
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EMERGENCY RESPONSE GUIDEBOOK 

 

 



EMERGENCY CONTACTS & RESOURCES 

 

On Campus 

Emergency  911 

Campus Safety/Security  (603) 578-8942 

Nashua Police (603) 594-3500 

Nashua Fire (603) 594-3651 

Facilities Management (603) 340-1953 

 

Off Campus 

Off Campus Emergencies                                                       911 
Nashua Police                                       (603) 594-3500 
Nashua Fire                                       (603) 594-3651 

New Hampshire Rape Crisis Center                                      1-800-277-5570 

Domestic Abuse Hotline                                      1-866-644-3574 





ACTIVE SHOOTER continued 

 Keep hand visible at all times. 

 

 Avoid quick movements toward Officers such as holding on to them for 

safety.  

 

 Avoid pointing, screaming or yelling.  

 

 Do not stop to ask Officers for help or direction when evacuating.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



BOMB THREAT   

A bomb threat must always be considered a real and immediate danger to students 

and staff and requires immediate response by the person receiving the bomb threat 

message. Consequently, all employees must be familiar with the established 

procedures, as many times the threat comes directly to a person other than an 

administrator.  

NO BOMB THREAT IS TO BE DISREGARDED AS BEING A PRANK 

CALL.  

It is important that every staff member be knowledgeable of the response to a 

bomb threat and the locations of the Bomb Threat Checklist.  

BOMB THREAT/TELEPHONE THREAT CHECKLIST 

Describe Exact Wording of the Threat 

Sex of caller:    

Age:  Length of call:  

Time:  Date:  

Number displayed on Caller ID:    

Number at which call is received:  

Describe the Callerôs voice  

Calm Angry Excited 

Slow Rapid Soft 

Loud Laughter Crying 

Normal Distinct Slurred 

Nasal Stutter Lisp 

   

  continued  





BUILDING EVACUATION   

BUILDING EVACUATION 

 All occupants are required to evacuate when a fire alarm sounds or when 

ordered by an authorized Campus Safety/Security official or a Police 

Officer. 

 

 DO NOT USE EVELATORS  

 

 If time permits, turn off stoves and ovens, and unplug or disable any device 

that could make a dangerous situation worse. 

 

 Move to the closest exit and proceed down the EXIT stairwell in a safe and 

orderly manner. Take personal belongings with you. 

 

 Remain at least three hundred (300) feet outside of the building and await 

further instructions. Keep roadways open and beware of approaching 

emergency vehicles.  

 

 Notify emergency responders of anyone trapped, especially anyone with a 

physical disability who cannot evacuate.  

 

 Do not go back into the building for any reason until informed of an         



CHEMICAL SPILLS   

Chemical spills, which do not pose a threat:  

 Attempt to confine the spill as much as possible if you have been trained to 

confine spills and are thoroughly familiar with the hazards of the spilled 

chemical. If you have contact with the spilled material, remove any 

contaminated clothing immediately and flush all areas of bodily contact with 

large amounts of water.  

 Notify 911 first then Campus Safety/Security at (603) 578-8942 and give 

them:  
1. Building name 
2. Floor 
3. Room number 
4. Type of accident 
5. Chemical(s) involved  

Chemical spills, which pose a threat:  

 Evacuate the building  

 Call 911 first then Campus Safety/Security at (603) 578-8942 and give them:  

1. Building name 

2. Floor 

3. Room number 

4. Type of accident 

5. Chemical(s) involved  

 Notify responding emergency personnel 

 Continue to rinse the body contact areas with large amounts of water for 

fifteen (15) minutes.  

 

 

 

 

 

 





FIRE  continued    

 DO NOT USE THE ELEVATOR.  

 Cover your face with a wet towel or piece of clothing and breathe through 

your nose. 

 Wet a blanket, sheet or other item and drape it over your shoulders. 

 Crawl or crouch low to floor. 

 If your clothing catches fire, remember to ñdrop, drop and rollò. Use a coat 

or blanket to smother flames. 

 Cool (not cold) water may be applied to minor burns.  

 

Should you discover a fire, proceed to MEDICAL EMERGENCY tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 



MEDICAL EMERGENCY 

Call 911 and Campus Safety/Security (603) 578-8942  

Give the following information:  

 Location of ill or injured person. 

