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APPENDIX A 
ACRONYMS AND GLOSSARY 

 
AAR  After Action Review or After-Action Report 
CERT  Campus Emergency Response Team (also Community Emergency Response 

Team) 
COOP  Continuity of Operations Plan 
DHS  Department of Homeland Security 
EOC  CCCS Emergency Operations Center 
EMOG  CCCS Emergency Management Operations Group 
ENS  Emergency Notification System 
EOC  Emergency Operations Center 
EOP  Emergency Operations Plan 
ERG  Emergency Response Guide 
IC  Incident Command or Incident Commander 
ICP  Incident Command Post 
ICS  Incident Command System 
IMT  Incident Management Team 
MAA  Mutual Aid Agreement 
MOA  Memorandum of Agreement 
MOU  Memorandum of Understanding 
NIMS  National Incident Management System 
OEM  Office of Emergency Management 
PIO  Public Information Officer 
 
After Action Review: A review of actions, procedures, and policies that are conducted after an 
incident or exercise to identify strengths, weaknesses, and areas of improvement. 
 
Campus Emergency Response Team: College staff and faculty are trained to respond to minor 
emergencies on campus and assist Campus Police with evacuations. 
 
Campus State of Emergency: A declaration which usually suspends a few normal functions of 
the college, alerts staff, faculty and students to change their normal behaviors, or implements 
parts of the emergency operations plan. 
 
AppArmor: The system used by TSC to notify staff, faculty, and students of emergency 
situations on campus or affecting a campus. (Also see Mass Notification System) 
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Continuity of Operations Plan:  A plan to restore complete operations and/or relocate 
operations following a major disruption such as a natural disaster or fire that affects the 
College’s physical assets and facilities. 
 
Department of Homeland Security: The Federal department tasked with homeland security 
missions including preventing terrorism and enhancing security; securing and managing 
borders; enforcing and administering immigration laws; safeguarding and securing cyberspace; 
and ensuring resilience to disasters. 
 
Designated Shelter Area: An area in a building that has been designated as a preferred place to 
take cover shelter in the event of a tornado or other emergency event.  
 
Emergency: Any incident, whether natural or human-caused, that requires responsive action to 
protect life or property. 
 
Emergency Operations Center:  The designated facility where the campus Emergency 
Management Operations Group will convene during an emergency or disaster. The EOC may be 
located on campus or at an off-site location as the situation dictates. 
 
Emergency Management Operations Group: A group of college senior staff members that 
supports emergency operations and advises the Incident Commander. The EMOG may be 
activated for in-house special event management.  
 
Emergency Notification System: A communications system designed to provide emergency 
notification via text messaging, e-mail, telephone, and/or other electronic methods.  
 
Emergency Operations Center: A facility designated for managing a disaster or emergency. It is 
where the local first responders Incident Management Team makes decisions to allocate and 
coordinate resources, provides for incident communications coordination, and directs the 
overall disaster emergency response. This center may be separate from the Incident Command 
Post.  
 
Emergency Responder: Any member of campus or local emergency services, to include law 
enforcement, fire, and emergency medical services. 
 
Emergency Response Guide: Quick reference charts for emergency situations posted in each 
classroom and office area at all CCCS campuses. 
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Evacuation: An emergency protocol in which all of a building’s occupants are required to exit 
the building.     
 
Finance Section: In the Incident Command System, this section manages all financial aspects of 
the incident including purchasing and contract support. 
 
Hazardous Material: Any substance or material that, when involved in an accident and released 
in sufficient quantities, poses a risk to people’s health, safety, and/or property. These 
substances and materials include explosives, radioactive materials, flammable liquids or solids, 
combustible liquids or solids, poisons, oxidizers, toxins, and corrosive materials. 
 
Incident Command Post: The location(s) from where the local first responders Incident 
Commander and his/her staff manage an emergency incident, as determined by local first 
responders. 
 
Incident Commander: Person who is responsible for the overall management of the incident. 
 
