
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

                Florida Edition 
 
 
 
 
 
 

 
 



2 

April 10, 2018  

 

 

 

 

 

Table of Contents  

 

 
 
 
 

Introduction 3 

Lockdown Policy 4 

Inclement Weather and Storm Preparedness 5-7 

Flood and Leak Solutions 8 

 

Fire Procedures 9 
 

Bomb Threat Procedures 10 

Death or Medical Emergency Procedures 11 
 

Chemical Spills and Exposure to Hazardous Materials or Blood Borne Diseases 11 

Power Failure Procedures 12 

 

Hostile Intruder, Terrorist Attack and Firearm Presentation 12-13 

Phone Numbers and Websites 14 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3 

April 10, 2018  

 

 

 

 

 

Introduction  

The purpose of this guide is to educate the students on each campus to their role during an 
emergency.  Most often, threats such as a storms, fire, flooding, civil disturbances and medical 
emergencies cannot  be  prevented,  necessitating  the  implementation  of  this  Emergency 
Procedures Manual. Planning is the key to being prepared for every crisis situation.  

A "crisis situation/incident " represents an extraordinary and unpredictable disastrous event  
such as a mass shooting, flood, storm, power outage, criminal activity, hostage situation, civil  
disturbance, fire, or any type of critical incident that significantly impairs the normal operations  
of ASA College and its community, resulting in a negative impact that requires  
immediate action to be taken by Deans, faculty, staff, students and/or emergency responders.  
 
Each campus is provided an Emergency Preparedness Manual delineating the responsibilities of 
various staff members in the event of an emergency.  All college staff members have been 
trained regarding their responsibilities during an emergency.  Students will always defer to the 
appropriate staff member in charge in the event of crisis.   Therefore, this plan is designed to 
provide timely, efficient, and controlled planning, recovery and restoration of essential ASA College 
operations by reducing confusion during the chaotic period which typically follows such a 
disruption.  On each campus, the person of authority in an emergency situation will be the Campus 
Dean.  In the event of that person’s absence, any administrator or faculty would be deemed able to 
assist in an emergency.  A student should never attempt to handle any emergency situation alone or 
without notifying someone in authority.  
 

Evacuation Lock-down  
 
Should an emergency pose a threat to students on campus, the college and/or individual campus  
will enter a ‘lock down’ mode in which all students, staff and guests will be immediately  
evacuated and no students, staff or guest will be allowed back in the building under any  
circumstance until the Campus Dean and/or emergency personnel states differently.  
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LOCKDOWN POLICY  

 

Main office receives information on potential threat in vicinity of school.  
Administrator or other authorized person makes decision to lock down school.  

COMMUNICATE LOCKDOWN STATUS (communicate via email to faculty and  

students and to remote buildings and outside areas).  

“OUR SCHOOL IS IN LOCKDOWN. THIS IS NOT A DRILL” (repeat). RAPIDLY ASSESS need for 

police or other assistance.  

ASSIGN RESPONSIBILITIES to others (administrator stays in command center).  

 NOTIFY corporate office (usually assigned to secretary).  
CALL 911 and request assistance if needed (caller must stay on line).  

 LOCK all outside doors (usually assigned to maintenance staff).  
 MONITOR radio and main phone line (allay parent concerns).  

 COMMUNICATE PROTOCOL TO SCHOOL.  
              NO MOVEMENT of students between buildings.  

              RECALL STUDENTS from outside areas if safe to do so.  
              NORMAL OR MODIFIED ACTIVITY may be permitted inside the building.  

RESTRICT ENTRY to known persons.  

 ADJUST PROTOCOL to the level of the perceived threat.  

RE-ASSESS SITUATION PERIODICALLY (summon help as warranted).  

GIVE “ALL CLEAR” SIGNAL when the safety of the school has been assured.  
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INCLEMENT WEATHER AND STORM PREPAREDNESS  

 

HURRICANES  
 
Hurricane Season runs from June 1 through November 30. While a storm may occur at any time, it 
is most important to be prepared during peak season.  

