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WESLEY THEOLOGICAL SEMINARY 

 

EMERGENCY & DISASTER RESPONSE MANUAL 

 

September 23, 2015 

 

INTRODUCTION 

 

PURPOSE 

 
The Emergency Response Plan outlined in this manual is intended to provide a system for 

meeting emergencies that are of sufficient magnitude to cause a significant disruption of 

the functioning of portions of the Wesley campus. The basic emergency procedures are 

designed to protect lives and property through effective use of seminary and community 

resources. Each emergency situation requires a specific response in terms of needed 

resources and proper procedures.  This manual addresses each type of emergency on an 

individual basis, providing guidelines for the containment of the incident.  Since an 

emergency may be sudden and without warning, these procedures are designed to be 

flexible in order to accommodate contingencies of various types and magnitudes. 

 

This Emergency Response Manual is predicated on a realistic approach to the problems 

likely to be encountered during a major emergency or disaster.  Hence, the following 

assumptions are made and should be used as general guidelines in such an event: 

 An emergency or a disaster may occur at any time of the day or night, weekend, 

or holiday, with little or no warning. 

 The succession of events in an emergency or disaster is not predictable; therefore, 

published operational plans, such as this manual, should serve only as a guide and 

a checklist, and may require field modifications in order to meet the requirements 

of the emergency. 

 A major emergency or a disaster may be declared if the information indicates that 

such conditions are developing or probable. 

 

Community-wide disasters may affect the entire city of Washington, D.C. and 

surrounding areas.  The Washington, D.C. Emergency Management Agency may not be 

available to assist, particularly for the first day or two.  The more serious the disaster, the 

more Wesley will be left on its own.  Therefore, Wesley must be prepared to handle the 

Seminary’s needs as the situation warrants. 

 

SCOPE 
 

This plan encompasses the entire Wesley campus.  The intent of this plan is to provide a 

framework for coordinating the response efforts of all Wesley departments at the time of 

an emergency or a disaster. 
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TYPES OF EMERGENCIES 
 

These types of emergencies are covered by this manual: 

 Emergencies including fire and explosion, earthquake, tornado, hazardous 

materials spill, or radiation incident. 

 Civil disturbance including disruptive activities, bomb threat, terrorist activity, 

active shooter, or hostage taking. 

 Disruption as the result of telecommunications failure, electrical utilities failure, 

or water disruption. 

 

DEFINITION OF EMERGENCIES 
 

There are three levels or types of emergencies: 

 

Minor Emergency 

 

A minor emergency is defined as a local emergency with limited impact, which does not 

affect the overall functioning capacity of Wesley. Examples would be a small fire, a 

hazardous material incident, or a limited power outage. Neither the Campus 

Communications Network nor the Disaster Management Team would be activated. 

 

Major Emergency 

 

A major emergency is defined as a serious emergency that completely disrupts one or 

more operations of Wesley.  Examples would be a major fire, a civil disturbance, or a 

widespread power outage requiring outside emergency services, in addition to major 

efforts from campus support services.  Major policy considerations and decisions would 

usually be required.  The Campus Communications Network and the Disaster 

Management Team would be activated.  Community disaster agencies would be 

employed if a number of casualties were involved. 

 

Disaster 

 

A disaster is defined as a community-wide emergency that seriously impairs or halts the 

operations of Wesley.  Examples would be a major flood or a damaging tornado. Outside 

emergency services would be essential, but, perhaps, not always available.  Major policy 

considerations and decisions would always be required.  The Campus Communications 

Network and the Disaster Management Team would be activated. 

 

DECLARATION OF LEVEL OF EMERGENCY 
 

In case of any type of emergency, the on-site supervisor should follow Wesley’s policies 

and procedures.  If the emergency warrants, he/she should communicate immediately 

with the President or his/her alternates such as the Vice President for Administration. 
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After reviewing the emergency situation, a decision will be made as to how to proceed 

and who should be contacted.  The President or his/her alternate will declare the level of 

the emergency.  If it is either a major emergency or a disaster, the Campus 

Communications Network is activated, and the Disaster Management Team is activated 

and should report immediately to the appropriate command post. 

