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EMERGENCY RESPONSE PLAN

Fire
Pull down nearest fire alarm.

Call 9-911 and provide the following information:


Description of fire


Location of fire (building, floor and room number).

All persons must immediately evacuate the building.  

Extinguish fire with fire extinguisher if properly trained and it is safe to do so, if not, or you are unsure, evacuate the building.

If time permits, and it is safe to do so:


Follow departmental procedures for proper placement of documents, etc.


Disconnect electrical equipment


Turn lights on


Close, but do not lock doors


Evacuate from the building

Move 100 feet away from the building and meet your department for headcount.

Natural Disaster/Severe Weather
Winter Weather: 3 statements will be made through area media by the College, and when necessary, by the President or designee: 1) College will be in full operation, 2) classes are cancelled, or 3) College will be closed.

Summer Weather: When the threat of a tornado is imminent, the city emergency sirens will be activated and personnel are encouraged to seek shelter in designated locations.  Seek shelter inside buildings, in the lowest floor and in spaces where there are no exterior windows.
Bomb Threat
All bomb threats are to be handled as an emergency situation requiring immediate and decisive action.

Document information given, background noises, time call came in, and description of callers voice.

If another person is available signal them to contact campus police while you keep the caller on the phone.

Immediately report this incident to the Campus Police (3-2233).

Relay any information gathered to the Campus Police.
Workplace Violence
Violence, threats, intimidation, and other disruptive behavior in our workplace will not be tolerated.  All reports of incidents will be taken seriously and will be dealt with appropriately.  Such behavior can include, but is not limited to, oral or written statements, gestures, expressions that communicate a direct or indirect threat of physical harm or acts of violence against person or property.

If you observe or experience such behavior by anyone on NDSCS property, or while working off-site, report it immediately to a supervisor or manager.  The Campus Police and Human Resources Director is available to provide advice on such issues.

Threats or assaults that require immediate action by law enforcement should be reported first to campus police at 3-2233 or 911.
------------------------------------------------------------------------------------------------------------------

Please view the full Emergency Response Plan at: www.ndscs.nodak.edu/information/hr/safety/emergency_response_plan.htm

It is important that you understand your role in an emergency.

------------------------------------------------------------------------------------------------------------------

POLICIES
Equal Opportunity (NDSCS Policy - 101):

The campus community consists of students, faculty, staff and administrators.  It is our belief that all community members have a responsibility, individually and collectively, to create a positive environment that is respectful, supportive and inclusive of all people.

North Dakota State College of Science is fully committed to equal opportunity in employment decisions and educational programs and activities, in compliance with all applicable federal and state laws, for all individuals without regard to race, color, national origin, religion, sex, disability, age, sexual orientation, status with regard to marriage or public assistance, or participation in lawful activity off the employer’s premises during non-working hours which is not in direct conflict with the essential business-related interests of the employer.

More specifically, the college abides by the requirements of Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, as well as the implementing regulations of the U.S. Department of Education (34 C.F.R. Sections 100, 106 and 104, respectively).

Inquiries concerning compliance may be directed to the NDSCS Office of Human Resources, 800 6th Street North, Wahpeton, ND 58076-0002, 701-671-2904, or to the Office of Civil Rights - Region VII, U.S. Department of Education, 8930 Ward Parkway, Suite 2037, Kansas City, MO, 64114-3302, 816-268-0550 or TDD 800-437-0833.  

Harassment (NDSCS Policy - 201):
It is the policy of North Dakota State College of Science that all employees, students, customers, contractors, and visitors to our campus enjoy a positive, respectful and productive work environment free from behavior, actions or language constituting workplace harassment.  NDSCS prohibits harassment based on gender, race, color, religion, national origin, age, disability, sexual orientation, or protected activity (such as reporting alleged harassment or providing information related to a grievance). 

Anyone who feels she/he has been subjected to prohibited harassment is encouraged to report the situation before it becomes severe or pervasive.  Individuals may make a report to the Director of Human Resources, the Director of Counseling or the Director of Student Life or an appropriate Director/Dean.

Alcohol and other Drugs - (Unauthorized/Unlawful Use) (NDSCS Policy - 213)
The College prohibits the unlawful or unauthorized use, possession, storage, manufacture, distribution, or sale of alcoholic beverages and any illicit drugs or drug paraphernalia in College buildings, any public campus area, in College housing units, in College vehicles, or at any College sponsored events held on or off campus, which are sponsored by students, employees and their respective campus organizations, as well as reporting for work or engaging in work while under the influence of alcohol or illegal drugs. The State Board of Higher Education specifically prohibits the use or possession of alcohol in residence halls. State and federal laws will be regarded as the only bodies of rules governing the use of alcoholic beverages and other drugs in College faculty housing, married student housing, and the President's house. 

For NDSCS employees, compliance with this policy is a term and condition of employment. Employee use and abuse of alcohol and other drugs represents a substantial risk to public and co-worker safety, and will not be tolerated. Employees must recognize their responsibility to seek and/or complete appropriate treatment. 

Any employee convicted of violating a criminal drug statute in the workplace, on or off campus, MUST NOTIFY THE HUMAN RESOURCES DIRECTOR no later than five days after such conviction. North Dakota State College of Science is required by law to inform the federal contracting officer within 10 days of receiving such notice from an employee or otherwise receiving notice of such conviction. 

Computer Facilities (SBHE Policy 1901.2)
1.  All employees, students and other users of North Dakota University System computing facilities shall comply with applicable laws, policies and procedures.

2.  Users shall not examine, change, or use another person’s or institutional files, output, or user names for which they do not have explicit authorization.  Users shall not represent themselves as another individual in electronic communication.  The use of anonymous re-mailers is prohibited.

3.  Access or attempts to gain access to university system computing facilities for any unauthorized purpose, including attempts to obtain, modify, or destroy information or degrade performance, is forbidden.

4.  Users shall not use computing facilities for any illegal purpose or to enter or send any material that is obscene or defamatory, or to enter or send material that is intended to annoy, harass or alarm another person which serves no legitimate purpose.

5.  Users shall not infringe on the intellectual property of others.  All users shall use software only in accordance with applicable license agreements.  Users shall not make unauthorized copies of any software under any circumstances.  All software must be lawfully purchased or acquired.

6.  Use of computing facilities and data bases shall be limited to the purpose(s) for which access is granted.  Use of computing facilities or data bases for political purposes, for personal or private use or for profit unless such use is specifically authorized, or for other purposes not related to the employee’s or other user’s duties or purposes for which access is granted, is prohibited.

