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1. INTRODUCTION

While it is impossible to predict every kind of possible incident that may threaten the Institution, it is relatively easy to establish a basic plan which can be implemented to cover a wide range of possible emergencies. The basic principle of an emergency plan is that it will provide a framework for an organisation to fall back on in a crisis, whether foreseen or unforeseen. The plan has to be flexible, clearly written and easily understood. 

This plan, in general, applies to all the different campuses and learning sites of TUT and only the names of the members of the emergency teams, contact numbers and assembly points will differ for each specific campus or learning site.

For this plan to be effective, it is vital that employees and students should be constantly aware of the following:

· Who the emergency team leaders are.

· Where the nearest fire fighting equipment is.

· How to use the fire fighting equipment.

· Where the escape routes and assembly points are.

· The prescribed instructions to follow for each specific incident
· Communication channels to follow during the crises.

2. EMERGENCIES AND INCIDENTS

· Campus disturbances or demonstrations
· Telephonic bomb threats
· Fire alarm and building evacuations
· Hazardous spills
· Suspicious packages/mail
· Terrorist attack
· Hostage taking
· Unrest and/or Riots
3. PURPOSE OF THE PLAN

PURPOSE:  The procedures outlined in this plan are to enhance the protection of lives and property through effective use of University resources.  Whenever an emergency affecting the campus reaches proportions that CANNOT BE HANDLED BY ROUTINE MEASURES, the Vice-Chancellor, or his designee, may declare a state of emergency and these guidelines should be implemented.  Since an emergency may be sudden and without much warning, these procedures are flexible in order to accommodate contingencies of various magnitudes.  

4. ASSUMPTIONS

The University Emergency Plan is predicated on a realistic approach to the problems likely to be encountered on campus during a major emergency or disaster.  Therefore, the following are some general assumptions:
1. An emergency or disaster may occur at any time: during the day, at night, on weekends, and with little or no warning.

2. Disasters may affect residents in the area of the University; therefore, municipal and provincial emergency services may not be available.  A delay in off-campus emergency services may be expected and could be up to 72 hours or more.
5. GENERAL GUIDELINES
The following types of emergencies are covered by this manual and for which guidelines are provided.
· Campus Disturbance or Demonstration

· Explosive Threat

· Fire

· Hazardous Spills

· Utility Failure

· Mail Handling Procedures – Suspicious Items

· Psychological Crisis
The succession of events in an Emergency is not predictable.

1. Published support and operational plans will serve only as a guide and checklist.  Field modifications to address the actual situation may be necessary to cope with the specific emergency.
2. A major emergency will be declared if information indicates that such a condition is developing or is probable.

3. Human Resources will obtain Emergency Evacuation Information from all employees.  This information will indicate who might need assistance during a facility evacuation.  The information will be shared with Protection Services to the extent necessary to ensure those requiring assistance in evacuating are provided the aid needed. 

4. The plan should be re-evaluated annually and more frequently as conditions change.  It should reflect the current staff and student populations as well as accommodate the needs of all members of the campus community.  

5. The general community of the University need to be kept informed about appropriate actions before, during, and after an emergency.  They need to be aware of proper steps to safeguard their personal safety, their data, possessions, research projects, offices, classrooms and labs.  They need to be prepared to advise students on preparedness and response actions.  They are role models for the students; therefore, it's critical that they each know appropriate action to take during an emergency.

6.             ROLES AND RESPONSIBILITIES  


6.1
      Vice-Chancellors Emergency Advisory Staff

The Vice Chancellor or designee shall direct all emergency operations.

In the absence of the Vice Chancellor or his designee, the senior Protection Services official on duty shall assume operational control of the emergency until relieved.

The Director of Protection Services or his/her alternate shall coordinate all emergency operations.  The direct operational control of the major campus emergency or disaster is the sole responsibility of the Director of Protection Services or his designee.  The coordination of campus Emergency Resource Teams is also the responsibility of the Director of Protection Services who will coordinate all on-campus emergency functions as directed.

In addition to establishing an Emergency Command Post if necessary , Protection Services will immediately begin contacting all necessary members of the Vice-Chancellor's Emergency Advisory Staff.  Team members should maintain contact with the Emergency Command Post at x5101.  Members may coordinate as necessary with the Emergency Coordinator (Director of Protection Services) and for implementation and coordination of campus operation plans and support as it pertains to their area.  

6.2 Director of Emergency Operations:  Vice-Chancellor
Vice-Chancellor of TUT or his designee (Deputy Vice Chancellor: Teaching, Learning and Technology or Deputy Vice Chancellor:  Information, Planning and Operations or Deputy Vice Chancellor:  Finance and Business Development:
a.   Is responsible for the overall direction of the University emergency response.

b. Works with the other team members in assessing the emergency and preparing the University's specific response.

c. Declares and ends, when appropriate, the campus state of emergency as outlined in this plan.

6.3 Emergency Coordination:  Director of Protection Services
The Director of Protection Services or senior officer on duty at the time of the emergency:

a. Is responsible for the overall coordination of the University Emergency Plan.

b. Determines the type and magnitude of the emergency and establishes the appropriate emergency command post.

c. Initiates immediate contact with the Vice Chancellor and the VC's Emergency Advisory Staff to begin an assessment of the University's condition.  Advises all parties of the nature of the emergency.

d. Notifies and utilizes Protection Services, University administrative personnel and student aides to maintain safety and order.

e. Notifies and conducts liaison with outside agencies such as the Tshwane Disaster Management Centre (012-358 3234), local emergency services and all other safety agencies. 

f. Ensures notification of off-duty staff when necessary.

g. Performs other related duties as warranted by the circumstances of the emergency.

6.4
     Damage Control: Deputy Director of Technical Services
a. Provides equipment and personnel to perform shutdown procedures, hazardous area control, barricades, damage assessment, debris clearance, emergency repairs and equipment protection.

b. Provides vehicles, equipment and operators for movement of personnel and supplies; assigns vehicles as required to the Emergency Response Team for emergency use.

a. Obtains the assistance of utility companies as necessary.

b. Furnishes and maintains emergency power and lighting as required.

c. Surveys habitable space and relocates essential services and functions.

d. Provides facilities for emergency generator fuel.

e. Provides for storage of vital records at an alternative site; coordinates with those in control of various buildings for liaison and necessary support.

6.5     Public Information:  Director of Corporate affairs and Marketing (Refer to the  Crisis Communications Plan )
a. Establishes liaison with the news media for dissemination of information as requested by the Vice Chancellor.

b. Establishes liaison with local radio and television services for public announcements.


c. Arranges for photographic and audio-visual services as required by the particular situation in support of the emergency situations outlined in this plan.


d. Advises the Vice Chancellor, or designee, of all news concerning the extent of the disaster affecting the campus.

e. Prepares news releases for approval and release to media concerning the emergency.

6.6 Environmental Health And Compliance: Deputy Vice Chancellor:  Institutional  Planning  and  Operations
a. Provides information and guidance on human resource and personnel issues as they relate to the particular emergency.
b. Works with the other team members in assessing the emergency and preparing the University's specific response.

6.7     Liaison:  Deputy Vice Chancellor- Teaching, Learning and Technology
a. Provides liaison with the faculties on issues as they relate to the particular emergency.
b. Works with the other team members in assessing the emergency and preparing the University's specific response.