Incident Management Team: A multi-agency/multi-jurisdictional team that is formed and 
managed at the local, state, or federal level, and is used for extended incidents, 
 
Liaison Officer: In the Incident Command System, the person assigned to coordinate incident 
activities with all participating emergency response agencies.  
 
Lockdown: An emergency protocol in which access to a building is restricted by locking all 
exterior building doors.  
 
Logistics Section: In the Incident Command System, this section provides facilities, materials 
and services for the incident. 
 
Memorandum of Understanding: An agreement between jurisdictions to provide assistance 
and resources during times of emergency.  
 
National Incident Management System: A flexible framework of doctrine, concepts, principles, 
terminology, and organizational processes that apply to all hazards and jurisdictions. 
 
Operations Section: In the Incident Command System, this section manages tactical operations 
at the incident.  
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Planning Section: In the Incident Command System, this section manages all information 
relevant to the incident and provides the operational support required for long-term incidents. 
 
Policy Group: Formed around the President's College Council is the Policy Group serves as an 
advisory board for the President and provides strategic guidance during incidents. 
 
Public Information Officer: Individual develops and releases information about the incident to 
the media, incident personnel, and other appropriate agencies and organizations. 
 
Reverse Evacuation: An emergency protocol in which people outside of the building are 
directed to return to the shelter of the building. Such a protocol might be used in the event of 
sudden and threatening weather or other threat outside the building. 
 
Safety Officer: In the Incident Command System (ICS), the Safety Officer oversees safety for the 
incident. 
 
Service Animal: Any guide dog, signal dog, or other animal trained to assist an individual with a 
disability. 
 
Shelter-in-Place: An emergency protocol in which all building occupants are directed to remain 
in their offices, classrooms, or work areas for safety reasons. 
 
Unified Coordination System: A formal system used to coordinate resources and support 
between agencies or jurisdictions in regional situations. 
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APPENDIX B 
CAMPUS EMERGENCY MAPS 
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PROMULGATION STATEMENT	
	

This Annex is a guide to how the College conducts a response specific to an infectious disease 
or foodborne illness incident.  The Annex is written in support of the College’s Emergency 
Operations Plan (EOP) and shall be considered an interactive support document to the EOP. 
	

APPROVAL AND IMPLEMENTATION 
	

The College President in consultation with the System President and the System’s Legal Counsel 
shall be responsible for Annex oversight and coordination with applicable stakeholders. The 
Annex is flexible in that part of the plan, or the entire plan, may be activated based on the specific 
emergency and decision by College and System senior leadership. 
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SECTION I: PURPOSE, SCOPE, SITUATION, AND ASSUMPTIONS 
	
A. PURPOSE	

	

	
The purpose of this Annex is to provide guidelines for an effective response to infectious 
diseases that will help ensure the health, safety, and well-being of the College community. This 
annex is intended to provide a strategy for identifying the resources needed and how those 
resources should be deployed, while establishing effective communication and response of all 
relevant on-campus and off-campus entities to support a coordinated response. 

	

	
This document supports the State Health Department’s efforts to plan for and respond to 
communicable disease outbreaks. The Health Department will be an important partner in 
the investigation, surveillance, and response to an outbreak associated with an infectious 
disease, or foodborne illness. 

	

	
Additionally, these guidelines will: 

	
• Provide guidance for emergency response operations and the utilization of all 

available College and government resources for the protection of lives, property, and 
the continuance of College operations in the event of an outbreak. 

	

• Outline the duties and responsibilities of College departments. 
	

• Represent the flexible timeline associated with an infectious disease or foodborne 
illness outbreak, the response to an outbreak, through the resumption of normal 
operations. 

	
B. SCOPE	

	

	

All contents within this annex apply to College students, faculty, staff, and visitors, while 
understanding that major outbreaks occurring within the College campus will most likely 
influence surrounding communities.  The Infectious Disease Response Team (IDRT) is the 
College’s responsible authority to direct the response and actions associated with an on-campus 
disease outbreak and will serve as a liaison with the Colorado Department of Public Health and 
Environment. The IDRT will collaborate with the System President and the President of the 
College impacted by the disease or illness, and if indicated by the incident, the local public 
health department command center or local first responders. 