 

CAMPUS COMMUNICATIONS NETWORK 
 

Once a major emergency or disaster has been declared, the Campus Communications 

Network should be activated.  In such a case, the Director of Facilities has primary 

responsibility for contacting various members of the Wesley staff and administration as 

well as outside agencies as listed here: 

 

 Primary Campus Communications Network: 

 President (directs others to be notified) 

 Vice President for Administration (directs others to be notified) 

 Vice President for Finance 

 Communication Coordinator  

 Academic Dean 

 Associate Dean for Community Life 

 Representatives from the Housing Department – two representatives each for 

Carroll, Straughn, and the New Residence Hall (NRH) 

 Manager of Food Service 

 Representative from the Mail Room/AV – (Building Manager for Kresge) 

 Representatives for the Student Body – two live-in students 

 Representative from the Library – Building Manager for the Library 

 

 Extended Campus Communications Network: 

 Fire Department 

 Police Department 

 Washington, D.C. Emergency Management Agency (based on type of disaster) 

 Telephone Operators 

 Washington D.C. Electric, Gas and Water Companies (if required) 

 

The Business Office is responsible for maintaining the Campus Communications 

Network for Wesley (including names and phone numbers) on an up-to-date basis. 
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Figure 1 - Disaster Management Team Schematic 
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EMERGENCY DISASTER MANAGEMENT TEAM 
 

The Disaster Management Team will consist of these members: 

 President 

 Dean 

 Vice President for Administration 

 Vice President for Finance 

 Associate Dean for Community Life 

 Director of Facilities 

 Designated Safety Officer 

 

The President or his/her representative is responsible for the overall management of the 

major emergency or disaster and will coordinate the specific campus-wide response 

activities and campus support operations during the major emergency or disaster. 

 

The general flow of decision making and response notification and communication 

activities is depicted in “Figure 1 - Disaster Management Team Schematic” on the previous 

page. 

 

Contact numbers for the members of the Disaster Management Team are included at 

Appendix 1. 

 

INITIAL DAMAGE ASSESSMENT TEAM 

 

The Vice President for Administration will be the Director of the Initial Damage 

Assessment Team. 

 

The Initial Damage Assessment Team will consist of the following: 

 The Vice President for Administration  

 The Vice President for Finance 

 The Associate Dean for Community Life 

 The Director of Facilities 

 others whom the President may deem appropriate 

 

With the permission of the Washington, D.C. Police Department, the Washington, D.C. 

Fire Department, and/or Washington, D.C Emergency Management Agency, the 

Assessment Team will enter the building(s) in question, review and ascertain the damage, 

and report its findings to the President. 

 

COMMAND POSTS 

 

Field Emergency Command Post 

 

If the emergency involves only one building, or a small part of the campus, an 

appropriate space located near the emergency scene will serve as the field command post.  

At least one Disaster Team Member, versed in telecommunications, is to staff the 
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command post at all times until the emergency ends.  Field emergency command post 

equipment will include barricades and barrier tape, two portable phones/hand radios, a 

first aid kit, a campus telephone directory, and Washington, D.C. White and Yellow Page 

directories. 

 

General Emergency Command Post 

 

If the emergency involves a large part of the campus, and a major emergency or a disaster 

is declared, the command post will be established in a location and structure designated 

for this purpose.  At least one Disaster Team Member versed in telecommunications is to 

staff the command post at all times.  All equipment or personnel used in a field 

emergency command post as outlined in the previous paragraphs are required for this 

general command post.  In addition, designated administrative help from the 

administration should report to the command post.  All Disaster Team Members should 

report to the above-referenced location. 

 

RECALL PLAN FOR STAFF AND FACULTY 

 

Major Emergency 

 

If the major emergency occurs during an employee’s normal working hours, he/she 

should evacuate the building if required, remain in the general area close to his/her place 

of work, and await further instructions.  If the emergency occurs during non-working 

hours, a media announcement will be made through whatever methods are available, 

including radio, television, phone, text message, or e-mail, and may ask all Wesley 

employees who work in the building(s) involved to make a reasonable effort to return to 

Wesley immediately. 