6.8     Responsibilities of Line Managers
Deans, Directors and Department Heads: Each has to appoint a specific person as the facilitator for every activity under his/her control as an Emergency Evacuation Officer. They have the following general responsibilities prior to and during an emergency:  
a. Inform all employees under his/her direction of the emergency condition.


b. Evaluate the impact an emergency has on respective activities and take appropriate action to minimize the impact.  This can include ceasing operations and initiating building evacuations.


c. Maintain emergency telephone communications with officials from respective activities.

HOD`s and Section Heads:  Each HOD and Section haed/supervisor is responsible for:

a. Educating his/her students and/or employees concerning University emergency and evacuation procedures.


b. Informing students and/or staff of any emergency condition and initiate procedures outlined herein.

c. Encouraging disabled persons to seek assistance from others in moving to safety during an emergency or disaster situation.

1. Hod`s and supervisors should remain with the disabled person until aid arrives.

2. A group of TUT employees will be identified to assist disabled persons or persons needing assistance in a facility evacuation.  Disabled individuals should immediately wait to get instructions from the ermegency command personnel regarding the safety route to be followed.  A uniformed TUT employee from the Safety or Protection Services Departments will be dispatched to check each stairway and other identified routes to assist.  

d. Evaluate and survey his/her assigned facility or activity prior to an actual emergency in order to determine the impact a fire or other emergency could have on respective areas.  Report all hazards to Protection Services.  Work needed to reduce hazards and minimize accidents should be promptly reported to the Technical Services Department (Building Maintenance Division extension no.   4523). 

e. IMPORTANT:  Inform all students and staff to conform to building evacuation guidelines during emergencies and to report to a designated campus assembly area outside the building where a head count can be taken.

7.             NOTIFICATION AND COMMUNICATION SYSTEM

UNIVERSITY NOTIFICATION SYSTEM The telephone is the primary means of emergency notification at Tshwane University of Technology.  This system is intended for the immediate transmission of specific information regarding an emergency to all affected areas of the campus.  An Emergency Notification Matrix is included at the end of this plan.

1. The Protection Services Department is the focal point for two-way transmission of official emergency telephone communications to University authorities.  Each authority, upon receiving notification of a campus emergency, is to pass the same information along to those departments/offices under his/her direction. 

2. The Protection Services officer on duty will notify the Technical Services Department of a campus emergency, as necessary, and will initiate the notification system by calling the following members of the Vice Chancellor's Emergency Advisory Staff:  The Vice Chancellor, Deputy Vice Chancellor-Operations, Deputy Vice Chancellor-Finance and Admin, Deputy Vice Chancellor- Academic, Executive Director Student Affairs,  Director of Logistical Services, Deputy Director of Protection Services, Director of Technical Services, Executive Director of Cooperate Relations. 

3. IMPORTANT:  During an emergency, campus phones must be restricted for official University notification purposes only.  In the absence of phone services, Protection Services may provide runners for emergency notification contingent upon availability of personnel.

8.      ASSISTANCE DURING EMERGENCIES:

1. Director of Protection Services:  Uniformed Campus Protection officers are on duty twenty-four hours.  If calling from on campus, dial 5101.  If calling from off-campus, dial 382 5101.  Additionally, if living off-campus, police and other statutory agencies help may be available from the National Emergency No’s: - 10111, 10177and 112 from cell phones.
2. Maintenance Operations:  Skilled trade workers are available from the Technical Services Department at all times during working hours and on short notice as circumstances warrant.  They can provide the following emergency services:

a. UTILITIES:  Repairs to water, gas, electric and sewage systems

b. EQUIPMENT: Portable pumps, generators, floodlights, air compressors, welders, tractors, forklifts, etc.

c. STRUCTURES:  Repairs to structures and mechanical equipment therein.

d. TRANSPORTATION:  Sedans, light trucks, tractors, etc.

3. Purchasing Department:  Emergency procurement of materials and services can be arranged in direct support of any contingency.

4. Receiving:  Aids with emergency procurement of items needed for campus support.

9.       PROCEDURES

9.1       EMERGENCY SHUTDOWN
In the event of a natural disaster in which major structural damage is sustained, it is advisable to turn off hazardous utilities (e.g. electricity and natural gas).  Deputy Director of the Technical Services develops shutdown procedures.  Protection Services initiates this requirement should the need arise


9.2       REPORTING OF EMERGENCIES
· CAMPUS EMERGENCY SERVICE:  382-5101 or if on-campus 5101.

· For emergencies per campus:

-
Pretoria

-
(012) 382 5101

-
Ga-Rankuwa
-
(012 382 0598

-
Soshanguve
-
(012) 382 9039

-
Polokwane
-
0730165795

-
Nelspruit

-
(013) 745 3522

-
eMalahleni
-
(013) 653 3188
· When calling, try to remain calm and carefully explain the problem and location to Protection Services.  DO NOT HANG UP UNTIL INSTRUCTED TO DO SO.

· Give the Protection Services, your name, location, and telephone number.

· IMPORTANT:  After any evacuation, report to your designated assembly point.  Remain there until an accurate head count is taken.  

9.3       EVACUATION
1. BUILDING EVACUATION:  This will occur when an alarm sounds and/or upon notification from Protection Services.  

a. When the alarm is activated, leave by the nearest marked EXIT and alert others to do likewise.

b. ASSIST THE HANDICAPPED IN EXITING THE BUILDING.  DO NOT USE ELEVATORS DURING EMERGENCY EVACUATION.  Managers and supervisors should remain with the disabled person until aid arrives.  

c. Once outside, proceed to the nearest emergency assembly point or to a clear area at least 150 meters away from the affected building.  Keep streets, fire lanes, hydrants and walkways clear for emergency personnel and vehicles.  

d. DO NOT return to an evacuated building unless instructed to do so by a University Official.

2. CAMPUS EVACUATION:  This will be announced by Protection Services using all available methods.  All persons are to immediately vacate the area in question and relocate to a designated area of the campus grounds, as directed.

3.
RESIDENCE HALL EVACUATIONS:  Upon receipt of information regarding a bomb threat against a residence hall, Public Safety will:

a.  Contact the Housing office and/or on-duty Resident Assistants to assist with student evacuation. 

b.   Officers and Resident Assistants will go door-to-door within the hall to inform all students.  Officers will brief Resident Assistants on what to look for in the hallways as they aid with the evacuation.  Again, no radios will be used in the facilities and if a suspect object is discovered it is to be immediately reported.

c.   Students will be directed to assemble in some other safe zone as determined by the Deputy Director of Protection Services or senior officer on duty. 

d.   Students being evacuated will be instructed to put on appropriate clothing bring a flashlight, blanket, and close - but not lock - bedroom doors and evacuate the building into the designated safe area. 

e.   Protection Services will also broadcast the location of the evacuation safe area over the Public Address system in the vehicles. 

f.   Students will remain at the emergency assembly point until the all clear is given to return to the residence hall. 

g.   All aspects of the explosive device procedural plan will be executed.

9.4       CAMPUS DISTURBANCE OR DEMONSTRATIONS
Most campus demonstrations such as marches, meetings, picket lines and rallies are peaceful and non-obstructive.  A student/staff demonstration should not be disrupted unless one or more of the following conditions occur as a result of the demonstration:

· INTERFERENCE with the normal operation of the University.


· PREVENTION of access to offices, lecturing venues buildings or University facilities.


· THREAT of physical harm to persons or damage to University facilities/property.

If any or all of these conditions exists, Protection Services should be notified and will be responsible for contacting the University authorities, the VC and others as necessary.  Depending on the nature of the demonstration, the procedures listed below should be adhered to:

A. Generally peaceful, non-obstructive demonstrations should NOT be interrupted.  Demonstrators should NOT be obstructed or provoked, and efforts should be made to conduct University business as normally as possible.