Tropical Storm Watch (Tropical storm conditions (sustained winds of 39mph to 73mph) are possible 
within the specified coastal area within 48 hours.)  

 
•   Continue to monitor weather stations for updates.  
•   Send communication to all students/faculty/staff to inform of conditions.  

 
Tropical Storm Warning (Tropical storm condition (sustained winds of 39mph to 73mph) are 
expected somewhere within the specified coastal area within 36 hours.)  

 
•   Continue to monitor weather stations for updates.  

•   Send communication to all students/faculty/staff to inform of conditions.  
 
Hurricane Watch (Hurricane conditions (sustained winds of 74mph or higher) are possible within the 
specified coastal area. Because hurricane preparedness activities become difficult once winds reach 
tropical storm force, the hurricane watch is issued 48 hours in advance of the anticipated onset of 
tropical storm-force winds.)  

Hurricane Warning (Hurricane conditions (sustained winds of 74mph or higher) are  
expected somewhere within the specified coastal area. Since hurricane preparedness activities  
become difficult once winds reach tropical storm force, the hurricane warning is issued 36 hours in 
advance of the anticipated onset of tropical storm-force winds. ) In addition to the above, it is important 
to:  

 
•   Close appropriate campus/office; evacuate the area.  

 
 
After the Storm  

 
•   Staff will schedule make-up classes as needed and notify students.  

 

Hurricane Terminology to Know:  

Category One - Winds of 74-95 mph. Storm surge generally 4-5 feet above normal. Damage primarily 
to unanchored mobile homes, power lines and trees. Example: Hurricane Katrina (Florida), 2005.  
 

Category Two - Winds 96-110 mph. Storm surge generally 6-8 feet above normal. Some  
damage to roofs, doors and windows. Considerable damage to trees, mobile homes, small boats in 
unprotected anchorages and piers. Example: Hurricane Wilma, 2005.  
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Category Three - Winds 111-130 mph. Storm surge generally 9-12 feet above normal. Some 
structural damage to homes and buildings. Heavy damage/destruction of trees and mobile homes. 
Example: Hurricane Frances, 2004.  
 

Category Four - Winds 131-155 mph. Storm surge generally 13-18 feet above normal. More extensive 
roof damage on small homes. Shrubs, trees and all signs are blown down. Complete destruction of 
mobile homes. Extensive damage to doors and windows. Low-lying escape routes may be cut by rising 
water 3-5 hours before the arrival of the center of the hurricane.  
 

Category Five - Winds greater than 155 mph. Storm surge generally more than 18 feet above  
normal. Complete roof failure on many residences and industrial buildings. All shrubs, trees and  
signs blown down. Complete destruction of mobile homes. Severe and extensive window and  
door damage. Low-lying escape routes are cut by rising water three to five hours before the  
arrival of the center of the hurricane. Major damage to lower floors of all structures located less  
than 15 feet above sea level and within 500 yards of the shoreline. Example: Hurricane Andrew,  
1992.  
 
Hurricane Eye - The calm center of the storm that is often only partly covered by clouds.  
 

Mandatory Evacuation - A notification to persons within a designated area (evacuation zone) that an 
imminent threat to life and property exists. Individuals MUST relocate and seek refuge in an inland, non-
evacuation area.  
 
Saffir-Simpson Scale - Assigns hurricanes to one of five categories based on a storm's wind speed and 
damage potential.  
 

Storm Surge - An abnormal rise in sea level accompanying a hurricane or other intense storm that's 
caused by storm's barometric pressure, forward speed and wind intensity.  
 

Tropical Depression -A tropical system with maximum sustained winds of 38 mph or less. Tropical 
depressions can produce heavy rainfall.  
 

Voluntary Evacuation - A warning to persons within a designated area that a threat to life  
and property may be imminent. While individuals aren't required to evacuate, it would be  
advantageous for them to do so, particularly those who require additional time to leave or take  
preparatory actions, such as tourists, people who are elderly and those with special needs.  
 
Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal  
operations.  
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TORNADOES  
 

Generally there will be a brief warning period, which is insufficient to take major emergency  
protection measures for the facility, but hopefully sufficient time for last minute survival efforts.  

When a TORNADO WATCH is announced, this means that tornadoes may occur. Keep your radio, 
TV or NOAA weather radio tuned to a local station for information and advice from Weather 
Service. Take only those precautionary measures that time allows:  

 
•   Turn off all electrical equipment and computers.  
•   Staff in charge will designate several “safe” areas to direct students, faculty and staff to  
 should a warning be issued.  
•   Staff will continue to monitor weather radio or follow news reports and notify students of  
 any changes.  

When a TORNADO WARNING is issued:  
 
•   Staff in charge will not send employees or students home.  

•   Take shelter immediately as a tornado has actually been sighted.  
•   All faculty, staff and students will be directed to an interior hallway on the lowest level.  

•   Staff will assist in seeking out interior spaces that form a protective core; closets and  
 bathrooms in the center offer the greatest protection. Students are instructed to stay  
 away from windows, exterior walls and exterior doors. If possible, cover yourself with a  
 rug or blanket. DO NOT USE THE ELEVATOR!  

After the tornado:  

Stay alert! Watch for downed power lines, shattered glass, splintered wood, or other sharp 
protruding objects.  

 
•   Staff will schedule make-up classes as needed and notify students.  

Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal  
operations.  
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FLOOD AND LEAK SOLUTIONS  

 

A flood is a temporary condition where properties are inundated by water or mudflow. Many 
conditions can result in a flood: hurricanes, broken leaves, outdated or clogged drainage systems and 
rapid accumulation of rainfall.  
 
Just because your area has not experienced a flood in the past, does not mean it won’t in the future. 
Many factors can influence a flood including rainfall, tidal-surge data, topography, flood control 
measures and changes due to building and development.  
 

Before a Flood  
 
Students will be notified of impending flood and will follow instructions given by the Campus DEAN 
or other campus staff.  
 
 
During a Flood  

 
•   If students are caught unprepared in a flood, immediately seek higher ground.  
•   If possible, staff will assist in evacuating the area and alerting others to do the same.  

•   Do not attempt to walk across flowing streams or drive through flooded roadways. DO  
 NOT enter any flooded area that may contain downed power lines.  

•   Staff members should contact 9-1-1 if  they  or other co-workers need emergency 
assistance to evacuate the area safely. 

After the Flood  
 
•   Staff will schedule make-up classes as needed and notify students.  

 

Leak Management  
 
•   Attempt to manage the leak and prevent further damage to property by providing a  
 receptacle to collect liquid.  
•   Contact an appropriate member of management immediately with a full description of  
 situation including leak location, amount of liquid and other details.  

 

Student Responsibility 
Students should report to their next scheduled class after the campus resumes normal  
Operations. 
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FIRE PROCEDURES  
 

Fires can start from a variety of sources and can spread rapidly. Quick and effective action is 
necessary to prevent the loss of life and reduce the amount of property damage.  

Fire Preparation  

The Facilities Department has posted an Evacuation Plan that is framed and clearly visible in every 
classroom and office. The location of the closest fire alarm pull station and portable fire extinguisher is 
clearly noted on the evacuation plan.  Students should become familiar with the evacuation route from 
their position.  

Preparing for a Fire Emergency:  
 

•  Supervised fire drills will be conducted as appropriate in which students must take part  
 if they are on campus.  

•  Students should notify someone in authority of any special arrangements needed for  
 handicapped evacuation.  

If You Are Able to Exit the Building:  
 
•   Attempt to contain or extinguish fire if fire is small.  

•   If there is any doubt about your ability to extinguish the fire by yourself safely, close the  
 doors around the fire.  
•   If it is available, pull the fire alarm.  

•   Remain low to the ground and crawl to your nearest exit.  
•   DO NOT USE ELEVATOR DURING A FIRE EMERGENCY.  

