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Record of Changes
The Comprehensive Emergency Operations Procedures for the Laurel College Center goes through
continuous, ongoing changes based on the results of actual events, post-exercise drills, and input from
the departments and staff that make up the Laurel College Center that is tasked with the development
and administering these emergency procedures.

Date
2/28/2017
3/09/2017
5/16/2017

Description
Rewrite and Update of the LCC Procedures
Update procedures requested by the staff
Update information on PGCC Police dispatch
Notification to HCC Public Safety dispatch
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Purpose
Helping to keep staff, students, faculty, and visitors safe and secure are a high priority of each college
and university that make up the Laurel College Center. These procedures are a critical part of our
commitment to emergency preparedness. The procedures are a critical part of our continuing effort to
guide the Laurel College Center in planning for, responding to, and recovering from incidents that may
affect the center.
The Comprehensive Emergency Operations Procedures are designed to provide the Laurel College Center
with a management tool to facilitate a timely, effective, efficient, and coordinated emergency response
to significant events affecting the center or its staff, students, and faculty. It is based on a joint agreement
between the colleges and universities that make up the Laurel College Center and jointly integrating each
college and university emergency response resources with those of other government or private sector
response agencies.
Emergencies can occur and take many forms, including severe weather, utility failures, transportation
accidents, hazardous materials spills, public health emergencies and violent or disruptive human actions.
Preparing for them requires a comprehensive planning program. While it is impossible to guarantee that
such events will never occur, such careful planning will better enable all of the colleges and universities
at the center to mitigate their destructive effects and respond to disruptions appropriately, effectively,
and expeditiously.
Each of the colleges and universities that make up the Laurel College Center is responsible for taking
reasonable measures to prepare their student, staff, faculty, and visitors for an emergency. Individual
preparedness is a fundamental step in meeting our commitment to fellow students, faculty and staff
members. Furthermore, well thought out and implemented college departmental emergency and
continuity plans can significantly enhance the safety of the center as well as our ability to sustain
operations during disruptive incidents.
The Laurel Center Policy and Coordinating Council hopes that you will take the time to familiarize yourself,
your faculty, students and if possible your visitors with the responsibilities in these procedures. Protecting
the safety and security of our college’s community is a responsibility we can fulfill by working together.
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Scope
The Laurel College Centers Emergency Operations Procedures apply to all Colleges and Universities that
make up the Laurel College Center. These procedures address coordination and management of
emergency preparedness, response, recovery and some form of mitigation operations and various
emergency functions carried out by identified staff and faculty.
These procedures apply to any incident when the health, safety or security of students, faculty, staff or
visitors is threatened. Since the Laurel College Center is vulnerable to a variety of natural and humancaused hazards, these procedures take an all-hazards approach, these procedures can be used for all
incidents that may affect College Center operations.
The Colleges and Universities that make up the Laurel College Center embraces, the individual differences
of our students, faculty, staff, and visitors. Some members of our college community have access and
functional needs which may require certain accommodations. Each college and university need to plan
for People with Access and Functional Needs (PAFN) accommodations during emergency preparedness,
response, recovery and mitigation efforts.
The Laurel College Center Policy and Coordinating Council has approved these Comprehensive Emergency
Operations Procedures in collaboration with college and university representatives and stakeholders. The
Center’s Policy and Coordinating Council is responsible for overseeing the training and exercises in
collaboration with Howard Community College Public Safety Office, Prince George’s Community College
Police Department, University of Maryland Police Department, the University of Maryland University
College Public Safety and Security Office, Berman Management, LCC, and other Colleges and Universities
that may join the College Center in the future.

EMERGENCY RESPONSE PRIORITIES
Priorities for all emergency response at the Laurel College Center are as follows:
Protection of Life
1. Students
2. Faculty & Staff
3. General Public
Stabilization of the event
1. Prevent the incident from expanding.
2. Bring the situation to a point of order.
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Isolate the scene and control entry.
Determine course of action.
Protection of College and University Property and the Environment
1. Facilities necessary for shelter and care of students.
2. Research and critical College and University records and collections.
3. Facilities used for education and operational purposes.
4. Ensure, to the extent practicable, that emergency response efforts do not adversely impact the
environment.
3.
4.

Restoration of critical services, education programs
1. Services critical to the well-being of students.
2. Services critical to the integrity of educational institutions.
3. Services critical to educational services.
4. Services critical to facilities (other than those required to re-establish a basic operating
environment, such as power, water, communications, etc., which have the highest priority for
restoration).

Potential Hazards
Every college community has an obligation to understand the risks it faces. Knowledge of these risks
allows a college community to make informed decisions about how to manage risk and develop
needed capabilities. Risk is commonly thought of as a product of a threat or hazard, the vulnerability
of a college community or facility to a threat or hazard, and the resulting consequences that may
impact the College community or facility. By considering changes to these elements, a college
community can understand how to best manage risk exposure.
This Threat and Hazard Identification and Risk Assessment (THIRA) provides a comprehensive
approach for identifying and assessing risks and associated impacts. It expands on an existing local,
tribal, territorial, and state Hazard Identification and Risk Assessments (HIAs) and other risk
methodologies by broadening the factors considered in the process, incorporating the whole college
community throughout the entire process, and by accounting for important college communityspecific factors.
The Prince George’s Community College Police Department has performed “Threat and Hazard
Identification and Risk Assessment” (THIRA). In general, hazards that can occur in our area include:











Hurricane/Coastal Storm
Ice Storm/Blizzard
Tornado/Severe Weather
Flooding
Hazardous Materials Accident
Structural Failure
Cyber Attack
Riot/Civil Disturbance
Criminal/Violent Behavior/Active Shooter
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Earthquake
Epidemic/Biological Threat
Extreme Temperatures
Fire/Explosion
Transportation Accident (air, highway, fixed facility)
Utilities Disruption
Telecommunications/IT Disruption
Bombing/Bomb Threat
Special Events Threat

NOTE: We have identified 18 threats that may affect the college community in some way. However, in
Section III, we have identified the three most important procedures to be implemented for the four
priority threats that have been identified in yellow above.

Plan Development and Maintenance
The Laurel College Center Comprehensive Emergency Operations Procedures (CEOP) and any other
supporting procedures are “living documents” that will be updated according to situations and
circumstances at the Laurel College Center. This CEOP needs to be maintained, kept up-to-date, and
tested in order to continue to be effective. The CEOP will be maintained in an online depository that is
accessible to all colleges and the universities at all times. The Prince George’s Community College Police
Department has primary responsibility for maintaining the CEOP and all supporting documents.
Resources and efforts from all Colleges and the Universities also contribute to the ongoing maintenance
of the CEOP. To facilitate the development of plans, policies, and procedures, smaller subcommittees may
be formed as needed to conduct additional research and focus on developing a final product. Approved
changes will be incorporated into the procedures and forwarded to all College and the Universities, plus
individuals identified as having possession of the procedures. Real world events/incidents can be used in
lieu of conducting an exercise or testing.

Plan Review, Testing, and Exercises
To maintain a current and functional CEOP, a formal review of the CEOP by the Policy and Coordinating
Council (or staff assigned to them) will occur annually. In addition, the CEOP will be activated at least once
a year in the form of a simulated emergency exercise to provide practical experience to those having
operational responsibilities at the Laurel College Center. The CEOP will be updated, as necessary, based
upon deficiencies identified by the drills and exercises, changes in organizational structure, facilities,
technological changes, etc.