· If demonstrators are asked to leave but refuse by regular facility closing times, the following will occur:

· Arrangements will be made by the Deputy Director of Protection Services to monitor the situation during non-business hours; or


· The determination will be made to treat the violation of regular closing hours as a disruptive demonstration (see Section 2 below).

B.  In the event of nonviolent, but disruptive demonstrations where a demonstration blocks access to University facilities or interferes with University operations:

· Demonstrators will be asked to terminate the disruptive activity by the designated Deputy Vice Chancellor for Finance and Business Development or DVC:  Institutional Planning and Operations or his/her designee.

· Key University personnel and student leaders will be asked by the DVC to go to the area and persuade the demonstrators to desist.

· The DVC, or his designee, will go to the area and request that the demonstrators leave or discontinue the disruptive activities.

· If the demonstrators persist in engagement of disruptive activity, they will be informed that failure to discontinue the specified action, within a determined time frame, may result in disciplinary action including suspension or expulsion and/or possible intervention by law enforcement personnel (see Directive to Immediately Terminate Demonstration below).  Except in extreme cases, the Vice Chancellor will be consulted before such disciplinary actions are taken.  University policies and procedures for disciplinary action will be adhered to if the activity involves employees.

· Efforts should be taken to secure positive identification of violating demonstrators to facilitate later testimony, including photographs if deemed advisable.

· After consultation with the Vice Chancellor and Director of Logistical Services/Deputy Director of Protection Services, DVC Operations/ Finance and Admin and the Executive Director of Student Affairs, the need for intervention of civil authorities will be determined.

· If the decision is made to seek the intervention of law enforcement authorities, the demonstrators should be informed (see Directive to Immediately Terminate Demonstration with the Assistance of Law Enforcement below).  Upon arrival of police forces, the remaining demonstrators will be warned of the intention to arrest.  

C. In the event of violent, disruptive demonstrations that poses a threat to the safety of persons or damage to property or it appears imminent, the VC or the designated DVC will be notified.
· During Business Hours: 

· In coordination with the DVC Operations, E/Director of student Affairs, Protection Services will contact the South African Police Services and arrange for any necessary assistance.


· If advisable, the Vice Chancellor will be alerted and the Executive Director of Cooperate Relations who will contact a photographer or videographer to report to an advantageous location for photographing or videotaping of the demonstration.


· The Vice Chancellor, in consultation with the DVC`s and the Director of Logistical Services or Deputy Director of Protection Services, will determine what course of action should be undertaken.
· Campus Protection Services will maintain radio communication with the South African Police Services.

· After Business Hours:

· Campus Protection Services should be immediately notified of the disturbance.
· Campus Protection Services will investigate the disruption and report findings to the Deputy Director and the DVC Operations as well as the Executive Director of student Affairs.


· The Director of Student Affairs will report the circumstances to the Vice Chancellor or the responsible Deputy VC who will arrange to have key administrators informed as well as the Director of Corporate Affairs and Marketing who will acquire, or arrange for, a photographer or videographer.


· If necessary, the Vice Chancellor or Executive Director for Student Affairs will       arrange for Protection Services to obtain assistance from the South African Police Services.

NOTE:  Director of Protection Services reserves the right to call for law enforcement assistance without counsel from others if it is deemed to be of paramount importance to the safety of persons involved.

9.5      EXPLOSIVES OR TELEPHONIC BOMB THREAT

If you observe a suspicious object or potential bomb on campus, DO NOT HANDLE THE OBJECT!!  Clear the area and immediately notify Protection Services.  

A. PROCEDURES:

1. The majority of bomb threats are called in to the target.  Two logical explanations for reporting a bomb threat are:

i. The caller has definite knowledge or believes that an explosive device has been or will be placed and he/she wants to minimize casualties or property damage.  Or 

ii. The caller wants to create an atmosphere of anxiety and panic, which will, in turn result in the disruption of the normal activities of TUT. 

2.   Proper planning will instill confidence in TUT’s leadership, reinforce the notion that those in charge do care, reduce the potential for personal injury and property loss and reduce the threat of panic.  In the context of a bomb threat, panic is the ultimate achievement of the caller.  

3 All information received on bomb threats must be treated as confidential.  

a       University personnel who may be directly involved with a bomb       threat are not authorized to make any statements to the press or have communications with the media. Cooperate Relations personnel, through the Executive Director of Cooperate Relations, will handle press inquiries.  Release of information regarding a suspected or actual event may impact future prosecution.
b.       All inquiries will be referred to the Executive Director of Cooperate Relations or the Deputy Vice Chancellor Admin in the absence of the Director.


4 It is anticipated that bomb threats may be conveyed through various media, most likely by telephone.  These threats may be directed toward specific departments or facilities or may be general in nature.  The following actions will be taken:

a.       It is always desirable that more than one person listens in on the call.  A calm response to the bomb threat caller could result in obtaining additional information.  The bomb threat caller is the best source of information about the bomb.  When a bomb threat is called in:

· Keep the caller on the line as long as possible.  

· Ask him/her to repeat the message.

· Record or write down every word spoken and the exact time of the call.

· If the caller does not indicate the location of the bomb or the time of detonation ask for this information.

· Inform the caller that the building/room is occupied and that detonation could result in death or serious injury to many innocent people.

· Pay particular attention to any background noises such as motors running, music playing, or any noise that might provide a clue as to the location of the caller.

· Listen closely to the voice (male/female young/old), voice quality or emotional state (calm, excited), accents or speech impediments (lisp, drunk, etc.).  

· Try to estimate the caller’s educational level.

b.      The person receiving the bomb threat should try to remain calm and attempt to obtain as much information as possible.  Ask the following questions:

· When is the bomb going to explode?

· Where is the bomb located?

· What kind of a bomb is it?

· What does it look like?

· Why did you place the bomb?

c.       After the caller has given all the information he/she intends to, ask for his/her name.  Inform the caller that the building is occupied and that detonation could result in death or injury to innocent parties.

d.       Immediately after the caller hangs up report the threat to Protection Services and to your supervisor.  Give the person contacted all the information you have obtained.  Provide your name, room number and phone number.  Remain available since law enforcement personnel will want to interview you.

e.       Take no further actions until contacted by responding Protection Services Officers (if the threat is against your department/facility).

f.      Make a cursory search of your immediate area for suspicious objects and report the location of any to Protection Services.  DO NOT TOUCH OR DISTURB THE OBJECT.  Do not turn lights on or off and avoid opening drawers or cabinets.  

g.       Written messages are usually associated with generalized threats however, a written warning of a specific device may occasionally be received.  It should never be ignored.  If a written threat is received, save ALL materials, including the envelope or container.  Once the message is recognized as a bomb threat, avoid any further unnecessary handling.  Every effort must be made to retain evidence such as fingerprints, handwriting or type writings, paper and postmarks.  These could prove essential in tracing the threat and identifying the writer. 

