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It is the policy of the District Board of Trustees that the President shall establish procedures for the prompt and orderly evacuation of all personnel and students from each College building in the event of an emergency.


History: Adopted: 5/20/75; Effective: 5/20/75; Revised: 7/14/87, 5/11/93, 8/8/17
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It shall be the responsibility of the President to appoint a College Director of Emergency Procedures who shall be responsible for:
I. Evacuation Planning

1. Planning evacuation routes for each building which will be updated at the beginning of each academic year.
2. Periodically scheduling informational meetings and drills for the entire College.

3. Appointing one person from each building to be responsible for seeing that plans of evacuation are followed in the event of an emergency.

4. Coordinating established evacuation activities with the local fire and law enforcement officials.
5. Establishing emergency notification procedures for emergency evacuation, taking shelter within buildings, and notification of an ‘all clear’ state.   

II. Emergency Notification procedures


1.
The following procedures apply for emergency notification of faculty, 



staff, and students of Florida Gateway College.  


2.
The method used will incorporate a siren system activated by the telephone system using a password.  Passwords will be held by the President, Vice Presidents, and Director, Facilities.  In addition a copy of the
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password and the activation procedure will be kept in a sealed envelope in 



the Security office.  It is to be opened and the system activated by the



security officer at his discretion if he is unable to obtain guidance from the



President, Vice President, or Director, Facilities.  

3. 
A call to law enforcement will at all times be made by the person directing the activation of the siren to notify them of the emergency causing the activation.  As time permits a call to Timco and the Lake City Gateway Airport will also be made.  

III. Responsibilities




1.
Director, Facilities 


a. Ensure equipment is installed properly

b. Ensure equipment is maintained and tested.

c. Provide notification of testing to agencies a day in advance.




2.
Supervisor of Public Safety/ Security




a. Brief faculty/staff on alert procedures



b. Ensure instructions are posted in all classrooms 



c. Train Security staff on alert procedures



d. Implement testing schedule.  

IV. Implementation 

1. The siren has four (4) sound patterns with the meanings of each:


a. Slow wail – Take shelter- Faculty, students, and staff will stay in buildings or go into the nearest if outdoors.  Use interior spaces –  halls, atriums or anywhere away from windows. 



b.
Fast wail – Evacuate the campus – Follow detailed procedures in the FGC Safety and Security manual.  In general those with transportation available depart as soon as possible.   Those without immediate transportation notify a faculty or staff member so arrangements can be made.  Disability students without available means of transportation are to assemble at the bus stop by the library where the Facilities Department will assist in their evacuation.  



c.
Steady tone – All clear – Resume normal activities.  



d.
Deep growl tone – Used only for testing the system.  




2.
The siren will be tested as follows: 


a.
First Friday of each month
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b. 
Testing will cycle through all tones

3.
Prior to testing the siren notification will be given by telephone the day before the test to: 



a.
Columbia County Sheriff’s office



b.
Lake City Gateway Airport


c.
Timco Aviation



d.
Email notification to all FGC subscribers with a second Email one hour before the test.  
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