Training
The Policy and Coordinating Council has identified the Prince George’s Community College Police
Department in collaboration with Howard Community College Public Safety Office, University of Maryland
Police Department and the University of Maryland University College Public Safety and Security Office,
and Berman Enterprises Building Management to be responsible for the development of the training
curriculum and the design and scheduling of exercises/drills on an annual basis. In addition, the PGCC
College Police Department will identify those individuals that would be expected to participate in the
management and execution of training, exercises/drills and submit those name to
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Conducting after Action Reviews, Reports, and an Improvement Plan
An After Action Review and Report (AAR) occurs immediately after the event/incident or exercise/drill.
The format of the AAR is the combination of a presentation of the events and actions taken during the
exercise/drill or incident/event, and a group discussion about the actions taken. The AAR evaluation
serves as the basis for:






Evaluating if the goals of the exercise (if applicable) were achieved
Evaluating training and staffing deficiencies
Evaluating necessary upgrades and corrections to all plans, procedures, and protocols
Evaluating if additional inter-agency coordination is required for an effective emergency response.
Planning and upgrading of future exercise/drills.

An Improvement Plan (AAR/IP) is developed after during the After Action Conference, attendees identify
corrective actions that address the areas for improvement and recommendations listed into the plan, and
each agency/department monitors corrective actions identified in the finalized AAR/IP. The After Action
Report and Improvement Plan will be submitted to the Policy and Coordinating Council for review and
approval and then forward to each college and the university in residence for review.

Emergency Notification Systems
Howard Community College: (Registering for HCC Mobile Alerts)

The Howard Community College (HCC) Mobile Alert System enables students, faculty, and staff to receive
instant notification of important campus information to your phone, email or desktop application.







HCC Mobile Alert System is an optional service. You may subscribe and unsubscribe at any time.
Please visit http://www.howardcc.edu/services-support/public-safety/emergencyinformation/mobile-alerts/
You will only receive messages related to emergencies and any optional message groups you’ve
chosen.
Subscribing to the service is free, however standard text messaging charges from your carrier may
apply.
Your information will only be used for the delivery of this service if you are a student studying at
the Laurel College Center.
If you are a Laurel College Center student, faculty member, or staff member, sign up for mobile
alerts at http://scripts.pgcc.edu/owlalert/
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Note: School Closings/Delays: The Laurel College Center follows the closing and delays of the
Prince George’s Community College (PGCC). Please listen to radio and TV announcements about
PGCC when there is inclement weather. We also recommend all faculty, student, and staff sign
up for PGCC’s OWL ALERT or HCC’s MOBILE ALERT SYSTEM. It is free and available to all.
(Please see the list of Radio and TV News Links on page 42 and 43 of this document)

Prince George’s Community College; (Registering for Owl Alert)







Owl Alert is a system for notifying faculty, staff, and students of campus emergencies such as
snow, power outages, or plumbing issues and emergency notifications.
Please fill out this form at http://scripts.pgcc.edu/owlalert/ and be sure to have your mobile
phone with you and powered on before you begin.
Once you complete the validation portion of registering your mobile phone, the next page will
read “You have successfully signed-up.” You will see a “login” link for your account. To complete
your registration, you must log in to your personal account with your recently created user name
and password. Once in your account, you may register two email addresses and two mobile
devices by clicking on the Services tab.
Your subscription is good for one year, from your signup or renewal date.
If you incur difficulties in getting registered, please call the Technology Services Call Center at 301546-0637

https://www.pgcc.edu/Campus_Info/Owl_Alert.aspx
The University of Maryland University College (UMUC) (Welcome to MyAlerts, Administered by UMUC
Security Office)







MyAlerts, University of Maryland University College’s (UMUC) emergency communication system,
allows you to receive notifications via text messaging and email about unexpected local and
national emergencies, as well as site-specific closings due to emergency situations and severe
weather.
Create an account and add your contact information into MyAlerts. All information you provide
will be kept confidential.
MyAlerts is a free service offered by University of Maryland University College. Your wireless
carrier may charge you a fee to receive messages on your device.
Please go to https://member.everbridge.net/index/453003085614765#/login
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Note: School Closings/Delays: The Laurel College Center follows the closing and delays of the
Prince George’s Community College (PGCC). Please listen to radio and TV announcements about
PGCC when there is inclement weather. We also recommend all faculty, students, and staff sign
up for PGCC’s OWL ALERT or HCC’s MOBILE ALERT SYSTEM. It is free and available to all. (Please
see the list of Radio and TV News Links on page 42 and 43 of this document)

The University of Maryland (UMD Alerts)










The UMD Alerts System is a mass, urgent notification system, comprised of a variety of methods
by which the University can notify students, faculty, and staff of an active, major campus
emergency. The information is delivered to Text messages (SMS) to mobile devices, feeds to our
Alertus Beacons, early warning sirens, and email (some email providers such as Yahoo may take
up to 1 hour to deliver messages)
When the University of Maryland Police Department determines there is an active emergency in
which the public safety of the campus community may be at risk, an urgent notification through
the UMD Alerts System will be initiated. Examples of when UMD Alerts will be activated include
but are not limited to:
1. When a person is actively shooting a weapon on campus
2. When a tornado is predicted to strike the campus area
3. When a major hazardous materials spill is impacting a large portion of the
campus
Localized incidents (such as a small fire, hazardous material spill in a lab, isolated criminal offense)
likely would not require a mass notification.
All UMD students, faculty and staff members will be automatically registered to receive an email
notification to their email address associated with their UMD directory account. In order to
receive UMD Alerts SMS (text) messages, faculty, staff, and students must register a mobile device
number.
Please go to https://alert.umd.edu/?_ga=1.111365057.496399108.1485879287
Note: School Closings/Delays: The Laurel College Center follows the closing and delays of the
Prince George’s Community College (PGCC). Please listen to radio and TV announcements about
PGCC when there is inclement weather. We also recommend all faculty, student, and staff sign
up for PGCC’s OWL ALERT or HCC’s SMOBILE ALERT SYSTEM. It is free and available to all. (Please
see the list of Radio and TV News Links on page 42 and 43 of this document)
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Concept of Operations
Overview
The Colleges and University(s) that make up the Laurel College Center respond to emergencies by using
pre-established standard operating procedures. When incidents increase in magnitude, additional
resources and coordination may be required to support emergency response and recovery efforts.
The Laurel College Center operations are guided by the National Incident Management System (NIMS),
as established by the Federal Emergency Management Agency (FEMA) and Presidential Policy Directive
(PPD)-8: National Preparedness. The National Incident Management System (NIMS) provides a
nationwide template enabling federal, state, local and private-sector non-governmental organizations to
work together effectively and efficiently to prevent, prepare for, respond to and recover from incidents
regardless of cause, size or complexity. Two components of NIMS are the Incident Command System (ICS)
and Emergency Support Functions (ESF). Consistent with NIMS, each college and university at the Laurel
College Center all incorporate the basic structure of the ICS into their basic emergency operation plan for
their main campus, while making necessary adjustments and incorporating emergency support functions
to meet the unique needs of each college and university. ICS is the model tool for command, control, and
coordination of a response, and it provides a means to coordinate the efforts of the colleges and
university and external partners as we work together toward the common goal of stabilizing an incident
and protecting life, property and the environment. ESF’s organize college and university capabilities to
coordinate internal emergency response and recovery operations.

