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INTRODUCTION 
 
Clark State Community College will be able to better manage a crisis if prepared to deal with its 
possible occurrence before it actually unfolds.  The purpose of this manual is to guide the swift, 
unified and comprehensive reaction to a serious incident at the College and shall serve as a tool 
for training employees to respond to crisis events.  The office of the Vice President for Business 
Affairs (VPBA) shall be the internal crisis information center.  If this office is inaccessible in the 
case of an emergency, questions shall be addressed to Safety and Security. 
 
To provide crisis management, the following assumptions are recognized: 
 

 Crisis incidents are viewed as a component of life in the academic community. 

 Preparation for intervention is viewed as ongoing and preventive in nature. 

 Incorporation of multiple resources to provide varied expertise and avoid burnout of a few 
over-utilized persons is necessary. 

 
Therefore, the following must be ensured: 
 

 Establishment of a training program for all employees to address the effects of the trauma 
that occurs during such incidents. 

 Establishment of a hospitable and mutually cooperative environment for local law 
enforcement agencies who may be investigating the crisis incident. 

 Dissemination of information to reporters, students, families and administrators in a 
responsible and coordinated manner. 

 Collection and coordination of incident records. 

 Evaluation of what happened with the intent of preventing a similar incident, if possible. 
 
Crisis management may be exercised for any of the following: death or serious injury of an 
employee, student or campus visitor; accidents; crime or damage on campus; acts of nature; or 
hazardous situations. 
 
The Crisis Response Manual will provide the administrative protocol and procedures needed to 
deal with emergencies and crisis management situations on the College campuses. The 
Facilities, Safety & Grounds Committee shall review and revise the Crisis Response Manual 
annually.   
 
This manual shall be ǇƻǎǘŜŘ ƻƴ ǘƘŜ /ƻƭƭŜƎŜΩǎ ǿŜōǎƛǘŜ.  In addition, this manual shall be printed 
and distributed to each department on campus including student senate. 
 
 
 
 
 



 4 

 

 
 
 
 
 

I.  EMERGENCY PHONE NUMBERS 

 
 
 

 



 5 

I.A. EMERGENCY PHONE NUMBERS   

 
Safety and Security Department 
 
Hours of operation are Mondays through Thursdays from 7:30 am to 11 pm and  
Fridays from 7:30 am to 5 pm.  Safety and Security can be reached at extension 3856 (if calling 
on campus) or 328-3856 (if calling from off campus or from a cell phone).  Please call this 
number first and leave a voice mail message if there is no answer. If the situation is life 
threatening (i.e., a medical emergency), please call 9-911 and then call Safety and Security.     
 
Other Campus Numbers 
 
Crisis Information Center (VPBA Office) extension 6003 
Media Communications (College Relations) extension 6143 (cell phone 9-371-5876) 
Health Clinic   extension 6042 
Campus Ministry   extension 6083 
 
Other Emergency Phone Numbers 
 
Beavercreek Police (non-emergency)    9-1-937-426-1225 
Clark County Emergency Management Agency   9-328-4586 
Clark County Sheriff (non-emergency) (TDTI Yard)   9-328-2560 
Dayton Bomb Squad     9-1-937-449-1173 
Emergency Services (local police, sheriff, fire, EMS)   9-911 
Greene County Emergency Management Agency   9-1-937-562-5994 
Greene County Sheriff     9-1-937-562-4800 
Ohio State Highway Patrol     9-323-9781 
Springfield City Police (non-emergency)   9-324-7680 
WPAFB Bomb Squad     9-1-937-257-4536 
 
Please notify Safety and Security if you have called 911.  Please note that you must dial 9-911 
from a Cisco IP phone.   
 
If your Cisco IP phone is not working, proceed to a Centrex phone line in one of the following 
locations: 
 

Applied Science Center 134A (Fax Machine) 328-6138 

Brinkman Educational Center 201 (Fax Machine) 328-8084 

Brinkman Educational Center 418 (Fax Machine) 328-6077 

Greene Center (Fax Machine) 429-8870 

Library Resource Center (Fax Machine) 328-6142 

Maintenance Barn 328-3871 

Performing Arts Center 111 (Fax Machine) 328-3879 
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Rhodes Hall 116 (Fax Machine) 328-3853 

Rhodes Hall 213 (Fax Machine) 328-6097 

Shull Hall 117 (Fax Machine) 328-6053 

Technology & Learning Center 123 (Fax Machine) 328-6133 

 
If Centrex lines are not working, use a personal cell phone or the campus pay phone in Rhodes 
Hall (1st floor) and call Safety and Security (see above), Physical Plant (9-605-9225), or Grounds 
(9-605-9246). 
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II.A. CRISIS INFORMATION CENTER  

 
In the event of an emergency, the office of the Vice President for Business 
Affairs will be the internal crisis information center at the Springfield 
Campuses.   This office is located on the third floor of the Library Resource Center, Room 312, 
extension 6003.  The Administrative Dean will be the internal crisis information center at the 
Greene Center.  This office is located in room 108, extension 8912. 
 
