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EMERGENCY CONTACT INFORMATION 

Cleveland Police ...................................... 911 

Campus Security ...................... 423-303-4444 

Fire ......................................... 423-728-7293 

EMS ......................................... 423-728-7015 

Non-emergency ........................ 423-476-7511 

THESE POLICIES SHOULD BE MAINTAINED AT YOUR DESK FOR QUICK REFERENCE 

TO BE USED IF ONE OF THE AFORMENTIONED EVENTS SHOULD OCCUR. 
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When dealing with the possibility of severe weather while working inside a Lee 
University-owned building, it should be remembered that the health and safety of 
the students, faculty, staff, and guests is paramount. Some basic safety guidelines 
should be followed. Sheltering in place is the preferred tactic of building-occupant 
safety when confronted with severe weather conditions. Below are some guidelines 
to be followed when dealing with these events. 

SEVERE WEATHER: 

TORNADO WARNING – Issued when a tornado has been sighted or indicated by weather radar. 
Campus Security will notify administration about the warning and will work with the building emergency 
contact to move everyone to a designated shelter area. Residential Life and Housing will work on get-
ting all students in dorm rooms on campus to designated shelter areas.  
 

Once a tornado warning has been issued: 

1. Lee University will give emergency notification to immediately take cover in appropriate locations: 

a. Interior hallways 

b. Interior restrooms 

c. Areas protected from flying glass and debris 

2. Do not shelter in large open rooms. 

3. Campus Security will work with Residential Life and Housing in assisting students find safe shelters. 

4. Remain sheltered until the all-clear has been received. (LEEUALERTS) 

5. Once the warning has expired, the administration will work with Campus Security to give the all-
clear to return to work. 
 
TORNADO/THUNDERSTORM WATCHES – No action is required during a watch. 

1. Monitor local weather updates via radio, internet, or television and be aware that conditions may 

change. 
 

WINTER WEATHER: 
 

1. Monitor storm progress via National Weather Service, local media, weather radio, EMA Notifications, 

or LEEUALERTS. 

2. Prepare for early closing if the decision is made by the Lee University President’s Office. 

3. Building emergency contacts will help facilitate that employees in their building receive the          

announcement to close. 

4. Building emergency contacts will encourage that all students, faculty, and staff safely leave the 

building.  If employees must be sheltered in the building and the building loses heat and/or power, 
try to move employees to another location. 
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When dealing with a possible fire or explosions inside a Lee University-owned building, it 

should be remembered that the health and safety of the students, faculty, staff, and 

guests is paramount. Second priority would be property/contents of the building. You 

should be aware that this is a Fire Department scene, and immediate fire response is  re-

quired. Below are some guidelines to be followed when dealing with such cases.  

1. PULL FIRE ALARM. 

2. ALWAYS CALL 911 TO REPORT ANY FIRE. 

3. Notify Campus Security so they can evacuate or attempt to extinguish the fire. (ext 4444) 

4. Evacuate the building in an orderly fashion. 

No one should put themselves at risk of injury, but building emergency contacts 
should try to control/extinguish a small or minor fire occurring in the facility.  

A minor fire is classified as one occurring in a trash receptacle, stove fire, or electri-
cal fire involving a single receptacle, power strip, or piece of electronic equip-
ment.  

A major fire is defined as any fire that exceeds the guideline for a minor fire. The 
following steps should be taken in the event of any type of fire by following the 
acronym “R.A.C.E.”: 

 
“R”: Report/Rescue: Report the fire immediately to those in the general area and 
sound the alarm, contact 911 for Fire Department response. Rescue or remove any-
one in the immediate area of the fire. 

 
“A”: Attempt to extinguish the fire with an appropriate portable fire extinguisher if 
the fire is minor in nature only. This action should only be performed by personnel 
trained in the use of portable fire extinguishers. 

 
“C”: Confine the fire to the area of origin by closing unlocked, doors to the affect-
ed area after the area has been cleared of all personnel. 

 
“E”: Evacuate the entire building and go to predetermined rally point outside, and 
a head count should be taken by the building manager;  

5. Stay clear of the building and out of the way of emergency responders during their re-

sponse and operational functions. 

6. Once the fire is out, local authorities as well as the building engineer will inspect the 

building and determine whether the building is cleared for reentry. 
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When dealing with a possible bomb or bomb threat inside a Lee University-owned build-

ing, it should be remembered that the health and safety of the students, faculty, staff, 

and guests is paramount. Second priority would be property/contents of the building. 

The Bomb Threat Checklist is located on the next page of this booklet.  

TELEPHONE THREAT:  
 

1. Record every word spoken by the caller, or try to make note of as much as possible (time and call-

er’s number). 

2. Keep the caller on the line if possible. 

3. Have someone else in the office call Campus Security (ext. 4444) and then 911 while you talk 

to the caller. 

4. Ask where the bomb is located. 

5. Ask when the bomb will detonate. 

6. Note if caller is male or female. 

7. Note the age of the caller. 

8. Note accents or patterns of speech. 

9. Note background noises (music, road noise, motors). 

 

MAIL THREAT: 
 

1. Avoid touching or moving the letter or package. 

2. Have everyone near the letter or package move out of the area until law enforcement can check/

clear the package. 