 Type of injury, illness, or symptoms, and number of persons ill or injured.  



MEDICAL EMERGENCY continued 

 Position shoulders over hands. Compress chest fifteen times using a 

smooth, even rhythm.  

 Give two slow breaths (see To Start Breathing above).  

 Do three more sets of fifteen compressions and two breaths.  

 Recheck pulse and breathing for about five seconds.  

 If there is no pulse, continue sets of fifteen compressions and two 

breaths.  

 Continue until medical assistance arrives or until victim starts breathing 

and has a pulse.  

Abdominal Thrust for Choking Victim  

 Call 911 for emergency instructions.  

 Get behind the victim. Wrap your arms around the victimôs waist, just 

above the navel.  

 Clasp your hands together with a doubled fist. Press in and up in quick 

thrusts.  

 Be careful not to exert pressure against the victimôs rib cage with 

forearms.  

 Repeat procedure until choking stops.  

To Stop Bleeding  

 



SEVERE WEATHER   

Although this is not a frequent emergency in our locale, they do sometimes occur. 

All faculty and staff should be familiar with the emergency response procedures 

for this type of incident.  

PROCEDURES  

If high winds or a tornado threatens during operating hours, the following steps 

should be taken:  

 Assure that all faculty, staff, and students remain inside the building. 

Evacuate rooms/labs with large roof spans or those that have many 

windows.  

 All occupants should move away from windows and close to inside walls.  

 Monitor local weather and news for information about possibility of 

continued storms. Encourage all occupants to remain in the building until the 

threat is diminished.  

 Notify the electric company if power is lost. 

POWER OUTAGE  

The inherent danger during a major power outage is panic. Try to remain calm. In 

the event of a campus-wide outage, all buildings will be evacuated.  

In Case of a Campus-wide Power Outage:  

 Remain calm.  

 Follow directions from Campus Safety for immediate action. If 

evacuation of a building is required, seek out people with special needs 



SEVERE WEATHER/ POWER OUTAGE  continued  

If People Are Trapped in an Elevator  

 



SUICIDE/ATTEMPTED SUICIDE  

General Procedures  

If an individual has inflicted injury to self or ingested a substance in a possible 

suicide attempt, the first person that becomes aware should call 911, or activate the 

911 call box. Also, contact the Director of Campus Safety/Security or designee and 

security if available.  

 All non-involved persons should be evacuated from the area.  

  Contact and medical information should be obtained from the Registrarôs 

Office or the main office.  

 When the rescue personnel are on the scene, the individual will be evaluated 

and transported to a local hospital.  

 As soon as possible, an incident report should be completed and given to 

the Director of Campus Safety/Security.  

If a student or staff member indicates intent to inflict injury to self, the individual 

hearing the statement should call security and the Director of Campus 

Safety/Security or designee. The Director of Campus Safety/Security or designee 

will notify the crisis counselor identified for each campus.  

 

  

 

 

 

 

 

 

 

 

 

 



SUSPICIOUS PACKAGE OR OBJECT  

Detecting Suspicious Packages or Letters  

Suspicious packages are not limited to those delivered by a commercial or U.S. 

postal carrier. The following characteristics have been designated by the U.S. Post 

Office and the Department of Alcohol, Tobacco, and Firearms as indicators of 

suspicious packages:  

1. Lumps, bulges, or protrusions on package.  

2. A lopsided or heavy-sided package or excessive masking tape.  

3. Handwritten addresses or labels from companies (check to see if the company 

exists and if they sent a package or letter).  

4. Packages wrapped in string.  

5. Excess postage on small packages or letters.  

6. No postage or unconcealed postage.  

7. Handwritten notes, such as, ˈTo Be Opened in the Privacy of, Confidential, 

Your Lucky Day is Here, ˈPrize Enclosed!  

8. Restrictive markings such as ˈconfidential or ˈpersonal.  

9. Improper spelling of common names, places, or titles.  

10. Generic or incorrect titles. Titles with no name attached.  

11. Leaks, stains, or protruding wires, string, tape, etc.  

12. Hand delivered or ˈdropped off for a friend packages or letters.  

13. No return address or nonsensical return address.  

14. Foreign mail, airmail, and special-delivery packages.  

15. Any letters or packages arriving before or after a phone call from an unknown 

person asking if the item was received.  

