order to avoid or minimize the risk of personal 

injury and/or property loss in the event an emergency or crisis situation, which threatens the 

operation of the College.  The procedure contained in this document are intended as guidelines 

and, as such, should be used when responding to an emergency situation.  The proper use of 

available resources and personnel is essential when dealing with a crisis situation.  It is 

intended that once the College President, or designee, declares an emergency situation, all 

staff, students, and visitors will abide by the procedures described in the EOP. 

The Plan is set in operation whenever a natural or induced crisis affecting the College reaches 

proportions that cannot be addressed by routine operating procedures.  A crisis may be sudden 

and unforeseen, or there may be varying periods of warning. The plan is intended to be 

sufficiently flexible to accommodate contingencies of all types, magnitude, and duration.  The 

College President, or a designee, is responsible for declaring a state of emergency. Once 

declared, it is expected that all faculty, staff, and students will abide by the procedures 

described herein. 

The plan addresses four phases of emergency management; (1) mitigation; (2) preparedness; 

(3) response; and (4) recovery.  Its scope is primarily based on an extensive hazard/threat 

vulnerability analysis, which included the identification of potential threats, and the direct and 

indirect effect they may have on the College. 

Some key issues addressed by the EOP include identifying: 

 Alternative means of meeting essential building utility needs when the College 

must provide continuous service during an emergency. 

 Backup for both internal and external communications systems in the event of 

failure of the primary communication systems 
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GOALS 

 Alternate roles and responsibilities of College personnel during emergencies, 

including command structure organization and reporting relationships both 

internally and externally within the command structure. 

 

The main goal of the EOP is to prevent injury or loss of life to College faculty, staff, students, 

and visitors and damage to physical property owned or maintained by the College. 

Additionally, the following outcomes are expected as a result of developing the EOP: 

Improved response time to emergency situations; 

Enhanced communications among emergency responders (both internal and external); 

and improved management of public information. 

OBJECTIVES 

Identify specific procedures to respond to a variety of emergency situations based largely on a 

hazard/threat vulnerability analysis performed by the College. 

Establish, in coordination with local, county, and state Offices of Emergency Management 

(OEM), an appropriate incident command structure for reporting and responding to emergency 

situations. 

Provide effective and efficient services to the College and immediate geographic area through 

timely sharing of information between the College and external OEM’s including: Essential 

command structure elements and control centers for emergency response; Names, roles, and 

telephone numbers of appropriate external command-structure personnel; and resources and 

assets that could potentially be shared or pooled in an emergency response situation. 
 

 
 

GUIDELINES FOR PLAN DEVELOPMENT 

HOMELAND SECURITY ADVISORY SYSTEM 

The Homeland Security Advisory System is a means to disseminate information regarding the 

risk of terrorist acts to federal, state, and local authorities and to the American people. 

The College, in response to this system, has developed a Homeland Security Response Plan 

located in Appendix A to assist the College’s Public Safety Department and Administrators in 

reacting to the different levels of threats. 

HAZARD/THREAT VULNERABILITY ANALYSIS 

The College conducted, with assistance from the Union County Office of Emergency 

Management, a hazard/threat vulnerability analysis that identifies potential areas of 

vulnerability. (See Appendix B) The analysis, which was conducted during a formal meeting 

with the Office of Emergency Management Coordinator, established criteria for evaluating the 

impact that a natural, human, and/or technological event may have on the College, and based 

on these results, specific response plans were developed as part of the EOP.  Historical local 

area and Union County disaster data, experience and knowledge of College operations was 

used to complete the process. 
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The following is a list of events that were considered as part of the hazard/threat vulnerability 

analysis.  However, it should be noted that plans were not created for some of the events as 

they are considered low to zero risk (e.g. tidal, volcano, etc.). 

Naturally Occurring Events Severe Weather/Hurricane/Tornado Blizzard/Ice Storm 

Earthquake 

Tidal Wave 

Drought 

Flood (external) 

Wild Fire 

Landslide 

Dam Inunation 

Volcano 

Epidemic/Pandemic 

Technological Events 

Electrical Failure 

Generator Failure  

Fuel Shortage 

Natural Gas Failure 

Water Failure 

Sewer Failure 

HVAC Failure 

Elevator Failure 

Communications Failure 

Information Systems Failure 

Fire/Arson 

Flood (internal) 

Hazmat Exposure (internal) 

Supply Shortage 

Human Related Events 

Terrorism, Biological/Anthrax 
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Very Important Person (VIP) Situation 

Child Adduction 

Hostage Situation 

Civil Disturbance 

Aircraft Crash 

School Shooting 

Bomb Event 

Bomb Threat 

Evacuation 

Labor Action 

Events Involving Hazardous Materials 

Chemical Exposure (external) 

Small-Medium Sized Internal Spill 

Large Internal Spill 

Terrorism (chemical) 

Radiological Exposure (internal) 

Terrorism (radiological) 

 
 

COMMUNITY EMERGENCY MANAGEMENT PLANNING 

The College maintains direct relationships with local fire officials and the local and county 

Office of Emergency Management, who are responsible for coordinating community-wide 

emergency management efforts. The purpose for developing relationships with neighboring 

responders is to ensure that the community and the College are adequately supported during an 

emergency situation.  The network of responders has partnered to develop an Incident 

Command System that accomplishes mutual goals as well as the sharing of information relative 

to resource and asset allocation during emergency situations. 

The College’s Public Safety Department directly interacts with local police departments and 

has coordinated individual site evaluations to determine opportunities to increase security and 

decrease vulnerability to such situations as access control and bomb threats. 

These external resources are available to support the College during any emergency such as 

Decontamination, Bomb Threat Management, Hostage Negotiations, etc. 

THE PUBLIC SAFETY DEPARTMENT 

Union County College Public Safety Department is responsible for the Public Safety at all 

Union campuses.  This department reports to the office of the Vice President of Financial 

Affairs and Treasurer.  The personnel of this department are: 
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1 Director 1 Associate Director 

2 Patrol Supervisors 1 F/T Administrative Assistant 

20 F/T Officers 24 P/T Officers 
 

All full-time officers complete forty hours of Basic Training, Standard First Aid, CPR and 

AED Training, as well as in-service training for new and established techniques. The members 

of the Department take pride in its widely recognized worker and Community Right to Know 

Program and the Campus Crime Watch Program. The Department is equipped with two-way 

radio communications to contact and exchange information internally.  The Department 

maintains an excellent rapport with State, County, and local Police Agencies (See Appendix C 

for listing of these agencies). 

Within the Department of Public Safety there is a communications system serving as a clearing 

house for reported activities and emergencies occurring on campus. 

The office can be easily reached by dialing: 
 

Cranford Campus   Room SD-108   (908) 709-7152 

Elizabeth Campus-Lessner  Main Lobby   (908) 965-6070 

      Cell Number   (908) 358-7993 

Elizabeth Campus-Kellogg  Main Lobby   (908) 659-5159 

Plainfield Campus-Logos  Main Lobby   (908) 412-9595 

Plainfield Campus-HSB  Main Lobby   (908) 791-4922 

     Cell Number   (908) 358-7418 

Rahway Facility   Main Lobby   (732) 574-1434 

     Conference Room  (732) 574-1437 

Scotch Plains    Public Safety   (908) 222-5961 

     Emerg (Yellow) Phone (908) 222-5964  

A roster of Public Safety employees along with their emergency contact information is located 

in Appendix D. 
 

Upon receiving a report, trained personnel will immediately dispatch a Public Safety Officer to 

the area by use of a two-way radio.  Officers conduct both mobile and foot patrols of the 

respective locations during the day/evening hours as required.  All complaints received by the 

communications system are investigated by Public Safety Officers. 

The Union Department of Public Safety DOES NOT have police authority to apprehend or 

arrest anyone involved in illegal acts on campus or immediately adjacent to the campuses.  If 

minor offenses involving college rules and regulations are committed by a college student, the 

Department of Public Safety will refer the individual to the Dean of Students for disciplinary 

action. 

Major offenses such as murder, rape, robbery, aggravated assault, burglary, auto theft, and all 

sex offenses are reported immediately to the local police when and where the offense took 

place. The police will then conduct the investigation. 

The Cranford campus has three main full time officers that are assigned to: 

Parking Patrol – enforces regulations, assists with jump starts and lock outs, directs traffic 

where so required, constructs auto accident reports when required, responds to needs of 

annexed buildings/tennis courts/other locations. 
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Commons Patrol – maintains order at the largest gathering location, assists in special events 

conducted there, responds to emergency telephone system, unlock rooms/offices/other, 

conducts survey of emergency phone system and interior lighting. 

Booth Attendant – directs visitors, reserves spaces, upkeeps CCTV tapes for student accounts, 

open gallery, flag detail, and shares in covering the public safety desk, with the other two 

officers, when required for a total coverage of 16 hours a week. 

Specific plans have been developed and will be initiated when it has been determined that an 

emergency has occurred or has the potential for occurring. Specific procedures have been 

identified in each response plan to initiate proper staff response to identified events. 

Incident Command System 

The Incident Command System (ICS) is a structure utilized to manage an emergency incident. 

Its design allows for considerable internal flexibility and can expand and shrink to meet 

differing emergency needs. The ICS can be applied to a wide variety of emergency and non- 

emergency situations. 

The College has established an ICS that identifies certain roles and responsibilities for selected 

College staff when an emergency is declared. (See Appendix E) 

Initially, the Incident Commander will be the senior first-responder (Public Safety Officer) to 

arrive at the scene. As additional responders arrive, command will be transferred on the basis 

of who has primary authority for overall control of the incident. 

As an incident grows in size or becomes more complex, the responsible jurisdiction or agency 

may assign a more highly qualified Incident Commander. At the transfer of command, the 

outgoing Incident Commander must give the incoming Incident Commander a full briefing and 

notify all staff of the change of command. 

As an incident grows, the Incident Commander may delegate authority for performing certain 

activities to others, as required.  When expansion is required, the Incident Commander may use 

a command staff that may include College Public Safety personnel. 

INCIDENT COMMANDER 

PUBLIC INFORMATION OFFICER SAFETY OFFICER LIAISION OFFICER 
 

 
 

 Public Information Officer – Executive Dir. of College Relations – handles all inquiries 

and coordinates the release of information to the media 

 Safety Officer – monitors safety conditions and develops measures for ensuring the 

safety of all assigned personnel 

 Liaison Officer – is the on-scene contact for other agencies assigned to the incident 

The Incident Commander will base the decision to expand or contact the Incident Command 

System organization on three major incident priorities. 

1. Life Safety – First priority is always life safety of the emergency responders and the 

public 
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2.   Incident Stability – Determining the strategy that will: Minimize the effect that the 

incident may have on campus and surrounding area and maximize the response effort 

while using resources efficiently 

3.   Property Conservation – Minimizing damage to property while achieving the incident 

objectives 
 

As an incident becomes more involved, the Incident Commander can activate additional 

Command Staff (Planning, Operations, Logistics and/or Finance/Administration), as necessary. 

Each section, in turn, has the authority to expand internally to meet the needs of the situation. 
 

The ICS also includes designating specific locations within the College to house an Incident 

Command Center where designated Command Staff personnel gather and all communications 

originate.  The Public Safety Office, Room SD-108 is the primary command center for the 

College.  The Incident Command Center should be equipped with the following items: 
 

EOP 
 

Satellite TV with Channel 35 capability 
 

Emergency Power 
 

Writing boards/flip charts/pens 
 

Maps including a Union County College Campus Map 

Five voice and five data outlets are available 

Telephones/fax machine 

Pads and pencils/pens 
 

Flashlights/back up batteries 
 

Lap top computers with data cable connection 
 

Battery operated radio 
 

Internal and external contact lists 
 

Phone directory 
 

Site diagrams (Appendix F) 
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Site 

 
Incident 

Primary 

 
Incident 

Secondary 

 
Incident 

Tertiary (External) 

 
 Cranford Campus 

 
 Public Safety Office 

SD-108 

 
 

Nomahegan Building 
Conference Room N4 Scotch Plains Campus 

 
 

Elizabeth Campus 

 

Dean Office 
Room E-217 

 
Nomahegan Building 
Conference Room N4 

Scotch Plains Campus 

Plainfield Campus Annex Library Building  Nomahegan Building 
Conference Room N4 

Scotch Plains Campus 

Scotch Plains 
Nomahegan Building 
Conference Room N4 

 

 

Key College Functions Represented in the Incident Command Center 
 

President                                                         Finance 
 

Public Safety                                                   Public Information Officer 

Facilities                                                         Human Resources (as necessary) 

Information Technology                                 Purchasing 
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Command Center Command Center Command Center 

Conference Room 

Conference Room 

Conference Room 
Scotch Plains  Campus Conference Room 

College Relations                                            Student Services 

Lessner Building 



 

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

COMMUNICATION WITH EXTERNAL AUTHORITIES AND 

INTERNAL PUBLIC SAFETY PERSONNEL 

College Public Safety can communicate with external agencies in the event of an emergency 

via direct telephone communication, e-mail, or fire alarm activation. 

The local police departments can communicate with the community and the College via a 

‘reverse 9-1-1’ system, TV Channel 35 and/or radio 680 AM WPQK. The County OEM Office 

also communicates emergency information via reverse 9-1-1 and College alerts for 

emergencies such as severe weather. 

The OEM can also support the College with a 37-foot mobile command unit that has two-way 

radio capability from VHF lo-band to 800MHz. An on-board computer and fax/copier are 

available for use.  The vehicle has four cellular phone numbers and the capability for six land- 

line telephones as well as a cable TV port for long term operations. 

The Public Safety Office maintains a two-way radio communication system, which provides 

direct internal radio contact.  The system includes F.C.C. licensed 50 Watt repeaters for 

Channels 1, 3, and 4.  All other channels operated with a standard radio-to-radio 5 Watts 
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Potential Injury Creating Event (PICE) 

 

Dial 911 on campus or emergency phone or 908- 

709-0268 off campus 

 

  

  
College Public Safety will respond and assess 

 

  

 College Public Safety communicates findings 

and advises the Incident Commander 

 

  

   

  

 
 

Incident Commander to 

activate EOP 

 Do not activate EOP; 

control scene, 

resume normal 

business operations 

  

   

 
Notify necessary 

external 

emergency 

responders 

 Notify necessary 

Department 

Directors and 

Incident Command 

Center staff 

 

  

 



capability.  During a power failure, the generator will support the repeater communications 

system for the College.  However, should there be a secondary failure, in which the generator 

does not start, shifting Public Safety to Channel 6 and Facilities to Channel 7 (non-repeater 

channels) will allow at least radio-to radio 5 Watt communications based on the power of the 

battery on the radio themselves. 