If you have any questions about an emergency, these are the respective offices to call for 
information. They will have the most recent information related to any emergency on campus 
so these are also the numbers ǘƻ Ŏŀƭƭ ŦƻǊ άǊǳƳƻǊ ŎƻƴǘǊƻƭΦέ  
 
In the case of an emergency, if these offices are inaccessible, questions should be addressed to 
Safety and Security at extension 3856. 
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II.B. CALLING TREE  
 
Purpose - Primary reasons for activating the calling tree are to notify 
employees of dangerous situations or to share critical information. The calling 
tree is not to be used for routine information, which is available through the 
media, such as weather closings.  
 
Activation - The calling tree may be activated by any executive cabinet officer, or in the event 
that none are available, by the Dean of Student Affairs and Enrollment Management or Safety 
and Security. 
 
Structure ς Generally speaking, the calling tree follows the employment structure of the 
organization.  
 
The President will notify 

 Administrative Dean, Greene Center 

 Assistant to the President 

 Executive Director Foundation 

 Director of Human Resources 

 Marketing Director 

 Executive Director, Area 7, Workforce Investment Board 

 Executive Director of the Performing Arts Center 

 Vice President for Business Affairs 

 Vice President of Academic and Student Affairs 
 
The Vice President of Academic and Student Affairs will notify  

 Assistant to the VPASA 

 Dean of Student Affairs and Enrollment Management 

 Deans of the academic divisions 

 Dean of Library and Educational Resources 

 Director of Corporate & Community Services 

 Director of Career Management 

 Director of Information Technology 
 
The Vice President for Business Affairs will notify  

 Assistant to the VPBA 

 Conference Services Coordinator 

 Controller 

 Director of Facilities, Operations and Maintenance 

 Director of Truck Driver Training Institute 

 Manager of Bookstore and Office Services  

 Manager of Grounds and Fleet 
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Once contacted, each of these employees has the responsibility to contact the individuals who 
report directly to him/her, and so on throughout the organizational structure, until all 
employees have been contacted. Calling trees should also include student workers, interns, 
adjunct faculty, part-time staff, volunteers and renters of facilities as appropriate.   
 
Calling tree responsibilities are not completed until actual contact is made.  Voice mail or e-mail 
messages are not acceptable.  In the event that someone with calling responsibility is not 
available, the person responsible for calling him/her must call the faculty, staff, student 
workers, interns, volunteers, etc., who would normally be called by the unavailable employee.   
 
In departments/divisions where a manager is responsible for a large number of employees, a 
calling tree structure may be developed and distributed within the department/division.  
 
Each supervisor on campus should have readily available at work and at home the names, work 
phone numbers, and home phone numbers of all those employees whom he/she has the 
responsibility to notify.  In addition to their own calling tree structure, supervisors should have 
copies of all supporting calling trees within their responsibility so that if a staff member is not 
available the supervisor can execute his/her calling tree.  
 
Evacuation - Employees who are instructed to evacuate a building should do so immediately 
and make their calls after reaching a designated safety area.  
 
Communication to Trustees - The President will determine if and when the Board of Trustees 
should be contacted. If the President is unavailable, this responsibility rests with the Marketing 
Director. 
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II.C. MEDIA COMMUNICATIONS  
 
Notification - In the event of a major emergency, the Marketing Director should 
be notified immediately to handle media communications.  If the College 
Relations Office is inaccessible, the Human Resources Office should be notified.  The campus 
receptionist will be updated and notified of the location of the College Relations Office during 
an emergency. 
 
Spokesperson - The President, working with the Marketing Director, will designate the official 
College spokesperson for the situation. Media inquiries to other individuals should be referred 
to the College Relations Office.  
 
Media Response Center - The College Relations Office will serve as the media response center 
(extension 6143; cell phone 9-371-5876). If the College Relations Office is inaccessible, the 
Marketing Director, working with other College officials, will establish an alternate location and 
notify the media. Safety and Security will be notified of the location so they can direct media 
traffic accordingly.  