Security
For the purpose of this document Security at Laurel College Center includes the Security Officer on Duty,
the Program Director of Laurel College Center, the Systems Engineer, the Evening Coordinator, and
notification to the City of Laurel Police Department and the Prince George’s Community College Police
Department Dispatch Center

Emergency Situations
In the event of an emergency situation on campus, call Security immediately at extension 4500, or 443518-4500, or press the security button on the classroom phone. If in your judgment the situation
warrants such action, call 911 first; then call Security. After notification of the Security or the 911
operator, individuals should make notification to the Prince George’s Community College Police
Department Dispatch Center at 301-546-0111
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Emergency Call Chart
Regardless of what type of emergency or crisis situation, remember that the steps always remain the
same:
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Laurel College Center
Organization

LCC Systems Engineer,
Daniel Murphy
443-518-3168 (Office)
240-508-0450 (Cell)

Program Director of Laurel
College Center,
Nancy Grinberg
443-518-4160 (Office)
301-351-8803 (Cell)
Or
Extension Center Coordinator
Jessica Brynarsky
443-518-4163 (Office)
301-254-1393 (Cell)

Day Time Security:
Securitas Security Services USA, Inc.
Farah Abdi, Branch Manager
301-608-1614
abdi.farah@securitasinc.com
Evening Security:
Off-Duty Prince George’s County Sheriffs
Ron Oliver, Coordinator
301-848-8442
olelucky69@gmail.com

Building Manager
Berman Enterprises Emergency Hotline

Primary
Contact

301-421-4531
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Primary Contacts
Leadership is crucial to any major disaster or emergency. The Director Laurel College Center, the LCC
Systems Engineer, the Evening Coordinators, Security on Duty and the PGCC College Police on duty
supervisor have the overall responsibility for emergency management, the preservation of life and
property, and are ultimately the initial contacts during an incident.

Primary Contacts
Nancy Grinberg

Office:
Cell:

(443) 518-4160
(301) 351-8803

Jessica Brynarsky

Office:
Cell:

(443) 518-4163
(301) 254-1393

LCC Systems Engineer

Daniel Murphy

Office:
Cell:

(443) 518-3168
(240) 508-0450

Security Manager (day, off-site)

Farah Abdi

Office:

(301) 608-1614

Security (day, onsite)

Lucien Bruno

Cell:

(301) 338-1825

Security (evening)

Ron Oliver

Office:

(301) 848-8442

City of Laurel Police Department
(Emergency Number)

Dispatch Center

Dispatch 301-725-3000
Center (Emergency)

PGCC College Police Dispatch Center

On-Duty
Dispatcher

Dispatch
Center (301) 546-0111

HCC Public Safety Dispatch Center

On-Duty
Dispatcher

Dispatch (443) 518-5555
Center

Evening Coordinator—Monday and Wednesday

James Davis

Office:

(443) 518-4500

Evening Coordinator—Tuesday and Thursday

Margaret Dyson

Office:

(443) 518-4500

Evening Coordinator—Friday and Saturday

Coliena Ayele

Office:

(443) 518-4500

PGCC Evening & Weekend Administrator
(Largo Campus)

On-Call
Administrator

Cell

(240) 508-5732

PGCC Senior Academic Administrator to the Vice
President of Academic Affairs

Catherine (Cathy) Cell
La Palombara
Home

Program Director of Laurel College Center (LCC)
LCC Extension Coordinator

Laurel College Center
Comprehensive Emergency Operations Procedures
Prince George’s Community College
Approved 05/8/2017

15

(301) 526-0108
(301) 627-0106

Any type of incident or event that is a crime or disrupts the College Operations should be reported to
the City of Laurel Police Department (911) and Prince George’s College Police Department at 301-5460666.
Depending on the size and type of emergency incident, the College Police Department Dispatch
Center will provide notification to the Evening Coordinator, the PGCC Administrator on Call and to the
PGCC Senior Academic Administrator to the Vice President of Academic Affairs and the Howard
Community College Public Safety Dispatch Center.

What You Should Do In an Emergency and How to Prepare
The Laurel College Center has developed this Comprehensive Emergency Operations Procedures
Manual to prepare us to respond to and recovery from a range of emergency situations. Creating a
culture of preparedness is a team effort. It requires staff, faculty and most importantly students,
working together to create a safe and secure college community. Implementing these steps outlined
below will help to ensure you and the Laurel College Center are prepared.
The first step in being prepared for an emergency is to learn about what type of hazards can occur in
our area and what actions we need to take to be ready for when they occur. This includes learning
about the hazards, understanding how you would be notified of and updated about an emergency,
what to do and where to go if an emergency occurs and what preparedness actions you should take
now, such as developing a personal and family emergency plan and having an emergency supply kit.
More details on your personal and family emergency plan can be found at https:www.ready.gov.

Where to Go
When an emergency occurs there are typically two immediate strategies that are used to protect people.
One is called “Shelter in Place” and the other is “Evacuation”. Shelter in Place means to go and stay
indoors when a situation occurs that may be a hazard to health or is life-threatening. Generally, you are
instructed to go or stay indoors, lock doors/windows, shut off fans and air conditioners and stay away
from doors and windows. Remain in place until told it is safe to leave. Evacuation means to immediately
leave a hazard location (i.e., building, the area of the campus, etc.) due to an immediate health or lifethreatening hazard.
Most emergencies that require an evacuation or shelter in place strategy are generally short in duration.
If an emergency is going to continue for an extended period of time, arrangements will be made to move
or provide support to people sheltering in place. In an extended evacuation situation, people will be
directed to other building/areas on the campus for support (information, food, water, shelter, medical
attention, etc.) Generally, these sites are locations that the Prince George’s Community College has
identified and will be available for use. Specific details will be provided at the time of the emergency by
Laurel College Center Program Director and staff.
Laurel College Center
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People Requiring Additional/Special Assistance
People who have various, visual, mobility and other disabilities may require special or additional
assistance during an emergency. These individual are encouraged to be very familiar with emergency
plans and procedures for the Laurel College Center. We also recommend that these individuals develop
personalized emergency procedures and have an emergency supply kit to meet their needs. Classmates,
faculty and college staff should note individuals that may require assistance. In an emergency, report the
condition and location of any person that may be unable to leave the building or area to staff members,
faculty and emergency personnel.
Faculty, students, and staff that may require assistance can contact their Building Security Office or they
may contact the main office of the Laurel College Center which is located on the second floor.
Students, faculty, and staff should understand that they will have personal responsibility for
implementing their plan/procedures, and discussions with the Disability Services Office in each of their
Colleges or University. This process is to ensure that students understand their own responsibilities in the
event of an emergency.
Faculty and staff members with special needs should notify their supervisor and their Human Resources
Office immediately upon beginning work at their respective college or university or transfer to a new
location. They need to work with their supervisor to ensure there is a common understanding of
emergency procedures and their specific needs. This information in reference to an individual needs will
only be shared with the Laurel College Center Program Director if authorized by the individual that
reports a special need.
The following are steps people requiring additional or special assistance should follow in an evacuation:
 Leave the building or area if possible;


Do not use an elevator during an evacuation;



If you cannot evacuate on your own, proceed to the nearest stairwell location marked as a
“Special Needs Assistance Assembly Area” and wait for an staff member or someone else to help
you get out of the building (Emergency personnel and building security are instructed to check for
the Assembly Areas and to check all exit corridors and stairwells first for any stranded persons);



Alert your professor, co-worker, classmate or friend who can tell others that you are going to the
Assembly Area or to a stairwell to wait for assistance;



If possible, ask another person if they are willing to accompany you to the assembly area or a
stairwell to ensure that emergency personnel or building security are aware of your exact
location;
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Call the Prince George’s Community College Police Dispatch Center at 301-546-0111 and tell the
dispatcher your exact location and what type of assistance you will need to get out of the
building. The PGCC College Police Dispatcher will notify the City of Laurel Police Communication
Center or the Prince George’s County Public Safety Answering Point PSAP -911 Center)



Stay calm until help arrives. If help has not arrived within 5 – 10 minutes, call the PGCC Police
Department Dispatch Center again.