CHANNEL DESIGNATIONS: 

Each of the radio channels utilized by the Public Safety Department is listed below.  The 

designations of each are as follows: 
 
 

 

CHANNEL# DEPARTMENT 

1 Cranford DPS 

2 Cranford Facilities 

3 Elizabeth DPS 

4 Elizabeth DPS & Facilities* 

5 Plainfield DPS 

6 Plainfield Facilities 
 
 

*Elizabeth switches over to Channel 6 (PDPS) when interference is found to be present in its 

own channel. 
 

 
 

MANAGEMENT OF SUPPLIES 

The Director of Purchasing, or his designee, will supervise the purchase and maintenance of 

supplies and regular stock items. Liaisons will be maintained with the Local and County Office 

of Emergency Management to ensure the availability and distribution of necessary supplies. 

Essential supplies including batteries, food, etc. may need to be provided to support the disaster 

effort.  This will conducted by contacting appropriate suppliers and/or Local and County 

O f f i c e  of Emergency Management resources.  It should be noted that the Food Services 

personnel currently maintain a minimum 2-3n day supply of food and a listing of critical 

vendor contacts (Appendix G). 

Director of Purchasing/and staff should have a vendor list available for these things at all 

times. 

EMERGENCY EQUIPMENT RESOURCE LIST 

The College Public Safety Office maintains one marked Public Safety vehicle that includes the 

following equipment: 

 O2 Tank 

 First Aid Kit 

 ‘Slim Jim’ and other car opening tools 

 Jump Pack 

 Car Boot 

 Caution Tape 

 Cones and barricades 
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Public Safety Officers carry the following equipment when on duty: 

 Keys 

 Radio 

 Protective Gloves 

The College Public Safety Department also maintains key supplies in its main Public Safety 

Office (SD108) and dispatch locations on the Elizabeth, Plainfield and Scotch Plains Campuses, 

as well as in the Cranford Campus equipment room (SD-112) These supplies include: 

 O2 Tank 

 Automated External Defibrillator (AED) Note: An AED is also located in the 

Fitness Center 

 3 First Aid Kits 

 Caution Tape 

 Do Not Enter Tape 

 Anti-Microbial Wipes 

 Cold/Hot Packs 

 Bullhorns (Director’s Office) 

 3 Mag Lights (Director’s Office) 

 Digital Camera 

 Barricades and Cones (Old Garage) 

ACCESS TO CRANFORD CAMPUS 

In the event of an emergency, the College Public Safety Department shall maintain control of 

entry and egress from the campus and appropriate facilities.  The College Public Safety 

Department will also provide crowd and traffic control measures as appropriate. The Incident 

Commander will approve public/media communications and access to the facility, with only 

the appointed Public Information Officer Representative interacting with the media. 

EVACUATION 

Authority to order an evacuation is vested only with the Incident Commander (or his/her 

designee) upon confirmation from the College President (or his/her designee), or local 

emergency response official(s).  Building occupants shall be evacuated to an area of safety by 

whatever means are available.  (See Evacuation Plan) 

RESUMING OPERATIONS FOLLOWING AN EMERGENCY 

The College has procedures in place to restore operational capabilities to pre-emergency 

conditions.  Once an emergency is deemed over by the Incident Commander, a review team, 

including the Director, Facilities Management, the Director of Public Safety and the College 

President will assess damage to the facility to determine whether the facility(s) can provide a 

safe environment for its occupants and resume normal operations.  Professional engineers may 

be called upon to assist with the inspection. 

As part of the assessment and for insurance purposes, pictures and/or videos may be taken of 

all damages to the affected area(s) including buildings, grounds, and equipment. 

Potential environmental impacts will be evaluated to ensure there is no negative effect as a 

result of the emergency situation. 
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Employee support programs may need to be instituted, (i.e. crisis counseling, flexible work 

hours, cash advances, day care, etc.) particularly if staff and the College have been directly 

impacted by the emergency. 

Additional recovery efforts following the emergency may include: 

 Clearing debris and securing unsafe buildings as necessary 

 Restoring internal and external communication devices 

 Inventory of equipment and supplies for damage and determining if additional supplies 

need to be obtained from suppliers - Damaged supplies and equipment will be retained 

until approval is received from the insurance agent for disposal 

 Notifying the community through local media services what service the College will be 

providing and where they will be provided in the event services are moved from one 

building to another 

 Through the College’s Associate General Counsel, notify the proper insurance 

company who will contact a third-party expert to prepare claims. 

 Ensuring records and data have been protected and restoring information as necessary 

from backup tapes 

 Keeping detailed records 

MEDIA MANAGEMENT 

During an emergency situation, all communications with the media and public is to take place 

through the Public Information Officer (Executive Dir. Of College Relations). The Public 

Information Officer will direct communications by the Department of College Relations as per 

“Emergency Communication Guidelines’ (Appendix H) for assistance in managing the media. 

If hosting the media becomes necessary, the staging of media will be determined by the 

Incident Commander in concert with the Public Information Officer. 

CRISIS COUNSELING 

A single act of violence of terrorism can adversely affect tens to hundreds of people. 

Therefore, the College has identified the Dean of Student Success to coordinate mental health 

and crisis counseling efforts.  The Dean can be contacted at 908-709-7042. 

The New Jersey Psychological Association (NJPA) is also available to support this function in 

the event of an emergency. 

The NJPA is a professional organization representing 2,000 psychologists throughout the State. 

Their mission is to advance psychology as a science, as a profession, and as a means of 

promoting human welfare in a challenging and changing environment. Their office hours are 

Monday-Friday 8:30am – 4:30pm (973-243-9800). 

The ‘crisis management briefing’ (CMB), which is a practical four-phase approach to group 

crisis intervention, is the system that will be deployed if crisis counseling is necessary. The 

CMB is further described in Appendix I. The CMB is designed to mitigate the levels of the 

crisis and traumatic stress in the wake of terrorism, mass, disasters, violence and other crisis. 
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  CLOSING OF THE COLLEGE  

 

 

The Department of College Relations will also assist in communicating school 

announcements including whether the College will be closed due to an 

emergency (e.g., severe storm). School closing announcements, which are only 

issued through the College President’s Office, will follow the emergency 

communication procedure outlined in Appendix J. 
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EDUCATION 

Emergency management education and training is accomplished through a number of different 

vehicles including New Employee Orientation, Student Orientation, and annual training. This 

training will be coordinated as necessary by the College Public Safety Department. 

EMERGENCY MANAGEMENT DRILLS 

At least annually, either in response to an emergency or in planned drills, the College tests its 

EOP.  This drill will be coordinated with outside emergency response agencies and will consist 

of either a Tabletop drill or functional exercise. 

The drills will be critiqued and corrective actions implemented to ensure the effectiveness of 

the Emergency Management Program. 

Documentation for these drills will be maintained by the College Public Safety Department. 

PLAN STRUCTURE – DESCRIPTION OF SECTIONS 

COMMAND STAFF 

This section specifies the initial Incident Commander and all Command Staff who must 

support the Incident Commander.  These individuals may not necessarily staff the Incident 

Command Center, but may be an available resource to support the Incident Command Center. 

INCIDENT COMMAND CENTER LOCATION 

This section specifies the location of the Incident Command Center.  The Incident Command 

Center will be the center for command, control, and reporting of all response actions during an 

emergency.  The Incident Command Center will publicly declare the emergency condition, 

issue first-level notifications and orders, coordinate the overall response, and announce the end 

of the emergency. Also, the Incident Command Center will provide the single point of contact 

with external organizations. 

INCIDENT COMMANDER 

This section specifies the individual responsible for being the Incident Commander.  Whenever 

an emergency condition arises, one individual will function as the Incident Commander (IC). 

The IC will be responsible for determining that an emergency does indeed exist, ensuring that 

the emergency announcements and notifications are made, coordinating the response to the 

emergency, determining and declaring that the emergency has ended, and initiating required 

post-emergency actions such as recovery and cleanup. The IC may come from different offices 

depending on the specific requirements of each emergency response; in all cases, other offices 

will support the IC.  The IC will function in and through the designated Incident Command 

Center. 

PLAN ACTIVATION 

This section sets forth who will decide that an emergency conditions exists, and how College 

personnel and external agencies will be notified that the EOP is in effect. 

PLAN RESPONSE 
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This section directs the specific actions by cited personnel (by title) necessary to carry out the 

required emergency response. 

PLAN TERMINATION 

This section sets forth who will decide that the emergency conditions has ended, and how the 

involved personnel will be notified of the termination of the emergency. 

PLAN RECOVERY 

This last section directs the specific actions by sited personnel necessary to terminate and clean 

up the emergency response condition. 

EMERGENCY RESPONSE PLANS 

AIRCRAFT DOWN (CRASH) 

DEFINITION 

An aircraft down (crash) is defined as the crash of any motorized or fueled aircraft onto the 

College campus. 

GENERAL INFORMATION 

The Cranford Campus does represent a flight path to local airports. This includes small 

commuter planes. Small single or twin-engine aircraft or helicopters usually affect a relatively 

small area upon impact.  Nevertheless, local crash and rescue units will accomplish actual 

rescue and firefighting. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION 

Information concerning an aircraft crash on campus will either be visibly obvious or will be 

communicated telephonically to the College Public Safety by dialing (908) 709-0268 or via an 

emergency phone (yellow box). 

The Incident Commander will immediately be notified, and after consultation with the College 

Public Safety Office, will make the determination as to whether or not to activate the 

Emergency Response Plan. 

Public Safety 

Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander. 

PLAN RESPONSE 

After the effects of the explosion and/or fire have subsided, notify the College Public Safety 

Office.  Provide your name and describe the location and nature of the emergency. 

If possible, activate the building fire alarm.  If the alarm fails to activate, report the emergency 

by telephone as described in the previous sentence. Dial 9-1-1 if necessary. 
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If necessary, walk quickly to the nearest marked exit and ask others to do the same. The 

procedures outlined in the Evacuation section of this plan should be adhered to. Note that due 

to the location of the aircraft disaster, it may potentially be necessary to initiate a ‘lock down’ 

procedure to protect students from explosions and falling objects. However, if the building 

you are in is on fire as a result of the crash, EVACUATE. 

Once your building is evacuated, move to a clear area away from the affected area.  (Refer to 

Building Evacuation Guide). 

College Public Safety 

 Notify appropriate emergency responders (e.g. the local fire department) 

 Assist emergency responders as necessary 

 Notify Facilities and request a Senior Administrator to respond to the scene 

 Secure campus roads to permit access for emergency response personnel 

 Keep all individuals a safe distance from the aircraft 

 Secure the scene 

 Do not touch items or debris found at the incident 

 Evacuate the campus and close entrances 

 Coordinate the monitoring of possible air contaminants 

Facilities Management 

 Coordinate the inspection and assessment of the building as soon as possible to 

determine the degree of damage and the need to relocate employees, students, etc., 

beginning with the most seriously damaged locations 

 If necessary, be responsible for repair of the refrigerators and/or obtaining temporary 

refrigeration capability 

 Evaluate the condition of the building and for restoring the building to operating 

condition 

 Determine any unsafe areas and limit access where appropriate 

 Report the status of emergency lighting systems and generators and if any College areas 

are on emergency power 

Public Information Officer 

 Prepare and issue information regarding the status of the College to the news media 

PLAN TERMINATION 

The termination of the emergency will not be clean-cut, as the residual damage, disruption of 

services, and other abnormal conditions may remain for a considerable time.  However, the 

Incident Commander, Director, Facility Management, and the appropriate outside authorities 

will determine the emergency condition has ended. 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

e-mail 

 Recall Public Safety Officers from their deployed locations as conditions permit 
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 Advise the Public Information Officer to provide status update to college community 

PLAN RECOVERY 

Incident Commander 

 Notify personnel of the termination via broadcast phone and e-mail if possible 

 Ensure all borrowed supplies and equipment are returned as promptly as feasible 

 Ensure that all borrowed or temporarily relocated supplies are returned as promptly as 

feasible 

 Organize a committee to explore alternate facilities to continue education services 

 File and pursue applications for relief funds from federal, state, and local sources, and 

will investigate the possible replacement of equipment and supplies from sources such 

as OEM and FEMA 

Facilities Management 

 Prepare a detailed list of all damage to the College 

 Prepare a list of all temporary repairs that have been made 

 Develop a recommended plan and prioritize for making additional temporary repairs 

and permanent repairs 

 Advise College Public Safety Office of findings 

Public Information Officer 

 Continue to issue status and advisory information to the news media to keep the public 

and campus community informed 

BOMB THREAT 

DEFINITION 

A bomb threat is any warning or threat that a potential explosive device may have been placed 

on College property.  Bomb threats, most often conveyed through a telephone call, can also be 

received through the mail, e-mail or verbally by a person claiming to be carrying or controlling 

explosives with the intention and/or capability to detonate them where the College population 

can by injured or College and personal property damaged. 

GENERAL INFORMATION 

Remember that 98% of all bomb threats are hoaxes; typically the caller is standing or parked 

nearby to see the reaction of your facility; panic is what he/she hopes to cause. Assume he/she 

has a bomb until you know he/she doesn’t. 

Bombers fit into four general categories: 

 Level I – Hoax caller; probability of threat being real is less than 2% 

 Level II – Level I Hoax caller, but gives details about where the bomb is planted, when 

it will explode, and maybe why it was planted.  Searches should be conducted in areas 

identified in a call 

 Level III – This individual is a Level II Hoax caller until a device is found; device may 

be a hoax device, intended to show the recipient that he/she could have planted a real 
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bomb if they had wanted to. Probability of threat being real is 98-100%.  Aim is 

property damage, not human life. 

 Level IV – Actual bomb was planted. No phone warning; aim is death 

The first step in responding to a bomb threat must be taken by the person receiving the threat 

(telephone operator, receptionist, etc.). This individual should attempt to obtain as much 

information as possible, using as a guideline the Bomb Threat Form (Appendix M). 

