EMERGENCY OPERATIONS
PLAN



PREFACE

This Emergency Operations Plan has been designed to provide vital
information and guidance to the Biola University community in the
event of a major emergency on campus. The procedures listed in this
manual are intended to be used ageneral guidelines anddoes not
cover every conceivable situation.

While it is not practical to suggest that these procedures will be
followed verbatim during any actual emergency guation, they will
provide vital information on how students, faculty, and staff can
respond to such situations

The University Emergency Response Team may utilize other
procedures not listed in this manual to respond to major
emergencieson campus

All requests for procedural changes or suggestions should be
submitted in writing to the Chief of Campus Safety for review.
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|. INTRODUCTION

A. PURPOSE & GOAL

The main goal of the Biola University Emergency Operations Plan is the preservation of life,
protection of property, and the continuity of campus operations. Other objectives include
but are not limited to:

U Delegation of responsibility to emergency personnel.

U Coordination of emergency operations with external agencies such as the city of La
MiraAA %l AOCAT AU - AT ACAi AT O 4AAih OEA
Department, the Los Angeles County Fire Department, and other applicable agencies
and organizations.

The information and procedures listed in this manual apply to all aspects of the Biola

community including students, faculty, staff, physical structures, and other properties
owned and operated by Biola University.

B. DEFINITION OF A MAJOR EMERGENCY

Major Emergency/Disaster : Any event or emergency that interrupts or halts the
operations of the University. In some cases, mass casualties and severe property damage
may be sustained. A coordinated effort of all campuside resources may be required to
effectively control the situation.

C. TYPES OF MAJOR EMERGENCIES

The following represent a list of major emergencies. Recommended procedures are listed
in pages4 to 15 of this manual.

Earthquake

Armed suspects/Active Shooter
Bomb threats

Fire

Medical Emergency

Suicide

Power Outage

Hazardous material leak or spill
Flood

Aircraft Crash on campus
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D. ASSUMPTIONS

The following general assumptions may exist in the event of a major emergency on campus:

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

U The succession of events during a major emergency is unpredictable. Therefore,
published operational plans will serve only as a guide. &id modifications may be
necessary in order to meet specific requirements.

U A major emergency or disaster may affect residents in the surrounding geographical
location of the University. Therefore, external emergency services may not be
immediately available to Biola University.

F. GENERAL RESPONSIBILITES

1. President and the Presidential Administrative Council (PAC)

The University President acts as the highest level of authority for Biola UniversityThe
University President or his/her designee igesponsible for the following:

U Approve funding to keep Biola University in a constant state of readiness to respond
to major emergencies.

U Gather information from the Emergency Response Team during a major emergency.

U Declare a state of emergency on campwsd all properties owned and operated by
Biola University. This may include the cancellation of classes or suspension of
business operations.

U Be prepared to visit with persons affected by an emergency affecting campus.

U Maintain communication with the Boardof Trustees during an emergency.

0 Approve immediate disbursement of funds to manage any major emergencies on
campus as well as other properties owned or operated by Biola University.

U When appropriate, declare an end to a state of campus emergency.

U0 Be prepaed to make other executive decisions.

In the event that the President is not available, his/her designee shall be one of the
following individuals from the Presidential Administrative Council.

Provost and Senior Vice President

Vice-President ofUniversity Services

Vice-President for University Advancement

Vice-President of University Communications and Marketing
Vice-President of Business and Financial Affairs

Vice-President for Student Development, University Planning, and IT
Vice-President for Enrollment Management
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2. Direction and Coordination

The Chief of Campus Safety shall direct and coordinate all emergency operations including
but not limited to:

Act as the Chief of Emergency Operations in the Emergency Operations Center
Coordination of all on-campus emergency functions

Coordination of the Biola University Emergency Response Team

Liaison with external agencies

[ et et A ent-iN e

3. Building Coordinators: Each building coordinator is responsible for a particular
building or area and is responsible fothe following:

a) Emergency PreparednessCampus Safety will predetermine evacuation assembly areas.
The evacuation points shall be used for evacuation purpose.

b) Emergency Procedures Inform the occupants of the building of the emergency and
initiat e emergency procedures as outlined in this manual.
U If an evacuation is necessary, building occupants will follow the evacuation
guidelines and report to their designated assembly area outside the building.
Floor Coordinators will assist with the building evacuation and attempt to
conduct a head count at the assembly area.
U Building and floor coordinators shall be observant and report any and all
injuries, building damage, fires, gas leaks, etc., to the Emergency Operations
Center via radio, cell phone, or ttough a runner.

4. Floor Coordinators : Each coordinator is responsible for:

a) Emergency Preparednessknowledge about the location of all emergency exits in their
building. Be prepared to implement evacuation orders, take note of any injuries, damatge
buildings, or other pertinent information. The floor coordinator should review and be well

OAOOAA 11 OEA 51 EOAOOEOUGO Ai AOCAT Au AT A AOAA

IMPORTANT: Remember to inform all students to follow the building evacuation
guidelines during any emergency.



. RECOMMENDED PROCEDURES

This section entails a list ofrecommended procedures for some types of emergencies.
These procedures may be followed in sequence, unless conditions dictate otherwise.