Report the condition and location of any other persons unable to leave the building or area or
who need the assistance of emergency personnel.

Laurel College Center Emergency Operations
In the event of a major disaster or emergency, a large number of fatalities and injuries may result. Many
people could be displaced and become incapable of providing food, clothing, and shelter for
themselves and their families. The economic viability of the affected communities could be
jeopardized. The structural integrity of many buildings, bridges, roadways, and facilities may be
compromised. Water and utility infrastructure may be severely affected. Emergency response
personnel will be hampered in the response efforts due to transportation problems, the lack of
electrical power, debris, and damaged, destroyed or inaccessible local structures. Timely deployment
of resources will be needed to ensure an effective and efficient response.
Prince George’s College Police Dispatch Center may receive initial warning of an emergency or
pending disaster from a number of sources including 911 calls; students, staff or visitors; the
National Weather Service (NWS); local, state or federal emergency officials or the media. When
an emergency or disaster appears imminent, Prince George’s Community College Police Dispatch
Center will notify appropriate college and university officials using established procedures and
protocols.
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Emergency Operational
Procedures

Section II
Emergency
Protocols
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Evacuation
There are three major standard protocol sets that have been established to address the various
emergency situations at the Laurel College Center. Standard protocols have been established that
assist the college community in understanding how to respond in the event of an emergency.
Depending on the incident, the Laurel College Center staff or the Prince George’s Community College
Dispatch Center will advise students and employees to evacuate, shelter-in-place, or lockdown.
An evacuation takes place immediately following an activated fire alarm. Examples of emergencies
that result in evacuation include fire and bomb threats.

Evacuation Protocol
1. Remain calm; use common sense; do not jeopardize your safety or the safety of others.
2. Immediately leave buildings using nearest exits and stairways but remain alert for emergency
communications or additional instructions.
3. In the case of fire, do not use elevators; otherwise, elevators can be used to evacuate.
4. Security, Faculty, and Staff will assist in evacuating the buildings.
5. Security, Faculty, or Staff will assist people with special needs and move disabled individuals on
upper floors to designated wheelchair assembly areas if elevators are not in use.
6. Security, Faculty, or Staff will assign a person(s) to remain with disabled and report their location to
Security; Security informs Emergency Personnel of the location of the disabled requiring evacuation.
7. After evacuating, proceed directly to the designated exterior assembly area and wait for
further instructions.
8. Do not re-enter buildings for any reason until the all-clear instructions are given; Security, Faculty,
and Staff will assist in preventing re-entry until the all-clear is given.
9. When Emergency Personnel determine that buildings are safe for return, Security initiates the allclear; Faculty and Staff will assist in alerting people for reentry.
10. The Laurel College Center Program Director will update the college community using emergency
communications (i.e., email, phone calls, Owl Alerts, etc.). The Prince George’s Community College
Police Dispatch Center will make updated notifications of the situation to the other colleges and
universities dispatch centers.
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Evacuation Assembly Area
In the event of an evacuation, it is always important to have a full accounting of the individuals who
were in the building or on a particular floor at the time of the incident. To this end, faculty and staff are
to assemble their responsible occupants in the following outside area which has been marked with a
Red Reflective Sign with White Letters that read Emergency Evacuation Assembly Area.

Shelter-In-Place
In certain emergency situations, the college community may be advised to shelter-in-place to avoid or
minimize exposure to outside risks. Shelter-In-Place means that individuals must seek immediate
shelter inside buildings and remain there until emergency personnel issue additional instructions or
declare that emergency conditions have ended. Emergencies that may trigger Shelter-In-Place
include weather events, criminal activity, hazardous materials, and external threats such as chemical,
biological or nuclear incidents. Individuals are to follow the emergency notification instructions
depending on the incident.
Laurel College Center has identified specific locations on each floor for individuals to Shelter-In-Place.
Each location has been marked with the following sign (Emergency Shelter for Hazardous Weather
Conditions or Environmental Shelter-In-Place). Functional Special Needs Assembly areas have also
been identified and marked. These areas are located at the interior stairwells on each floor.
Once shelter-in-place instructions have been communicated, students, faculty, and staff should either
stay in the building they are in when they get the message or if outside, go to the nearest building and
await further instructions which will be communicated by the Owl Alert Emergency Notification System
or other College/University Emergency Notification Systems. Prince George’s Community College Police
Dispatch Center will make notification to the other college and university dispatch centers.
While it may be advisable to shelter-in-place in certain situations, no one can be forced to do so.
College community members who choose not to shelter-in-place should vacate the premises
immediately so the building can be secured as soon as possible.
The Laurel College Center Program Director or designee and the Prince George’s Community College
Police Department Dispatch Center will be responsible for keeping the college Community informed
of the situation as it unfolds.
Typically, emergencies that require sheltering-in-place, will not last more than three to five hours.
However, departments may wish to keep extra water and small amounts of non-perishable food on
hand, and individuals may want to keep an extra supply of prescription medicine, eyeglasses, or other
essentials on hand in the event the emergency goes beyond 12 hours.
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Shelter-In-Place Protocol
1. Remain calm; use common sense, do not jeopardize your safety or the safety of others.
2. Close doors, turn off machinery, and limit telephone use; if in laboratories, pull down sashes on
chemical fume hoods and discontinue laboratory processes that may create hazards if chemical fume
hoods or building ventilation systems are turned off.
3. Listen for emergency communications or additional instructions which may include moving to
tornado safety areas, moving to environmental shelter areas or staying in place.
4. If moving to safety or shelter areas, elevators should not be used.
5. Security, Faculty, and Staff will assist in moving individuals to safety and shelter areas.
6. Tune into radios or televisions for further information and stay alert for emergency communications
or additional instructions.
7. Building Management will, if needed, initiate procedures and controls for building ventilation system
shut down or reverse the ventilation system.
8. When the threat has ended, emergency personnel determines if the building is safe for return and
Security will initiate the all-clear; Security, Faculty, and Staff will assist in alerting individuals. Prince
George’s Community College Police Dispatch will make appropriate notification using the Owl Alert
Emergency Notification System
9. The Laurel College Center Program Director or designee will update the college community using
emergency communications procedures.
10. The Public Information Office (PIO) for the Prince George’s Community College Largo campus will
update and provide current public information releases to both internal and external media audiences.
11. The Prince George’s Community College Police Department in collaboration with the other colleges
and the Universities to conduct an incident debrief members of the faculty and staff.

Lockdown
In the event of a criminal or violent act, the college will Lockdown the campus. Upon the initial threat or
notification, the entire campus will Lockdown which includes all buildings and exterior areas. While
Security may initiate a Lockdown based on a reported incident; any individual observing a serious threat
should call 911 and the Building Security Officer on duty. Building Examples of emergencies that result
in Lockdown include a shooter or hostage situation.