Remember, the more you can find out about the threat, the greater the likelihood that no one 

will be injured and that the person making the threat will be brought to justice. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

BOMB THREAT NOTIFICATION 

There are three likely methods of receiving a bomb threat: 

Telephone 

The most probable means of receiving a bomb threat is through a telephone call to the College 

main switchboard. 

 Remain calm 

 Signal an associate to listen in if possible 

 Attempt to obtain as much information as possible 

 Immediately look at the caller ID display in your telephone, if you have a LCD display; 

often callers know not to remain on the line for long 

 If possible, keep the person talking and write on a pad a message to a c-worker: ‘Bomb 

Threat, call 9-1-1, caller ID shows (xxx) xxx-xxxx.’ 

 Keep the person engaged, everything the caller says is useful in adverting injury 

 Note that the call could also be forwarded to another location – Public Safety 

Department, etc. 

 While this call location will also provide useful information, a recorder will generally 

not be available and the person receiving the threat must rely in his/her knowledge of 

emergency procedures to obtain helpful information 

Letter, E-Mail, or Delivered Package 

Bomb threats are occasionally made by letter, e-mail and in some cases as part of a small 

package delivered by a courier. 

If you open a letter, e-mail, or letter/package containing a bomb threat, handle it as little as 

possible.  If the threat is contained in a letter/package, put it down and quietly evacuate the 

room. Do not handle the letter/package – even in an attempt to place it in a seemingly less 

dangerous location.   Contact the College Public Safety Office immediately at x0268 or via an 

emergency phone (yellow box) and evacuate following the appropriate evacuation guidelines. 

E-mails should be printed and reported to the College Public Safety Office as soon as possible. 

Do not send the e-mail to the trash bin. 

Through Face-To-Face Verbal Communication 
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Occasionally, a person will enter a facility and announce that he/she is carrying a grenade or 

has explosives in a bag and a detonator in his/her hand. This situation represents a very 

specific threat and is potentially very dangerous.  Do not challenge the messenger.  If you are 

within earshot and out of line of sight, listen and do all that you can to stop other individuals 

from advertently entering the area. 

In all cases described above, the person receiving the bomb threat must call the College Public 

Safety Office immediately after taking the initial response steps just described. He/she should 

convey as much information about the situation to the police. 

PLAN ACTIVATION 

 Upon receiving a bomb threat call, remain calm and signal a work associate to listen in, 

if possible.  Keep the person talking and obtain as much information as possible 

 Contact the College Public Safety Office via x0268 and advise that the bomb threat 

phone call was received 

 Provide any important information obtained during the call such as caller’s gender, age, 

ethnicity, etc.  Document via the Bomb Threat Report Form 

 Notify Public Safety patrols of the threat location 

 Notify the Director of Public Safety 

 Activate the Emergency Communication Plan as directed by the Incident Commander 

Incident Commander 

 Assess the information and, if the information appears credible, will declare that a 

Bomb Threat Emergency exist and will activate the Incident Command Center 

 Assign all available Public Safety Officers to search central egress corridors.  All 

elevators and stairwells not on pre-designated egress routes should not be used until 

searched 

 Advise the Director of Information Technology to commence with tracing capabilities, 

if possible 

 Request outside assistance if needed 

PLAN RESPONSE 

Public Safety 

 For Level II, III, and IV threats, the Incident Command Center will instruct Public 

Safety Officers to alert personnel in all spaces of any suspicious object to a radius of 

minimum 300 feet 

 Evacuate all individuals from appropriate buildings a minimum of 300 feet from the 

target area 

 Advise occupants to remove all personal items when evacuating (e.g. handbags, 

briefcases, etc.). 

 Instruct Public Safety Officers to keep anyone but departmental staff or 

uniformed/positively identified law enforcement personnel from moving closer to the 

device 

 Upon the arrival of qualified bomb experts, they will determine prudent local, 

additional relocation measures 
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 Upon discovery of any suspicious object, instruct search team to continue search 

activities in all other areas.  All search activities should be completed and reported to 

the Incident Command Center.  It is not unusual for such a search to reveal more than 

one suspicious object 

 Upon notification of an individual personally delivering a bomb threat, advise College 

personnel to take no action against the individual and not make any attempt to restrain 

the individual 

 Take all action—OUT OF SIGHT OF THE POTENTIAL BOMBER— to ensure that 

additional personnel do not enter the threatened area. Make every attempt to monitor 

the location of the potential bomber without confrontation or physical contact 

 Evaluate the situation and determine if classes must be cancelled 

 Follow all College Public Safety Office and County Prosecutor’s policies and 

procedures 

Search Team 

 Search all locker rooms, telephone booths, public and quasi-public areas, external 

perimeters, and other parking facilities 

 Search parking areas within 300 feet of the populated spaces within the College for 

suspicious vehicles and any objects left on the ground or in containers such as trash 

barrels or planter 

 All of the search activities in above are directed toward locating any suspicious objects 

– particularly objects larger that the volume of a 12-ounce soft drink container.  Such a 

device could contain about 1 pound of explosive, and could prove fatal and injure 

others in adjacent rooms and central corridors.  Searches should be particularly 

concerned with disconnected lengths of pipe like materials.  Such objects 2 to 4 inches 

in diameter and less than 12 inches long are capable of inflicting significant injury over 

exposed distances of 100 feet or so 

 After each search team has completed its re-designated search pattern, they will report 

by telephone to the Incident Command Center confirming its search area and reporting 

its finding 

 If any suspicious device is found, the leader of the search team finding the device will 

calmly execute the following actions as soon as practical: 

1. Make absolutely certain that no one touches, handles, disturbs, or move 

the device 

2. Notify the Incident Command Center by telephone, providing as much 

information as possible about the precise location, size, and nature of the 

object. Remembering anything you can reliably report could save a life 

in the next few minutes 

3. Quietly relocate everyone from the immediate vicinity, which is defined 

as 300 feet 

4. If a suspicious object (or vehicle) is found outside any College building, 

the College Public Safety Office will immediately cordon off the area to 

a distance of at least 300 feet in all directions.  All occupied College 

spaces on all floors within 300 feet of the object and directly facing the 

object will be cleared 

Please Note: During searches, two-way radio transmissions will be minimized within the 

exclusion zone since radio transmission can activate specially manufactured explosive devices. 

31 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

LEVEL I & II BOMB THREAT COMMUNICATION DECISION MATRIX 
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 Local Police Department 

UC Sheriff's Bomb Dog 
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Advise Public Information 
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Financial Affairs 

 

 Advise College President 
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builiding is closed/ 
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LEVEL III & IV BOMB THREAT COMMUNICATION DECISION MATRIX 
 

 
 
 

 Threat 

(E-mail, note, phone call 

 Local Police Department 

UC Sheriff's Bomb Dog 

NJ State Police Bomb Squad 

Union Prosecutor's Office 

 

If necessary College Public Safety 

(Information collected) 

Advise Public Information 

Officer 

 

 

 

 Advise Vice President of 

Financial Affairs 

 

 Advise College President 

 

 Public Safety and President 

assess the threat, school/ 

builiding is closed/ 

evacuated, or classes 

proceed 

 

 

 

PLAN TERMINATION 

Incident Commander 

 Consult with College Public Safety, Police, or other Law Enforcement Agency to 

determine when the device(s) has been disposed of or determined not to be a real threat 

 Determine when all (other) organized search activities have resulted in negative 

findings.  If safe to do so, declare that the Bomb Threat Emergency is terminated. 

Recall Public Safety Officers from their deployed locations, provided that the Officers 

concur that their service is no longer needed at these locations 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail that provides Department heads with a College status update 
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 If safe to do so, declare that the Bomb Threat Emergency is terminated 

 Advise the Public Information Officer to provide status update to campus community 

PLAN RECOVERY 

Department Heads 

 All personnel should return to their department and continue normal duties 

 All restrictions on normal pedestrian and vehicle movements will be removed 

Incident Commander 

 Document the threat scenario and all actions taken as part of the emergency response 

 Confer with law enforcement personnel to determine potential improvements in the 

Bomb Threat Emergency Response implementation 

 Building occupants will be permitted under normal conditions 

TRAUMA RESPONSE 

The College’s Dean of Student Success will coordinate staff support as necessary to deal with 

the impact the event may have had on those impacted by the event. 

CHILD ABDUCTION/MISSING PERSON 

DEFINITION 

Child abduction is defined as the unauthorized taking of a child from the College Campus. A 

missing person is an individual that has disappeared and whose status as alive or dead cannot 

be confirmed as his/her location and fate are not known. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION 

Notification to the College Public Safety Office of a child abduction can come from the person 

that observes the abduction or becomes aware of the unexplained absence of a child. If a child 

abduction is suspected, a phone call to x0268 or via an emergency phone (yellow box) or 9-1-1 

must immediately be made to the College Public Safety Office or Police. 

Public Safety 

Activate the Emergency Communication Plan Appendix J as advised by the Incident 

Commander. 

PLAN RESPONSE 

Incident Commander 

 Advise the Public Safety Office to announce a child abduction or missing person alert 

with a description and location.  If the abduction location involves the College for 

Teens Program, ask staff to secure the child’s profile folder and conduct an immediate 

head count of all children and confirm children present or missing 
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 Have Public Safety Officers respond to the area of the abduction to gather necessary 

information and, if possible, an identification of the abductor. This includes names, 

phone numbers, etc., of potential eyewitnesses. Attempt to confirm the abduction by 

checking with all locations where the child may have been, or could be expected to 

visit.  Do not allow anyone into or out of the crime scene area 

 Advise appropriate College personnel via broadcast phone mail and e-mail to be on the 

lookout for the abductor and child 

 If available, ensure that closed-circuit television cameras are monitored and videotape 

is secured 

 Develop and document as much information about the alleged abduction as possible, 

remembering that time is critical. Remember that the area of the abduction will be 

considered a crime scene, do not anything that may be used as evidence. The necessary 

information includes at least the following: 

1. Name, age and description of the child 

2. Reasons for believing the child may have been abducted 

3. Place and time last seen 

4. Persons who last saw the child 

5. Persons with the child when last seen 

6. Determine if any medications is being received 

7. Determine if the child or any bystanders were injured in the abduction 

8. Description of the suspect and vehicle 

 Notify the College’s Legal Advisor as appropriate of information as it becomes 

available 

 Assign Public Safety Officers to assist outside law enforcement as necessary 

 Assign Public Safety Officers, as required, to the area of the possible abduction to 

ensure that the area is kept cleared of personnel and that nothing is touched so that 

evidence is properly preserved for the investigation.  These Public Safety Officers will 

not leave their post until authorized to do so 

 Assign a Public Safety Officer to assist the Public Information Officer as necessary. 

Media will be staged in the location as dictated by the Public Information Officer 

 Assign the appropriate College representative to contact the necessary parent/guardian 

if necessary. 

 Ensure that the Dean of Student Success is contacted to coordinate trauma and mental 

health issues 

College Public Safety will take charge of the abduction investigation and all other pertinent 

actions including notification to the Union County Prosecutors Office, FBI, etc. 

Note: The State of New Jersey has developed an Amber (America’s missing: Broadcast 

Emergency Response) Alert Plan that calls for the broadcast media to issue an ‘Amber Alert’ 

when a child has abducted and is believed to be in grave danger. This alert can only be issued 

through the New Jersey State Police Missing Persons Unit by dialing (609) 882-2000 x6311. 

However, the College Public Safety Office is prepared to coordinate this effort with both local 

and state law enforcement agencies if the Amber Alert abduction criteria is satisfied.  For 

Amber Alert to be activated the following criteria must be met: 

 The child must be under the age of 18 

 The child must be in danger or serious bodily harm 
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 There must be enough descriptive information to believe an Amber Alert will help 

locate the child 

 There must have been a short enough delay between the time the child was last seen 

and the time the child was reported missing to believe Amber Alert will help locate the 

child 

 Possible domestic or parental involvement 

 Is there enough information to believe Amber Alert will help? 

PLAN TERMINATION 

Incident Commander 

 Consult with the College Public Safety Office to determine that the Child Abduction 

Plan can be terminated 

 Notify representatives from the Incident Command Center that the emergency has 

ended 

 Notify the College Relations Department of the termination of the emergency 

 Recall College Public Safety Officers from their deployed locations, as necessary 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and e-mail providing Department Heads with a College status update 

PLAN RECOVERY 

 All applicable Department Heads will notify their personnel of the termination and will 

direct their personnel to return to normal status as conditions permit 

 Ensure Crisis Counselors are available through the Dean of Student Success to support 

College staff.  The Director of Public Safety will continue to work with outside law 

enforcement agencies as requested and will serve as the point of contact for the police 

investigation 

 Schedule a meeting to critique the event, revise policies, conduct training, etc. 

CIVIL DISTURBANCE 

DEFINITION 

A civil disturbance is defined as a gathering of people that reaches a state of disorder.  It is 

automatically an emergency condition since the presence of the group interferes with normal 

College function and access. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION 

Incident Commander 

 Immediately notify College Public Safety Officers of the size, location, and status of 

the disturbance 

 The degree of interference with College operation 

 The existence or likelihood of damage and the likelihood of penetration into critical 

areas 
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 Dispatch College Public Safety Officers to the scene of the disturbance 

 Determine the best routes to use when clearing the area of the disturbance 

Public Safety 

Activate the Emergency Communication Plan, Appendix J, as directed by the Incident 

Commander. 

PLAN RESPONSE 

Incident Commander 

 Keep affected Command Staff advised of the progress of the disturbance. 

 If necessary, read the following directive: 
 

‘I am   . This assembly, and the conduct of each participant, is seriously disrupting 

the operations of Union County College and is in clear violation of the rules of the College. 

You have been previously called upon to disperse and terminate this demonstration.  You have 

been, or will be, given the opportunity to discuss your grievances in the manner appropriate to 

the College and in no event will the Administration of this College accede to demands backed 

by force.  Accordingly, you are directed to terminate this demonstration.  If you have not done 

so within 15 minutes, I will, under the authority of the College’s Administration, take whatever 

measures are necessary to restore order – including request law enforcement intervention.  Any 

student/individual who continues to participate in this demonstration or conduct is subject to 

suspension or arrest.’ 