EARTHQUAKE

U Inthe event of an earthquake:

0 DROR Drop down on the floor.

o0 COVER Under a sturdy desk, table or other furniture. If that is not possible,
or in a hallway, seek cover against an interior wall. Protect your head and
neck with your arms.

o Avoid danger spots near windows, hanging objects, mirror or tall furniture.

0 HOLD ON- If you take cover under a sturdy piece of furniture, HOLD ON to it
and be prepared to move with it. Hold the position until the ground stops

shaking and it is safe to move.

o Do not enter or exit any building during the shaking; there may be danger
from falling debris. Do not use elevators.

IE YOU ARE OUTDOORS DURING AN EARTHQUAKE

U Find a spot away from buildings, trees, streetlights and power lines.
U Drop to the ground and stay there until the shaking stops.
U Do not return to your building until authorized to do so.

IF YOU ARE IN A VEHICLE DURING THE EARTHQUAKE

U Stop in the safest place away from underpasses/overpasses, bridges, etc.

c:

Stay in the vehicle until the shaking stops.

U BE PREPARED TO REPEAT THESE STEPS IN THE EVENT OF AN AFTERSHOCK.
U ONCE THE SHAKING HAS STOPPED:

o Determine if evacuation is required.

U If evacuation is required:



Remain calm.

Exit the building carefully, in an orderly manner

As you evacuate the building, assist others, if possible.

Beware of danger as you exit theuilding.

Take mental note of any injured/trapped individuals or groups.

Upon evacuating, ensure that you are asafe distance, at least (206300
feet) from the building.

When you are outside, stay away from buildings, trees, light poles, power
poles and avait instructions.

O 0O O0OO0OO0Oo

(@)

ONCE YOU HAVE EVACUATED

Call extension 5111, or 562777-4000 from a mobile phone for emergency assistance. If
you are unable to get through to either of those numbers dial 56206-4587 and leave a
message.

Leave all important information clearly and calmly. Be sure to include your name, call back
number, location and the situation you are reporting. Remember to be as detailed as
possible.

If you have evacuated, you should continue to stand by at your assembly point and wait for
further instructions from Campus Safety or other emergency response personnel.



ARMED SUSPECTS/ACTIVE SHOOTER

If you suspect an individual of carrying a weapon on campus, call 911 or contact Campus
Safety at extension 5111 0(562) 777-4000) from a mobile phone.

U An active shooter is an armed individual who has used deadly force and continues to
do so with unrestricted access. The incident may be over quickly and can occur
anytime and anywhere. It can involve single shooters, uftiple shooters, close
encounters, distant encounters, random victims, and mobile confrontations.

U Unfortunately, college campuses are not immune from an active shooter incident.

U A survival mindset can provide a strong foundation upon which you can base
decisions and your course of action. It enables you to act quickly and effectively. Is it
comprised of three components; awareness, preparation, and rehearsal.

0o Awareness
A Gain a baic understanding of the situation.
A Become attuned to your environment.

0 Preparation
A Look at your environment through the lens of survival.
A O7TEAO EAZAS NOAOOEIT O AOA AOEOEAAI
strategies.
A Survivors prepare themselves both merdlly and emotionally to do
whatever it takes to survive.

0 Rehearsal

A Mentally or physically practice of your plan will reduce response time
and build confidence.

PREPAREDYVSUNPREPARED

Prepared Unprepared
Startle and fear Startle and fear
Feelanxious Panic
Recall what they have learned Fall into disbelief
Prepare to act as rehearsed Lost in denial
Commit to action Descend into helplessness




Active Shooter Course of Action:

U GetOut
o -1 6A NOEAEI UNn Al 160 xABHBesioEl O T OEAOO Ol
0 Leave your belongings behind.
o 3000EOAT AEAT AAO ET AOAAOA EAZ UI O860A 1160
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U Call Out
0 Inform authorities.
o Call 911 or Campus Safety at extension 5111, or 5627-4000 from a mobile
phone. TellthemUT OO 1T Ai Ah U7 OO 1T AAQEITh OEITT OA
direction of travel, and type of weapons.

U Hide Out
0 If getting out will put you at risk, hide out.
o The hiding place should be well hidden and well protected.
o0 Avoid places that might trap you or restrict movement.

U Keep Out

Find a room that can be locked with objects to hide behind.

Blockade the door with heavy furniture.

Turn out lights; become totally silent.

Turn off noise-producing devices.

Call 911 or Campus Safety at extension 5111 or 56Z77-4000 from a mobile
phone (if you can do so without alerting the shooter).

O O O0OO0Oo

0 Spread Out
0 It there are two or more of you, DO NOT huddle together.
o Quietly develop a plan of action in the event the shooter enters the room
o Remain calm. It keeps others focused on survival.

U Take Out

0 Assume the shooters intentions are lethal.

o The shooter may succeed in killing all those with whom he comes in contact,

UNLESS you stop him.

o $SAGATT DB A OOOOGEOAI 1 ET ORAEROCOGEANI WODOED
your life is on the line.
You must be prepared to do whatever is takes to neutralize the threat.
o Throw things, yell, use improvised weapons.
o If there are two or more of you, make a plan to overcome the shooter.

o



BOMB THREAT

Bomb threats on campus shall be handled by the Department of Campus Safety, the Los

' T CAIT AO #1 01 OU 3EAOCEAEASO $ADPAOOI AT Oh AT A 1 OE
members. The decision to evacuate any Biola owned property will be made at the time of

the incident.