B.  DECISION:  The most serious decision to be made in the event of a bomb threat is whether to evacuate the affected area or building.  In many cases the decision may have already been made.  A carte blanch decision to evacuate immediately in the event of a bomb threat circumvents the calculated risk and demonstrates a deep concern for the safety of personnel in the building.  However such a decision can result in a costly loss of time and significant disruption of activities.  Essentially there are three alternatives when faced with a bomb threat:

a. Ignore the threat.  Ignoring the threat completely can result in problems.  A statistical argument can be made that very few threats are real.  However, if employees or students learn that a threat was received and ignored it could result in morale problems and have a long-term adverse impact on the university.  There is also the possibility that if the caller feels he/she is being ignored he/she may go beyond the threat and actually plant a bomb.

b. Evacuate immediately.  On the face, this may seem the preferred approach.  There are however negative factors to this approach that should be considered.  The obvious result of immediate evacuation is disruption to daily operations.  If the bomb threat caller discovers the policy is to evacuate at every call, he/she will continue to call and force activity to a halt.  An employee aware of the policy may make a bomb threat call in order to get out of work.  A student may call to get out of class or miss a test.  Finally, a bomber who becomes aware of the evacuation policy could place a device near the exit normally used to cause personal injury.

c. Search and evacuate if warranted.  Initiating a search and evacuating only after a suspicious package or device is found is perhaps the most desirable approach.  It is not as disruptive as immediate evacuation and will satisfy the requirement to do something when the threat is received.  If a device is found, evacuation can be accomplished expeditiously while at the same time avoiding the potential danger areas of the bomb.

C. CAMPUS PROTECTION SERVICES DUTIES:  The Director of Protection Services will take the following actions:  (In the absence of the D/Director, the Protection Services Officer on duty will be responsible for all other actions listed here.)

1.
Advise the Deputy Vice Chancellor: Information, Planning and Operations of the threat.  If unavailable, one of the following will be notified:

a. Vice-Chancellor
b. Deputy Vice Chancellor:  Teaching, Learning and Technology

c. Deputy Vice Chancellor:  Finance and Business Development

d. Deputy Vice Chancellor:  Research and Innovation

e. Registrar or the

f. Director of Cooperative

Proceed to the area of the threat and assume charge of operations essential to the protection of life and property. 

2. Upon arrival, assess the situation and determine if evacuation of the facility is required unless this decision was previously made.  If evacuation is deemed necessary, provide the information to the Command Center and have them call the affected areas and direct the evacuation.  

a. ASSIST THE HANDICAPPED IN EXITING THE BUILDING. ELEVATORS SHOULD NOT BE USED IN AN EMERGENCY EVACUATION. Do not panic.  Managers and supervisors should remain with the disabled person until aid arrives.  A group of TUT employees will be identified to assist disabled persons. 


b. Ensure that the South African Police Services and other emergency services are aware of what is going on and what actions are being taken.

3. Assign available Protection Service resources to essential duties.  


4. Assign search parties to areas of responsibility.  These teams will be made up of members of Protection Service, Technical Services personnel (Grounds, Building Maintenance, etc.) and members of the building/department in question.  If a detonation time was received, all search parties will evacuate the affected location 15 minutes prior to the specified time and will not re-enter until 30 minutes have passed.


5. When a suspicious item (one that might be an explosive device) is discovered, the party discovering the object will sound the alarm through word of mouth.  DO NOT use radios within 100 meters of a suspected bomb.  Evacuate all personnel from the immediate area of the suspicious parcel.


6. Campus Protection Service and search team members will take normal precautions to keep the area secure. The South African Police Services will be contacted by telephone (10111) if an explosive or incendiary device is discovered.  Pending arrival of the Explosives Disposal Team from SAPS, the area will be secured.  A bomb threat call report will be completed by Protection Service and one copy forwarded to SAPS headquarters in Pretoria (Tshwane).


7. After the entire area has been searched and nothing suspicious has been discovered, the area is declared safe.  All previously involved University personnel will be advised.  DO NOT RETURN TO AN EVACUATED BUILDING UNTIL INSTRUCTED TO DO SO BY A UNIVERSITY OFFICIAL.
D. GUIDELINES FOR SEARCH AND CLEAR OPERATIONS:

1. Assemble all personnel who will assist in the evacuation or search of the affected area or building. A two way Radio Code 100 will be transmitted on TUT frequency to all radio units.  This Code 100 will be followed with the assembly area location. 


2. After all parties have assembled, provide them with the information at hand.

a. Supply information regarding the device description or anything unusual provided by the caller. 

b. Reinforce to all parties that the area will be evacuated 15 minutes prior to the alleged detonation time and that the search will not resume until 30 minutes past that time.

c. To avoid panic, do not discuss ongoing operations with anyone not directly involved.

3. An evacuation unit should be trained in how to evacuate a building during a bomb threat or any other emergency.  Considerations should be given to the priority of evacuation, e.g. evacuation by floor level.  Evacuate the floor levels above and below the danger area in order to remove people from danger as quickly as possible.  Evacuation units should also be trained in search techniques.  When a room or particular area is searched it should be marked and sealed with a piece of tape and reported to the Command Center.  This unit is trained only in evacuation and search techniques not in the techniques of neutralizing, removing or otherwise having contact with the device.  IF A DEVICE IS LOCATED, IT SHOULD NOT BE DISTURBED.  
4. Normal areas of responsibility for search procedures are as follows:

a. GROUNDS MAINTENANCE:  Search the exterior of buildings and set up a perimeter around the building to deny access to any uninvolved parties.  They may also augment the interior building search parties.

b. CUSTODIAL MAINTENANCE:  Search interiors of the affected area or building.  

c. BUILDING MAINTENANCE:  Search interiors of the affected area or building.

d. DEPARTMENTAL PERSONNEL: Office and classroom areas are the responsibility of the Department Head or persons in charge of or occupying the particular area.  In the absence of these persons, the Director of Logistical Services will assign responsibility for searches.  Supervisory personnel of the area under suspicion will assist in the search of rooms or areas that are not normally utilized.  Those who occupy an area are most familiar with what does and does not belong.

E.      ACTIONS BY SEARCH PERSONNEL:

1. It is imperative that personnel involved in a search be instructed that their only mission is to search for and report suspected objects.  Under no circumstances should anyone move, jar or touch a suspicious object or anything attached to it.  

2. If a device or suspected device is discovered, its location and an accurate description of the device will be reported to the Director of Logistical Services or the senior officer on duty.  The search should continue, as there is a possibility of more than one device or suspicious package being discovered.  

3. It is advisable to have more than one individual search an area or room no matter how small. Supervisory personnel, area occupants or trained search teams can search. There are advantages and disadvantages to each method of staffing search teams.  

b. Using supervisory personnel to search is a rapid approach and causes little disturbance.  Using supervisors to search will not normally be as thorough because he/she is unfamiliar with many areas and may have a desire to get on with business.


c. Using area occupants to search their own areas is the best method for a rapid search.  The occupants’ concern for their own safety will contribute towards a more thorough search.  There persons conducting the search are familiar with what does and does not belong in a particular area.  There is also a shorter loss of work time than if all personnel are evacuated before search teams enter.  One drawback to this method is the increased danger to unevaluated workers.

4. Each member of the search teams will be looking for items that are out of the ordinary, unexplained or suspicious.  Anything can be used to hide explosives; if there is any doubt about an object, it must be reported.  Examples:

a. Packages, objects or suitcases found unaccompanied in bathrooms, stairwells, trashcans, hallways, utility channels or elevators. 

b. Unexplained containers or objects left in office or working areas; items that no one can explain or claim.

c. Vehicles or trailers parked unusually close to the threatened facility.  Particular caution should be used when inspecting vehicles. 