Public Safety 

 Dispatch officers to scene 

 Notify the Director of Public Safety if he/she is not aware of the situation 

 Keep the Incident Commander advised of conditions at his/her post and request mutual 

aid as necessary from Local and County law enforcement 

 Direct all visitors in the disturbance area to immediately leave the area, and preferably 

to leave the College, using routes designated by the Incident Commander 

 Attempt to contain the group in its initial location, and try to keep the group members 

from leaving the group and moving to other locations 

 Attempt to keep individuals from outside the disturbance from entering the disturbance 

area 

 Contact College Relations to arrange for photographing the disturbance, if necessary 

 Follow College Public Safety Office and County Prosecutors Office Policies and 

Procedures 

Note: Public Safety Officers will use reason and persuasion to contain the group and to have it 

leave the College; they will use physical force only to protect themselves, College Staff, and 

visitors from physical harm or to protect the College from serious damage. 

PLAN TERMINATION 

Incident Commander 

 Recall College Public Safety Officers from their deployed locations 
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 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone and e-mail providing Department Heads with a College status update 

 Notify the Public Information Officer to provide status update to campus community 

Department Heads 

 Notify their department personnel of the termination, as appropriate 

PLAN RECOVERY 

Facilities Management 

 Check all areas that were entered by the members of the disturbance group for possible 

damage, and arrange for temporary repair, as appropriate.  Report any damage to the 

Public Safety Office 

 Coordinate the cleanup of all areas impacted by the Civil Disturbance, as necessary. 

During the check and cleaning of the entered areas, if any suspicious items of damage 

is identified, the items will not be touched and all persons will be kept away from the 

items, and the College Public Safety Office will be notified immediately via x0268 or 

via an emergency phone (yellow box) 

Public Safety 

 Conduct a follow-up investigation of the incident  

COMMUNICATION FAILURE PLAN 

DEFINITION 

Communication Failure is defined as a loss of the ability to transfer voice messages between 

two or more separated locations.  External communications failure is defined as the inability of 

the College to transfer voice messages to and from the outside world.  Internal communication 

failure is defined as the inability to transfer voice messages within the College. 

GENERAL INFORMATION 

The College can provide for alternate communication methods in the event of a failure. The 

College has the capabilities and resource to provide both internal and external back-up 

communication in the event of a failure or disruption of normal services. 

The loss of communication may or may not be obvious. The loss of the telephone switch will 

interrupt all voice communication except for pay phones and the red Power Failure telephone 

lines (e.g. Laboratory). 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION-TELEPHONE SYSTEM FAILURE 

Public Safety or College Relations 

 Notify Public Safety 
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Director Information Technology 

Upon notification or discovery of a telephone failure, consult with the Public Safety, President 

and the Vice President of Academic Affairs to determine the need to activate the Incident 

Command Center. 

The phone switch located at the Humanities Building Operations Room has a battery back-up 

system with approximately a four hour capacity.  The following phone number prefixes are 

linked to the phone switch 709 and 497. 
 

 
 

PLAN RESPONSE 
 

 
 

TELEPHONE FAILURE 
 

 

 
 

NORMAL BUSINESS HOURS 

 
AFTER NORMAL BUSINESS 

HOURS 

   
 Contact Public Safety @ x0268 or 

emergency phone (yellow box), if 

possible, using an alternate means of 

communication (e.g. cell phone) 

 Contact Director of IT- 

Operations. If possible, using 

an alternate means of 

communication (e.g. cell phone) 

  
 Activate Emergency 

Communication Plan, 

if possible 

  
Contact Public 

Information Officer 

 
  

 
 

 

Notify the following, as necessary of the failure: 

 The Director of IT Operations or College Public Safety Office will dispatch a 

technician to repair the problem 

 Identify and confirm those College areas impacted by the failure and communicate the 

information to the Incident Command Center 

 Verify the functionality 

  of the operator and college phone system that supports the phone system.  The UPS 

system has approximately a 4 hour emergency power capacity 

 The Director of IT Operations will supervise all internal and external repair efforts 

during the emergency 

 The Director of IT Operations will maintain coordination and communication with the 

Chief Information Officer and the Incident Command Center until the failed system is 

returned to service 

Incident Commander 

 Coordinate with the Director of IT Operations and notify the service provider of the 

emergency using the best means available 

 Coordinate with the Director of Public Safety and determine the need to dispatch Public 
Safety Officers to critical locations throughout the campus 
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•    If possible, advise College Relations to issue a broadcast e-mail message to all College 

Departments advising them of the failure and efforts being taken to correct the problem 
 

ALTERNATE COMMUNICATION SOURCES 
 

There are alternate communication sources listed below that may provide limited internal and 

external communication capability.  These communication sources do not go through the 

College switch and use a different commercial switch from the College trunks.  These links 

must be checked for proper operation. 
 

 
Cellular Phones 

 

Cellular phones are another source of external communication in the event of a voice 

communication failure.  Various College personnel have been issued and maintain cellular 

telephones.  The Associate Director of IT-User Services and College Public Safety Office 

maintains a current list of users. 
 

Radio Communications System 
 

College Public Safety Office maintains a two-way radio communication system that provides 

internal radio contact.  A listing of these radios is located in Appendix O. 
 

Facilities Management also maintains a two-way radio communication system that can 

communicate directly with the College. 
 

E-mail 
 

Electronic mail can be used as well to communicate with all departments global e-mail can be 

initiated through the College Relations Department. 
 

SPECIFIC RESPONSIBILITIES 
 

Incident Commander 
 

•    Ensure that a list of phone numbers for each office/department that will use emergency 

telephone line is available 

•    Ensure that personnel assigned to use a pay phone have a supply of coins or a calling 

card 

•    Ensure the cellular phone contact list is obtained from the Director of IT – User 

Services and College Public Safety Office 
 

Public Safety 
 

•    Ensure that all radios not in use are inserted into charging racks 
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When phone service has been returned, the Incident Commander will declare that the 

Communication Failure has ended. 

Incident Commander/Director Public Safety 

 Recall Public Safety Officers from their deployed locations 

 Notify the College Public Safety Office of the termination of failure 

 Advise the Office of College Relations to issue a broadcast email message to all 

College Departments advising them that the Communication Failure is cleared 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise the Public Information Officer to provide status update to campus community 

PLAN RECOVERY 

Incident Commander 

 Direct their departments in the return to normal operation 

 Ensure all disconnected fax machines are reconnected and returned to normal operation 

EVACUATION DEFINITION 

An outgoing emergency evacuation condition is defined as any event that requires the removal 

of individuals from either a College facility or the College campus. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION/PLAN RESPONSE 
 
 
 
 
 

 
 INCIDENT  COMMANDER 

Identify the need to evacuate and activate 

the Incident Command Center 

 

  

   

Activate Public Safety Office 

Emergency Communication 

Plan located in Appendix J 

 Coordinate with 

College Public 

Safety 
 

 
 
 
 
 

Incident Commander 
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 Contact the College Public Safety Office to dispatch and coordinate outside emergency 

resources 

 Assign emergency personnel to building entrances to limit access into the facility 

 Determine the need to notify the Police to prepare for traffic control assistance 

 Notify the Union County Office of Emergency Management of the evacuation 

emergency, if necessary 

Public Safety Officer 

 Respond to the evacuation location as necessary 

 Provide human and traffic control 

 Direct external emergency responders to the evacuation location 

Facilities Management 

 Report the status of the College’s facilities to the Incident Commander 

 Provide an estimate of when the problem will be resolved so that the evacuated 

individuals can return to their buildings 

EVACUATION PROCEDURES 

Method of Notification 

Occupants of campus buildings will be notified that an emergency evacuation condition exists, 

necessitating the evacuation of the building in one of the following ways: 

 Activation of the building fire alarm. This is signaled by an audible alarm, visual 

(strobe) alarm, or both 

Building Evacuation 

 Upon notification that a building must be evacuated, occupants of the building should 

walk quickly and calmly (DO NOT RUN) to the nearest marked building exit. DO 

NOT USE ELEVATORS.  If necessary, use an alternate exit if the nearest exit is 

inaccessible 

 In a smoke filled room, stay low to the floor.  If available,  a wet towel of cloth placed 

over the nose and mouth can act as an effective temporary smoke filter 

 In the classroom, the instructor is responsible for immediately evacuating his/her class 

from the building and ensuring that the classroom doors are closed upon exiting 

 If possible, Lab Coordinators/Instructors in Science labs should ensure that all Bunsen 

burners, and/or other open flames are turned off and gas jets are closed before leaving 

the room and closing the lab door.  Note: The timer switch shuts off gas to the room 

 Occupants of offices should make sure that doors are shut as they leave. In large 

offices occupied by many individuals, the Department Head or Supervisor should 

ensure that doors are closed 

 Once outside, evacuees must stand at least, not less than 300 hundred feet away from 

the building, so as to allow clearance for emergency personnel to operate with their 

apparatus.  Evacuees are to follow the instructions of the staff members or authorized 

emergency personnel if a distance greater than the minimum suggested is required to 

guarantee their safety.  If possible, Department Heads and Faculty should verbally 
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advise employees, students, and other evacuated individuals to gather and remain at the 

Suggested Assembly Area which include: 

1. The parking lots across the street from buildings and at least 50 feet 

away 

2. Designated buildings as directed by Public Safety Officers, Faculty and 

Staff 

If necessary, College Public Safety Office or other emergency response personnel may direct 

you to an alternate location. Please provide them with your complete cooperation.  Please note 

that parking lots and roadways may be used by emergency response vehicles and therefore, 

must not be used as assembly areas. 

GUIDELINES FOR INDIVIDUALS WITH DISABILITIES 

If evacuation is not possible, individuals with physical disabilities may remain in a building 

during an emergency condition only if they are non-ambulatory, when elevator assistance is 

essential for their evacuation, and/or they are located either above or below the ground floor. 

All other persons without disabilities should evacuate the building in an emergency evacuation 

condition.  Elevators must not be used during an emergency evacuation condition unless its use 

is authorized by an appropriate emergency responder (e.g. College Public Safety Officer, Fire 

Department, etc.).  Those individuals that are sight impaired should seek assistance from any of 

the buildings occupants. 

Additional guidelines: 

 If on the ground floor, exit by normal means to the Suggested Assembly Area 

 If above or below the ground floor, seek a safe location/room, preferably one with a 

window, communication device, as a solid door.  If possible, dial x0268 or 9-1-1 (or 

have someone call for you) or via an emergency phone (yellow box) to contact the 

College Public Safety Office and advise that you are a person with a physical disability 

(identify the disability) and are in need of rescue assistance from an emergency 

responder. Provide your building, floor, room number, and telephone number from 

which the call is being placed.  If it is safe to do so, remain by the phone.  The 

dispatcher will periodically contact the individual to keep them informed.  If a 

telephone is not readily accessible, have someone advise an emergency responder of 

your specific location. 

NOTE: Disabled persons that are occupying a College building during hours that are not 

considered to be normal working hours (generally between 11PM and 7AM Monday through 

Friday and at any time during the weekend) are encouraged to contact the College Public 

Safety Office at x7152 and inform the Dispatcher they are in the building. 

The Coordinator for Disability Services also advises the Public Safety Office periodically of 

any special needs students so the Department is aware of any potential evacuation issues. 

GUIDELINES FOR FACULTY AND STAFF IN ASSISTING 

INDIVIDUALS WITH DISABILITIES 

Faculty and Staff are requested to adhere to the following guidelines when assisting individuals 

with disabilities: 

 Assist those individuals with disabilities as priority 
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 An individual that is non-ambulatory should be relocated to Suggested Rescue Area 

 Dial x0268 or 9-1-1 or via an emergency phone (yellow box) to notify the College 

Public Safety Office the building, floor and room number where the individual is 

located 

Personnel trained in the use of an Evac+Chair Model 300H device can use this equipment to 

relocate individuals as necessary. See Appendix P for usage instructions and locations of 

Evac+Chairs on each campus: 

PLAN TERMINATION 

Incident Commander 

 Declare that the emergency condition has ended 

 Recall College Public Safety Officers from their deployed locations, if appropriate 

 Notify the local OEM that the college has terminated it emergency condition 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

e-mail 

 Advise Public Information Officer to provide status update to campus community 

PLAN RECOVERY 

Incident Commander 

Prepare a plan for the return of the evacuated staff and students to the building 

Public Safety Office 

 Notify Public Safety Officers of the termination, and direct personnel in the completion 

of their emergency duties and their return to normal status. Personnel will be 

rescheduled as appropriate 

 Registrar ’s Of f ice  

 Resume normal scheduling and reschedule admissions that had been deferred because 

of the emergency 

CAMPUS EVACUATION 

DEFINITION 

A campus evacuation condition is defined as any event that requires the removal of all 

individuals and vehicles from the College campus. 

 

INCIDENT COMMANDER 

Director of Public Safety/designee 
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PLAN ACTIVATION 
 
 
 
 
 

 
  

INCIDENT COMMANDER 

Identify the need to evacuate and 

activate the Incident Command Center 

 

  

   

 
Activate Public Safety Office 

Emergency Communication 

Plan located in Appendix J 

  
Coordinate with 

College Public 

Safety 
 
 
 
 
 
 
 

METHODS OF NOTIFICATION 

Occupants of campus building will be notified that an emergency evacuation condition exists, 

necessitating the evacuation of the Campus in one of the following ways: 

 Emergency audio/visual alert devices such as a fire alarm 

 Voice mail via the College Relations Department 

 E-mail 

 Verbal/Person to Person (Bull Horn, etc.) 

 Activation of the fire alarm 

Occupants will be provided with clear evacuation instructions and advised to lock their work 

areas. 