Procedures for handling a bomb threat caller

If an individual receives a bomb threat call, he/she should immediately record the time and
date the call was received and terminated. The person receiving the telephone call should
attempt to gathersome of the information listed below.

Determine if the caller is a Male or female?

Ask the caller where the bomb is planted?

Ask the caller when the bomb is going to explode?
Ask the caller where he/she is calling from?

cC-CcCCcCC:

As soon as possible, call 9-1-1 or Campus Safety at extension 5111 or at (562) 777 -
4000 via a mobile phone.

Procedure if/when a suspicious package is found:

U DO NOT TOUCH OR MOVE THE OBJECT
U Immediately leave the area and call Campus Safety or 911
U Advise others in the area to do thsame



FIRE

General Fire Safety Precautions :

i

If you suspect someone is trapped inside a building during a fire, notify the fire
fighters on scene or Campus Safety personnel. Do not reenter a burning building.
If you are trapped in afire, attempt to leave the building. Cover your nose and
mouth with a cloth or T-shirt. If it is not possible to exit through a door, find
another exit such as a window. If possible, place wet towels or clothing in the
cracks around the door. Jumpingdm a window is only to be considered when you
are in immediate danger.

If you exit through a door, stay low to the floor but do so with caution. Use a wet
towel or blanket to protect yourself from flames and smoke.

Many fires are of electrical origin. Check for frayed cords, broken plugs, and avoid
using too many appliances in one circuit.

Be familiar with emergency exits inside your building as well as the location of fire
extinguishers.

Move away from the building to your predetermined evacuationassembly area.

A campus Emergency Command Center may be set up near the emergency site.
Keep clear of the Command Center unless you have official business there.

Do not return to an evacuated building unless told to do so by a university official.

Fire extinguishers are located throughout campus in many strategic locations. Learn to
identify the extinguishers and find out where they are located in your area. In the event of a
small fire that would not put your safety at risk, utilize the fire extinguisher if you are
capable of doing so. If you decide to use a fire extinguisher, follow the instructions listed
below on how to operate a fire extinguisher.

Learn howto P. A. S. S.

PULL z the pin or ring, or release the lock latch.
AIM z the extinguishernozzle at the base of the fire.
SQUEEZE or press the handle.

SWEEPZ from side to side slowly at the base of the fire until it goes out.



MEDICAL EMERGENCY
If a serious injury or illness occurs, remain calm and proceed as follows:

U Call CampusSafety at extension 5111 or 562/77-4000 from a cell phone, or call
911 directly. Relay the following:

Your name.

Location of the victim.

Indicate whether or not the victim is conscious and breathing.

Describe the nature and severity of the medicadroblem.

Provide an estimated age and gender of the victim.

Look for emergency medical ID and give all information to the dispatcher.

If trained to administer first aid/CPR, do so.

OO O0OO0OO0OO0Oo

NOTE: The Health Center staff may be available to respond to medical ergencies on
campus MondayFriday from 8am-lam during the academic school year. All Campus
Safety Officers are trained on how to administer first aid, CPR and AED.

10



SUICIDE

Students, Faculty, and Staff must take all statements notes about suicidal thoughts
seriously. If a person threatens to commit suicide on campus and has the means or a lethal
weapon available, the following steps should be taken:

U0 Remain calm and immediately alert Campus Safety at extension 5111 or (56Z)7#
4000 from a mobile phone.

U Provide as much information as possible to the Campus Safety dispatcher (location,
your name, name of suicidal person, a catlack phone number, and intended

weapon/drug).
U Make a mental note of everything the suicidal person ga and does.
u $1T 1706 TETEIEUA TO AEAIT AT CA OEA PAOOIT60
U Never promise confidentiality; instead, promise help and privacy.
U Retreat if your safety is at risk
U If possible, attempt to keep the person calm until Campus Safety and/tre police
arrive.

11



POWER OUTAGE

i Campus wide power outages are a common occurrence, especially during the
summer months.

U Dial 5111 or 562-777-4000 from a cell phone to notify Campus Safety.

U If you are in a lab or classroomsecure all experiments or equipment that might
present a danger or be damaged while electrical power is off, or when power is
restored.

U If possible, turn off all equipment to reduce overload and to prevent damage when

power is restored.

Remain where you & unless told to evacuate.

Raise window blinds to let in outside light.

U If evacuation of the building is ordered, seek out and assist any persons with
disabilities.

U Leave room light switches in the ON position.

U Emergency lighting in stairwells and throwghout the common areas and most suites
will activate.

I C

HAZARDOUS LEAK OR SPILL

U Take steps to protect all chemical containers and gas cylinders in the event of a
violent shake from an earthquake.

U Any serious chemical spill should be reported to Facilities Services and Campus
Safety immediately.

U Depending on the severity of the spill, be prepared to evacuate the building.

U Stay upwind and upstream of the spill.

U In the event of a large off campsi spill, evacuation of the campus may be necessary.
Be prepared to cooperate with traffic control officials.