 

Disaster 

 

If the disaster occurs during the employee’s normal working hours, he/she should 

evacuate the building if required, and remain in the general area close to his/her place of 

work, and await further instructions.  In the case of an earthquake or similar disaster, the 

employee should go to his/her already-designated assembly point and await further 

instructions. 

 

If the disaster occurs during non-working hours, the employee should care for his/her 

immediate family needs first.  If the President of the Seminary or his/her representative 

determines that it is appropriate to institute the recall plan, a special announcement will 

be made via available communication networks, such as radio, television, or phone.   If 

employees are recalled, they will be asked to return to their place of work or, in the case 

of an earthquake or similar disaster, they will be asked to go to their designated assembly 

points and await further instructions. 

If all communications are disabled, those employees within walking distance are asked to 

return to their place of work once their family needs are satisfied.  All others should 

remain at home until communications can be reestablished.  
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RESPONSIBILITIES 
 

PRESIDENT 

 

 Declares the level of emergency, based on reports from The Vice President for 

Administration and the Director of Facilities. 

 Makes decisions concerning the overall management of the emergency. 

 Participates on the Disaster Management Team. 

 

DEAN 

 

 Serves as a member of the Disaster Management Team. 

 Assesses event’s impacts on the academic program. 

 Advises the president concerning whether or not to continue holding classes and 

other educational programs. 

 Keeps faculty informed about the nature of the emergency. 

 Assists in prioritizing recovery operations in order to restore instructional 

functionality as quickly as possible. 

 

VICE PRESIDENT FOR ADMINISTRATION  

 

 On behalf of the President, senior administrator responsible for the specific 

coordination of campus emergency operations. 

 Serves as the operation manager during the emergency and coordinates the 

Disaster Management Team. 

 Works with the police and/or fire department and the Initial Damage Assessment 

Team in assessing damages from the emergency and preparing Wesley’s specific 

response. 

 Notifies and conducts liaison activities with Wesley’s administration, the 

Washington D.C. Emergency Management Agency, and other agencies as 

necessary. 

 Establishes liaison with the news media for dissemination of information, 

prepares news media releases, and arranges for photographic and audio-visual 

services. 

 Establishes liaison with local radio and television stations for public service 

announcements. 

 

VICE PRESIDENT FOR FINANCE  

 

 Serves as a member of the Disaster Management Team. 

 Assesses event’s impacts on business continuity capabilities. 

 Maintains direct liaison with banking partners to interpret levels of damage and 

impact on financial and business operations. 

 Maintains direct liaison with insurers to estimate damages and costs for repair or 

replacement. 
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 Coordinates with the Associate Dean for Community Life and the Director of 

Facilities to identify housing and administrative requirements and to procure 

appropriate temporary accommodations. 

 

ASSOCIATE DEAN FOR COMMUNITY LIFE 

 

 Serves as a member of the Disaster Management Team. 

 Coordinates closely with the Safety Officer, or, in the absence of that position, 

serves as the Safety Officer. 

 Focuses on the safety and well-being of campus personnel – residents, faculty, 

and staff. 

 Works with the Director of Housing to accommodate and/or relocate campus 

residents when residence hall facilities are uninhabitable. 

 Coordinates the campus mass notification alert system. 

 

DIRECTOR OF FACILITIES 

 

 Serves as a member of the Disaster Management Team. 

 Activates the initial Damage Assessment Team, and with the permission of 

appropriate governmental agencies, enters, reviews, and ascertains the damage in 

each building and reports his/her findings to the President. 

 Obtains the assistance of Washington D.C. electric, gas, and water companies, as 

required, for emergency operations. 

 Furnishes emergency power and lighting systems to the extent possible. 

 Surveys habitable space and recommends to the President relocation space for 

essential services. 

 Maintains safety and order. 