5. Search priorities:

a. In occupied buildings searches will take place simultaneously throughout the area in question based on the number of search personnel/teams available.

b. In unoccupied buildings searches will be conducted by teams headed by Protection Services Officers, beginning at the most direct route to the reported location and moving outward from that point.

c. Interior searches of the affected buildings will commence in the stairwells and hallways that may be used for evacuation of the facility.  The following areas will then be searched:  bathrooms, custodial rooms, mechanical rooms, electrical rooms, chases, air handler rooms, building roofs and elevator shafts.  

9.6 FIRE ALARM AND EVACUATION
IN ALL CASES OF FIRE ON THE TSHWANE UNIVERSITY OF TECHNOLOGY, CAMPUS PROTECTION SERVICES MUST BE NOTIFIED IMMEDIATELY.
1. All personnel should know the location of fire extinguishers, fire exits and alarm systems in their immediate areas.  They should become familiar with operational aspects of these devices.  Training and information is available through Protection Services Department.

2. If a minor fire appears controllable, IMMEDIATELY contact Protection Services.  Use the fire extinguisher by directing the charge toward the base of the flame.
3. If an emergency exists, activate the building fire alarm.  Report the fire to Protection Services before evacuating.
4. For large fires that appear uncontrollable, IMMEDIATELY notify Protection Services.  Evacuate all rooms and close the doors-this will confine the fire and deprive it of oxygen.  DO NOT LOCK THE DOORS.
5. When the alarm sounds, an emergency exists.  Walk quickly to the nearest marked exit and alert others to do likewise.  Smoke is the greatest danger in a fire so stay near the floor where the air will be less toxic. 
6. ASSIST THE HANDICAPPED IN EXITING THE BUILDING.  DO NOT USE THE ELEVATORS DURING A FIRE.  DO NOT PANIC.  Managers and supervisors should remain with the disabled person until aid arrives.  A group of TUT employees will be identified to assist disabled persons.
7. Once outside, move to closest emergency assembly point or a clear area at least 150 meters from the affected building(s).  Keep streets, fire lanes, hydrants and walkways clear for emergency vehicles and crews.  
8. If requested, assist the emergency crews as necessary.
9. DO NOT RETURN TO THE EVACUATED BUILDING UNLESS INSTRUCTED TO DO SO AND THE “ALL CLEAR” ANNOUNCEMENT IS MADE. 
10. If you are trapped in a building during a fire and a window is available, place an article of clothing (shirt, coat, etc.) outside the window as a marker for rescue crews.  If no window is available, stay near the floor where the air will be less toxic.  Shout at regular intervals to alert emergency crews of your location.  DO NOT PANIC.
PROCEDURE IN CASE OF FIRE  (Specific actions):
a.
Sound the alarm immediately. Do it calmly and clearly, also over the phone. (Check emergency telephone numbers)
b.
Attempt to extinguish the fire with the available fire fighting equipment.

c.
Evacuate if the fire cannot be extinguished.

d.
Disconnect all electrical power.

e.
Lock away or take with you all classified documents and personal belongings – NEVER RETURN TO RETRIEVE ANYTHING IF THE FIRE HAS ALREADY SPREAD.

f.
Contain the fire by closing all doors and windows in the specific room or area as you evacuate.

g.
Evacuate the building calmly and orderly along the escape route or follow the orders of Campus Control and/or the Emergency Team Leader. – KEEP TO THE LEFT IN THE PASSAGES WHEN EVACUATING.

h.
Give assistance to visitors and people with disabilities.

i.
Assemble at the pre-determined assembly point and wait for further instructions.

j.
Determine whether any of your colleagues are missing and inform the Emergency Team Leader or the Fire Brigade.


NB! – NEVER USE LIFTS IN CASE OF A FIRE!


Emergency Teams:
· Take control of the area and apply fire fighting procedure.
· Control all personnel and visitors

· Minute all procedures for later record keeping.

· Take roll call at the assembly area.
9.7 HAZARDOUS SPILLS
1. In the event of a spill containing potentially hazardous materials, anywhere on campus, the following will take place:

a 
A determination of the type of spill and its severity will be made by the person in control of the area in which the spill occurs (e.g. Faculty members in Chemistry labs). 

b. The person in charge will notify Protection Services and the appropriate Department Head.  The person in charge will make a determination whether to evacuate.

c. Local evacuation only the room or floor affected by the spill will be evacuated. 

d. General evacuation the spill is severe enough to warrant evacuation of the entire building. 

e. Head and staff will evacuate all persons to an area far enough from the building in order to ensure safety in the event of explosion or toxic fumes.

2. The Director of Campus Protection Services, or senior officer on duty, will contact the Hazardous Waste Management Coordinator and report the nature, severity, exact location and evacuation procedures undertaken in response to the spill.  The Coordinator will be in charge of spill containment, clean up and all clear notification.

PROCEDURE IN THE CASE OF HAZARDOUS SPILLS (Specific actions):

a. A determination of the type of spill and its severity will be made by the person in charge of the area in which the spill occurred.

b. The person in charge will notify Campus Control and the HOD immediately.

c. The affected area should be cordoned off and nobody should be allowed to enter the area until such time as the necessary experts arrived. 

d. If the spill is not severe then the people in the immediate area should evacuate.

e. If the spill is severe and it poses a toxic fume and/or explosion risk, then a general evacuation of the whole building should take place.

f. The same evacuation procedure as for a fire should be followed.

g. The senior officer on duty or Campus Control will contact the Hazardous Waste Management Company as soon as possible.

h. The Hazardous Waste Management Company will clean-up the spill and render the area safe.  

9.8 MAIL HANDLING AND SUSPICIOUS ITEMS
The Postal Service delivers approximately 208 billion pieces of mail per year. The purpose of these guidelines is to recommend procedures for handling suspicious items received in the mail.   Campus Protection Services has procedures in place to handle suspicious items.
1. How To Identify Suspicious Packages And Letters
a. What constitutes a suspicious letter or parcel?  The more “markers” you find from this list the more likely that some outside intervention is needed to determine if the letter poses a threat.  Some typical characteristics, which MIGHT trigger suspicion, include letters or parcels that include the following:  

· Any powdery substance on the outside. 

· Excessive postage

· Are unexpected or from someone unfamiliar to you. 

· Handwritten or poorly typed addresses

· Are marked with restrictive endorsements, such as "Personal" or "Confidential." 

· No return address, or have one that can't be verified as legitimate. 

· Shows a city or state in the postmark that does not match the return address

· Lists incorrect titles or only a title but no name

· Misspellings of common words

· Are of unusual weight, given their size, or are lopsided, uneven or oddly shaped. 

· Excessive security material such as masking tape, string, etc.

· Strange odors or stains.  

· Dried bacterial agents tend to be amber or brown.  However another color does not necessarily meant that the substance is harmless.

· Oily stains, discolorations or odor

· Protruding wires or aluminum foil

· Visual distractions or a ticking sound

b. What should I do if I've received a suspicious letter or parcel in the mail that reflects one or more of the above markers?

· Do not open the mail.   

· Isolate the mail and evacuate the immediate area. 

· Call Protection Services to report that you've received a parcel in the mail that may contain biological or chemical substances.

· Wash your hands with soap and water.

c. Envelope With Powder Or Powder Spills Out Onto Surface:
· Do not try to clean up the powder.  

· Leave the room and close the door, or section off the area to prevent others from entering 

· Wash your hands with soap and water to prevent spreading any powder to your face.

· If you find powder on your clothes, place water on it to make is adhere to the clothing and reduce the risk of it becoming airborne.

· Report the incident to Protection Services, and notify your supervisor.