PLAN RESPONSE 

Incident Commander 

 Contact the College Public Safety Office to dispatch and coordinate outside emergency 

resources including the local Police to assist with traffic control and override the traffic 

light on Springfield Avenue if necessary 

 Notify the Union County Office of Emergency Management, Police Department, Fire 

Department, Township Office of Emergency Management, through the College Public 

Safety Office of the evacuation emergency, if necessary 
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 If staffing levels dictate, deploy College Public Safety Officers or other emergency 

personnel to the following campus locations: 

1. Main College entrance 

2. Intersection of Lot 1 & 2 

3. Lot 4 in front of the Receiving Garage 

 Assign Facilities Management personnel, with radios, to assist with directing traffic out 

of parking lots and off campus as necessary 

 Notify the Public Information Officer directing the College Relations staff to make 

necessary notifications to the media and campus community 

 Request bus transportation from NJ Transit to evacuate those unable to drive off of 

TRAFFIC MANAGEMENT GUIDELINES FOR CAMPUS 

EVACUATIONS 

The College Public Safety Office will coordinate the safe and orderly evacuation of all motor 

vehicles by using the guidelines identified below: 
 

PARKING LOT SUGGESTED EVACUATION 

ROUTES 
Faculty/Staff/Visitors Parking Lot 1A Have cars exit around the circle to the 

Springfield Avenue exit 

Faculty/Staff Parking Lot 1 Cars will exit via Springfield Avenue exit 

Student parking Lot 2 Cars will exit via Springfield Avenue and/or 

via parking Lot 4 to Princeton Road and/or 

Gallows Hill Road 

Faculty parking Lot 4 Restrict access and exit from the ‘Entrance’ 

side of the lot and have cars exit via 

designated exit to Princeton Road 

Student parking Lot 5A Restrict cars from making a right onto the 

main roadway forcing traffic left to Gallows 

Hill Road 

Student parking Lot 5B Restrict cars from making a right onto the 

main roadway, from both exits, forcing 

traffic left to Gallows Hill Road 

Student parking Gravel Lot Restrict cars from making a right onto the 

main roadway forcing traffic left to Gallows 

Hill Road 

Public Safety Officers posted at the exits shall prevent non-emergency personnel from entering 

the Campus and will facilitate the exit of all vehicles. 

PLAN TERMINATION 

Incident Commander 

 Declare that the emergency condition has ended 

 Advise Public Safety Officers to remain at the existing open entrance to the College to 

facilitate the return of the community 
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 Recall College Public Safety Officers from their deployed locations, if appropriate 

 Notify the local OEM that the College has terminated its emergency condition 

 Advise the Public Information Officer to issue a broadcast phone mail providing 

Department Heads with a College status update 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

e-mail 

 Advise Public Information Officer to provide status update to the campus community 

PLAN RECOVERY 

Incident Commander 

 Critique the incident 

 Evaluate costs associated with the evacuation and if necessary apply for federal disaster 

funding 

Public Safety Office 

 Notify Public Safety Officers of the termination 

 Direct personnel in the completion of their emergency duties and their return to normal 

status. Personnel will be rescheduled as appropriate 

FIRE/ARSON 

DEFINITION 

A fire is defined as any flame or smoke that is accidentally created and that may cause injury to 

persons or damage to the College. 

Arson is defined as a fire that is deliberately set, and is frequently fed with accelerants, with the 

intent to cause injury and/or damage. 

GENERAL INFORMATION 

All fires will be presumed to be arson, and will be treated accordingly.  While the actual 

isolation and fighting of the fire are the same for both cases, care will be taken to observe any 

suspicious persons, activities, materials, odor, smoke color, and/or conditions that may indicate 

arson.  If feasible, the fire scene where the fire started will be protected to preserve evidence 

for the subsequent fire/arson investigation. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

Public Safety 

Activate the Emergency Communication Plan (Appendix J) as directed by the Incident 

Commander. 

Before a Fire Emergency 

 Know the locations of fire alarm pull stations in your area. These stations are designed 

to be easily activated. The protective shields covering the stations at the gym are also 

easily lifted to activate the alarms. 
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 Know the locations of emergency phones.  These units are self-dialing to the Public 

Safety Office 

 Know at least two different ways to evacuate the area you are occupying 

 Know the location of fire extinguishers in your area (See Appendix R) 

 Be aware of individuals in your area that may need assistance in evacuating 

 Be aware of any rooms where an alarm may not be audible including bathrooms, etc. 

PLAN ACTIVATION/RESPONSE 

In the event of a fire or smoke condition in the building the following ‘R-A-C-E’ procedures 

should be implemented immediately: 

Rescue students, visitors and staff in danger 

Activate the fire alarm pull station.  There are fire alarm pull stations located throughout the 

College Campus.  These pull stations will send an alarm directly to the local Police/Fire/EMS 

Central Dispatch digital display unit.  Appendix Q includes a list of the basic thirty six (36) 

Fire Zones that will be shown at Central Dispatch, allowing them to notify the Fire Department 

into what area of the Campus to respond, based on data sent by the automated system.  A 

Campus annunciator panel, in conjunction with other devices at the Public Safety Office, 

provides room specific details on fire alarm activations. The Fire Department will be 

immediately notified via 9-1-1 with: the name & address of the building, alarm location and 

the Officer’s name and telephone number. 

Note: In the event of a fire alarm system failure that impacts upon a College facility, the Public 

Safety Office will be notified immediately.  Appropriate fire watch procedures will be 

implemented if necessary.  If the system is expected to be non-operational for greater than four 

hours, the local Fire Department will be advised. 

Contain the smoke/fire by closing doors if possible. 

Evacuate the building following the guidelines outlined in the Evacuation Plan section. 

Life Safety Technology 

The College has also developed in Appendix Q a Life Safety Systems Resource List that 

provides an overview of the Life System Technology available at each College building. 

Fire Extinguishers 

Multi-purpose, carbon dioxide and water based, fire extinguishers are located at least every 75 

feet in each College building and should be used on small controllable fire only. Staff and 

students are not obligated to use a fire extinguisher. An inventory of campus fire extinguishers 

is located in Appendix R. 

How to use an Extinguisher 

Remember the word PASS: 

P ULL the pin 

A IM the nozzle at the base of the flames 

S QUEEZE the handle 
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SWEEP the agent over the base of the flames 

Fire Hydrants/Standpipe Connections 

Fire hydrants and standpipe connectors are strategically located throughout the College campus 

to provide necessary water to allow fire fighters to fight fires. Fire hydrants and SP locations 

are located in the following areas: 

Connectors Locations 

 MacDonald Hall – facing Springfield Avenue 

 Science – facing roadway, near automatic doors 

 Campus Center – facing parking Lot 2, near corner of building 

 Receiving Area – facing parking Lot 4 

 Library – facing Princeton Road 

 Parking Lot 4 – facing Princeton Road, near lot entrance 

Hydrant Locations nearest Campus Entrances 

 Springfield Avenue – one in the rear of MacDonald Hall, facing the Avenue 

 Princeton Road – in front of 21 Princeton Road 

 Gallows Hill Road – in front of 726 Gallows Hill Road 

 Union Foundation House – in front of 12 Penn Road 

HOSTAGE TAKING 

DEFINTION 

A hostage taking is defined as the forcible holding of a person with the intent to publicly obtain 

some desired action or reward.  The difference between hostage taking and kidnapping is that 

the hostage taking and the desired ending action are usually done publicly, whereas the 

kidnapping is usually done secretly and ending action is usually the secret payment of money. 

For the purpose of this Emergency Operations Plan, a kidnapping becomes a hostage taking 

when the kidnapped victim is being held on the Campus property.  A hostage taking is always 

a law enforcement emergency and may also be a medical emergency. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION 

Notifying the College Public Safety Office of a hostage taking can come from any person who 

observes the hostage taking or becomes aware of it because of unusual activity within the 

College area. 

Incident Commander 

 Confirm the hostage taking by checking the location where the hostage is reportedly 

held. 

 If it is determined that a hostage taking has occurred after consultation with other 

Command Staff, the Incident Commander will declare that a Hostage Emergency 

exists 
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Public Safety 

 Activate the Emergency Communication Plan (Appendix J) as directed by the Incident 

Commander 

Public announcements will not be made without the approval of the Incident Commander. 

PLAN RESPONSE 

Incident Commander 

 Immediately notify College Public Safety Officers, giving all known information 

 Dial 9-1-1 and advise the local Police 

 Coordinate a plan for handling the news media with the Public Information Officer 

 Notify department(s) impacted by the hostage taking and direct that all available 

information on the hostage and the taker be assembled and reported to the Incident 

Command Center 

 Direct College Public Safety Officers as required to the area where the hostage is held 

 Assign a Public Safety Officer to assist the Public Information Officer for media 

control 

 If the hostage and/or hostage taker is or was member of the College staff, contact the 

appropriate Department Heads and Human Resources and obtain as much information 

as possible about the individual 

 If any bystanders are injured, notify emergency medical services immediately 

 Consider the management and assembly of relatives and close co-workers of the 

hostage and hostage taker 

 Consideration will be given for appropriate translation services 

Public Safety 

 Dispatch officers to the scene 

 Advise the Director of Public Safety of the incident 

 Request appropriate mutual aid from County and Local law enforcement agencies 

 Keep the area cleared of all personnel not involved in the hostage taking activity 

 Keep the Incident Command/Director of Public Safety advised of the situation 

 College Public Safety Officers will NOT take any action that might endanger the 

hostage 

 Upon their arrival, the College Public Safety Office will be responsible for all actions 

with respect to the hostage-taking event 

 Follow College Public Safety Office and County Prosecutor Office policies and 

procedures 

Public Information Officer 

 Be prepared to implement the department’s crisis’ management plan including a media 

staging area.  Implementation will take place after approval by Public Safety 

PLAN TERMINATION 

Incident Commander 
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 Consult with appropriate law enforcement officials to determine that the College 

Emergency Operations Plan can be terminated 

 Upon agreement with the police, the Incident Commander will declare that the Hostage 

Emergency has ended 

 Recall Public Safety Officers from their deployed locations, as applicable 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

e-mail 

PLAN RECOVERY 

Department Heads 

 Notify their personnel of the termination, and direct their personnel to return to normal 

status as condition permits 

Incident Commander 

 Continue to provide assistance to the College Public Safety Office as requested and 

continue to provide assistance to the relatives and co-workers as recommended by the 

Crisis Counselors 

Public Information Officer 

 Continue to provide information to the news media and campus community 

Facilities Management 

 Coordinate the cleanup of the area where the hostage was held 

TRAUMA RESPONSE 

Incident Commander 

 Coordinate family and staff support as necessary to deal with the impact the event may 

have had on these individuals.  This can be coordinated through the Dean of Student 

Success 

SCHOOL SHOOTING/VIOLENCE 

DEFINITION 

A school shooting is defined as the criminal intent to injure or kill a student, faculty member, 

etc. with a firearm or other assault weapons. 

GENERAL INFORMATION 

As with any incident, the safety of the students and faculty is the primary objective. The 

College Public Safety Office Department’s responsibility is to isolate and/or contain the threat 

and ensure the students, faculty, staff, etc. are located out of harm’s way. 

The College presents an additional concern due to its open campus philosophy. This 

philosophy must be a consideration in a lockdown/evacuation decision.  Shooting incidents in 
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progress in the area of the College, which may place students, etc. in danger, should generate a 

campus/building lockdown and/or evacuation. 

The request for a school lockdown or evacuation must be made through the Incident 

Commander (or his designee) or other local law enforcement agencies. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION 

Any persons observing, or being made aware of a shooting incident will immediately notify the 

police by dialing 9-1-1.  The Public Safety Office can be contacted via an emergency phone 

(yellow box).  Upon notification of the shooting, the College Public Safety Office will obtain 

as much information as possible from the reporting person: 

 What is the location of the shooting? 

 What is your name and department? 

 Have you or anyone else been injured? 

 The likelihood of a hostage situation 

 The possibility that other individuals are involved 

 What weapons and/or explosives are involved? 

Incident Commander 

 Consult with College Public Safety Office and determine if the Incident Command 

Center should be established 

Public Safety 

 Activate the Emergency Communication Plan (Appendix J). 

PLAN RESPONSE 

Public Safety 

 Follow procedures as dictated by College Public Safety Office policies and procedures. 

Use clear text to notify all Public Safety Officers 

 Ensure the local Police are notified as soon as possible 

 Establish an inner perimeter to isolate and contain the threat 

 Establish an outer perimeter to control concerned parents, students returning to school, 

control emergency response vehicles, etc. These individuals are to be directed to safe 

location.  The outer perimeter maintained by Public Safety Officers should be large 

enough so that personnel on the outside are not in danger, nor causing a distraction to 

tactical and other law enforcement personnel.  Outer perimeter personnel will be 

responsible for pursuit of persons/vehicles fleeing outside of the inner perimeter, 

surveillance units if utilized, and control of travel routes 

 A minimum of one Police Officer should be assigned as a liaison and for the protection 

of emergency vehicles 

 There will be no attempt to initiate a tactical action unless so authorized by the Incident 

Commander or his designee 
 

52 



 When reverse evacuation is necessary: 

1. Move students and staff inside as quickly as possible 

2. Assist those needing special assistance 

3. Report to the nearest lockable classroom 

4. Check for injuries and assist in the evacuation of injured individuals if it 

is safe to do so 

During lockdown (to protect building occupants from potential dangers in the building), all 

classroom, office doors, etc. are to remain locked if possible, until the ‘all clear’ is announced. 

Occupants are to be advised to: 

 Be Quiet! 

 Stay low and away from windows. Cover all room and door windows if possible 

 Turn off the lights in classrooms, office, etc. 

 Line the wall out of view from the door 

 Utilize desks as barricades and protection 

 Stay away from all doors and windows and move students to interior walls and drop to 

the floor 

 Follow College Public Safety Office and Faculty instructions 

 Assist those needing special assistance 
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 Armed Student, Armed Intruder, or 

Information of an Impending Threat 

of Violence at the College 

 

Internal Threat External Threat 

   

Col l e ge Publ i c Sa fe ty Offi ce rs ha ve 

s pe ci fi c re s pons i bi l i ti e s duri ng a 

l ockdown. I f the thre a t i s 

i nte rna l , the y a re re s pons i bl e to 

i s ol a te /conta i n the thre a t unti l 

the a rri va l of a ddi ti ona l i nte rna l 

a nd e xte rna l l a w e nforce me nt 

s upport. Al l bui l di ng occupa nts  

a re to be e va cua te d a s qui ckl y a s 

pos s i bl e us i ng the ne a re s t 

a va i l a bl e e xi t.  Eva cua ti on 

gui de l i ne s a s outl i ne d i n the 

Eva cua ti on Se cti on of thi s pl a n 

a re to be a dhe re d to.  The y a re 

a l s o to a s s i s t i n di re cti ng 

i ndi vi dua l s who a re e xte rna l to 

the thre a t i nto 's a fe 

rooms /bui l di ngs ' a nd ke e pi ng 

the m a wa y for the thre a t a re a . 