Lockdown Protocol
1. Remain calm; use common sense; do not jeopardize your safety or the safety of others.
2. Seek shelter in the nearest room with a locking door if possible; close, lock, and move away from
doors and windows; turn off lights; remain quiet; turn cell phones to vibrate.
3. If outdoors or in parking lots, immediately take shelter in the nearest building or drive off campus.
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4. Law enforcement’s first priority is to locate and stop the assailant; be prepared for a police
investigation including witness interviews. When the police arrive, follow their instructions. Put down
any items in your hands and immediately raise your hands. Keep hands visible at all times.
5. Do not leave unless instructed to by Emergency Personnel; remain in place and listen for emergency
communications or further instructions which may include staying in lockdown, moving to another
location, or evacuating.
6. If moving to another location or evacuating, please direct individuals to use the fire exit stairwells.
9. When the threat has ended, Emergency Personnel determines when areas are safe and Law will
initiate the all-clear; Security, Faculty, and Staff will assist in alerting individuals that an all clear has
been given.
10. The Laurel College Center Program Director or designee will update the college community using
emergency communications procedures.
11. The Public Information Officer (PIO) for the Prince George’s Community College Largo campus will
update and provide current public information releases to both internal and external media audiences.
12. The Prince George’s Community College Police Department in collaboration with the other colleges
and the University will conduct an incident debrief members of the faculty and staff. This debriefing will
be conducted at the Laurel College Center.
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Comprehensive Emergency Operations
Procedures

Section III
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Abnormal Behavior
Disorderly Conduct
In the event of an emerging incident wherein you sense that someone has the potential of
harming you, another person and/or creating damage to physical property, call the Security Officer
on duty, Dial 4500 or 443-518-4500 or use the classroom phone, press the security button. If
needed, call 911 after calling Security or if in your judgment the situation warrants such action, call
911 first, then call Security.
a. If assailant can hear you, use the code words “I NEED TO SEE DR. GEORGE” when calling 4500
or 443-518-4500.
b. Try to provide as much information as possible so that the Security Office or City of Laurel
Police Department Dispatch Center so that they know what to expect when arriving on the
scene.
c. The Security Officer on duty and the City of Laurel Police Department will determine
appropriate action depending on assailant having a weapon or being abusive or
assaultive towards an individual.
d. The City of Laurel Police Department subdues assailant and/or makes an arrest as
appropriate. If necessary the City Police Office or Security Officer may request for
reinforcements and/or initiate lockdown procedures.
e. Building Security will make notification to Building Management 24/7 Emergency Hotline
at 301-421-4531 and will assist in cordoning the area using marker tape.
f. The Laurel College Center Program Director or designee will make notification to the
Prince George’s Community College Police Department Dispatch Center.
g. PGCC College Police will notify the Public Information Officer.
h. If a student is involved, the Vice President for Student Services or designee will be immediately
notified of potential disciplinary action or will coordinate actions with a member college or
university located at the Laurel College Center
i. PGCC Police Department will debrief the incident.
Sexual Assault
a. Call the Security Office at Ext. 4500 or 443-518-4500 and if assailant can hear you,
use the code words “I NEED TO SEE DR. GEORGE.” Or if needed, call 911 after
calling security or if in your judgment the situation warrants such action, call 911
first, then call the Building Security Officer on duty.
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b. The Security Officer or the Laurel College Center Program Director or designee will notify the
City of Laurel Police Department: In all cases of alleged rape, the City of Laurel Police
Department will handle the criminal investigation in its entirety.
c. In other cases, PGCC College Police will be notified and will assess the situation and takes
appropriate police action and makes the following notifications:


PGCC College Police will notify the Vice President for Student Affairs.



PGCC College Police will notify the Public Information Officer.



PGCC College Police will notify and provide incident updates to all appropriate
colleges or universities located at the Laurel College Center.
o PGCC procedures for investigation and follow-up protocols are initiated.
o The PGCC Public Information Officer will implement the appropriate
communications that are identified on their checklist.
o The PGCC College Police Department will conduct a debriefing of the
incident.
o Sexual Harassment: Please reference your college or university “Sexual
Harassment Policy”.

Suicide Threat/Attempt
Do Not Leave The Person Alone! If possible, ask what the person plans to use to harm himself or
herself: engage the person in conversation, especially if the person has overdosed on pills.
a. Remain calm and express concern for the person.
b. Call Security at 4500 or 443-518-4500. If the person is in serious condition, call 911
(County Fire/Rescue and the City of Laurel Police Department)
c. Security Officer or the Police Officer will assess the situation and take appropriate
action.
d. If the individual is in imminent danger or presents a danger to the life and safety of
others, the Police Officer or Security Officer will detain the individual until
Emergency Medical Service staff can treat and transport the individual to a medical
facility.
e. If there is talk of suicide and no imminent threat to the individual, the Laurel
College Center Program Director or designee will notify the PGCC College Police
Department Dispatch Center. The PGCC College Police will notify Counseling
Services and advise them of the situation.
f. If Counseling Services is not available, the PGCC Police will notify the Prince
George’s County Mobile Crisis Unit and request assistance.
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g. The PGCC College Police will notify the PGCC Public Information Officer.
h. If Counseling Services or Prince George’s County Mobile Crisis Unit is at the scene,
the counselor(s) will conduct a formalized assessment of the suicide potential,
determine what should be done, and notify the Security Officer on duty or the Local
Police Officer. The Laurel College Center Program Director or designee will
notify/update the Prince George’s Community College Police who will provide an
update to the Senior Academic Administrator to the Vice President of Academic
Affairs.
Violence or Criminal Behavior in the Workplace
Everyone is asked to assist in making the Laurel College Center a safe place to work and to attend
classes by being alert to suspicious situations and promptly report them. If you are a victim or a witness
to any campus offense, avoid further risk to yourself.
Immediately notify the Security Officer at EXT. 4500 or call 443-518-4500 or use the classroom phone;
press the security button on the phone, and report the incident, including the following information:


Nature of the incident



Location of the incident



Description of person(s) involved



Description of property involved if any



Take cover immediately using any available concealment if gunfire or explosives
endanger you or the campus community.



Assist the Security Officer or Police Officer when they arrive by supplying them
with any additional information requested and ask others to cooperate.



After the disturbance, seek emergency medical care if necessary.

Additionally:

If taken hostage, try to remain calm, avoid drastic actions, and try to keep the following ideas in
mind:


The initial 45 minutes are the most dangerous.



Try to stay alert.



Do not speak unless you are spoken to and then only when necessary.



Do not talk down to the captor, who may be in an agitated state, but treat him
or her with dignity.



Avoid appearing hostile.



Maintain eye contact if the captor is engaging in conversation, but do not stare.
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Avoid maintaining eye contact if the captor is hostile, agitated, or aggressive.



Avoid speculating and arguing with the captor.



Expect the unexpected and comply with instructions as best as you can.



Inform the captor if medications, medical care (first aid), or bathroom privileges
are needed.

ACTIVIE SHOOTER INCIDENT
Nationally, active shooter situations are occurring at colleges and universities with increased
frequency and therefore it is important to have procedures in place on how to respond. These kinds
of situations are unpredictable and usually evolve rapidly and the response decisions are influenced
by numerous variables.
PGCC College Police, Prince George’s County Police and the City of Laurel Police are trained to respond
to an emergency incident of this nature. The Building Security and Laurel Police will evaluate the
situation to implement the best course of action for the safety of the College community pending the
arrival of additional law enforcement officers. Upon arrival, Laurel City Police and the Prince George’s
County Police will be responsible for all tactical operations and Building Security and College Police will
provide assistance.
The immediate response of the first officers on the scene is to take aggressive action to find and stop
the shooter or shooters. As they move into the affected area, rescue efforts will be delayed until the
shooter is located and stopped or is no longer a threat to life or safety. If an individual is injured or is
with someone who is injured, these officers will bypass the injured if the search for the shooter is still
underway. Rescue teams will follow shortly to aid the injured as soon as the incident is over. The
following procedures are general and must be adapted to the specific situation. If shots are fired and
heard in or near any area of the Laurel College Center, protect yourself first-move to a safe location.
If the Shooter is Outside of the Laurel College Center:






If you can do so safely, inform the building occupants
Close and lock your door and close window blinds if available. If you cannot lock the door, try
to block the door with furniture.
Turn off all lights.
Stay away from windows and doors.
Seek protective cover behind furniture.