	
	
The IDRT may consist of, but is not limited to, the following departments:  
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• Safety and Security 
	

• Marketing and Communications 
	

• Security Departments 
	

• Student Health Services 
	

• Environmental Health and Safety 
	

• Facilities Services 
	

• Human Resources 
	

• Information Technology 
	

• Cafeteria Services 
	

• Student Affairs 
	
	
C. SITUATION	OVERVIEW	

	

	
An infectious disease is any medical illness that is caused by microscopic organisms or their 
toxins. Invading microorganisms include viruses, fungi, bacteria, and parasites. Sources for 
these organisms include the environment, animals, insects, and other mammals, including 
humans. Transmission usually occurs by: 

	
• Inhalation 

	
• Ingestion 

	
• Direct contact, or by bites by a contaminated vector. 

	
Many infectious diseases can cause outbreaks and epidemics. For this reason, identification, 
evaluation, and mitigation of infectious diseases are essential to protect public health.  Infectious 
diseases can occur naturally, through human error (e.g., airborne or foodborne illness), or 
through deliberate acts of bioterrorism. 
	
D. THREAT	AND	VULNERABILITY	

	
	

An infectious disease knows no boundaries; therefore, an outbreak associated with an infectious 
disease could present a serious risk on a college campus, where there is a large number of 
students, faculty, and staff.  In addition to the large concentration of individuals, College faculty 
members may be engaged in research to study various biological agents, while other activities 
may present infectious disease threats such as food preparation and service, or athletics. 
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The College is at constant risk for exposure to infectious diseases. An infectious disease 
outbreak can range from involving a relatively small number of individuals in a limited area, 
mild disease with little morbidity and mortality, and simple epidemiological investigation to 
involving a large number of people over a wide geographical area, severe disease with high 
mortality, and complicated epidemiology.  Infectious disease outbreaks may differ from other 
types of emergencies, because they can last for days to months—requiring ongoing local, state, 
and federal resources before resolution. 

	

	
A unique feature of the wide variety of infectious agents that may affect a college environment 
is the different characteristics of the various diseases. For instance, there can be abrupt onset of 
illness (e.g., 6-24 hours for Norovirus) or delayed onset from exposure (e.g., 27 days for 
Hepatitis A).  This variation in time from exposure to symptoms presents significant challenges 
in the management of the outbreak, surveillance for cases, and intervention.  Finally, unlike 
most emergencies that a college campus may face, many disease outbreak situations may 
require a long-term response and the allocation of substantial College and System resources that 
can stretch from one day to months. 

	
	
E. CAPABILITY	AND	MITIGATION	OVERVIEW	

	
	

In general, campus community environments provide challenges for the control of infectious 
diseases such as: 

	
	

• A young adult population that may or may not have received immunizations for 
vaccine preventable diseases.  In addition, waning immunity to previous 
vaccinations is an increasing problem for such diseases as mumps and pertussis. 

	

• The close living quarters of dormitories may facilitate the spread of such diseases as 
seasonal influenza, pandemic influenza, and bacterial meningitis. 

	

• Large food service operations, such as cafeterias, have the opportunity for 
outbreaks of foodborne illnesses. 

	

• Diverse student and faculty populations from foreign countries, where diseases not 
commonly found in the United States are endemic, such as tuberculosis. 

	

• The College may conduct research or experiment on diseases that are not 
commonly found, and may result with exposure to students, faculty and staff. 
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All of these factors call for increased vigilance of infectious diseases in the College setting for 
prevention, rapid detection, and a coordinated control by College and System administrators and 
public health officials. 
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The College collaborates and participates in various infectious disease prevention, protection, 
mitigation, preparedness, and response and recovery efforts with local and state health officials, 
hospitals, community, and regional support systems, by means of the following methods: 

	
	 	

• Committees, meetings and work groups 
	

• Training and exercise opportunities 
	

• Strategic planning sessions 
	

• Awareness and intervention marketing and media campaigns 
	

• Health risk continuing education 
	
	
F. PLANNING	ASSUMPTIONS	

	
	