 

Move people away. Do not move or open the package. Do not investigate too 

closely. Do not cover or insulate the package.  





THREATENING AND VIOLENT BEHAVIOR  continued  

 Stall for time.  

 Keep talkingðbut follow instructions from the person who has the weapon. 

 Donôt risk harm to yourself or others.  

 Never try to grab the weapon.  

 Watch for a possible chance to escape to a safe area.  

 

Adapted from Federal Protective Service U.D. General Services 

Administration guideline.  

2. If the threat is not immediate, consult appropriate resources for help in assessing 

the level of danger, determining an appropriate intervention, and choosing 

appropriate safety measures. Resources to consult in addition to the administrator 

in charge are:  



THREATENING AND VIOLENT BEHAVIOR  continued  

If, after consultation, it is determined that the threat is not serious and is 

unlikely to result in danger to any member of the college community, take the 

following steps:  

 Inform your administrator of the incident, the results of the consultation, and 

action plan.  

 In consultation with your administrator, determine who will convey to the 

individual that it is not acceptable to make such threats.  

  Document the incident. Describe the sequence of statements and the 

context. Give details. Have threats been made in the past? Is the person 

known to have a weapon? Is there a history of animosity? This information 

will be important in evaluating the level of risk if there is another threat. Cite 

consultations, plan for action, and action taken. Forward a copy to the 

Director of Campus Safety/Security. 

 

 

 

 

 

 

 

 

 

 

 

 

 



UNAUTHORIZED PERSON / POSSIBLE DANGER  

PREPARING THE STAFF  

In order to maintain the safety of students and staff, procedures need to be 

established in the event a person or persons is on or near the college and poses a 

possible danger. This could be a sniper on campus or in close proximity to the 

college. In many cases the college will be the first to recognize the danger and will 

have the responsibility of notifying the police.  

It is not our intent to disarm anyone with a weapon, or to physically restrain 

anyone who is suspected of being capable of inflicting bodily harm. It is our intent 

to keep our faculty, staff, and students safe from harm.  

PROCEDURES IN PREPARATION FOR POSSIBLE DANGER  

 A lock-down procedure has been created. This system keeps faculty, staff, 

and students inside, and the danger outside away from students and staff. 

The code for initiating the lock down procedure is:  

 All faculty and staff will be informed of the lock-down procedures at the 

beginning of each semester.  

 

PROCEDURES IN RESPONSE TO A DANGEROUS SITUATION  

 The first person that is aware of the situation immediately directs nearby 

students and staff into their classroom and work areas and notifies the chief 

campus officer or designee.  

 The Director of Campus Safety/Security designee will authorize 

announcement of the lockdown.  

 The lock-down announcement will be made over the public address system.  

  Notify the police department immediately using 911. Be prepared to give us 

much specific information as possible.  

 In response to the lock-down announcement.  

 All students and staff remain in their classrooms and work areas, locking the 

door if possible.  

 Lights in the area should be shut off, and curtains closed if it is safe to do so.  

 

 



UNAUTHORIZED PERSON / POSSIBLE DANGER continued  

  Occupants of each room should assemble away from the door in an area not 

visible from the door. If gunfire is heard, all should seek shelter under desks 

or tables and remain there until the lock-down has concluded.  

  No person should leave their room for any reason until given the all clear by 

police or college administration. Do not leave the room in response to an 

announcement over the public address system. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



REPORTING CRIME  

All crimes should be reported to the Campus Safety/Security Department.  

If you witness a crime or believe a crime is in progress, call Campus 

Safety/Security at (603) 578-8942 and Nashua Police 911 immediately.  

Report as much information as possible including:  

 What the person (s) is/are doing 

 The location 

 Physical and clothing description of those involved 

 Weapons involved 

 Vehicle description and license plate number, if appropriate 

 Direction of travel when last seen, etc.  

 

DO NOT APPROCH OR ATTEMPT  

TO APPREHEND THE PERSON (S) INVOLVED. 

 

 