U All laboratory personnel should be prepared to assist in assessment of spills within
their area following a major earthquake.

12



FLOOD

Criteria

Generally, a flood emergency exists if floodwater is uncontrolled and flowing beyond the
area where the source of water is normally contained or controlled. For example, a major
flooding emergency would exists if the flood wall protecting the parkg structures at
parking lots R or S appear to be close to breaching.

Forecasting

"ET1 A80 &AAEI EOEAO 01l ATTETCh &AAEI EOEAO 3A00E
to forecast a major flooding. Resources and systems that may be used to forecast a major

flooding includes but not limited to the following.

U Information obtained from the daily situation report Campus Safety staff
receives from the Area E division of the California Emergency Management
Agency (CALEMA).

u )1 &£ Of ACETT 1T AOAET AA mEOIiI #Ai OO 3AEAOU
obtained from the National Oceanic Atmospéric Administration (NOAA)

U Information obtained from for the National Weather Service

Reporting incidents of sudden flooding:

#Al1 10 AT 1T AAOTEIC A& TTAET ¢ T O bi OAT OEAlI &I 1T1TAE
Safety Communications Division via extesion 5111 from any campus extension562-777 - N
4000 £01T 1 A AAlI 1 PDET-l BEREO® AOROCAI DAIDAI T ATAAI I

asked to identify themselves and to provide the exact location of the flooding. The safety of
the caller will be of utmog importance throughout the call.

Upon a major flood forecast:

0 Campus Safety shall immediately activate all applicable members of the Biola
Emergency Response Team.

0 Campus Safety shall work in conjunction with Student Development, Human
ResourcesDepartment and the Biola Media relations to notify students, faculty,
and staff on all vital information pertaining to the flooding. The systems that
i AU AA OOAA O 11 0EZAZU OOOAAT OO AT A 00/
notification system, the Universily mass email system, via resident directors at
AT Oi EOT OEAOh OEA O1 EOAOOEOU 1T AxO 1 AAEAN
safety alert flyer.

U Campus Safety may request additional resources from external agencies such as
the City of La Mirada Emergency Managnent Team, the Los Angeles County
SEAOEEASO $ADPAOOI AT Oh AT A OEA ,71T0 '1CAIl 2
Any or all special conditions will be relayed at the time of request.

13



i Campus Safety shall consult with Facilities Planning & Facilities Services
restrict access to the affected area, evacuate student & staff to higher ground,
establish a perimeter, and take other necessary steps.

U If injuries occur as a result of any pre storm, actual storm, and post storm, the
Biola Health Center and Campus &y CERT team shall conduct triage and
provide basic first Aid/CPR.

U In the event of a prolonged storm and housing and food services become

disrupted on campus, Campus Safety and other applicable ERT members shall
plan to manage the situation accordingly.

14



AIRCRAFT CRASH ON CAMPUS

In the event of an aircraft crash on campus, the following steps are recommended:

U Immediately take cover under tables, desks and other objects that will give
protection against falling glass odebris.

U After the effects of the explosion and/or fire have subsided, notify 911 or Campus
Safety Department at 562777-4000 from a mobile phone. Provide your name,
location and nature of the emergency.

U If necessary or when directed to do so, activate hh A OE 1 A E ICBBTON AtieA Ol 8
building alarm may not ring inside all buildings, so you must report the emergency
by telephone.

U When the building evacuation alarm is sounded or when told to leave by University
officials, walk quickly to the nearest maked exit and ask others to do the same. |If
no buildings are endangered, instruct individuals to remain inside.

U Once outside, move to a clear area that is at least 3600 feet away from the
affected building. Keep streets and walkways clear for emergeno/ehicles and
crews. Know your assembly areas.

U IMPORTANT: After an evacuation, report to your designated assembly area.
Remain there until an accurate head count is taken by the building coordinator.

U If requested, assist emergency crews as necessary.

U A Campus Emergency Operations Center may be set up near the disaster site. Keep
clear of the Emergency Operations Center unless you have official business there.

U Do not return to an evacuated building unless authorized to do so.

15



lll. EMERGENCY OPERATIONS & RESOURCES

A. EMERGENCY OPERATIONS CENTER (EOC)

When a major emergency occurs or is imminent, it shall be the responsibility of Campus

Safety to coordinate all aspects of setting up an Emergency Operations Center. The EOC
may be esAA1l EOEAA ET OEA T EAAITA T &£ -AOUGCAO (AII1G8
#AIl POO 3AEAOU ! AT ET EOOOAOEOGA " OEI AET Ch T 0 AO
(EVC). The utilization of the ECV shall be the primary alternate site for an EOC when the
aforementioned buildings are unavailable. The mobile EOC will be located at the most
practical site on campus. The EOC staff shall consist of applicable members of the Biola

Emergency Response Team, one uniformed Campus Safety Officer, and a dispatcher.

C

A staging area for responding external agencies shall be established in conjunction with the
agencies or other assisting organizations.

1. Incident Commander Responsibilities:

The overall Incident Commander shall be the Chief of Campus Safety or his dase. The
responsibilities of the overall Incident Commander include the following:

U Responsible for the overall direction and coordination of the University
emergency response.