•   Notify the Campus DEAN or the closest staff member.  
•   If evacuated, re-entry into the building will be allowed only when cleared by authorities  
 at the scene.  

If You Are Not Able to Exit the Building:  
 
•   Close doors.  
•   Secure your area from smoke as much as possible.  

•   If possible, use wet towels, lab coats, etc. to seal gaps under doors.  
•   Use the telephone or your cell phone to call 9-1-1.  

• Use the telephone or cell phone to contact the Campus DEAN or the closest staff  
 member.  

•   Yell or hang a towel, shirt, etc. out the window, if possible, to attract attention.  
 
ONLY AS A LAST RESORT, if you are trapped and unable to communicate and no one is likely to know 
you are there, should you consider using a fire extinguisher, wet laboratory coat, masks, etc. in an attempt 
to escape through a disaster area.  
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Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal 
operations.   
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BOMB THREAT PROCEDURES  

 

Most bomb threats are hoaxes and are primarily made to disrupt business operations. However, the 
possibility that a threat may be authentic requires action on the part of the management for the safety 
of people and property.  

In the event a threat is received, you should use any method possible to IMMEDIATELY  
NOTIFY THE POLICE AND CAMPUS DEAN. The Campus Dean should then begin to evacuate the 
building until emergency responders arrive.  

A.  General Threat or Non-Specific Threats: This type of caller will generally only indicate  
 there is a bomb, but will not give any other information. Evacuation may or may not be  
 required. Contact your instructor or Campus DEAN.  

B.  Specific Threats: This caller will generally indicate a specific location, time, and often the  
 reason for making the call. Evacuation will be required. Contact your instructor or  
 Campus DEAN immediately.  

Person receiving call should remember all details of the conversation. Taking physical notes is a  
good idea. (Does the person have a foreign accent, time of call, gender of caller, innuendoes as to  
location of the bomb, background noise, voice sound familiar, hints as to reason for threat, etc.)  

Things to Remember:  
 
•   If a suspicious object is found, DO NOT TOUCH IT. Report it to someone of authority  
 and clear the area.  

•   Cellular telephones and radios should never be used in proximity of the target area as  
 radio signals may activate a device. Use land-line telephones in the target area.  

•   Do not re-enter the building for any reason (collect personal items, make phone call,  
 etc.) until emergency responders confirm that it is safe.  

After a Bomb Threat:  
 
•   Staff will schedule make-up classes as needed and notify students.  

 

Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal 
operations.  
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DEATH OR MEDICAL EMERGENCY PROCEDURES  

 

Students should never attempt to handle a medical emergency on the school grounds on  
their own.  The first step is always to contact the closest staff member or the Campus  
Dean.  

 
 

•  If first on the scene, administer first aid if it is necessary and ONLY if you are certified  
 (CPR or BLS).  
•   If the victim is seriously bleeding and emergency help has not arrived, promptly apply  
 direct pressure to the wounded area. Make sure you use the most sterilized item  
 available.  

•   Be sure to protect yourself from being infected with a blood borne pathogen. Use gloves  
 or some other barrier to prevent direct contact of your skin with blood or other bodily  
 fluids that may be present.  
•   If the victim has fallen, attempt to make them as comfortable as possible and have them  
 remain still and calm until emergency help arrives.  
•   Under no circumstance should you attempt to move any victim from original location  
 unless there is imminent danger.  

•   Do not leave the victim unattended unless there is not a telephone in the immediate area.  
 Attempt to get the attention of a staff member to assist you.  

•   Do not allow non-necessary people to gather around. Allow the injured person plenty of  
 room and help keep the victim calm.  

•   Once emergency help has arrived, defer to the medical assistance while offering  
 important details about the incident.  

 
 

Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal 
operations.  

CHEMICAL SPILLS, EXPOSURE TO  

HAZARDOUS MATERIALS/BLOOD BORNE DISEASES  
 
 

Students should notify someone in authority in the event of a chemical spill or exposure to any 
hazardous material or blood borne pathogen.  The Campus DEAN will assure that all unnecessary 
employees and students are evacuated from the building.  
 

Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal 
operations.  
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POWER FAILURE PROCEDURES  

 

Students should notify someone in authority in the event of a power failure.  The Campus  
DEAN will assure that all non-necessary employees and students are evacuated from the  
building.  
 
DO NOT ATTEMPT TO USE THE ELEVATOR DURING A POWER FAILURE.  

Remain outside until emergency responders have given the approval to return to the building. After 

the failure:  

 
•   Once area is secure, students will be notified when to re-enter the building.  

 

Student Responsibility:  
Students should report to their next scheduled class after the campus resumes normal 
operations.  

HOSTILE INTRUDER, TERRORIST ATTACK AND FIREARM PRESENTATION  
 

The following guidelines are meant to assist you in a violent situation where guns or other  
weapons are involved. It should be noted that these types of incidents are very unpredictable  
and may require that you alter these recommendations depending on your exact situation.  

If a campus or office experiences a situation where someone has entered the immediate area and 
started shooting or threatening to shoot or use another weapon:  

 
•   Attempt to contact 9-1-1 and the Campus DEAN as soon as possible.  

•   If available, use of an overhead paging system can be the most efficient way to alert  
 everyone of the imminent danger.  

•   Make a decision to evacuate or hide. Staying in place behind a desk or table and  
 pretending to be dead or injured may be the only choice.  

•   If possible, run, possibly using a window to escape if at ground level. If this is not an  
 option, attempt to get to a safe room and lock the doors behind you.  

•   As a LAST resort, fight as a group. Aggressive, chaotic behavior may disorient your  
attacker and diminish his accuracy. Working as a group, you may also be able to subdue and 
neutralize the threat.  

•   Notify Security or 911 at any opportunity.  
 
If you do not see an intruder but hear shots in your immediate area or if you are notified by email, 
pager, overhead paging or any other means of an emergency situation:  

 
•   Proceed to a safe room or pre-designated secure area. Close and lock the door; cover any  
 door window. If there is no physical lock on the door, use anything to barricade the door  
 (desks, chairs, heavy objects, etc.).  
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•   Keep quiet and act as if no one is in the room.  
•   Stay low and away from doors and windows.  

•   DO NOT answer the door. Let the police break the door down if there is any doubt.  
  

If you can safely speak at any point, attempt to call 9-1-1 via school or cell phone. Give the                     
dispatcher the following information:  

1. Your name  
2. Your location (be as specific as possible)  
3. Number of shooters (if known)  
4. Identification or description of shooter  
5. Number of persons who may be involved  

Wait for the police to indicate it is safe and to assist you out of the building.  

Only police or emergency responders will let everyone know when it is safe to move about the 
building or outside perimeter.  

 Student Responsibility  

Students should report to their next scheduled class after the campus resumes normal 
operations.
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TELEPHONE NUMBERS & WEB ADDRESSES  

 

Emergency Fire and Rescue 9-1-1  

3-1-1 Government Information  

Toll-free outside Miami-Dade County 1-
888-311-DADE (3233)  
TTY/TDD: 305-468-5402  

3-1-1 Government Information  

Toll-free outside Broward County 
954-831-4001  
TTY/TDD: 954-831-3940  

Family Health Services (Florida)  

850-245-4100  
 

American Red Cross  

1-800-733-2767  

Miami-Dade Department of Emergency Management  

www.miamidade.gov/oem  

Federal Emergency Management Agency  

1-800-621-FEMA (3362)  
TDD: 800-462-7585  
www.fema.gov  

Florida Power and Light  

1-800-4-OUTAGE (1-800-468-8243) 7-1-
1 (hearing impaired)  

Florida Department of Environmental Protection  
800-774-5866  

Florida Department of Health  
850-245-4444  

American Association of Poison Control  
1-800-222-1222  

Miami Dade Department of Environmental Resources Management (DERM)  
305-372-6789  

ASA College Emergency Hot Line  
877-441-6709 

http://www.miamidade.gov/oem
http://www.fema.gov/
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