The College response to an infectious disease is rapid and can be accelerated, dependent upon 
whether the disease is communicable or life threatening. The College must contend with 
infectious disease outbreaks that threaten its students, faculty, staff, and/or visitors.  Advanced 
planning for critical operations and coordinated response is essential to assuring an immediate 
and effective response to, and recovery from, an infectious disease outbreak.  During such 
incidents, general guidelines, situations, and assumptions may apply, such as: 

	
	

• Emergency response efforts such as activating emergency support functions, etc., may 
not be appropriate or effective in dealing with an outbreak.  A more appropriate 
response may be to bring together a small multi-disciplinary group of College, 
System, State, and Local officials with health and medical stakeholders to work 
together over time to resolve the outbreak. 

	

• Most infectious disease emergencies follow some recognizable build-up period, 
during which actions may be taken to achieve an appropriate state of readiness. 

	

• Infectious disease outbreaks may be “asymmetrical” in that time of the outbreak 
may be days-to-weeks, even months with no clear-cut geographical boundaries. 

	

• Response situations may be “symmetrical” in that they are limited by time and space.  
Time is defined in hours or days and space is usually confined to a specific geographic 
area. 

	

• A communicable biological threat (man-made or natural) can occur in any season or 
location, with or without advance notice. 
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• Biological threats may be introduced into the population and spread via food, 

water, air, infected animals, infected insects, surfaces, or through person-to- 
person contact. 

	

• A communicable disease from abroad or in the United States can be introduced to the 
Colorado region through use of mass transit of people and commodities, and through 
mass food production. 

	

• Non-pharmaceutical preventive measures may be required to limit the spread of a 
contagious biological agent, including social distancing (avoiding close contact and 
public gatherings), isolation, and universal precautions (hand washing, gloves, 
respiratory protection around infected individuals). 

	

• In cases of an infectious disease that is required by health agencies or other 
authorities to be reported, it is critical to have surveillance systems in place to 
detect the disease, report the illness to proper public health authorities, and 
institute control and prevention strategies. 

	
	

• The IDRT may be activated as deemed necessary by the severity and duration of the 
outbreak. 

	

• The College, in collaboration with the System office and local, state, and federal 
public health officials, will be responsible for the dissemination of accurate and 
timely information to the students, staff, and faculty.  Effective communication will 
be critical in mitigating a major disease outbreak. 

	

• It is possible that local and state jurisdictions, in addition to hospitals and urgent care 
facilities, will become overwhelmed during a large, prolonged outbreak; therefore, 
support to ensure provision of all requested essential commodities and services to 
the College might be difficult. 

	

• Depending upon the infectious agent, any age group within the population may be at 
risk, with some population groups being considered high risk. 

• Quarantine may be an extreme measure available to the College for 
management of some outbreaks. 

	

• Medication may not be available or effective to limit the impact of the disease. If 
medication is available, the supply may be limited, due to country/global-wide 
impacts. 

	

• When local pharmaceuticals and other medical supplies are limited, the Strategic 
National Stockpile (SNS) may be requested by the state. 
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SECTION II: CONCEPT OF OPERATIONS 
	
	
A. GENERAL	

	
	

Information located in this section is designed to give an overall picture of incident 
management relating to health, foodborne and intentional exposures.  It is the responsibility of 
the College to protect life and property from the effects of disasters, within its own jurisdiction. 
The College has the primary responsibility for initial emergency management activities onsite, 
as enumerated in the College’s Emergency Operations Plan (EOP).  This section primarily 
clarifies the purpose and explains the College’s overall approach to a health and medical 
services incident (i.e., what should happen, when, and at whose direction) to include the 
division of local, state, federal, and any intermediate interjurisdictional entities. 