The y a re a l s o to provi de a ny 

ne ce s s a ry i nforma ti on to 

re s pondi ng uni ts a nd the 

Di s pa tche r. 

  

 
College Public Safety Officers 

are to assist in getting 

occupants to the inside of 

College buildings and 

preventing the threat from 

coming in contact with 

occupants or entering the 

school buildings. This is  

called reverse evacuation and 

it is to be used when 

conditions inside are safer 

than outside. Responding 

Public Safety Officers are to 

assist in getting students into 

the building and preventing 

the threat from entering the 

area. 

 
 
 
 
 
 

 

Incident Commander 

 Prepare for calls from concerned parents, friends, etc. regarding the safety of their 

loved ones 

 Advise the Public Information Officer to be prepared to manage the release of 

information to the news media 

PLAN TERMINATION 

Incident Commander 

 Consult with the College Public Safety Officers and others as appropriate, to determine 

that the shooting event has been completely controlled and that recovery can begin 

 Recall College Public Safety Officers from their deployed locations, as appropriate. 

Note: Additional security may be needed in and around the crime scene to preserve 

evidence 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and e-mail providing Department Heads with a College status update 
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PLAN RECOVERY 

Incident Commander 

 Serve as the point of contact with the College Public Safety Office and Union County 

Emergency Response Officials in the shooting investigation, and coordinate all College 

activities needed to assist the investigation officials 

 Consolidate all incident reports, prepared by College Public Safety Office personnel, of 

damage and requirements for special recovery efforts 

 Notify Department Heads of the termination and advise them to direct their 

departments in the return to normal school operation 

Facilities Management 

 Complete clearing of the damaged area, consistent with safety consideration and the 

needs of the shooting investigation 

 Secure any unsafe damaged areas, or areas needed for the investigation, by marking 

them ‘CLOSED’ and erecting barricades 

 Inspect the shooting area to determine the extent and degree of blast, flame, smoke, and 

water damage 

 Prepare a plan for the temporary and permanent repair of the damage, and will submit 

the plan to the Incident Commander and College administrators 

 Restore to the affected area, as appropriate, services and utilities that may have been 

turned off or damaged 

 Provide assistance to Custodial Services in clearing the area, and will provide advice 

regarding safety matters to the cleanup crews 

 Damage may be severe enough to make clearing activity possibly unsafe in certain 

areas.  If Facilities Management considers any area unsafe, it will not be cleared. 

Facilities Management will close off and mark all unsafe areas to prevent entry 

DEPARTMENT HEADS 

 Notify their department personnel of the termination, as appropriate.  They will direct 

their departments in the return to normal operation 

 Inventory their records, supplies and equipment, and will report to the College 

President the extent of damage.  If records have been damaged, they will work out with 

the College President a plan for restoration of the records 

Public Information Officer 

 Prepare and release to the news media the desired reports on the shooting 

TRAUMA RESPONSE 

Memorial Services, Funerals, and Healing Events 

Consider College sponsored memorials and other rituals that serve an important function in the 

grief process for students and staff. Memorials promote the healing process by providing an 

opportunity for students to join together and participate in a ritual.  A memorial may take many 

forms, from a simple tree planting to a more traditional ‘service’.  In addition, a memorial 

gives permission and legitimacy to the process of grieving and also may mark the beginning of 
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a return to some semblance of normalcy in school-based routines. The Incident Commander 

may want to consider closing the College early to allow students and staff to attend a funeral, 

memorial, or community-healing event, such as a candlelight vigil. 

Permanent Memorials 

If permanent memorials are planned, it is important to involve parents, teachers, students, 

victims and their families, and other community members in the planning and design of a 

memorial and to establish who will make the final decisions. Carefully consider the nature and 

location of any permanent memorial. 

Grief and Loss Support 

Following a crisis, staff, students, and team members are usually exhausted and wish things 

could just return to ‘normal’. The College community, however, may be permanently affected 

both by the loss itself and by the collective grief of students and staff.  It is critical that College 

Administration recognize the long term impact of a death or other tragedy and provide support 

for staff members and students. 

SEVERE WEATHER/HURRICANE/TORNADO 

DEFINITION 

Severe weather is defined as any weather condition that may cause many casualties, major 

damage, or seriously restricts the ability of people to travel. The most likely severe storms are 

hurricanes, tornadoes, and massive snowfalls. These produce an emergency condition either 

because they cause damage to the College or to the adjacent area, cause casualties in the 

College or adjacent area, and/or restrict mobility such that access/egress to the College, 

required for normal operations, is difficult or impossible. 

The intensity of a land falling hurricane is expressed in terms of categories that relate wind 

speeds and potential damage.  A Category 1 hurricane has lighter winds compared to storms in 

higher categories.  A Category 4 hurricane would have winds between 131 and 155 mph and, 

on the average, would usually be expected to cause 100 times the damage of the Category 1 

storms.  Depending on circumstances, less intense storms may still be strong enough to 

produce damage, particularly in areas that have not prepared in advance. 

Hurricane force winds can easily destroy poorly constructed buildings.  Debris such as signs, 

roofing material, and small items left outside become flying missiles in hurricanes.  Extensive 

damage to trees, towers, water and underground utility lines (from uprooted trees), and fallen 

poles can cause considerable disruption. 

A tornado is defined as a vortex of air rising into a cloud. When associated with hurricanes, 

tornados are not usually accompanied by hail or a lot of lighting, clues that citizens in other 

parts of the country watch for.  Tornado production can occur for days after landfall when the 

tropical cyclone remnants maintain an identifiable low pressure circulation. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

PLAN ACTIVATION 
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The need for the planned severe storm response will be obvious, either from actual weather 

conditions or forecast of severe weather.  In addition, the Union County Office of Emergency 

Management will provide to the College Public Safety Office, severe weather alerts as 

appropriate. 

Incident Commander 

 Declare that a severe weather condition exists 

 Advise College Public Safety Office to prepare for extended shifts and recall off duty 

personnel 

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 

PLAN RESPONSE 

Incident Commander 

 Monitor local TV, radio, and Internet weather sources 

 Notify the Facilities Management Department to prepare the College for the severe 

weather anticipation 

 Ascertain whether travel is presently restricted. The information on the restrictions will 

be announced via the Governor’s office.  The College Public Safety Office and OEM 

should be consulted for further information 

 Notify the College and local Police and the OEM of the status of the College, as 

appropriate 

 Advise the College Public Safety Office to dispatch Public Safety Officers to key 

locations, as appropriate. College Public Safety Officers will make announcements 

using bull horns, e-mail, etc. to alert staff, students faculty, etc. of the pending 

emergency 

 Advise the Public Safety Office if the College will remain open.  If the College is 

closed, ensure entrances and buildings can be secured 

Department Heads 

 Report to the Incident Command Center their status of damage, internal casualties, and 
other problems and unusual conditions, as appropriate 

 Consult with the Incident Command Center to determine the best way to provide 

adequate staffing in their departments during the period of restricted travel.  This may 
require some combination of holding certain personnel currently on duty or activating 
an appropriate recall list 

 During high wind scenarios (e.g. tornados), advise all students, etc. to seek shelter in an 

interior hallway on a lower floor away from windows 

Facilities Management 

 Ensure that the physical plant is adequately prepared for all severe weather conditions 

that may threaten the institution (i.e. adequate fuel) 
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 Commence with snow removal activities if necessary 

 Conduct a physical inspection of all roof surfaces to locate and remove any debris that 

may potentially be a hazard during high wind conditions and inspect all roof drains to 

ensure proper function 

 Inspect all exterior doors to ensure they are secure and properly closed 

 Inspect the grounds of the campus to locate and remove any potential hazards 

associated with a high wind condition 

 Evaluate supplies of materials needed to secure or protect various areas of the College 

and, if necessary, additional materials will be obtained prior to the onset of any severe 

weather condition 

 Check all fuel supplies for generators, heating plant, and facility vehicles to guarantee 

adequate supplies 

 Maintain a list of Emergency suppliers of water, fuel, and electrical power 

 In the event of a utility failure, refer to specific utility failure plans 

Purchasing 

 If the emergency includes restrictions on travel that will last more than four hours after 

the normal change of shifts, provide emergency supplies for staff personnel required to 

remain at the College 

Public Information Officer 

 Keep the news media advised of the conditions at the College and of the response by 

the College to the storm emergency 

PLAN TERMINATION 

When it appears that the severe storm has ended, that all casualties have been accounted for, 

and/or that travel is no longer restricted, the Incident Commander, after consultation with the 

Public Safety Department, Local Police, Union County Office of Emergency Management, and 

other Command Staff, as appropriate, will declare that the emergency condition has ended. 

Incident Commander 

 Have Facilities Management assess damage to the facility 

 Advise College Public Safety Office to recall Public Safety Officers from their 

deployed locations 

 Notify the College Public Safety Office and the Office of Emergency Management that 

the College has terminated its emergency status 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and e-mail providing Department Heads with a College status update 

 Advise Public Information Officer to provide status update to campus community 

PLAN RECOVERY 

All Department Heads 

 Notify their personnel of the termination, resume normal operations as feasible, and 

reschedule personnel and activities as necessary 

 Ensure that borrowed or relocated supplies and equipment are returned as promptly as 

is feasible 
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 Inventory supplies and equipment and arrange for re-supply and repair as necessary 

 All cleanup and recovery activities will continue as required, as determined by the 

Incident Commander 

Food Service 

 Direct food service to return to normal operation 

Facilities Management 

 Prepare a detailed list of all damage to the College 

 Prepare a list of all temporary repairs that have been made 

 Develop a recommended plan and priority for making additional temporary repairs and 

permanent repairs, including facility improvement if desirable and feasible 

Incident Commander 

 Investigate the availability of federal, state, and local funds to help defray the costs of 

emergency medical care and the temporary and permanent repairs to the College, if the 

storm has produced causalities and/or damage 

 Consult with Risk Management to coordinate insurance claims  

VERY IMPORTANT PERSON (VIP)/SECURITY 

DEFINITION 

A VIP/Special Security condition is defined as a requirement to provide a high degree of 

physical security for a student, guest, etc. 

This individual might be a high government official, celebrity, criminal, etc. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

NOTIFICATION 
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Notification of VIP/Security can 

come in two primary ways 

 

  

   

 Law enforcement, other 

government agencies, the 

individual, or their 

Representative 

  
Any staff member or student 

who recognizes a notable 

person who is on the College 

campus. All staff members 

should be advised of the need 

to notify the College Public 

Safety Department if they 

recognize such a person on 

the College campus. 

 

 

 

PLAN ACTIVATION 

When the College is notified of the need for special security for the VIP, the Incident 

Commander will be notified and a decision will be made as to declare that a VIP/Security 

Emergency exists. 

Incident Commander 

 Consult with the VIP or representative to address concerns regarding security, as 

appropriate 

 Develop a plan based on needs to provide the required level of security and control.  It 

will be necessary to consult with Public Safety Officers and/or other agencies regarding 

plan development.  This plan will address: 

1. Security and control of the VIP while the VIP is on campus 

2. Communication by law enforcement or other security agencies 

3. Any controls or requirements regarding personnel, such as special 

badges or identification, special instructions regarding public statements, 

etc. 

4. Notifying all Command Staff involved in the response plan developed 

for the individual VIP 

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 

PLAN RESPONSE 

Incident Commander 

 Assign Public Safety Officers to a specific location, as necessary 
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 Coordinate the implementation of all components of the developed VIP plan 

 Maintain communication with the VIP, or representatives, to assess security concerns 

and needs 

 Communicate with the Incident Command Center any security issues or issues 

identified by the VIP 

Public Information Officer 

 Manage the flow of all information releases and management of news items 

PLAN TERMINATION 

When the VIP, requiring special security is no longer on campus or the request for security is 

withdrawn, the Incident Commander will declare that the VIP/Security Emergency has ended. 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and e-mail providing key College personnel a status update 

PLAN RECOVERY 

Department Heads 

 Notify Command Staff of the termination and direct applicable personnel to return to 

their normal status 

CHEMICAL/BIOLOGICAL/RADIOLOGICAL/NUCLEAR/EXPLOSIVE 

(CBRNE) TERRORISM 

DEFINITION 

A CBRNE event is a man-made event that involves the deliberate act of mass destruction 

utilizing a chemical, biological, radiological nuclear and explosive material. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

BIOLOGICAL TERRORISM OVERVIEW 

Biological terrorism involves viruses, bacteria, fungi, or toxins from living organisms. A 

Biological attack might be either ‘announced’, such as when a terrorist or terrorist group 

publicly claims that they have committed an act such as contaminating a community water 

system or an attack might be more covert or ‘unannounced’, as were the recent mailings of 

anthrax contaminated letters.  Biological agents have a variety of incubation periods. Some 

cause an immediate reaction in an exposed person.  Others may cause symptoms to occur days 

or weeks later. 

In addition to anthrax, the toxin that causes botulism, the agents of plague and tularemia, and 

even contagious viruses such as smallpox are potential agents of terrorism.  There are many 

potential routes of exposure to a biological agent.  Someone may be exposed through the skin. 

An example of this is cutaneous anthrax acquired from handling anthrax contaminated mail. 

Someone could also ingest a biological agent in contaminated food. For instance, a few years 
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ago, a religious group in the U.S. attempted to spread salmonella through salad bars at public 

restaurants.  Biological agents could also be inhaled, for example, if a plane flew over a 

sporting event and released an agent. 

Preparation and detection is critical and in some cases, the first indication that something has 

happened will likely be noted by the faculty and/or the Public Safety Department.  Once an 

illness is suspected or identified, the local Board of Health should be contacted immediately at 

908-709-7238. 

The following questions should be asked: 

1. Are there a large number of students all exhibiting the same symptom such as vomiting 

or fever? 

2. Is there one case of an uncommon disease such as smallpox or anthrax? 

3. Is there an illness that is unusual for the particular individuals, such as a group with 

salmonella? 