Laurel College Center
Comprehensive Emergency Operations Procedures
Prince George’s Community College
Approved 05/8/2017

28







Keep quiet and act as if no one is in the room.
Do NOT answer the door or respond to commands until you are certain they are issued by a
police officer.
Silence all cell phones.
Have ONE person call 911.
Wait for police to assist you in getting out of the building.

If the Shooter is Inside of the Laurel College Center:













If it is possible to escape the area safely and avoid danger, do so by the nearest exit or window.
Evacuate to a safe area away from danger, and take cover. Stay there until emergency
responders arrive. Leave books, backpacks, purses, etc., in the room that you are leaving.
Notify anyone you may encounter to exit the building immediately.
As you exit the building, keep your hands above your head and listen for instructions that may
be given by a police officer. If an officer points a firearm at you, make no movement that may
cause the officer to mistake your actions as a threat. Try to stay calm.
If you get out of the building and do not see a police officer, call 911 and the Security Officer
on ext. 4500 or 443-518-4500 and provide the dispatcher or security officer with following:
o Your name.
o Location of the incident.
o Number of shooters, if known.
o Identification or description of shooter(s) or accomplices.
o Number of persons who may be involved in sheltering in place.
o Your exact location.
o Injuries to anyone, if known.
If you are unable to escape the building, move out of the hallway and into an office or
classroom and try to lock the door.
If the door will not lock, try barricading the door with desks and chairs. Lie on the floor and/or
under a desk and remain silent.
Silence your cell phones.
If possible, place signs in exterior windows to identify the location of injured persons.
Wait for the police to come and find you.
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If the shooter enters your office or classroom:
There are no set procedures for this type of situation.







If at all possible, call 911 and ext. 4500 and talk with the police dispatcher or the security
officer.
If you cannot speak, leave the phone line open so the police dispatcher or security officer can
hear what is going on.
Use common sense. If you are hiding and flight is impossible, attempts to negotiate with the
suspect may be successful.
Play dead may also be a consideration.
Attempting to overcome the suspect with force is a last resort that should be considered in the
most extreme circumstance. Only you can decide if this is something you should do.
If the shooter exits your area and you are able to escape, leave the area immediately. Do not
touch anything in the area and remember to be alert for responding police officers who may
mistake you as the shooter.

Bomb Threat
In most cases, bomb threats are designed to disrupt the normal business operations of the institution.
Additionally, true terrorists are interested in killing or maiming as many people as possible and
therefore will not typically make phone calls prior to the bomb going off. For these reasons and
others, the recommended course of actions is to:








Remain Calm
Notify the Security Officer at ext. 4500 or call 443-518-4500 that you have received a bomb
threat. If for some reason the security officer is non-responsive, call 911.
Obtain as much information from the caller, while simultaneously completing the “Bomb
Threat Checklist” which is part of this section.
Pay attention and make notations of any unusual background noise that may give some
indication of the origin of the call.
Try to identify the number of the caller, by using the caller ID screen on the phone or going to
into the call history after the call has ended.
The Security Officer or his/her designee will notify the Laurel College Center Program Director
or designee of the situation.
The Security Officer will inconspicuously conduct a visual search for suspicious packages or
devices.
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If necessary, the Security Office may request selected staff to assist in conducting a visual
search for suspicious packages or devices.
The member colleges and the universities will immediately notify the Laurel College Center
Program Director or designee who would notify the Prince George’s Community College Police
Department Dispatch Center. The Dispatch Center dispatcher will notify the Senior Academic
Administrator to the Vice President of Academic Affairs.
If a package or device is confirmed as suspicious, a safe and orderly evacuation of the building
will be conducted as the City of Laurel Police Department and the Prince George’s County
Fire/EMS Department Bomb Squad are responding.
PGCC Police Dispatch Center will dispatch a Police Supervisor to the scene to coordinate on
scene activities with the City and County Emergency Response Departments.
The Laurel College Center Program Director or designee, System Engineer or Evening
Coordinator will notify the Senior Administrator to the Vice President of Academic Affairs to
determine if the closing of the Laurel College Center is necessary due to the consideration to
subsequent incidents. Once a determination is made, The Laurel College Center Program
Director or designee will immediately notify the PGCC Police Dispatch Center of the status of
the College Center.
The Prince George’s County Bomb Squad and the City of Laurel Police Department will
determine if the building is safe for students, staff, and faculty to return.

Searches


Staff members should simply visually look in their immediate surroundings for packages or
items that look out of place or unusual.



DO NOT TOUCH ANY SUSPECT PACKAGE OR DEVICE



If you see something that truly looks suspicious, then notify the Security Officer or Police
Officer.



Try to be as accurate as possible about the package or device and why you deem it to be
suspicious.



Do not start any evacuation procedure without the authority of the Security Officer on duty,
Laurel College Center Program Director or designee or a Law Enforcement officer.



Examples of packages or devices that can be suspicious are:
o Unattended book bags, briefcases, knapsacks, etc.
o Boxes with strange markings on them and boxes that look out of place.
o Packages or boxes with unexplained “ticking or humming”.
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o Items or boxes with wires protruding from them in an unexplained manner.
o Anything that just looks out-of-place.

All Clear
If no suspicious package or device is located, then the City of Laurel Police Office or Fire/Rescue
Personnel will issue an “ALL CLEAR” and all staff, faculty, and students can resume normal
operations.
It must be emphasized that 99.9% of the time, no evacuation will be necessary. These procedures are
simply a precautionary measure to ensure that the College is ready to handle a bomb threat situation
in an organized and professional manner with minimum disruption Laurel College Center activities and
no loss of life or property.
Bomb Threat Call Checklist
The bomb threat checklist is presented below to record details of the threat. Staff and Faculty
Members should know what questions to ask in the event they are the recipients of the telephone
call:


When will it go off?



Where is it located?



What type of package or device is it?



What type of explosive or accelerant is it?



Why are you doing this?



Who are you?

If possible, the telephone recipient should make an attempt to write down the exact wording of the
caller’s threat, including date and time of the call. Other criteria to indicate are as follows:
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Bomb Threat Checklist
REMAIN CALM
KEEP THE PERSON TALKING AND NOTE THE CONVERSATION
Date & Time call received:
Exact words used by caller:
___________________________________________________________________________________________________

Questions to ask the caller:
1. When is the bomb going to explode?
2. Where is it located?
3. What does it look like?
4. What kind of bomb is it?
5. What will cause the package or device to explode?
6. Did you place the bomb? Why?
7. What is your address?
8. What is your name?
Type of Person:
Male

Young

Old

Speech

Female

Middle-Aged

Accent

Tone of Voice

Sober

Caller’s Voice:
Calm

Nasal

Angry

Stutter

Slow

Raspy

Rapid

Deep

Loud

Laughter

Crying

Normal

Lisp

Distinct

Ragged

Deep Breathing

Excited

Soft

Disguised

Clearing Throat

Background Sounds:
Street Noise

Factory Noise

Crockery

Animal Noises

Voices

Clear

PA system

Static

Music

Local

Motor

Long Distance

House Noise

Office Noise

Machinery

Other

Threat Language:
Well Spoken

Incoherent

Irrational

Message read by threat maker
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Taped

Mail Bombs
Public awareness of mail bombs has increased at all levels, including college mailrooms and
offices. To apply proper safety procedures, it is important to know the type of mail normally
received and be aware of the following:












Mail bombs come in letters, books, and packages of various sizes, shapes, and colors.
Letter texture may feel rigid, look uneven or lopsided, or feel bulkier than normal.
Excessive amounts of postage may be present – often far more than needed.
The sender is unknown or there is no return address.
Handwritten notes appear such as “rush” “personal” or “private”.
Addressee normally does not receive mail in the office.
Cut or pasted homemade labels are used for lettering.
The letter or package may emit an odor or appear to have been disassembled and
reassembled.
Distorted or foreign writing is present.
Resistance or even pressure is felt when trying to remove contents from the package.
Contents of the parcel may slosh or sound like liquid; some packages emit noises.