U Responsible for the overall direction and coordination of the University
Emergency Response Team.

U Determines the type and magnitude of the emergency and establishes the
appropriate EOC.

U Notify and assemble the ERT to manage the situation.

U Initiate contact with the Vice President of University Services and/or other PAC
members.

U Coordinate communication with external agencies.

U At the conclusion of the emergency, prepare and submit an after action report
to the Vice President of University Services.

2. EOC Resources include but are not limited to:

U Emergency Command Mgcle U Campus telephone directory and
(ECV) local telephone directory

U Emergency Operations Manual i Campus Maps

U Barricades & barrier tape U Digital Camera

U Portable public address system 0 Emergency Key Sets

0 First aid kit U Breaching Tools

U Latex Gloves & face masks U ERT Resources

U Automatic External defibrillator U Laptop

16



3. Other Resources:
U Three Centralized Storage Containers that serves as storage for:
o Facilities Services emergency supplies
o 3-day food and water supply
0 Health Center & Seait and rescue supplies

B. EMERGENCY RESPONSE TEAM

The Emergency Response Team (ERT) is composed of some managers and directors from
departments that may play crucial roles during major emergencies on campus. The
departments that are represented and theirgeneral areas of responsibility include the
following:

Department of Campus Safety
Health Center

Facilities Services

Facilities Planning

Student Development
Auxiliary Services

Human Resources
Information Technology
UCM/Media Relations
Finance

Purchasing

Risk Management/Legal Counsel

[ eI et en-EN eI ant-E en- an-R an-R en- eI an-RN

Department of Campus Safety

The Chief of Campus Safety, his/her designee or the highest ranking field personnel on
duty shall be the Incident Commander. The Emergency Operations Manager shall assist the
Chief of Campus Safetgs applicable.

Emergency Preparedness

U Be prepared to staff an emergency crew comprised of Campus Safety personnel.

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

U Provide written instructions of the emergency plan for use by team members.

U Conduct periodic emergency preparedness training for Campus Safety and/or
the University community as applicable.

U Establish a plan to keep the Campus Safety Department in a stateconstant
readiness.

U Work in conjunction with the City of La Mirada Emergency Management Team
as well as other local, state and federal agencies.

17



Emergency Procedures

U Take immediate and appropriate action to protect life, property, and to
safeguardrecords.

U Implementation of the preAOOAAT EOEAA #Ai DPOO 3AEAOUGBO
guide for dispatchers and officers.

U Notify the Biola community and university administrators of major
emergencies, as applicable. This may involve the university notificatiasystem,
university email system, university website, and other methods deemed
necessary by the Chief of Campus Safety or his designee.

U Monitor campus emergency warning and evacuation systems.

U Conduct evacuations in cooperation and coordination with builohg
coordinators.

U Provide traffic control, access control, perimeter and internal security patrols
and fire prevention services as needed.

U Provide and equip an alternate site for the EOC.

Maintain communication with all members of the ERT.

0  Work in conjunction with the City of La Mirada Emergency Management Team
as well as other local, state and federal agencies.

: C
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Health Center

The Director of Student Health Services or his/her designee shall represent the Health
Center on theEmergency Response Team.

Emergency Preparedness

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual. The plan should include, but not be limited to,
handling mass casualties, triage procedureaccording to the degree of injury,
and patient flow.
U Outline procedures for cooperation with offcampus emergency rescue services
OOAE AO OEA OEAOEAEA5O0 AT A EEOA AAPAOOI Al C
Conduct periodic emergency preparedness training for department staff.
U Document dl actions taken during the incident and report them to the
Emergency Operations Center.

c:

Emergency Procedures

U In time of emergency disaster, follow a plan for handling the mass casualties.

Work in conjunction with external emergency medical teams.

U Follow procedures for coordinating patient flow and offcampus cooperation
between the police, emergency rescue services, and student health services.

U Carry out other responsibilities as may be assigned to this team.

c:

19



Facilities Services

The Director of Facilities Services or his/her designee shall represent the Facilities Services
Department on the Emergency Response Team.

Emergency Preparedness

i

The purpose of this team is to provide for the maintenance and opeiah of
campus property, buildings, structures, and equipment. It will also provide the
restoration of utility services to the campus following a disaster.

Staff an emergency crew and maintain a roster of all current employees

Maintain (via advance contrat, communication or other appropriate means) a
current resource of special assistance personnel such as eatioving
contractors, electrical and plumbing contractors, etc., to provide material and
labor assistance.

Provide and maintain a current inventoryof personnel, apparatus and auxiliary
equipment needed for their services.

Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

Provide written instructions of the emergency plan for use by theChief of
Campus Safety/Incident Commander.

Conduct periodic emergency preparedness training for department staff.
Complete and return training documentation forms to Campus Safety as
requested.

Emergency Procedures

N

i

Implement a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

Organize, mobilize, and operate equipment necessary to perform needed
functions.

Provide labor, equipment and necessary supervision to aiother services.

If necessary, conduct evacuation procedures in cooperation and coordination
with building coordinator.

Carry out other responsibilities as may be assigned to this team.

Skilled workers are available from Facilities Services at all timeduring normal working
hours and on short notice at other times. They are capable of providing the following
emergency services:

i
i

UTILITIES: Repairs to water, gas, electric and sewage systems.