4. Are there higher levels of sickness of death than normally expected? 

5. Is there one student with more than one disease? 

6. Are there more cases of an illness such as flu during the non-flu season? 

CHEMICAL TERRORISM OVERVIEW 

Chemical terrorism involves the release of chemical compounds. This includes the improper 

use of chemicals used in our day to day activities, and the use of chemicals developed by the 

military for use in war. 

Chemical terrorism can occur through the use of chemical weapons, or through intentional 

release of industrial chemicals by attacking commercial or transportation facilities where such 

chemicals are stored or used. Chemical attacks are likely to be an acute event, which develops 

rapidly in a fairly well defined geographic area, such as the release of sarin nerve agent in the 

Tokyo subway. Other potential chemical agents include nerve agents such as VX, blistering 

agents such as mustard gas, agents that affect the lungs, such as chlorine, and others such as 

cyanide. If the chemical agent is used in a terrorist attack, the agent will most likely cause 

immediate and conspicuous symptoms or distress, so it is important to contact emergency 

medical services and public health officials immediately. Possible clues to a potential or 

unfolding chemical attack includes: 

 Unexplained explosions at chemical plants or on trains or trucks carrying toxic 

chemicals 

 Many students and staff in a well-defined, often enclosed space becoming ill 

 Illness in groups that would not normally have the type of illness 

Appendices S and S1 provide the College with guidance on how to manage the schools 

ventilation system in the event of an Outdoor or Indoor Chemical Attack. 

NUCLEAR TERRORISM OVERVIEW 

Nuclear terrorism is the intentional or threatened use of radioactive materials including those 

found in nuclear weapons and nuclear plants, or found in other settings such as in medical 

devices.  This so called ‘dirty bomb’ would consist of waste by products from nuclear reactors 

wrapped in conventional explosives, which upon detonation would spew deadly radioactive 

particles into the environment. 
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In the event of a terrorist nuclear attack, people may experience two types of exposure from 

radioactive materials; external exposure and internal exposure.  External exposure occurs when 

a person comes in contact with radioactive material outside the body.  Internal exposure occurs 

when people eat food or breathe air that is contaminated with radioactive material. Exposure 

to very large doses of external radiation may cause death within a few days or months. 

External exposure to lower doses of radiation and internal exposure from breathing or eating 

radioactive contaminated material may lead to an increased risk of developing cancer and other 

adverse health effects. These adverse effects range from mild, such as skin reddening, to 

severe effects such as cancer and death, depending on the amount of radiation absorbed by the 

body (the dose), the type of radiation, the route of exposure, and the length of time of the 

exposure. 

If there is a nuclear detonation, bodily injury of death may occur as a result of the blast itself or 

as a result of debris thrown from the blast. People may experience moderate to severe skin 

burns, depending on their distance from the blast site. Those who look directly at the blast 

could experience eye damage ranging from temporary blindness to severe retinal burns. 

PLAN ACTIVATION 
 
 
 
 
 

 
  

 
INCIDENT  COMMANDER 

Identify the need to evacuate and 

activate the Incident Command Center 

 

  

   

 
Activate Public Safety Office 

Emergency Communication 

Plan located in Appendix J 

  
Coordinate with 

Local Police 

 
 
 
 
 
 
 

METHODS OF NOTIFICATION 

The event will either be very obvious to the College community or occupants of campus 

buildings will be notified that an emergency condition exists, via one of the following ways: 

 Media (TV, radio, etc.) via the Public Information Officer 

 Text-messaging via the Office of College Relations 

 Voice mail via the Office of College Relations  

 E-mail via the Office of College Relations 

 Verbal/Person to person (Bull Horn etc.) 
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Building occupants will provided with clear response instructions and advised to either 

evacuate or shelter in place. 

PLAN RESPONSE 

Incident Commander 

 Contact the College Public Safety Office to dispatch and coordinate outside emergency 

resources including Union County Office of Emergency Management, local Board of 

Health, local Police, and Fire Departments 

 Advise Public Safety to assist with medical response operations and specific agent 

response procedures 

 Deploy College Public Safety officers or other emergency personnel to key areas as 

dictated by the location of the event 

 Ensure Public Safety Officers are posted at the campus exits to prevent non-emergency 

personnel from entering the campus and facilitate the exit of all vehicles if necessary 

 In the event of a suspected Anthrax letter or package, the College Public Safety Office 

will follow guidelines as dictated by the New Jersey Department of Health and Centers 

for Disease Control (CDC) entitled ‘Sample Collection and Building Evacuation, 

Decontamination and Reentry Guidelines for Suspected Anthrax Incidents. (October 

2002). These guidelines are located in Appendix T. 

Public Safety 

 Serve as a resource to the Incident Commander for issues involving air monitoring, 

sampling, and agent specific resource information 

 Ensure Standard Precaution techniques are adhered to in responding to biological 

incidents 

 Ensure personal protective equipment (e.g. gloves, respirators, etc.) are appropriate and 

properly used during response activities 

Facilities Management 

 Support the response as necessary 

 In the event of a biological, nuclear or chemical ‘cloud’ that presents a potential 

airborne hazard, follow the guidelines outlined in Appendices S and S1. 

Decontamination 

If necessary, decontamination services as available through the Union County Office of 

Emergency Management.  A Decontamination (DECON) Trailer is available as a resource. 
 

 
 

                                                    Zone 1 
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This mobile system is used to provide a mobile facility for personnel decontamination.  The 

trailer has three separate zones for washing and dressing, is completely self-contained, and 

complies with 29CFR 1910.120 and 1910.141. 
 
 
 

 

Zone 2 

Personnel enter through the back of the trailer into Zone 1, where clothing and supplies are 

deposited.  Once finished, they proceed into Zone 2, the shower area. Zone 3 is the dressing 

area and exit. 

PLAN TERMINATION 

Incident Commander 

 Declare that the emergency condition has ended 

 Coordinate building decontamination and sampling issues, if appropriate 

 Ensure air-handling systems that have been shut off are opened and are functional 

 Advise Public Safety Officers to remain at the existing open entrance to the College to 

facilitate the return of the community if evacuation was necessary 

 Recall College Public Safety Officers from their deployed locations, if appropriate 

 Notify the local OEM that the College has terminated its emergency condition 

 Advise the Public Information Officer to issue a broadcast phone mail providing 

Department Heads with a College status update 

 Advise the Public Information Officer to provide status update to the campus 

community 

PLAN RECOVERY 

Incident Commander 

 Critique the incident with local emergency responders including the local Health 

Officer, OEM, etc. 

 Evaluate costs associated with the evacuation and if necessary apply for federal disaster 

funding 

Public Safety 

 Notify Public Safety Officers of termination and direct personnel in the completion of 

their emergency duties and their return to normal status. Personnel will be rescheduled 

as appropriate 

UTILITY FAILURE RESPONSE PLANS 
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HEATING SYSTEM 

POLICY 

To define the steps to be taken in the event of a boiler equipment failure 

GENERAL INFORMATION 

A heating system failure to will result from and will include notification via: 

 Equipment failure 

 Disruption of supply lines (fuel, water) 

 Visual alarm indicator 

 Pressure gauge readings  

INCIDENT COMMANDER 

Director of Facilities/designee 

DEPARTMENT SPECIFIC PROCEDURES 

Departmental Responsibility 

 Notify Facilities Management during normal business hours in the event of a service 

interruption or failure 

 After hours and weekends, all calls should continue to be made through the Public 

Safety Office who will contact the appropriate Facilities personnel via Appendix D1. 

 Facilities will contact the appropriate Facilities Management employee or vendor via 

Appendix G.  

Facilities Management 

 If an interruption of natural gas (primary fuel) occurs the Senior Maintenance Mechanic 

on duty will notify Elizabethtown Gas at 800-492-4009 

 If total boiler failure occurs a rental boiler will be obtained and connected 

 All service interruptions will be reported to the Incident Commander 

 If a rental boiler is required, the Director or designee will call for assistance 

 Notify the President, Vice President of Academic Affairs, and the College Public 

Safety Office of the failure 

Incident Commander 

 Determine the necessity for employing system contingency plan if repair cannot be 

accomplished in timely manner 

 Notify the College Public Safety Office of the current status of the failure 

 Monitor corrective action and contingencies until repair have been completed 

 Advise the Public Information Officer to provide status update to the campus 

community 

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 
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PLAN TERMINATION 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise the Public Information Officer to provide status update to the campus 

community 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

 Identify costs associated with the failure and submit to Finance Officer 

 Identify potential capital cost improvements  

ELEVATOR AND CHAIR LIFT FAILURE 

POLICY 

To define the steps that should be taken in the event of an elevator failure 

GENERAL INFORMATION 

Elevator systems are maintained in the following College facilities: 

Cranford Campus:                                  E l i zab e th  C am p u s :  

      MacDonald Hall                                    Sidney F. Lessner Building                                       

Humanities Building                                             Elizabeth J. Kellogg Building                                                                          

Campus Center Building                                                               

Commons Building                                                                              

Science Building                                                                                       

Mackay Library 

Student Development Building 

Plainfield Campus: 

Logos Building                             

Annex Building                                        

Health Sciences Building 

          Scotch Plains Campus 

Possible reasons for an elevator failure: 
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 Power failure 

 Failure of relay switches to reset 

 Failure of hall/cab door to close tightly 

 Automatic shut-off by safety control mechanism 

 Improper leveling of car 

Warning signs or indicators of failure: 

 Audible alarm 

 Call from elevator to the Public Safety Dispatcher at x0268 

 Sounds of passengers calling out or banging on interior doors 

 Elevator not responding to call buttons 

Back-up mechanisms or reserves: 

 Stairways 

Escalator at the Elizabeth Campus, Lessner Building – up direction only 

All elevators have emergency lighting and intercoms, which communicate directly with the 

College Public Safety Office. 

INCIDENT COMMANDER 

Director of Public Safety/designee 

DEPARTMENT SPECIFIC PROCEDURES 

Staff Personnel Discovering Failure 

 Try to determine of passengers are on board by calling out at the approximate level the 

elevator has stopped 

 If passengers on board do not need to be evacuated urgently, assure them that help is on 

the way 

 Notify the Public Safety Office 

 Contact Facilities Management during normal business hours 

 Outside of normal business hours, for non-entrapment situations, call the maintenance 

vendor for service the next day 

Public Safety 

 Contact the local Fire Department (Cranford, Elizabeth, Plainfield and Scotch Plains) 

to assist with extrication.  After hours and weekends, all calls should continue to be 

made to the Public Safety Office, who will contact appropriate Facilities personnel 

via Appendix D1. 

 Activate the Emergency Communication Plan, Appendix J, as directed by the Incident 

Commander 

Facilities Management 

 Notify the College Public Safety Office of the current status of failure 

 Instruct passengers on board, if any, to press reset or other buttons inside the car that 

may correct the problem 
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 Diagnose specific failure cause and perform corrective action as necessary.  Refer to 

departmental policies and procedures manual for specific guidelines for further 

instructions 

Incident Commander 

 Determine the necessity for employing system contingency plan if repair cannot be 

accomplished in a timely manner 

 Monitor corrective action and contingencies until repairs have been completed 

EMERGENCY EVACUATION 

When it has been determined that a passenger on the elevator must be evacuated immediately, 

call the elevator service and request dispatch of a service person. Stress the urgency of the 

situation.  Call the Fire Department and notify officials that an emergency elevator evacuation 

is needed. A vendor contact list appears in Appendix G. 

While waiting for help to arrive, attempt to correct the problem or evacuate the passengers.  If 

the problem cannot be corrected and the elevator is not at or near floor level, instruct the 

passenger/patient inside to pull or push, as appropriate, the STOP button, turning off the 

power. Ask the person to try and push open the inside doors. Once the inner doors have been 

opened, tell the passenger to look for the two rubber rollers about one-third to one-half the way 

from the top of the outer door. Ask them to move the top roller sideways toward the door 

opening to release the latch pin and unlock the outer doors. 

If this succeeds in opening the outer doors, instruct the passenger(s) to stand back from the 

doors and, when they have done so, disconnect the main power line in the elevator machine 

room.  When the power has been disconnected, evacuate the passenger under the direction of 

the maintenance mechanic. 

If the outer doors cannot be opened, instruct the passengers/patient to move back away from 

the doors until an emergency rescue can by executed by the elevator service or Fire 

Department. 

PLAN TERMINATION 

Incident Commander 

 Notify all departments of the termination, as appropriate 

 Advise the Public Information Officer to issue a broadcast phone mail providing 

Department Heads with a College status update 

PLAN RECOVERY 

Incident Commander 

 Direct department to return to normal operation 

 Identify costs associated with the failure and submit to the VP of Financial Affairs and 

Treasurer 

 Critique the incident 

 Identify potential capital cost improvements 

HEATING, VENTILATION, AND AIR CONDITIONING (HVAC) 

FAILURE 
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POLICY 

To define the steps that should be taken in the event of failure of all or part of the heating, 

ventilation, or air conditioning (HVAC) system failure. 

GENERAL INFORMATION 

Possible reasons for an HVAC failure: 

 Equipment failure 

 Damage from an incident 

 Power failure 

Warning signs or indicators of failure: 

 Increased or decreases in departmental or room temperature 

 Increased complaints relative to air temperature or quality 

 Audible and visual alarm systems 

 Building Management Systems alarms 

Areas that may be affected: 

 All areas 

INCIDENT COMMANDER 

Director of Public Safety/designee 

DEPARTMENT SPECIFIC PROCEDURES 

Departmental Responsibility 

Notify Facilities Management at x4338 in the event of a service interruption or failure.  Failure 

will contact the appropriate Facilities Management employee or vendor via Appendix D1. 

Facilities Management 

 Notify the College Public Safety Office of the current status of the failure 

 Diagnose specific failure cause and perform corrective action as necessary.  Refer to 

departmental policies and procedures manual for specific guidelines for further 

instructions 

 Evaluate the need to provide additional ventilation 

 Notify the Incident Commander of the failure, and corrective action taken 

 Supervise all repair efforts during the emergency 

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 

 After hours and weekends, all calls should continue to be made to through the Public 

Safety Office who will contact appropriate Facilities personnel via Appendix D1. 