	
	

Top priorities for incident management relating to health, foodborne, and intentional exposures 
are to: 

	
	

• Save lives and protect health and safety of students, faculty, staff, visitors, 
responders, and recovery workers 

	

• Collaborate and coordinate with local, state, and federal stakeholders regarding a 
potential health or medical threat 

	

• Protect and restore critical infrastructure and key resources 
	

• Protect property and mitigate damages and impacts to individuals, the community, 
and the environment 

	

• Facilitate recovery of individuals 
	

• Recover operations 
	

B. KEY	AREAS	OF	EMERGENCY	PLANNING	AND	INCIDENT	
MANAGEMENT	PERTAINING	TO	INFECTIOUS	DISEASE	

	

	
This Annex also employs key areas of emergency planning and incident management that 
include mitigation, preparedness, response and recovery, with more detailed references and 
instruction found in the College’s EOP.  Key examples of medical actions pertaining to 
infectious disease, foodborne illness, or intentional exposures are noted as follows: 
	

• Mitigation: Examples of activities that support mitigation include: 
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o Infectious Disease Clinics offer vaccine 

	

o Preparedness Materials: Distribution of printed materials, such as “Wash 
Your Hands” and “Cover Your Cough” posters 

	

o Website references and suggested videos 
	

o Distribution of hand sanitizers 
	

o Literature distributed by CCCS on communicable diseases 
	

o Collaboration and coordination between law enforcement, public health, and 
environmental officials 

	

o Investigation and surveillance 
	

o Information sharing and early notification to (and collaboration with) 
appropriate agencies 

	

• Preparedness: Examples of activities that support preparedness include: 
	

o Ongoing review of the College’s EOP 
 

o Trainings for College faculty, staff, and students 
 

o Multi-jurisdictional exercises designed, executed, and analyzed on an ongoing 
basis 

	
• Response: Examples of activities that support response include: 

	
o Activation of the IDRT 

	

o Early notification to, and collaboration with, appropriate local, regional, private 
sector, volunteer, and state agencies 

	

o Campus communications to include mass email, ConnectEd, listservs, etc., to 
students, faculty, staff and parents 

	

o Activate portions of the College’s EOP, if applicable 
	

• Recovery: Some examples of activities that support recovery are: 
	

o Medical reporting and continuing epidemiological surveillance and 
investigation 

	

o Analyze data collected during the response 
	

o Hold debriefing session with response staff in preparation for the development 
of an After-Action Report (AAR) and Improvement Plan (IP) 

	

o Activate additional portions of the College’s EOP, if applicable, to support 
staff, faculty, student, and family needs during and after an outbreak 
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C. HEALTH	AND	MEDICAL	SERVICES	ANNEX	ACTIVATION	
	

The College, in collaboration with the System office, local, and state health officials will 
determine the need to activate this Annex and/or the College’s EOP and contents within to 
support a public health incident.  
 

	
	
D. NOTIFICATION	AND	WARNING	

	
	

The notification protocol for infectious diseases will, by necessity, vary from the 
emergency response notification process as described in the College’s EOP.  The IDRT 
will be a key point of contact, working with other senior College administrators and the 
System office, to determine internal and external communication and coordination for the 
College. In conjunction with the College and System Presidents, early notification to 
local, state, and federal stakeholders during a potential health threat is desirable to 
expedite the recovery process. 

	
	

SECTION III: ORGANIZATION AND ASSIGNMENT OF 
RESPONSIBILITIES 
	
A. ORGANIZATION	

	
	

Upon implementation of this Annex, various College departments will provide designated 
personnel and response teams that may be activated.  Team members may be relieved of all 
other duties, with the assigned emergency response duty becoming their primary responsibility 
during the incident.  The IDRT has the primary role for coordinating the College’s response for 
all infectious disease incidents occurring on campus property. The response may require the 
assistance of outside agencies or other emergency response organizations. 

	
B. POSITION	ROLES	AND	EXPECTED	ACTIONS	

	
	

Upon learning of an incident involving College facilities, students, faculty, staff, or 
events, senior administrators will utilize the following position roles and expected 
actions as guidelines to implement: 

	
	

• Infectious Disease Response Team (IDRT) 
	

o In the event of a suspected infectious disease incident or a 
national/international level threat, the IDRT should be activated. Examine 
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current College and System policies, plans, procedures, and guidelines as they 
relate to the incident in question. 