 Conducts liaison activities with the Washington D.C. Police and Fire Department. 

 Takes steps to assure that appropriate action has been taken to protect life and 

property. 

 Takes steps to control access, watch the perimeter and, if required, set up an 

internal security patrol. Works with the police or fire services, as needed. 

 Provides and equips an alternate site(s) for the emergency command post. 

 Shares technical knowledge concerning life safety code requirements for each 

building. 

 Provides equipment and personnel, including carpenters, custodians, electricians, 

laborers, mechanics, plumbers, and contingency plans for shut down procedures, 

hazardous area control, barricades, debris clearance, emergency repairs, and 

equipment protection. 

 Provides transportation to assist the movement of supplies, and assigns the 

vehicles for emergency use as required by the Vice President for Administration.   
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SAFETY OFFICER 

 

 This expert asset is most likely an external representative of the fire or police 

departments. 

 Acts as an advisor to the Disaster Management Team and attends meetings of the 

Disaster Management Team. 

 Maintains direct liaison with the Director of Facilities and the Associate Dean for 

Community Life. 

 Helps mitigate biological, chemical, radiation, and occupational health issues. 

 Shares knowledge concerning safety issues, including locations and levels of 

potential biological, chemical, and radiation hazards. 

 Provides or arranges for appropriate on-site direction whenever there is a 

biological or chemical hazard emergency. 

 Provides on-site direction whenever there is a radiation hazard emergency. 

 Maintains liaison with community disaster agencies and other governmental 

agencies as it relates to event hazards. 

 Assists with maintaining safety and order on site. 

 

BUILDING MANAGERS FOR EMERGENCIES 

 

The Disaster Management Team will identify a Building Manager for every building.  

The names of these individuals and any changes that occur will be provided to the 

Director of Facilities. Training of Building Managers is the responsibility of the Director 

of Facilities and includes, but is not limited to, the teaching of emergency techniques 

(such as use of a fire extinguisher and standpipe fire hoses), use of emergency exits, 

building evacuation procedures, and proper assembly points in case of a local or 

community-wide disaster. 

 

Emergency Preparedness 

 

The Director of Facilities will assure that building information has been distributed to all 

employees. In addition, the Director of Facilities: 

 Maintains first aid kits and flashlights. 

 Keeps an updated roster of employees from the Business office. 

 Keeps roster of all employees in their building or area who have been trained in 

CPR. 

 Notes employees with handicaps or other unique situations. 

 

Building Managers: 

 Complete training in emergency techniques, such as fire extinguisher and fire 

hose usage, and in the building evacuation plan and procedures. 

 Serve as a communication link or contact for their building or area in matters 

concerning emergency preparedness. 
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Emergency Situations 

 

The Director of Facilities will: 

 When appropriate, take immediate action to contain emergency. 

 Inform all employees of emergency condition. 

 When appropriate, distribute flashlights and first aid kits. 

 When appropriate, direct those trained in CPR to those persons in need. 

 From the emergency site, help to maintains radios or telephone contact with the 

supervisors on duty.  

 

Building Managers: 

 inform all employees under their direction of the emergency situation. 

 evaluate the impact that the emergency has on their location and activity and take 

appropriate action.  This could include closing operations and initiating building 

evacuation. 

 in case of a major emergency or disaster, contact the emergency command post 

for instructions. 

 When a building is evacuated, take roll to determine that all employees have 

exited building. 

 Assist students, staff, and faculty in responding correctly to building evacuation 

guidelines, when appropriate, and reminds them to report to their designated 

assembly points in case of a major disaster. 

 

STAFF EMPLOYEES 

 

Each employee is responsible as follows: 

 Becomes familiar with general information concerning Wesley emergency 

procedures and any specific information regarding safety in her/his building. 

 Initiates emergency procedures when appropriate. 

 Unless building evacuation is initiated, remains at work station to assist any of the 

emergency personnel who enter building with the Director of Facilities. 

 Learns appropriate building evacuation route from his/her workstation. 

 Learns the designated assembly point in case of a major disaster.  