If a suspicious piece of mail is received and its contents cannot be verified, the following protocol
applies:





STOP! DO NOT OPEN THE ITEM. DO NOT PANIC!
Isolate the letter, parcel, package, Note: All people should be asked to leave the area quickly.
The letter, parcel, or package should be observed from a safe distance until the security
office and local Police Officers are on the scene.
After the notification has been given to the Security Office, contact PGCC Police Department
Dispatch Center and advise them of the situation.
Never move or place the item in water, a drawer, or a cabinet.

Monitoring Suspicious Activities and Items:
It is important that all employees be encouraged to maintain a high level of awareness at all times.
They need to monitor and observe people, events, activities, and items around them and note
irregular or suspicious behavior.
Monitoring of individuals should not be based on national origin, ethnicity, color, race, gender or age.
Look for individuals who:




Are not where they are supposed to be (restricted area, etc.)
Look lost and/or wandering around.
Appear to be conducting unusual surveillance.
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Cause disruptions or intentionally distracting behavior.
Show an unusual interest in employees.
Abandon an item and leave the area quickly.
Openly display a dangerous item.
Use a vehicle in a suspicious way (parking, erratic driving, following, etc.).

Look for items or devices that:









Were abandoned and left in the open.
Were abandoned and hidden.
Appear to be suspicious or dangerous, such as a canister, tank, metal box, bottle, etc.
Have an attached message.
Appear to be emitting a mist, gas, vapor, or order.
Seem to have seepage or leakage of a suspicious substance.
Are connected to wires, timers, tanks or bottles.
Appear to be the source of a foreign substance that is causing people to cough, have trouble
breathing, feel nauseated, lose consciousness, or have other medical reactions.

Identifying and Responding to Suspicious Individuals:
Employees are to only approach or question a suspicious individual if they feel comfortable. If they
feel uncomfortable or threatened, seek assistance from a Security officer. They should avoid using a
“rough” approach – being aggressive, confrontational, abusive or offensive. They should also avoid
detaining or getting physical with the suspect. The suspicious individual’s original location should be
noted along with his/her behavior and physical characteristics.
The suspicious individual should be kept in sight, if possible. If the suspicious individual is no longer
visible, note the last known direction headed. If he/she is seen in a vehicle, be ready to give a
description of the vehicle, license plates, any stickers or logos.
When reporting an individual(s), note the following characteristics:
 Head – eyes, ears, hair, mouth, nose, forehead, cheeks, chin, complexion, and if wearing
jewelry, clothing, hats.
 Body – neck, arms, chest, stomach, shirt/blouse/dress, coat, accessories, tattoos, scars.



Legs – pants, skirt, belt, feet, socks, shoes.
Overall appearance – height, weight, gender, age.
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Fire and Smoke
1. Call Security Officer on duty, at ext. 4500 and pull the fire alarm.
2. The Security Officer will notify the Laurel College Center Program Director’s Office and the
System Engineer of the situation.
3. Do not use elevators.
4. The Security Officer, Faculty, and Staff will:
 Assist with the evacuation and prevent entry/re-entry.
 Direct people to the designated assembly area.
 Prevent entry or re-entry of the individual into the building.
 Assist disabled individuals to designated stairwells.
 Report the location of disabled individuals to emergency personnel.
5. The Security Office will direct the Prince George's County Fire/EMS Department to the site
and cordon off the area of the fire.
6. Staff and faculty members will direct occupants to designated areas.
7. Faculty and staff assist with the removal of disabled occupants.
8. The Laurel College Center Program Director or designee will notify the PGCC Police
Department Dispatch Center and inform the dispatcher of the situation. The PGCC
Police dispatcher will contact the Chief of Police and the Public Information Officer and
the Senior Administrator to the Vice President of Academic Affairs.
9. Prince George’s County Fire/EMS Department determines when the building is safe for return.
10. The Public Information Officer will implement appropriate communications on the checklist.
11. PGCC College Police will debrief the incident with the building management and the Laurel
College Center staff.
Hazardous Bio Materials
1. Quickly assess the spill, its hazards, and the danger to yourself and others.
2. Call Security at Ext. 4500
3. If spilled chemicals are unknown, evacuate the area. Security calls the following people in order:
 Call the City of Laurel 911
 Coordinator, Science Laboratory Operations, LCC at 443-518-3125
 Building Management at the 24/7 Emergency Hotline at 301-421-4531.
 Laurel College Center Program Director or designee.
4. Security Officer will notify 911 if the spill is toxic.
5. Building Manager shuts down HVAC system and air handlers as needed.
6. Security or Building Manager cordons the area using marker tape.
7. Biology Lab Manager contains spill using sand or kitty litter, disposes of contaminated materials.
8. If needed, Security evacuates the building.
Laurel College Center
Comprehensive Emergency Operations Procedures
Prince George’s Community College
Approved 05/8/2017

36

9. Security, Faculty, and Staff:






Assist with the evacuation and prevent entry/re-entry
Direct people to designated areas.
Prevent entry or re-entry of individuals.
Assist disabled individuals to designated stairwells.
Report location of disabled to Building Manager and the City of Laurel 911 Center.

10. Security arranges for the evacuation of disabled individuals.
11. The Laurel College Center Program Director or designee will inform evacuees of status.
12. The Laurel College Center Program Director or designee will notify the PGCC Police Department
Dispatch Center of the incident at 301-546-0111
13. The PGCC Dispatch will notify the PGCC Chief of Police or designee and the Public Information
Officer of the incident and the Senior Academic Administrator to the Vice President of Academic Affairs.
14. The PGCC Public Information Officer will implement the appropriate communications that are
identified on their checklist.
15. The Prince George’s County Fire/EMS Department will determine if the building is safe to use.
16. PGCC Police Department and the Coordinator, Science Laboratory Operations from LCC will
debrief the incident with staff at the Laurel College Center campus. If the Prince George’s
Fire/Rescue Department responded to the incident, they will also be invited to participate in the
debriefing.
Medical Emergency
1.
2.
3.
4.

Quickly assess the situation.
Call Security at Ext. 4500 or, if the situation warrants, call 911.
Security Officer or staff member evaluates the situation and calls 911 as needed.
If the injury is minor and needs immediate attention, implement first aid procedures:





For a minor injury, first aid kits are available for self-treatment, which are located in all
Biotechnology labs, the Main Office (LCC#205) and the IT Office (LCC#403).
All work related injuries/illnesses should be recorded on an Employee Incident/Injury
Report forms are available from either the Howard Community College or Prince George’s
Community College Human Resources office. The supervisor or employee must report the
incident within 24 hours.
Any medical emergency MUST be reported to the Prince George’s Community College Police
Department Dispatch Center at 301-546-0111
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Universal Precautions
Universal precautions are intended to prevent exposure to human blood or other body fluids. The
routes of transmission of occupational exposure are:




Puncture of the skin with a contaminated sharp object;
Contact with broken skin; and
Splash to mucous membranes of eyes, nose, or mouth.