	

o Provide guidance, as needed, to assist the College and System Presidents in 
tailoring a coordinated response. 

	

o Support the collaborative efforts and communication flow between the College, 
the System office, and the Colorado Department of Public Health and 
Environment or the Centers for Disease Control, as the situation warrants. 

	

o Ensure that information regarding a potential infectious disease case will flow 
through pre-existing lines of communication. 

	
	

o A collective communication and coordinated effort will most likely occur to 
address the need to inform, not only the College population, but also the public of 
important information or protective actions. Therefore, it is likely that a Joint 
Information System (JIS) or Joint Information Center (JIC) would be established 
to include input from the Colorado Department of Public Health and Environment 
and other appropriate agencies or System departments.  

	
• Safety and Security 

	

o Support the activities of the IDRT. 
	

o Support the efforts of any multi-agency health and medical planning group that may 
be formed. 

	

o If the College’s EOP is activated, other emergency responders may report to the 
primary location, and assume their roles as established in the EOP. 

o Investigate any incident that could involve criminal acts. 
	

o Support the efforts of the Centers for Disease Control, the Colorado Department 
of Public Health and Environment, county health departments or IDRT as 
appropriate. 

	
	

• Marketing and Communications 
	

o Activate the communication plan and collaborate with members of the IDRT, the 
College, System Presidents, and System office. 

	

o Support the efforts of the Centers for Disease Control, the Colorado Department 
of Public Health and Environment, county health departments or IDRT, as 
appropriate. 

	
• Student Health Services [if applicable] 

	

o Promptly contact the College’s senior administrators and leadership, and coordinate 
activities accordingly. 

o Support the efforts of, and adhere to, any reporting requirements of illnesses as 
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may be required by the Centers for Disease Control, the Colorado Department of 
Public Health and Environment or local health departments.  

	

o Coordinate vaccination efforts for staff, faculty, and the student population. 
	

o Provide accurate public education, in coordination with Marketing & 
Communications. 

	
	

• Facilities Services 
	

o Facilitate decontamination efforts, as directed in accordance with any health or 
CDC guidance. 

	

o Support the efforts of the health departments or IDRT, as appropriate. 
	
	
	

• Human Resources/Employee Services 
	

o Provide guidance for absenteeism and leave policies. 
	

o Data collection of absenteeism information. 
	

o Support the efforts of the health departments or IDRT, as appropriate. 
	
	

• Information Technology 
	

o Support telecommunicating 
	

o Support the efforts of the health departments or IDRT, as appropriate.  
	

• Dining Services 
	

o Support efforts for feeding of isolated / quarantined on-campus students. 
	

o Support the efforts of the health departments or IDRT, as appropriate. 
	
	

• Student Affairs 
	

o Advise on planning to include student activities and events. 
	

o Support the efforts of the health departments or IDRT, as appropriate. 
	
	
	
C. EMERGENCY	COMMUNICATIONS	

	
	

All departments will maintain their existing equipment and procedures for communicating 
with their field units and will communicate in accordance with the Colleges EOP if needed. 

	
	
D. EMERGENCY	PUBLIC	INFORMATION	
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Timely warnings of outbreak or exposure conditions are essential to preserve the health, safety, 
and security of the College community, and critical for an effective response and recovery.  
Additional information about emergency public information is contained in the College’s EOP.   

	

SECTION IV: DIRECTION, CONTROL, AND COORDINATION 
	
	

Local, regional, federal or state public health agencies most often have the professionals and 
expertise to conduct an appropriate investigation.  The College will support the health and 
medical community’s operational priorities that include: 

	

• Maintain the health and well-being of the campus community, while 
communicating with health authorities. 

	

• Protect the campus from outbreaks of disease that occur in the community 
	

• Allocate appropriate College resources to support the surveillance, 
investigation, and intervention necessary to control an outbreak. 

	

• Maintain business continuity of college operations. 
	
	

General actions are detailed in the appropriate sections of these guidelines; however, it is 
acknowledged that infectious disease or foodborne incidents are unique occurrences, which 
require specific actions dependent upon the type, nature, and extent of the emergency.  In this 
regard, this document is not all-inclusive, nor does it limit or restrict reasonable or prudent 
actions. 