 Learns evacuation procedures. 
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EMERGENCY EVACUATIONS 
 

BUILDING EVACUATION 

 

Building Evacuation is the result of a situation when it is no longer safe to remain inside 

a building.  The procedure is as follows: 

 

 An evacuation will occur when fire alarms sound and /or notification are made by 

the Fire Department, Police Department or at the direction of a member of the 

Disaster Management Team. 

 Handicapped employees should be aided in exiting the building. 

 In no situation should the elevators be used to evacuate the building. 

 Once outside the building, all persons should proceed to a clear area that is at least 

500 feet away from the affected building.  Streets, fire lanes, hydrants, and 

walkways should be kept clear for emergency vehicles and personnel. 

 The Building Manager for Emergencies should take roll to see that all persons are 

accounted for and identify any persons that are either visiting or thought to be 

missing. 

 No one returns to the building until directed to do so by the President or a member 

of the Disaster Management Team. 

 Evacuation diagrams like those shown in Appendix 2 are visibly displayed in 

hallways in all buildings on campus. Be familiar with the nearest exit and paths to 

alternative exits should the primary exit be blocked. 

 

CAMPUS EVACUATION 

 

In case of a community-wide disaster, such as a major earthquake, it may be necessary to 

evacuate all of the buildings at Wesley. 

 

Announcement for a campus-wide evacuation could come internally from the President 

or another member of the Disaster Management Team.  It is unlikely that outside 

emergency management sources will be available to make an announcement.  Most likely 

the need to evacuate will be self-evident. 

 

Many of the procedures listed for building evacuation would apply: 

 

 The evacuation should be accomplished by following building evacuation routes 

as indicated on various signs throughout the building.  Employees should leave by 

the nearest marked exit and alert others to do the same. 

 Handicapped employees should be aided in exiting the building. 

 In no situation should elevators be used to evacuate the building. 

 Employees should proceed to their appropriate assembly points, which should be 

specifically identified on various signs throughout the building.  These assembly 

points are as follows: 

 Persons located in Straughn should go west toward University Avenue. 
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 Persons in the New Residence Hall (NRH) should evacuate west towards 

University Avenue and/or the Wesley Horse Statue. 

 Persons in Carroll and the Library should assemble approximately in the 

center of the parking lot.  

 Persons located in Kresge should go west toward University Avenue.  

 Persons located inTrott should assemble north toward Massachusetts Avenue. 

 Persons downtown in Birch Hall should exit toward Massachusetts Avenue or 

K Street. 

 The Building Manager for Emergencies should take roll to see that all persons are 

accounted for.  

 

EVACUATION OF STUDENTS/VISITORS WITH DISABILITIES 

 

The Disaster Management Team and all staff and faculty present will make every effort 

to follow these guidelines concerning disabled students and visitors who are present on 

campus at the time of an emergency situation. 

 

 Persons who are visually impaired: 

 Tell the person the nature of the emergency. 

 Guide the person to the emergency exit. 

 Inform the person where you are and advise of any obstacles. 

 Upon reaching the safety area, orient the person to where she/he is and ask if 

further help is needed. 

 A service animal may be present: 

 Even though these animals have been trained to cope with emergency 

situations, fear may override training. 

 Be aware that both the person and the animal may need help, but always 

volunteer assistance rather than taking over immediately. 

 If there is imminent danger of serious injury or death, the person is the 

primary concern. 

 If it is necessary to abandon the service animal, try to leave the animal in a 

room and close the doors. Notify fire or police personnel of the whereabouts 

of the animal. 

 Do not attempt to evacuate an uncontrollable service animal. 

 

 Persons who are hearing impaired: 

 Consider alternative warning techniques to alert the person of an emergency 

situation, such as switching lights on and off to gain attention. 

 Indicate on marker boards or by written note the nature of the emergency. 

 Direct the person to the nearest evacuation route. 

 Be certain the person is accounted for at the assembly point. 