Universal precautions may include the following practices:


Wear appropriate protective gloves, masks/shields, eyewear (The Laurel College Center will
only use issued vinyl or powder-free Nitrile gloves. The preferred protective glove for the
Laurel College Center is a Medical disposable Nitrile, 5 mil., Powder-free glove).
 Wear appropriate proactive suits, lab coats, gowns or aprons – theses should not be worn
outside of the contamination area.
 Cover all open wounds.
 Do not use hand lotions prior to donning Nitrile gloves.
 Wash/sanitize hands and other exposed skin surfaces.
 Use proper care with sharp objects and use sharp containers for disposal of sharps.
 Disinfect all possible contaminated surfaces.
 Use proper special medical waste disposal containers (i.e., red bags or labeled “BIOHAZARD”
bags/containers.
 Use protective resuscitation mask for CPR
 Do not eat, drink, apply cosmetics or lip-balm, smoke or handle contact lenses where exposure
may occur.
Please reference the Prince George’s Community College Exposure Control Procedures for
Bloodborne Pathogens Utilizing Standard/Universal Precautions. A copy is of this document is
located in the administrative office of the Laurel College Center Program Director.
Telecommunications/IT System Failure
1.
2.
3.
4.

Contact Enterprise Technology at the Help Desk (443) 518-4444 or by cell phone.
If it is after work hours and Help Desk is not available, call LCC Main Office.
If Information Technology or Help Desk is alerted first, they call LCC Main Office.
If Security is alerted first, they call Help Desk/Enterprise Technology in the following order:
 Manager, Network Services
 Help Desk Supervisor
 Manager, Desktop Solutions
 Telephone Technician (Howard Community College)
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 Telephone Technician 2 (Howard Community College)
 Network Engineer
 Enterprise Technology staff with make other notifications as necessary
 Senior Administrator to the Vice President of Academic Affairs
5. Information Technology discerns the scope of the problem and communicates with
Systems Engineer or LCC-IT Staff.
 The Director, Network Infrastructure and Administration coordinates with offices to initiate
backup methods for conducting business and services pending time and scope of the outage.
Tornado
1. Security receives information from NOAA, state or local officials (City of Laurel)
(https://public.coderedweb.com/CNE/859DD4EF874A), other reliable sources and confirms a tornado.
2. Security calls Building Manager.
3. Building Manager will shut down water, electric, and gas mains as needed.
4. Building Security will notify the PGCC Police Department Dispatch Center. The Dispatcher will
activate an OWL ALERT.
Tornado Watch – conditions are favorable for a tornado to occur.
1. Mobile alert notifies college community of watch.
Tornado Warning – a tornado has been seen in the vicinity or detected on weather radar.
1. Mobile alert notifies college community.
2. Security, Faculty, and Staff assist in relocating individuals.
 Move everyone to tornado safety areas – basements, interior rooms with no windows,
restrooms with no windows and interior stairwells.
 If necessary, Law Enforcement, Fire/Rescue Personnel will determine if it is safe to return to the
building.
Weather Emergency Operating Procedures
Operating Status of the College:

The operating status of the College will be determined by evaluating the condition of the Largo Campus
and the extension centers, the condition of roads and public transportation, and the predicted weather.
When a decision is announced, it will apply to all activities in all College facilities, including the main
campus, and off campus extension centers. These procedures and the decision-making process are in
effect seven days a week and apply to all College activities. An announced decision will reflect one of
the following choices:
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Open – The College is open as usual with all services normally provided.



Closed – Classes at the College are canceled and administrative offices are closed. Only
designated “essential” personnel are expected to work on campus. Department heads are
responsible for designating essential personnel and notifying those employees prior to a
weather emergency.



Delayed – If conditions are unsafe in the early hours but expected to improve through the day,
the College may delay opening. Scheduled classes and activities will start at new designated
times.

Communicating the College’s Operating Status:
The College’s operating status will be communicated to the television and radio stations listed below.
The Public Information Officer, or the Executive Director of Facilities Management is responsible for
notifying the following media outlets:
Media Outlets:
WJLA/ABC-7
WTOP/FM-103
WUSA/CBS-9
WTTG/FOX-5
WRC/NBC-4
WMAR/ABC – Baltimore
WBAL/NBC
WJZ/CBS
WMAL/AM-630
(In addition to the listed notifications; the College community will be notified of the College’s
operating status during weather emergencies via Owl Alert, PGCC web site, Alertus, Facebook,
Twitter, etc.).
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Emergency Quick Reference Guide
The Laurel College Center has developed three basic protocols to respond to all emergencies and protect the
life and well-being of the College Community.

In the case of an Emergency call Security at 4500 or 443-518-4500; or push Security button on phone; or
if in immediate threat, call 911.
Evacuation  Fire – Smoke – Bomb Threat: Notification will typically be via the fire alarm. Assist in alerting others
in the vicinity, but do not jeopardize your safety or the safety of others. Leave buildings immediately using nearest
exists/stairways; remain alert for emergency communications.
1.
2.
3.
4.

If applicable, assist disabled on upper floors to designated Wheelchair Assembly Areas
In case of fire, do not use elevators; otherwise, elevators can be used to evacuate
Proceed directly to designated exterior assembly area (See Evacuation Routes and Assembly Areas Map)
Do not reenter buildings under any circumstance until informed that it is safe and the all-clear is given

Shelter –in Place  Tornado (weather events) – Environmental Hazards
1.
2.
3.
4.
5.

Notification will be via Owl Alert or Alertus, Security, Faculty, Staff, and/or Emergency Personnel
Assist in alerting others in the vicinity, but do not jeopardize your safety or the safety of others
Close all doors and windows to the outside if possible
If in laboratories, cease operations, close fume hoods in case building ventilations systems are turned off
In the case of a Tornado, move to Tornado Safety Areas –basements, interior rooms, interior stairwells and halls
away from the glass.
6. If moving to another location or evacuating, please direct individuals to use the fire exit stairwells.
7. Remain alert for emergency communications, further instructions, and the all-clear is given
Lockdown  Criminal or Violent Act – Shooter/Hostage
1. Notification will be via Owl Alert or Alertus, Security, Faculty, Staff, and/or Emergency Personnel
2. If observing an incident on campus, call 911 first and IMMEDIATELY afterward call Security at 4500 or 443518-4500
3. Assist in alerting others in the vicinity, but do not jeopardize your safety or the safety of others
4. Seek shelter in a secure room with locking door if possible; avoid open areas; close, lock and move away from
doors and cover windows; turn off lights; remain quiet; turn cell phones to vibrate
5. Remain alert for emergency communications and further instructions which may include staying, moving to
another location, or evacuating
6. If moving to another location or evacuating, please direct individuals to use the fire exit stairwells.
7. Do not leave until instructed by Emergency Personnel and the all-clear is given.

If any of the above procedures are put into place, Building Security will notify Prince George’s
Community College Police Dispatch Center.
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FOR MOBILE ALERTS SIGN UP AT:





http://scripts.pgcc.edu/owlalert/
http://www.howardcc.edu/services-support/public-safety/emergency-information/mobilealerts/
https://alert.umd.edu/?_ga=1.111365057.496399108.1485879287
https://member.everbridge.net/index/453003085614765#/login
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Site Map of Area

Red star with line indicates assembly area
along fence.
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Building Floor Maps
Laurel 1st Floor
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Environmental Shelter in Place
Tornado Shelter in place
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Laurel 4th Floor

Environmental Shelter in Place
Tornado Shelter in Place
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Laurel 5th Floor
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