3. Save all materials (envelopes, packaging, labels). 

4. Note if the letter or package is lopsided or bulky. 

5. Note to whom the letter or package is addressed and whether it is handwritten. 

6. Note if the letter or package is making noise. 

 

ELECTRONIC COMMUNICATION/SOCIAL MEDIA THREAT: 
 

1. Electronic communication threats should be saved and turned over to jurisdictional law enforcement. 

2. Forward any saved images to Campus Security immediately (screenshot if possible). 

3. Do not delete any electronic communications in the list. 

4. Campus Security will work with IT to determine if any more threats have been received. 
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INSTRUCTIONS: If a bomb threat comes into your work area by telephone, fi l l  out this form.

Date: Length of Call:

Exact Time:

1. When is the bomb to explode?

2. Where is the bomb located?

3. What does it look like?

4. What kind of bomb is it?

5. What will  cause it to explode?

6. Did you place the bomb?

7. Why?

8. Where are you calling from?

9. What is your address?

10. What is your name?

Sex of caller: Male or Female Age:

Race:

Calm Slow Crying Slurred Stutter Deep Loud Broken Giggling

Rapid Stressed Nasal Lisp Excited Disguised Sincere Squeaky Normal

Accented Angry

Well Spoken Tape Recorded Message read by caller Incoherent

Foul / Irrational If voice is familiar, who did it sound like?

Street Noise Crockery Voices PA System Factory Machinery

Long Distance Motos (car/bike) Office Machinery Local House Noises

Animal Noises Clear/No Noise Static Music

Any other background noises?

Your Name: Building/office call  was received at:

Your Position: Telephone number call  was received at:

Cell Number:

CALL 911

KEEP THIS FORM, AND GIVE TO THE RESPONDING POLICE OFFICER.

Step Two: QUESTIONS TO ASK

Step One: CALL COMES IN

Description of caller's voice

Description of threat language

Step Four: BACKGROUND NOISES

Step Five: YOUR INFORMATION

Step Three: DESCRIPTION OF CALLER
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When dealing with a possible active shooter/armed subject inside a Lee University- 

owned building, it should be remembered that the health and safety of the students, 

faculty, staff, and guests is paramount. Second priority would be property/contents of 

the building. It should be emphasized that this is a crime scene, and immediate law 

enforcement response is required. Below are some guidelines to be followed when 

dealing with such cases.  

1. All employees shall shelter in place or evacuate, whichever provides the most pro-
tection/distance from the threat. 

2. All employees should take direction from the on-scene law enforcement officer. 
3. Maintain contact with 911 if it can be safely done without giving away your posi-

tion. 
4. If evacuation is not possible, then lock yourself inside an office, turn out the lights, 

and mute your cell phone. 
5. Provide a detailed description of shooter(s), if possible (height, weight, skin color, 

clothing, type of gun pistol or rifle, etc.). 
6. Provide a detailed description of the whereabouts of the shooter(s) and the fastest/

easiest access to their location. 

 
 

Emergency Response Agency’s Duties and Actions: 
 

1. It should be emphasized that this is a crime scene, and immediate law enforcement 
response is required. 

2. If there is an active shooter incident in a Lee University building, there should be an 
assumption that there could be injured and/or dead persons. Law enforcement will 
move quickly through the building to engage the shooter(s) per their standard op-
erating procedures. 

3. Coordinate response and resources with first responders. 
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When dealing with a possible bioterrorist attack, such as Anthrax or other biological 
agents inside a Lee University-owned building, it should be remembered that the health 
and safety of the students, faculty, staff, and guests is paramount. Second priority would 
be property/contents of the building. It should be emphasized that this is a crime scene, 
and immediate law enforcement response is required. Below are some guidelines to be 
followed when dealing with such cases. 

ANTHRAX/POWDER: 
 

1. Do not panic, notify Campus Security [423-303-4444], dial 911 to report the incident, 
and follow these instructions. 

2. Contain/secure any potentially exposed persons to another room away from contami-
nant. (Evacuation is not recommended or necessary unless other serious threats exist. 
Once law enforcement arrives, then it can be determined if an evacuation is necessary.) 

3. Cover contaminant with a garbage can, box, or other container. 
4. Keep everyone out of the area where suspected material is, and control other occupants 

of the building. 
5. DO NOT ALLOW anyone to leave the premises or enter the building. 
6. If possible, make a list of people inside the building. 
7. Turn off air-conditioning/heating units inside the building. 
8. Close vents/windows. 

 
 

Emergency Response Agencies Duties and Actions: 
 

1. Local law enforcement response will be immediately requested. 
2. Follow directions of local law enforcement. 
3. Anyone who was been injured should be seen by EMS. 
4. The scene must be deemed clear before anyone is permitted to return to the area. 

 

 

Stay clear of the building and out of the way of emergency responders 

during their response and operational functions. 