	
	

SECTION V: ANNEX DEVELOPMENT AND MAINTAINENCE 
	
	

This Annex utilizes existing program expertise and personnel to provide prevention, 
protection, mitigation, preparedness, response, and recovery efforts of post incident 
consequences. 
	

Senior College administrators and leadership shall oversee or coordinate the review and 
maintenance of this Annex.  
	
	
	
	
	



	

	 Page	70	
	

 

 
 
 

ANNEX 2 
Reunification Plan 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



	

	 Page	71	
	

 
Purpose 
 
The purpose of a Reunification Plan is to establish a procedure and set of options for large scale 
emergencies that can be used to reunite students and faculty with friends and family.   
 
Community Colleges with day care or high school dual enrolled learners also have an obligation 
to provide reunification for minors to custodial parents.   
 
Reunification can occur on or off campus and planning for both options must be part of any 
emergency plan.   
 
 
Definitions 
 
Reunification:  Procedure implemented for the reunification of students and faculty with friends 
and family if a campus is evacuated or closed as a result of a hazardous materials transportation 
accident, fire, natural gas leak, flooding, earthquake, campus violence, bomb threat, terrorist 
attack or other local hazard.  This process may occur on-site or off-site dependent on the threat 
or direction from first responder 
 
Reunification Site Commander: Person responsible for implementing managing the process at 
the designated site location.   
 
Reunification location: The reunification location may be on campus property or at a designated 
off-site location. Each campus must identify a primary on an off-site location that can 
accommodate students and faculty.  Appropriate off-site locations include but are not limited to 
local recreation centers, high schools, churches or other facilities that are out of the elements. It 
is critical that conversations with    

 
Procedures 
 
In an emergency, Community Colleges must establish a safe area reunification site. This area 
must be away from both the damage and/or crime scene.  In a typical release the following steps 
will be followed: 
 

a. Campuses will implement their notification protocols to notify students/faculty of the 
emergency. 

 
b. Students and faculty must be notified of the location they are to evacuate too.   

 
c. Procedures to notify parents of minor children on campus must be established 

 
Reunification Protocols  
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d. Picture I.D. is required for parents to insure the person requesting the minor child matches 

the student 
 

e. Parents will be asked to sign a form indicating they pick up the child/children.  The date 
and time will also be indicated on the pick-up form. 

 
f. If the child is in the first aid area, the parent will be directed to that area for reunification 

with their child/children. 
 

g. Because of the traumatic nature of emergencies, Reunification sites are often the location 
that emotional issues are first manifested.  Through the College’s Incident Command 
System, victim advocates and/or crisis mental health counselors should be requested to 
deploy to the Reunification site to support students and faculty.   

 
Additionally, 
 

1. Student and Faculty emergency contact information should be updated each semester.   
 

2. Faculty responsibilities will be to: 
• Remain calm 
• Keep students together 
• Take attendance and account for students.  Identify students that are missing as well 

as students that may not be assigned to your class. 
 
Supplemental Considerations 
 

• Shortly after the incident the media will have a presence near your campus.  The PIO, part 
of the command staff operating under the Incident Command System, will deal with the 
media in conjunction with law enforcement or fire departments. Media should not be 
allowed on campus or at the Reunification Site. 

 
• Translators may need to be available at various checkpoints. 

 
• Ensure special needs students and faculty are assisted.  Request help if needed. 
 
• Some parents of minor children may refuse to cooperate with the student/parent 

reunification process.  This situation can be diminished, to some degree, if parents are 
informed about the Campus release procedures before the disaster or emergency occurs.   

 
• Students, Faculty and parents may be emotional when arriving at the Reunification Site.  

Have counseling available to deal with issues that exceed your area of expertise. 
 