Incident Commander 
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 Determine the necessity for employing system contingency plan if repair cannot be 

accomplished in a timely manner 

 Monitor corrective action and contingencies until repairs have been completed 

PLAN TERMINATION 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise Public Information Officer to provide status update to the campus community 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

 Identify costs associated with the failure and submit to the Finance Officer 

 Identify potential capital cost improvements  

INFORMATION/COMPUTER SYSTEM FAILURE 

POLICY 

To define the steps to be taken in the event of a failure to the computer or information system 

please see the Information Technology Emergency Contact Chain of Command. Appendix U. 

GENERAL INFORMATION 

Possible reason for a computer system failure: 

 Equipment failure 

 Power failure 

Warning signs or indicators of failure: 

 Inability to access the computer system (i.e. internet, intranet, electronic mail) 

Automatic backup mechanisms or reserve: 

 Battery backup system (UPS), which has approximately a one-hour capability with a 

backup generator supporting for an indefinite period of time.  It should be noted that 

all data is backed up nightly and stored off site at Azure or on tapes kept in a safe in 

room H-7. 

Areas that may be affected: 

 All areas equipped with the system noted above 

INCIDENT COMMANDER 

Chief Information Officer 

DEPARTMENT SPECIFIC PROCEDURES 

Departmental Responsibility 
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 Notify IT in the event that the system cannot be accessed or other failure condition. 

This is accomplished by dialing x7979 (Help desk) 

 Establish a ‘paper’ system in the event the student information management system is 

inoperable 

Facilities Management 

 If notified, contact IT to alert the department of the failure 

 Provide any further assistance as necessary 

 If power failure related, determine cause and repair if possible 

Information Technology 

 Notify the College Public Safety Office of the current status of the failure 

 Activate the department’s Disaster Recovery and Business Continuity Plan 

 Assess failure condition and perform the necessary repairs 

 Communicate with the necessary departments and Incident Commander the status of 

the failure 

 Coordinate the need to contact outside vendors for repair (Appendix G)  

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 

Incident Commander 

 Determine the necessity for employing system contingency plan if repair cannot be 

accomplished in a timely manner 

 Monitor corrective action and contingencies until repair have been completed 

PLAN TERMINATION 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

Director of Information Technology 

 Identify costs and potential capital cost improvements associated with the failure and 

submit to the Finance Officer 

 Identify potential capital cost improvements  

NATURAL GAS FAILURE/LEAK 

POLICY 
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To minimize potential risks associated with natural gas failure, the following guidelines will be 

utilized in the event of failure. 

GENERAL INFORMATION 

Natural gas is the primary fuel source for the boilers. 

Possible reasons for a natural gas failure: 

 Equipment failure 

 Rupture of gas lines 

Warning signs or indicators of failure: 

 Smell of gas 

Areas that may be affected: 

 All areas 

INCIDENT COMMANDER 

Director of Facilities Management/designee 

DEPARTMENT SPECIFIC PROCEDURES 

In the event that the College’s natural gas supply is interrupted, the following procedure is to 

be followed: 

Facilities Management 

 Notify the College Public Safety Office of the current status of the failure 

 Contact the gas supplier, Elizabethtown Gas at 800-492-4009. Remember to write 

down the name of the individual with whom you spoke in the daily log 

 Notify the Incident Commander of the failure and corrective action being taken 

 Supervise all internal and external repair efforts during the emergency 

 Maintain coordination with the Incident Command Center until the failed system is 

returned to service 

 In the event that personnel are unable to respond to a normal or emergency service 

request, outside emergency services will be provided on a 24 hour, 7 day a week basis 

 Coordinate air monitoring with the Health and Safety Department, if necessary 

Public Safety 

 Ensure the building(s) is safely evacuated as directed in the Evacuation Plan 

 After hours and weekends, all calls should continue to be made to the Public 

Safety Office who will contact appropriate Facilities personnel via Appendix D1 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 

 Advise the local Fire Department as soon as possible 

Incident Commander 

 Monitor corrective action and contingencies until repairs have been completed 
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PLAN TERMINATION 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and e-mail providing Department Heads with a College status update 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

 Identify costs associated with the failure and submit to the Finance Officer 

 Identify potential capital cost improvements  

SEWER/PLUMBING FAILURE 

POLICY 

To define the steps that should be taken in the event of a failure of the plumbing system or any 

part thereof. 

GENERAL INFORMATION 

Areas that may be affected: 

 All Areas 

Possible reasons for failure: 

 Blockage of the main sewer line 

 Blockage of internal waste lines and mains 

 Failure of sewage ejector or sump pumps 

Warning signs or indicators of failure: 

 Overflowing toilets 

 Slow drainage or water backup in sinks and over floor drains 

Automatic backup mechanisms or reserves: 

 None 

INCIDENT COMMANDER 

Director of Facilities Management/designee 

FAILURE OF INTERNAL/EXTERNAL SEWER MAIN 

Facilities Management 

 Notify College Public Safety Office of the current status of the failure 

 Notify the College’s utility plumbing contractor for drain mains (Appendix G) 

 If the sewer line failure results in flooding, Facilities Management will coordinate the 

removal of the water with wet vacs.  Begin with critical care areas if affected 
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Note: In the event of a major flood caused by a storm drain overflow, request emergency 

pumping by the Fire Department 

FAILURE OF INTERNAL PLUMBING LINES 

 Facilities will locate the point of blockage and correct the problem. Request outside 

assistance if necessary 

FACILITIES MANAGEMENT 

 Obtain wet vacuums and respond if sewer line failure results in flooding.  Begin with 

classroom areas if affected 

PUBLIC SAFETY 

 Ensure the building(s) and campus is safely evacuated as directed in the Evacuation 

Plan 

 After hours and weekends, all calls should continue to be made to the Public Safety 

Office who will contact appropriate Facilities personnel via Appendix D1 

Departmental Responsibility 

 Instruct ALL staff, students, and visitors that the toilets cannot be used 

Incident Commander 

 Determine the necessity for employing system contingency plan if repair cannot be 

accomplished in timely manner 

 Monitor corrective action and contingencies until repairs have been completed 

 Consider contacting the local Health Officer 

PLAN TERMINATION 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and provide Department Heads with a  College status update 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

 Identify costs associated with the failure and submit to the Finance Officer 

 Identify potential capital cost improvements 

WATER FAILURE PLAN 

POLICY 

To define the steps to be taken in the event of a failure of the water distribution system or any 

part thereof. 
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Union County College is supplied with domestic water from the township water system 

through Elizabethtown Water Company. 

GENERAL INFORMATION 

Areas that may be affected: 

 All areas 

Possible reasons for failure: 

 Breakage or disruption of the main water line into the College 

 Breakage or disruption of the water line inside the College 

 Contamination of the outside water supply 

Warning signs or indicators of failure: 

 Decreased flow of water at the delivery points 

 Change of water odor, taste, color and/or texture 

INCIDENT COMMANDER 

Director of Public Safety/designee 

DEPARTMENT SPECIFIC PROCEDURES 

Facilities Management 

 Contact the Elizabethtown Water Company at 800-272-1325 to determine the expected 

length of the water interruption 

 Contact the local Fire Department to inform them of the problem and if appropriate, to 

let them know that internal sprinkler service will be inoperative 

 Notify the College Public Safety 

 Inform all departments of the expected length of the interruption 

 If the water supply cannot be restored within two hours, notify the Director of 

Purchasing if necessary for assistance in obtaining bottled water 

 Contact the College’s utility services contractor to repair the water main 

 Once the water pressure problem has been corrected: 

1. Fire Department shall be notified that all sprinkler services are back in operation 

2. Facilities Management staff shall check all toilet facilities and make necessary 

adjustments or repairs to the operations of the toilet/urinal devices 

3. Open up sink faucets in affected areas and let water run until, if appropriate, 

signs of rusty water are gone. Coordinate any testing through the Facilities 

Department  

4. Advise the College Public Safety Office and Incident Commander 

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander 

 After hours and weekends, all calls should continue to be made to the Public Safety 

Office who will contact appropriate Facilities personnel via Appendix D1 
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Incident Commander 

 Monitor corrective action until repairs have been completed 

PLAN TERMINATION 

Incident Commander 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail providing Department Heads with a College status update 

 Advise College Relations to provide status update to the campus community 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

 Identify costs associated with the failure and submit to the Finance Officer 

 Identify potential capital cost improvements 

ELECTRICAL FAILURE 

DEFINITION 

Electrical Failure is defined as the loss of commercial electric power, such that electrically 

driven systems and equipment are inoperative. 

GENERAL INFORMATION 

The need for the planned electrical failure response will be obvious, since all electrical devices 

will momentarily stop operating. Various systems (e.g. phone switch, IT systems, etc.) are 

supported by alternate power sources such as UPS systems and emergency lighting systems are 

supported by backup battery systems. 

Within a few seconds of an electrical failure, emergency generators should come on-line and 

some electrical power will be restored. This includes battery powered emergency lighting in 

most buildings with approximately a two hour battery capacity.  However, only specific 

buildings are connected to the emergency generators. Therefore, some lights and equipment 

will remain inoperative. 

The following Cranford campus buildings are supported by emergency power: 

 Nomahegan 

 Science 

 Campus Center (and vicinity) 

 Library 

 Humanities 

 Student Services 

 MacDonald Hall 

 Kellogg Green House 
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Union County College currently maintains a diesel powered emergency generator that provides 

electrical power to critical systems in the event of a power failure.  This generator is located in 

parking Lot 4 next to the Campus Center. This generator is detailed below: 

CAMPUS EMERGENCY GENERATOR 
 

MANUFACTURER FUEL TYPE ELECTRICAL LOAD 
Cummins Model GTA28 Natural Gas 277/480V 

Caterpillar Model 3208 Diesel 277/480V 

Caterpillar Model C-27 Diesel 120/208V 
 

 

INCIDENT COMMANDER 

Director of Facilities Management/designee 

PLAN ACTIVATION 

Incident Commander 

 Assess the condition and determine the need to activate the Emergency Operations Plan 

Public Safety 

 Activate the Emergency Communication Plan Appendix J as directed by the Incident 

Commander. Help ensure the safe evacuation of building occupants if necessary 

 After hours and weekends, all calls should continue to be made to the through the 

Public Safety Office who will contact appropriate Facilities personnel via Appendix 

D1 

PLAN RESPONSE 

Incident Commander 

 Direct the Office of Information Technology to proceed with a shutdown of computers 

 Ensure the College community is informed of the failure and of the fact that the College 

is on backup emergency power.  The College community should be advised to turn off 

all non-essential equipment 

 Dispatch Public Safety Officers to all entrances to assist in evacuation and building 

lockdown 

 Advise College Public Safety Office if the College needs to be closed 

Department Heads 

Immediately inspect their areas to determine that all battery powered lights and equipment 

items are still functioning normally.  This inspection will be repeated frequently throughout the 

duration of the electrical failure until a decision is made to evacuate the building. Any 

inoperative lighting or equipment items will be reported to Facilities Management. 

Facilities Management 

 Contact PSE&G at 800-459-4484.  The contact will be informed of the electrical 

failure, and if possible, the cause of the failure and an estimate of its duration will be 

determined 
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 If necessary, contact Cummins for generator support (Appendix G) 

 Contact the Director of Facilities Management and report any information obtained 

from the commercial/private electric technician. Also, the Director will obtain from the 

engineer a report on the status and performance of the standby generators and a 

statement of all known problems 

 Monitor the emergency generator for performance and electrical load to ensure that 

they are operating properly and are not overloaded 

 Advise the Incident Commander of any requirement for emergency delivery of diesel 

fuel and arrange for fuel delivery as necessary.  If a failure of normal power occurs, the 

emergency generator system will automatically activate to provide to essential critical 

areas 

 Facilities Management will respond to confirm the proper operation of the emergency 

generator system and determine if the failure of normal power was internal or external 

 The electrician will notify Facilities Management of loss of service and if cause was 

internal or external.  The Director or designee will notify affected areas with an 

estimated duration of loss 

 If the cause of the failure was external, the Director or designee will contact the electric 

utility carrier via their emergency phone number to report the outage and determine the 

estimated duration of loss of service 

 If the cause of the failure is internal, Facilities Management electricians and contract 

electricians will proceed with repairs to restore normal power service 

 If additional emergency power is required, Facilities Management electricians will be 

dispatched to provide temporary power 

 Verify the status of all Food Service refrigerators and arrange for relocation of critical 

supplies, or for temporary refrigeration (dry ice, refrigerated trailers, etc.), as 

appropriate 

 Direct personnel to turn OFF all electric and computer equipment and unplug it from 

the receptacle. This will prevent improper startup of the equipment when normal 

electrical power is restored 

Public Information Officer 

 Prepare and issue to the media the desired news release 

PLAN TERMINATION 

The end of the Electrical Failure Emergency Response will also be obvious. All regular lights 

and electrical equipment will return to normal operation. The lights connected to the 

emergency generators will momentarily dim as the switch over to commercial power is made. 

Incident Commander 

 Notify the electrical utility company and the College Public Safety Office that the 

emergency has been terminated 

 Recall all Public Safety Officers from their deployed positions, as condition permits 

 Advise the Public Information Officer to direct College Relations to issue a broadcast 

phone mail and provide Department Heads with a College status update 

 Re-open the College if it is closed 

 Advise College Relations to provide status update to the Campus community 
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Department Heads 

 Notify personnel of the termination, resume normal operations, and reschedule 

personnel and activities as necessary 

 Direct that equipment that was turned OFF be returned to normal operations using 

standard startup procedures 

PLAN RECOVERY 

Incident Commander 

 Direct departments to return to normal operation 

 Critique the incident 

 Identify costs associated with the failure and submit to the Finance Officer 

 Identify capital cost improvements 

Facilities Management 

 Promptly repair any emergency generators or other emergency power system 

equipment that malfunctioned during the electrical failure emergency 

 Obtain all lists of lighting and equipment failures from Department Heads.  These 

failed items will be promptly repaired and returned to service 

 Remove all temporary wiring or connections installed to provide extraordinary 

emergency electrical service and return the emergency electrical system to its normal 

configuration 

 Arrange to have all propane fuel tanks refilled 
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APPENDIX A – HOMELAND SECURITY ADVISORY SYSTEM 
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