· If possible, list all people by name and phone numbers who were in the room or area when this suspicious letter or package was recognized, especially those who had actual contact with the powder.  Give this list to Protection Services for follow-up investigations and advice.   

PROCEDURE WHEN RECEIVING SUSPICIOUS PACKAGE/MAIL (specific Actions):

· Do not open the package/mail.

· Isolate the package/mail and evacuate the immediate area.

· Call Campus Control to report that you have received a package in the mail that may pose a threat.

9.9 PROCEDURE IN CASE OF A TERRORIST ATTACK

1.
Stay inside building and await instructions from the Police or Campus Protection Services.

2.
Stay away from windows.

3.
Lay flat on the floor if there is any gun fire.


4.
Stay calm and don’t move around.


5.
If the order to evacuate is given, ensure that all classified documentation is locked away.


6.
Wait for further instructions from the Police or Campus Protection Services.

Emergency Teams:
· Be on standby.
· Keep emergency teams ready for help if required.

· Keep employees calm.

· Keep Campus Protection Services  informed at all times.
9.10 PROCEDURE DURING HOSTAGE SITUATION
1.
Stay calm.


2.
Don’t try to fight back.


3.
Obey instructions.


4.
Don’t give away your family’s whereabouts.


5.
Memorise information regarding the hostage takers like names, habits, voice…etc.


6.
Accept that your life will be threatened.


7.
Don’t refuse food and water.


8.
Stay positive.


9.
Answer all questions but think carefully.

10.
Try not to annoy the hostage takers.
9.11 PROCEDURE IN CASE OF UNREST OR RIOT
1.
Identify leaders of the group and persuade them to go into negotiations with the relevant people.



2.
Any suitable office can be used by the negotiation team while the rest of the masses gather at a suitable point, preferably a sport stadium on campus.


3.
Separate other staff members/students from the rioting group to prevent confrontation.


4.
Enough two way radios should be available to ensure adequate communication. The REMRAD system in the Campus Protection Services office will be used for communication to the emergency services.


5.
Evacuation of certain buildings and- or the campus area shall only be done on command of the Vice-Chancellor.


6.
The police need to  be visible to the rioters at first, but yet close enough for fast reaction.


7.
The Head of Campus Protection Services  form part of the negotiation team but would be with the Police and act as a liaison officer between the police and the negotiation team.
9.12
PSYCHOLOGICAL/EMOTIONAL CRISIs
A psychological crisis exists when an individual or individuals is threatening harm to him/herself or to others.  It may also occur when a person is out of touch with reality due to substance abuse or psychosis.  Psychosis may be manifested by hallucinations, seizures, and/or out of control behavior.  The person could be a mentally ill patient who walked away from treatment or ceased taking prescribed medications.  An Emotional Crisis may exist due to the death of a student, faculty, or staff member, especially if the death is unexpected.  Other examples of emotional crisis could be those due to tragic local or national events, or other events that cause great emotional upheaval to members of the TUT Community.  

PROCEDURES – PSYCOLOGICAL CRISIS:
1.   NEVER try to handle the situation if you feel it may be dangerous to you or others.

2.   Notify Campus Protection Services of the situation.  Clearly state that you need IMMEDIATE assistance. Give your name, location, phone number and area involved.  If possible, tell the officer the nature of the crisis.

3.   In extreme emergencies contact 10111/10117 and explain the nature of the emergency to a dispatcher in order to obtain law enforcement assistance and ambulance transportation to the McLeod emergency room.

4.   If the person is threatening harm to self or others, but the threat is not imminent:  

a. Campus Protection Services should ascertain if that person has a therapist, psychologist or psychiatrist and attempt to make contact with that mental health professional for assistance.  The Employee Wellness Programme toll free number:  0800611247.
b. If the individual is being seen by someone on the Counseling and Testing staff, Campus Protection Services should contact the counselor and/or the Director of Student Development at the office or at home. Counseling and testing staff may also be consulted about students who are not receiving therapy. Counseling and testing staff members may be contacted for consultation, regardless of whether or not the disturbed student is an active client.

c. Should contact with the individual's own therapist or Counseling and Testing staff be unavailable, Campus Protection Services may contact any public hospital for the services.  Campus Protection Services should be prepared to arrange transportation to the nearest approved emergency room for medical evaluation.

5. In addition to Counseling and Testing, the Vice Chancellor, DVC to Finance and Business Development and the Executive Director of Student Affairs will be briefed on incidents of this nature.

PROCEDURES - EMOTIONAL CRISIS  

1.  Due to the individual nature of these events, they must be dealt with on an individual basis.  Minimally, should one of these events occur, the following persons will be informed and updated on a regular basis as the response is formed and implemented:

· Vice Chancellor

· All Deputy Vice Chancellors

· Director of Corporate Affairs and Marketing
2. In the event that an emotional crisis occurs, an appropriate response team should be formed to develop an action plan.  Members of this team will vary, depending upon the nature of the crisis.  Members may include:

· Campus Protection Services and all Protection Services ;

· Director of Campus Protection Services;

· Director of Wellness Counseling Services;

· Technical Services Personnel;

· Academic, Administrative, or Student Affairs personnel involved in the response.

3. Responses to emotional crises by the university may vary greatly, depending upon the nature of the event and the impact on the university community.  Some responses may include:

· Campus wide announcement of facts of the event (via e-mail, telephone calls, staff meetings);

· Crisis counseling/debriefing conducted by appropriate members of the TUT Community (Counseling Personnel, Psychology Department) or appropriate members of the surrounding community;

· Memorial Service, if deemed appropriate.  The appropriate administrative office would be responsible for coordinating the service/event (DVC Teaching, Learning and Technology for academic members, DVC Administrative & Finance for Staff members, Executive Director for Student Affairs for students).

10.
CRISIS COMMUNICATION PLAN


10.1
Introduction

A crisis communications plan provides policies and procedures for the coordination of communications within the university, and between the university, the mass media and the public in the event of an emergency or controversial issue.  A crisis situation shall be defined as any emergency situation or event identified by the Vice Chancellor or the Office of Protection Services as having a major impact on the campus community as a whole.  

Emergencies may include fires, explosions, chemical spills, natural disasters, and accidents involving members of other university organizations, or major crimes that demand a public response.  Controversial issues may include academic or Sport scandals, police investigations, student protests or other situations that can adversely affect an institution’s reputation.

The term “crisis” usually refers to the period immediately following an emergency situation which has widespread interest among the local, Provincial and national community, thus generating interest from the local and national media and requiring the University’s full attention for its duration.

This plan describes the University’s role in collecting and conveying information to the public immediately following a crisis or emergency situation.  This plan is not intended to change the way emergencies are initially reported.  All campus emergencies should be reported immediately to Campus Protection Services Department.

10.2 Objectives of the Plan

A. To factually assess the situation and determine whether a communications response is warranted.  

B. To assemble a crisis communications team that will make recommendations on appropriate responses.

C. To implement immediate action to:

· Identify constituencies that should be informed about the situation.

· Communicate facts about the crisis.

· Minimize rumors.

· Restore order and/or confidence.

10.3  Assumptions

A. Each crisis or emergency will require an appropriate response.  The extent of the response will depend upon the nature of the crisis.

B. Often the only information the public receives about an emergency is through the mass media; therefore, media relations is an essential element of any crisis plan.  Time is critical and a response must be issued as soon as possible with follow-up bulletins, as required.