 

 Persons using crutches, canes, or walkers: 

 Treat this person as if she/he were injured for evacuation purposes. 
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 If feasible, assist the person to the nearest safe refuge area and await assistance by 

emergency personnel. 

 In life threatening circumstances, transport the person to safety by using an 

approved method of carry, such as a two-person lock-arm position or by having 

the person sit in a sturdy chair, preferably one with arms. 

 

 Persons who are non-ambulatory: 

 Some persons may have minimal ability to move and lifting them may be 

dangerous to their well being. 

 If feasible, assist the person to the nearest safe refuge area and await assistance by 

emergency personnel. 

 If emergency personnel are on site, they will evacuate non-ambulatory persons. 

 In the absence of emergency personnel, employ the following guidelines: 

 Consult with the person in the event she/he needs to be removed from a 

wheelchair. 

 Determine the number of people necessary for assistance. 

 Determine whether to bend extremities when lifting due to pain, catheter, leg 

bags, spasticity, braces, etc. 

 Determine whether to carry forward or backward on a flight of stairs. 

 Considerations to keep in mind: 

 Some non-ambulatory persons may have little upper trunk or neck strength. 

 Wheelchairs have movable parts which are not constructed to withstand the 

stress of lifting (e.g. foot plates, arm rests, wheels, and leg rests). 

 If a seat belt is attached to the wheelchair, secure the person in the chair. 

 

MEDICAL ATTENTION FOR INJURED EMPLOYEES AND 

STUDENTS 
 

Unless there is a major emergency or disaster, which involves a great number of 

employees and/or students, the normal Wesley procedures for injuries should be 

followed. 

 

As Wesley has no on-campus health services, employees with on-the job, non-emergency 

injuries should report to their own health service providers.  If the injury is of an 

emergency nature, or if urgent treatment is needed, call 9-911 from campus phones or 

911 from mobile phones. 

 

In the event of a life-threatening injury, call 9-911 from campus phones or 911 from 

mobile phones.  The person should be transported to the nearest emergency care facility.  

Inform the emergency personnel who have responded to the call that the injured person is 

a Wesley employee or student. 

 

First aid may be appropriate in certain situations, but it is not a substitute for professional 

medical care.  First aid should be used in the following emergencies: 

 To restore breathing or heartbeat. 
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 To control loss of blood. 

 To wash harmful substance out of the eyes or from the skin. 

 To prevent choking. 

 To treat for shock. 

 To cool a thermal burn. 

 

In case of a community-wide disaster that affects the entire Washington, D.C., area, 

injured employees or students should proceed, or be transported if not ambulatory, to the 

assembly point designated for their building (see section on Campus Evacuation).  First 

aid should be administered if necessary, and the person should wait for further assistance 

from one of the emergency personnel contacted by calling 9-911 from a campus phone or 

911 from a mobile phone or from any physician assisting in the area.  
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PROCEDURES FOR REPORTING EMERGENCIES 
 

Emergency reporting guidelines will vary depending on the nature and level of the 

emergency. Also emergency reporting guidelines will be different from disaster reporting 

guidelines given the likelihood that emergencies will be localized to our immediate 

campus and disasters will be the result of a more regionalized catastrophe.  

 

Community safety is paramount. Any member of the Wesley community – faculty, staff, 

or student – upon encountering a dangerous circumstance on campus, should be prepared 

to react appropriately. Being able to recognize an emergency and knowing how to 

respond increase the chances that the situation will be resolved with minimal risk to other 

community members and campus structures.  

 

While the response to most emergencies is similar regardless of the circumstances, each 

individual emergency demands a specific response in terms of needed resources and 

proper procedures. It is not the responsibility of the person reporting an emergency to 

determine these resources and procedures. Timely reporting of the emergency, only, is 

required. The following guidelines are intended to provide a constructive framework for 

members of the community to follow in dealing with emergencies. We will never be able 

to anticipate the full range of potential emergencies that might arise, but general 

familiarity with the following guidelines should cover those that are most likely to arise 

and suggest a pattern for responding to other emergencies that might arise. 