STRUCTURES: Repairs to structures and mechanical equipmeherein,
including heating and cooling systems.

EQUIPMENT: Portable pumps, generators, floodlights, welders, air compressors,
tractors, backhoes, forklifts, etc.

20



Facilities Planning

The Director of Facilities Planning or his/her designee shall repremt the Facilities
Planning Department on the Emergency Response Team.

Emergency Preparedness

i

i

The purpose of this team is to provide architectural and engineering services,
damage surveys, emergency repair and construction advice, and/or demolition
directions as necessary to minimize the adverse results of a disaster.

Maintain a current roster of personnel that may respond to major emergencies.
Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

Provide written instructions of the emergency action.

Provide written instructions of the emergency plan for use by team members.
Copies ofthe plan shall be sent to the Chief of Campus Safety/Incident
Commander.

Conduct periodic emergency preparedness training for department staff.

Emergency Procedures

i

i

The team shall advise fire, police, construction and maintenance crews, materials
suppliers or others as necessary regarding damage to physical facilities on
campus, and suggest appropriate corrective actions.

Work in conjunction with the Safety and Benefits Coordinator.

Survey campus buildings and infrastructures immediately after and rounely
during the emergency and report findings to the Emergenc@perations Center.
Survey facilities and environment to determine if they are safe and nen
contaminated.

Assist the Law Enforcement and the Fire Department in taking all necessary
actions to dfect the rescue or protection of persons and/or university property.

If necessary, assist with conducting evacuation procedures.

Biola has contracted with Saiful/Bouquet (SB), a structural engineering firm
headquartered in Pasadena. SB has completed baseline inspection of all
campus buildings, and has reviewed all campus drawings. They are on retainer
with us to provide immediate inspection services following a significant seismic
event. Engineers at SB receive automatic notification from the US Gecal
Service of any significant event in the Southern California area. When that
occurs, they will immediately contact the Director of Facilities Planning by
phone to confirm whether Biola is in need of inspection services. The Director of
Facilities Planning will determine the needs for services, and direct the engineer
to report to the Facilities Services offices for further instructions.

Carry out other responsibilities as may be assigned to this team.
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Student Development/Residence Life

The Deanof Students and/or his/her designee shall represent the Student Development
Department on the Emergency Response Team.

Emergency Preparedness

i

Ensure all Residence Life Staff are properly trained on the subject of emergency
procedures.

Work in conjunction with other departments across campus to plan for a
unified response in the event of a major emergency.

Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

Emergency Procedures

u

i
i
i

Assist Residege Life Staff as necessary.

Coordinate residence hall evacuations in conjunction with Campus Safety.

Be prepared to conduct a head count.

Work in union with Campus Safety, Auxiliary Services, Health Center, Facilities
Services, Media Relations, Counselii@enter and others as deemed necessary.
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Auxiliary Services (Food and Housing Services)

The Director of Auxiliary Services or his/her designee shall represent Auxiliary Services on
the Emergency Response Team.

Emergency Preparedness

U The purpose of this team is to operate the campus housing and food service
facilities to accommodate and/or feed the normal University population and
non-University personnel insofar as the facilities permit during a major disaster.

U Staff an emergency crew andhaintain a current roster.

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

U Provide written instructions of the emergency plan for use by team members.
Copies of the plan shall be sent tihe Chief of Campus Safety.

U Conduct periodic emergency preparedness training for department staff.

0 Complete and return training documentation forms to Campus Safety as
requested.

Emergency Procedures

U Establish auxiliary kitchens or dining areas as requed.

U Prepare required buildings for sleeping purposes. This may involve the use of
buildings not normally used for sleeping or may involve the use of tents.

U Make food and housing arrangements for internal and external agencies that are
assisting with the management of the incident.

U Work in conjunction with other members of the Emergency Response Team and
external agencies in regarding sanitation and safety at the feeding and housing
areas.

U Maintain records of all costs associated with the emergency operatis.

U Carry out other responsibilities as assigned to this team
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Human Resources

The Director of Human Resources and the Benefits Manager or their designee shall
represent the Human Resources Department on the Emergency Response Team.

Emergency Preparedness

Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

Coordinate and develop a group of volunteers that can assist members of the
Emergency Response Team.

Conduct periodic emergency preparedness training for Human Resources staff.
Complete and return training related documentation forms to Campus Safety as
requested.

Emergency Procedures

cCccoc

Assist with the evacuation of faculty and staff members.

Coordinatea group of volunteer that can assist the Emergency Response Team.
Maintain roster, pay records, etc., of all workers during the emergency incident.
Perform other duties as may be assigned to this team.
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Information Technology (Data, Voice, and Network Systems)

The Director of IT Operations, Data Center Manager, and Infrastructure Technician shall
represent the Information Technology Department on the Emergency Response Team.

Emergency Preparedness

U 4EA DPOODPT OA 1T £ OHRA inyolemenididtd enutetie Satibity
and safety of institutional data. IT personnel shall also ensure that reasonable
levels of IT related operations are in a functional mode.

U Staff an emergency crew and maintain a current roster.

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

U Conduct periodic emergency preparedness training for the IT department staff.