• Other resources to utilize if necessary; red cross, victim advocates, community reach, 
administrative staff, local/county emergency management personnel.
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Attachment A 

Off-Campus Evacuation 
 

 
Considerations 
 
If an off-campus evacuation has been ordered, everyone should assemble in their designated 
areas for immediate transfer to the off-site location.  The following action steps should be taken 
into planning consideration to ensure a smooth transition: 
 

¨ The Incident Commander or designee will determine if an evacuation should be ordered 
based on information from local law enforcement, fire official, and/or a school 
administrator. 

 
¨ The Incident Commander or designee will notify all students, staff and visitors. This may 

be done via: 
o Intercom 

Messenger/Connect Ed, etc. 
o Telephone / Cell phone 
o Two-Way Radio  
o Evacuation Announcement – “Students, faculty and visitors please evacuate the 

area and go to (location away from the campus).  We will be implementing 
controlled release at that location.” 

 
¨ Identify faculty and student transportation needs. 

o School buses from local K-12 or RTD 
o Consider special needs evacuees, with equipment such as wheelchairs, walkers, 

etc. 
 

¨ Follow established procedures to request needed transportation. 
 

¨ Follow preplan primary or secondary routes to off-site location. 
 
Reunification 
 

¨ Establish Command Post and Reunification Site Commander. 
 

¨ Set up a report area for parents/guardians to sign-in and to check identification. 
 

¨ Set up a mental health area and direct staff to escort parent/guardian of any injured, 
missing or deceased student to the area for first responders to provide notification in 
private away from others.   

 
¨ Establish a secure area for minors 

 
 
Faculty and staff 

• Take your class roster, phone lists and emergency Go Kits. 
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• After evacuating, Faculty will take roll and account for all students and deliver that list to 
the reunification site commander upon arrival.  Report immediately any injured or missing 
students to school administration. 
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ANNEX 4 
Emergency Management 
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  Functional Group/Title  Role 
  EMOG Chair 
  Dr. Rhonda Epper 

• Directs all activities of the EMOG. 
• Serves as liaison between Policy Group and EMOG. 

  Public Safety/Emergency       
Management/Security 
Dr. Rhonda Epper 

• Declares and ends the emergency. 
• Directs activities of college incident response team. 
• Coordinates with external emergency response agencies. 
• Reports to the incident site as requested. 
• Solicits qualified personnel to incident site (traffic and perimeter controls). 
• Conducts after-action reviews. 

Student Services 
    Alfredo Burciaga	

• Liaison with student support services. 
• Provides relevant information regarding existing students of concern from 

disciplinary and behavioral intervention team records. 
• Responsible for patient tracking and reunification.	

Risk Management 
   Alex Roybal	

• Acts as campus safety officer and compiles information needed for the 
after-action report. 

Human Resources 
   Yvette Atencio	 • Responsible for personnel accountability and legal matters. 

VP of Operations and Workforce 
Development James Kynor   
 Senior Marketing Director 

• Responsible for information dissemination to the college community, public 
sector, and media outlets. 

• Assists with emergency notification. 

Finance – Emergency Response 
   Shannon Shivley 

• Coordinates financial matters. 
• Works with HR director for allocation of employee reimbursement during 

emergencies.	
Business Services – COOP 

   Shannon Shiveley	 • Coordinates financial matters as needed for continuity of operations. 

Procurement 
  Amada Vigil	

• Determines whether a Request for Proposal (RFP), competitive sealed bid, 
or other methods shall be used for each procurement during an 
emergency. 

Facilities 
  Theresa Martinez 

• Solicits qualified staff members to incident site for utility control, trades, 
environmental health & compliance, and damage control. 

• Technical resources for long-term shelter in place.	
Executive/Administrative Support 
Group 

   Linda Perry 
   Lynette Bates 
 
    

• Acts as liaison to Policy Group. 
• Serves as a resource person. 
• Documents activities and meetings. 

Information Technology 
    
  Ira Williamson 
 
 

• Assists with emergency notification and equipment. 
• Provides support for communications and data management. 

Campus Emergency Resource Group 
			Safety Committee 	

• Solicits qualified personnel to incident site. 
• Assists EMOG and Leadership in interpreting, understanding, and predicting 

activities of external public safety organizations. 
• Functions as Liaison with external public safety agencies. 



	

	

	