C. A crisis situation is big news and is likely to result in widespread public exposure for the University.

10.4  Procedures

A. To ensure that the University’s public information response to an emergency is quick, accurate, sensitive and responsible, the Office of Cooperate Relations will coordinate crisis communications with campus and off-campus media.  The Office of Cooperate Relations, at the Vice Chancellor’s request, will set up a crisis communications center in its offices (or other location if necessary) to remain open 24 hours a day during a crisis.  This is not to be confused with a command center under the University’s Emergency Plan pertaining to the management of the crisis itself. 

B. If the Vice Chancellor is unavailable, the Deputy Vice Chancellors will serve as the senior university officials in charge.

C. Based upon the type of crisis, the Vice Chancellor will assemble a “Crisis Communications Team” to work directly with the Office of Cooperate Relations and the Vice Chancellor’s Office to facilitate dissemination of information.  The “Crisis Communications Team” will consist of the following:

· Vice Chancellor

· Director of Corporate Affairs and Marketing
· DVC: Teaching, Learning and Technology
· DVC: Institutional Planning and Operations
· DVC: Finance and Business Development as events pertain to employees of the University

· Executive Director for Student Affairs as events pertain to students

· Director of Campus Protection Services 

· The Deans

· Director of Student Development (Counseling)
10.5  Phases of Response

A. Immediate. The Crisis Communications Team, after assessing the nature and scope of the situation, will develop a plan of action including some, or all, of the following:

1. Designate a spokesperson.  In cases of a significant crisis, the Vice Chancellor or the highest ranking University official must take the lead in conveying the administration’s response to the crisis, showing that the University has control of the situation, calming public concern and setting an example for the entire campus.

The most appropriate spokesperson (or persons) will be identified and counseled by the Director of Cooperate Relations. The university understands that both the press and public prefer statements from those closest to the situation and will attempt to comply whenever possible.  Otherwise, the official spokesperson is the Director of Cooperate Relations.

2. Draft a fact sheet.  The fact sheet should contain a summary statement of the situation, including all known details to be released to the media.  This information should be made available to and approved by the Vice Chancellor or, in his absence, the highest-ranking University official available.  This fact sheet should be analyzed with respect to the public’s right to know and concerns for privacy and security.  This fact sheet should include: 

· the type of emergency/disaster;

· time of disaster; 

· actions taken thus far; 

· areas and number of people involved; 

· number of fatalities and/or injuries;

· what hospitals injured are taken to;

· extent of damage to property or facilities

· Agencies responding to the emergency.

3. Notification of families.  In cases involving employee or student injuries or deaths, families will be notified by University personnel before names are released to the public.  Families of employees will be notified by the Deputy Vice Chancellor of  Finance and Business Development, and families of students will be notified by the Executive Director of Student Affairs.

4. Notify key constituents.  Determine key constituencies that should be informed of the crisis.  It is important to keep administration, academic , staff and students informed of appropriate details and actions taken by the University during an emergency.  Effective communications will help quell rumors, maintain morale, and ensure continued orderly operations of the University.  Among the groups that should be considered for communications in a crisis situation are:

· Law enforcement and emergency response agencies

· Administration, academic and, general staff and students

· University Council

· Parents of Students

· Mass Media

· Advancement office and Alumni Boards 

· Alumni

5. Photography.  Decide the need to assign videographers and photographers to document the scene.  This may prove helpful in responding to media inquiries, to possible later litigation, as well as documenting events as they occur.  Decide whether it’s appropriate and safe to allow location shooting by TV and newspaper photographers.  Determine when, where and who will accompany the media representatives.

6. Rumor control.  The University switchboard number and Protection Services, both of which will receive a high volume of incoming calls, should be notified regarding a recorded message as to key facts of the crisis (fact sheet) and where to refer callers pertaining to the crisis.  When possible, the University’s website, broadcast email will also be used to post factual information about the crisis.

B. Ongoing Period.   In a crisis, the Office of Corporate Affairs and Marketing  will:

1. Provide media updates as the situation warrants to keep the public informed of new developments and provide advice on what they should or should not do to prevent further damage or loss of life, panic or interference with emergency response efforts.

2. Keep the public, media and constituents informed as to where to seek temporary housing, food, etc.

3. Coordinate the release of factual information with local hospitals and other disaster agencies involved, providing as prompt, accurate and complete information as possible.

4. Instruct the public on how to obtain further advice or information as warranted, i.e., via the University’s website.

C. Recovery Period.


1. The Office of Corporate Affairs and Marketing will issue media updates as long as necessary, then scale back activities as warranted. 

2. Immediately following a crisis, it is imperative that the University be sensitive to the needs of staff and students who may have been personally affected by the disaster.  There may be a need to assist any victims by referral to available resources.

3. It is reasonable to expect that rumors would follow a crisis, further creating an atmosphere of anxiety.  Follow-up communication of factual information to University constituencies may be necessary.  Information may be disseminated through the mass media, web site, internal email, switchboard and Protection Services recordings and direct mail.

4. Upon termination of the crisis situation, the Director of Cooperate Relations will schedule a meeting of all key players to review all actions taken and make suggestions for dealing with communications of any future emergencies.

10. 6       Media Relations

A.
When appropriate, a news conference may be necessary to facilitate dissemination of information.  This is especially true in the early stages of the crisis situation.  The Office of Cooperate Relations will make arrangements for the news conference and notify the mass media of the location and time.  When possible, information will be communicated with media deadlines in mind.

B.
Interaction with the media should always be honest and courteous to encourage the media’s confidence in and respect for University personnel.  Attitudes toward the media reflect on the image of the University and credibility of information presented.  Withholding information from the media will generate suspicion and distrust.

D.   A key objective of communications planning during a crisis is to arrange opportunities to present complete statements of fact rather than being put on the defensive.

E. The words, “no comment,” should be avoided.  However, there are times when it is appropriate to explain that the university chooses not to participate in the discussion, especially when all the facts are not known yet.  A simple “I do not know” or “we can’t confirm that” will suffice. 

F. Media requests for interviews during normal times are freely granted and encouraged.  During a crisis, the ground rules should be communicated with the initial statement.  Usually interviews following an initial news conference are not granted.  But when the issue becomes a major news story or is particularly sensitive, one or two University representatives should be prepared for follow-up interviews.  

APPENDIX 1

D)
General Information

1.
Institution Information:


Campus/Learning Site:______________________________________________

Street address:
________________________________________________

________________________________________________________________

Postal address:
________________________________________________


________________________________________________________________

Nature of activity:
Tertiary Institution


Number of employees:__________(At specific campus/learning site)

2.
Control room:

In case of emergency the emergency management will get together in the control 
room situated at: __________________________________________________

3.
Alarm:


Alarm is sounded as follows: The use of two way radios, audible alarm system.


When the alarm is given the following actions should be taken:
· Threats from inside the buildings (bomb, fire) - evacuate building following the correct procedures; 
· Threats from outside (terror attacks) - stay inside.

4.
Contact persons:

Names, telephone numbers and addresses of three persons who should be contacted in case of an emergency:


a)
________________________________________



________________________________________



________________________________________

b)
_________________________________________



_________________________________________



_________________________________________
c) _________________________________________

_________________________________________

_________________________________________


5.
Area study:


5.1
The following incidents happened in the past:



__________________________________________________________



__________________________________________________________



__________________________________________________________



__________________________________________________________
5.2
Characteristics of the area (only outstanding characteristics, eg. Water courses, rivers, express ways, residential or industrial areas in the vicinity):



__________________________________________________________



__________________________________________________________



__________________________________________________________



__________________________________________________________



__________________________________________________________
6.
Neighbours:

Locality, names, telephone numbers and activity of neighbours are as follows:


Address:
_____________________________________________________

Name

_____________________________________________________

Tel. Nr.
_____________________________________________________

Activity
_____________________________________________________

Address
_____________________________________________________

Name

_____________________________________________________

Tel. Nr.
_____________________________________________________

Activity
_____________________________________________________
7.
Emergency telephone numbers:


Ambulance


__________________________________________

Fire Department

__________________________________________

Police



__________________________________________

Civil Protect.