U Ensure that the IT department has a prestablished contract wih externa
vendors that may assist IT to brng its operations back to normal.

U Complete and return training documentation forms to Campus Safetyas
requested.

Emergency Procedures

U Ensure that the Biola website is operational.

U Ensure that a reasonable level of internal telephonic communication is
established.

U Ensure that there is a method to send electronic or teleommunication

messages to the Biola community.

Remove live wire telephone service from any phones or buildings as remed.

Activate stand-by voice and data communications equipment.

Verify businesscritical, institutional data is backed up to an offsite location.

Carry out other responsibilities as may be assigned.

c-CcC:CcCC
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Media/Public Relations

The VicePresident of University Communications & Marketing Communications and/or a
designee shall represent UCM on the Emergency Response Team.

Emergency Preparedness

i

c:

Have a preestablished plan on possible methods to communicate with students,
faculty, staff, and parents.

Maintain a plan on how to deal with external media organizations.

Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

Conduct periodic emergency preparedness training for UCNepartmental staff.
Complete and return training documentation forms to Campus Safety as
requested.

Emergency Procedures

i

c:

Work in conjunction with the IT department to establish a method to
communicate with the Biola community.

Acts as the primary handlhg all external media related requests.

Serve as the primary department handling all matters regarding public relations.
Prepare statements for release to news media concerning the university disaster
operation.

Prepare statements for release to parent andther community members.

Maintain a complete diary of events during the disaster operation, including
photographs, slides, and/or videotapes, etc.

Carry out other responsibilities as assigned.
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Finance

The Senior Director of Finanddanagement or other designee shall represent the Finance
Department on the Emergency Response Team.

Emergency Preparedness

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.
U Work in conjunction with Risk Management and other applicable ERT members
to develop a business continuity plan.
U Conduct periodic emergency preparedness training for Finance department staff.
U Complete and return training documentation toCampusSafetyas requested.

Emergency Procedures
U Upon request prepare to fund emergency related needs that emerge.
U Disbursement of emergency funds.
U Track all expenses related to the emergency.
U Preserve financial records.

27



Purchasing

The Director of Purchasing or his/her designee shall represent the Purchasing Department
on the Emergency Response Team.

Emergency Preparedness

U Assist applicable Emergency Response Team members to establish external
contracts with vendors that would provide services to Biola University in the
event of a major emergency on campus.

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

U Conduct periodic emergency preparedness trainig for department staff.

0 Complete and return training documentation forms to Campus Safety as
requested.

Emergency Procedures
U Upon request contact vendors with whom the University has a prexisting
affiliation, enabling the purchase/shipment of emergencyneeds or other
necessities.
U Continually assess duration of the current scenario and plan for acquisition of
supplies.
U Carry out other responsibilities as assigned.
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Risk Management & Legal Counsel

Risk Management
The Manager of Risk &nsurance Specialist shall represent the Risk Management Section
on the Emergency Response Team.

Emergency Preparedness

U Prepare a practical plan of emergency action.

Develop a business continuity plan in conjunction with the Finance department.

U Prepare a practical plan of Critical Response Actions for all applicable major
emergencies listed in this manual.

c:

Emergency Procedures
U Work in conjunction with the Emergency Response Team Members on all risk
related matters that emerge during a major erargency.
U Be prepared to contact the Biola insurance company and present claims
associated with the major emergency.
i Manage all claims against the University via appropriate documentation,
photographs, and videos.

Legal Counsel

The Chief Legal Counsel of éhUniversity shall represent the University on all legal matters
regarding any major emergency.

Emergency Preparedness

U Provide for the legal advice associated with emergency management protocols.

Emergency Procedures

U Provide legal advice to UniversityAdministration and the Chief of Campus Safety
regarding legal responsibilities before, during and immediately after a major
emergency.

U Represent the University on any possible litigation resulting from the major
emergency.

U Work in conjunction with other Emergency Response Team members.

U Carry out other responsibilities as may be assigned to this team.
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V. NOTIFICATION SYSTEMS AND EMERGENCY CONTACT
INFORMATION

A. UNIVERSITY NOTIFICATION SYSTEMS:

Authorized Campus Safety personnel may access thriversity notification System for the
purpose of sending an emergency notification via the internet, cell phone, or landline
phone connection.

Implementation of the emergency notification system

It is the responsibility of the Chief of Campus Safety dnis designee to determine whether

to initiate the use of the emergency notification system. Factors may include but not limited

to a major emergency or other dangerous affecting the main campus and other properties

owned and operated by Biola University /@ AAOAAOET T Al DPOODPI OA8 #EE/
designee may include, but is not limited to Campus Safety Emergency Operations Manager,

and other applicable Campus Safety personnel.

Procedures to sign up to receive emergency notification

Students and emnployees may accessttps://my.biola.edu at any time to update their

personal emergency notification info and designate a personal cell phone number to
OAAAEOA OTEAA 1T O OA@O 1 AOOACAO OAT O Au "EIIlA
This information will be maintained confidentially and will be accessible only to authorized

University officials, and will not be disclosed except to law enforcement personnel as
necessary during an emergencyr the investigation of a crime

Official emergency notification procedures

Any individual on campus who has information about an emergency or dangerous situation
that may affect the Biola University campus must notify the Department of Campus Safety
as soon as possible.