__________________________________________

Traffic



__________________________________________

Water Interruptions

__________________________________________

Electricity (24 hours)
__________________________________________

Road Damage

__________________________________________

SPCA



__________________________________________
8.
Equipment:


The following equipment should be available in the control room at all times:


Updated emergency plan


Torches in working condition




Alarm


Telephone


Two way radios


First aid kit


Stretcher


Axe


Hard hats


Megaphone


30m rope


Barrier tape

9.
Names and telephone numbers of the emergency management team:



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________


10.
Names and telephone numbers of the fire fighting team:



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________


11.
Names and telephone numbers of first aiders:



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________



Name________________________________ Tel___________________

APPENDIX 2

EMERGENCY NOTIFICATION MATRIX 

When emergency information must be transmitted to the University community, the following chain of communications will be utilized.  Those who are first aware of an emergency should call the Vice Chancellor 's Office so that the appropriate plan can be activated.  As individuals at the top of the matrix are advised he/she will notify others in the chain along with persons in their respective offices.  If you are unable to contact the person listed below ,you  continue down the list until someone is informed.  This matrix is drawn from the TUT Organizational Chart maintained by Human Resources.

THE VICE CHANCELLOR & PRINCIPAL

 (Generally notifies: Campus Protection Services,  Corporate Affairs and Marketing,  & Office Staff along with the following):
	DVC  TLT
	DVC:  FINANCE & BUDINESS DEVELOPMENT
	DVC:  IPO
	EXECUTIVE DIRECTOR:  STUDENT AFFAIRS

	All Faculties
	Human Resources
	Logistical Services
	Student Life

	All Academic Departments
	Finance Department
	Building & Estates
	Accommodation and catering

	Library
	Foundation
	ICT
	Financial Aid Bureau


APPENDIX 3
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	COMMUNITY SAFETY  DEPARTMENT

TSHWANE DISASTER MANAGEMENT CENTRE

Tel
012 358 2292
PO Box 440

Fax
012 358 2003
Pretoria
E-mail
moniccam@tshwane.gov.za
0001

Pieter Delport Centre, 133 Beckett Street, Arcadia, 0083
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APPLICATION FOR EMERGENCY PLANNING ASSISTANCE
	ORGANISATION DETAILS:

Name of organization:
Building name:

	Street name and number:

	Suburb:
	Postal code:

	Website address:

	Organization GPS co-ordinates (If available)

latitude:
	Longitude:

	Do you own or rent the building? 

(Tick the appropriate block)
	Own
	Rent total 

building
	Rent part 

of building

	If renting, please provide the letting agents details:

	Agent name:
	Company name:

	Office Tel no:
	Cell no:

	Fax no:
	E-mail:

	Contact person details:

	Name:
	Office tel no:

	Cell no:
	Fax no:

	E-mail address:

	PLEASE INDICATE YOUR NEED (please tick the appropriate block):

	New emergency plan
	Update existing emergency plan
	Evacuation exercise

	BUSINESS INFORMATION:

	More than one building on premises?
	Yes
	No
	If yes, total:

	Approximate size of building/s:

	Total of floors/storey’s per building:

	List nature of business / main processes:



	Number of employees:
	Working hours:

	Hazardous chemical on premises? (Tick the appropriate block):
	Yes
	No

	If yes, please list the chemicals:



	Please list potential hazards on or in close proximity to the premises:



	SPECIFIC EMERGENCY PLANNING INFORMATION:

	Does your organization comply with fire safety regulations?  (Please note that a valid fire safety certificate is a pre-requisite for an evacuation exercise) 
	Yes
	No

	Does your organization have an alarm/PA system for warning purposes?
	Yes
	No

	Please indicate the method of communication that will be used in an emergency situation:



	Have you identified emergency members and have they received training?

	Identified?
	 Yes
	  No
	Trained?
	Yes
	No

	Are the emergency members familiar with their roles and responsibilities?
	Yes          
	No

	Do they wear identifiable clothing?
	Yes 
	No

	Is there emergency equipment available on the premises?
	Yes
	No

	If yes, please list:



	Do you have any available resources which could be used by yourselves / others in an emergency 

situation (assembling hall, bedding, skills, knowledge etc)?  Please list:



	Are there specific assembly points identified?
	Yes
	No

	Is there a control room or centre on the premises?
	Yes
	No


_____________________


_____________________________

DATE OF APPLICATION: 


SIGNATURE OF APPLICANT:

PLEASE TAKE NOTE OF THE FOLLOWING IMPORTANT INFORMATION:

For more information on training in fire awareness and first-aid, you may contact the:
Emergency Management Services Department,

Operational Support and Support Services division,

Training section, tel no: (012) 347 0104
Contact details for a fire safety inspection / certificate are:

Emergency Management Services Department,

Fire Safety section,

Ms F Lynton, tel no 358-6255  
GUIDELINES FOR EMERGENCY PLANNING ARE AVAILABLE AT:

www.tshwane.gov.za
click on “Council”

click on “Departments and Departmental Information”

click on “Emergency Management Services”

click on “Emergency evacuation planning documents.
PLEASE COMPLETE THE APPLICATION FORM IN FULL AND RETURN TO THE ADDRESS AT THE TOP OF THE APPLICATION FORM. YOU WILL BE CONTACTED WITHIN THREE WORKING DAYS UPON RECEIPT OF YOUR APPLICATION FORM BY A DISASTER MANAGEMENT OFFICIAL.

THANK YOU

Tshwane Disaster Management Centre: 

“Planning for the predictable and preparing for the unpredictable”
APPENDIX 4

BOMB THREAT CHECKLIST

THE CALL

	DATE AND TIME:
	

	RECEIVED BY:
	

	THREAT DETAIL

EXACT WORDS:


	


QUESTIONS TO ASK

	WHERE IS THE BOMB?


	

	WHAT DOES IT LOOK LIKE?


	

	WHAT TIME WILL IT GO OFF?


	

	WHAT IS THE REASON?


	

	TIME THE CALL ENDED?


	


IDENTIFICATION RECORD (Mark with X)
	VOICE:
	MAN
	WOMAN
	CHILD

	CONDUCT:
	EMOTIONAL

ANGRY

EXITED
	POLITE

FRIENDLY

CALM
	COHERENT

NERVOUS

INTOXICATED

	VOCABULARY:
	EXCELLENT
	GOOD
	BAD

	ACCENT:
	RSA
	FOREIGN
	OTHER

	SOUNDS:
	MACHINERY

TRAFFIC
	TRAINS

AIRCRAFT
	MUSIC

ANIMALS


CALLERS KNOWLEDGE

	KNOWS THE BUSINESS LAYOUT/PREMISES?


	

	KNOWLEDGE OF PERSONAL ACTIVITIES?

 
	

	DO YOU RECOGNISE THE VOICE?


	


INTERNAL COMMUNICATION

	MANAGEMENT NOTIFIED:


	NAME:

	DATE AND TIME:
	

	EVACUATION:
	NO/YES                TIME:
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