U The Department of Campus Safety Wigather all essential information about
the nature of the emergency or disaster. Applicable University staff (including
but not limited to members of the Emergency Response Team) may be notified
to aid in gathering additional information to determine thenature and scope of
the emergency or disaster.

U The Chief of Campus Safety or his designee shall without delay determine

whether an emergency or dangerous situation exists and decide whether to
send a notification to students, faculty, or staff regardinthe situation.
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Based on the information available, the Chief of Campus Safety or his designee
shall without delay determine the content of the emergency notification and
initiate the emergency notification system.

The Chief of Campus Safety or his dgsiee shall determine the appropriate
segments of campus to receive an emergency notification regarding the
emergency or dangerous situation. Appropriate segments of campus may
include but are not limited to students or any subset thereof, staff/faculty or
any subset thereof, Resident Directors, Building Coordinator, or members of the
Biola University Emergency Response Team.

The content of an emergency notification may include but is not limited to the
nature of the emergency or dangerous situation, theraa of campus affected,
instructions on actions to take, or prompts for a response from the recipients.

The Chief of Campus Safety or his designee shall decide on the duration of the
notification.

Other systems that may be utilized to inform students, fa culty and staff include but
are not limited to the following:

u

i
i
i
i

The Biola general email system

The Biola website

My.Biola

Biola Inside Story

Other systems deemed necessary by UCM/Media Relations

B. HOW TO CONTACT CAMPUS SAFETY

Students, faculty or staffmembers may utilize any of the following numbers and/or
methods to contact Campus Safety:

Method Phone Number
Emergency from a cell phone 562-777-4000
Emergency from a campus phone Dial Ext.5111

Non-Emergency from a cell phone 562-903-6000

Non-Emergency from campus phone | Dial Ext. O
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V. GENERAL EVACUATION PROCEDURES

A. GENERAL EVACUATION PROCEDURES

U Building evacuation will occur via one of the following mechanisms:
0 When a building evacuation alarm (fire alarm) is sounded.
o0 Uponnotification by a Campus Safety officer, an RD, or by a floor/building
coordinator.

U When a signal to evacuate the building is given:
o |If possible, take your personal belongings with you.
Walk quickly to the nearest marked exit or stairwell.
Donot use theelevators.
Assist people with disabilities or special needs to exit the building.
Once outside the building, move to your designated evacuation area.
Stay at least 208300 feet away from any affected buildings or structures.
Keep streets and walkways andfire zones clear for responding
emergency vehicles and personnel.
o DO NOT return to an evacuated building unless directed to do so by a
Campus Safety Officer, a building/floor coordinator, or other emergency
response personnel.

O O O 0 O o

Under no circumstances should a student or any member of the university community
unilaterally decide to ignore a fire alarm, fire drill, or a request for evacuation.

B. DISABLED STUDENT EVACUATION

This section provides a general guideline of evacuation procedures for persons with
disabilities during major emergenciesindividuals with disabilities must identify their
primary and secondary evacuation routes. Students, faculty and staff members are
encouraged to assist any disabled or injured persons to evacuate a building or structure.

1. Evacuation ofMOBILITY-IMPAIRED Personsz WHEELCHAIR

In most multi level buildings, people will need to use stairways to exit a building during a
major emergency. Elevators are not recommended because they have been shown to be
unsafe in an emergencyk-or persons in wheelchairs located on the first floor, use building
exits to the outside ground level.For disabled individuals on upper floors, it is not safe to
attempt to move a wheelchair down a stairwell. Evacuation options include:
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u 2-Person Cradle Carry
0 Make sure the stairwell is clear.
0 The two helpers stand on either side of the individual.
o Reach under the individual and lift them out in a cradle.
0 Helpers should control the descent by walking slowly and cautiously.
o0 NEVER LEAVE A WHEELCHAIR IN A STAIRWELL.

2. Evacuation ofMOBILITY IMPAIRED Persons -- NONWHEELCHAIR
Persons with mobility impairments who are able to walk independently should
be ableto negotiate stairs in an emergency with minor assistancelhe
individual should wait until the heavy traffic has cleared on the stairwell before
attempting to exit.

3. Evacuation ofHEARING IMPAIRED Persons
Some buildingson campus are equipped with firealarm strobe lights; however,
many are not. Persons with hearing impairments may not hear audio emergency
alarms and will need to be alerted to emergency situations by other building
occupants.

4. Evacuation ofVISUALLY IMPAIRED Persons
Most people with a visual impairment will be familiar with their immediate
surroundings and frequently traveled routes. Since the emergency evacuation
route may be different from the commonly traveled route, persons who are
visually impaired may need assistane in evacuating.The assistant should offer
his/her elbow to the individual with a visual impairment and guide him or her
through the evacuation route. During the evacuation the assistant should
communicate as necessary to ensure safe evadion.
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VI. ASSEMBLE AREAS

Legend

Campus wide Assemble Areas

Dormitory Assemble Areas

Admin Building Assemble Areas
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Campus Wide Assemble Area
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Campus Wide Assemble Area
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Dormitory Assemble Areas
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Rosecrans Apartments #1 -4
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Admin. Building Assemble Areas
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