 

RESPONSE TO EMERGENCIES IN GENERAL 

 

Minor Emergencies 

 

Examples of occurrences that might be considered minor emergencies include: 

 a small fire (e.g. trash bin, kitchen stove or toaster oven, dryer lint) 

 a hazardous material incident (e.g. spilled fuel container or engine oil) 

 a limited power outage localized to campus or the immediate neighborhood 

 electrical burning smells without visible flames 

 natural gas smells 

 smoke without visible flames 

 water or minor flooding inside buildings 

 

The appropriate response for minor emergencies is to notify the following authorities in 

this order: 

 Director of Facilities (202-885-8664 or 202-246-3048) 

 Vice President for Administration (202-885-8631 or 703-209-8234) 

 Non Emergency Police (202-727-1010 or 311) 

 

Follow the instructions received by the person you have notified. 
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Major Emergencies 

 

In the event of the emergencies like the following, call 911: 

 Accident/Illness (if treatment is beyond your capabilities) 

 Bomb Threat 

 Explosion 

 Civil Disturbance 

 Fire 

 Severe Flood 

 Suspicious Package/Letter 

 Active Shooter 

 

Be prepared to provide this and other information when calling 911: 

 What is your name? 

 What is your address? 

 What is the building location, building name, floor, and room number? 

 Are there injuries/What are the extent of the injuries? 

 Do you need an ambulance? 

 How have you been threatened? 

 How many people are involved? 

 

After calling 911, notify the following individuals in this order: 

 Director of Facilities (202-885-8664 or 202-246-3048) 

 Vice President for Administration (202-885-8631 or 703-209-8234) 

 

Follow the instructions received by the persons you have notified. 

 

The Director of Facilities and/or the Vice President for Administration will communicate 

immediately with the President or the a designated alternate member of the Disaster 

Management Team to determine if a major emergency or disaster needs to be declared 

(see DECLARATION OF LEVEL OF EMERGENCY, page 2). Other seminary personnel will be 

notified as described in the CAMPUS COMMUNICATIONS NETWORK section on page 3. 
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RESPONSE TO FIRE OR EXPLOSION 

 

Fires and explosions are spontaneous events. They do not wait for chains of command or 

lines of succession to be established before occurring. Anyone, and everyone, in a 

building becomes a responsible actor when a fire or explosion occurs. Whether one takes 

charge during the emergency or responds to another who assumes that role, everyone 

should be prepared to follow this general guidance:  

 

 Building occupants (staff, faculty, or students) should know the location of fire 

exits and fire alarms systems. 

 If the fire alarm has not sounded, follow the guidance in the EMERGENCY 

EVACUATIONS section on page 11 and the PROCEDURES FOR 

REPORTING EMERGENCIES section on page 15. 

 Activate the nearest manual fire alarm. 

 If the situation allows, confine the fire and smoke by closing doors and windows, 

but do not lock doors. 

 Evacuate the building immediately upon the sounding of the fire alarm.  Do not 

use the elevators. 

 Locate the Building Manager for emergencies immediately and let him/her know 

you are out of the building. 

 

One should not attempt to fight the fire, no matter how small, unless one has had 

training in the use of fire extinguishers and/or fire hoses.  

 

Your number one priority is to get yourself and others to a place of safety as quickly and 

with as much order as possible. 

 

 
Figure 2 - Fire Alarm Locations for Emergency Responders 
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RESPONSE TO AN EARTHQUAKE 

 

During an Earthquake 

 

If outside:  

 

The greatest danger for someone outside when an earthquake strikes is from falling 

debris just outside doorways and close to the outer walls of buildings. If you are outside 

when an earthquake is felt: 

 Move away from buildings. 

 Avoid downed utility wires, sinkholes, and fuel and gas lines. 

 Once in the open, get down low (to avoid being knocked down by strong 

shaking). 

 Stay in an open area until the shaking stops. 

 Do not enter or re-enter buildings until they have been determined to be safe. 

 

If inside: 

 

If you are inside a building when an earthquake is felt: 

 Duck under a desk or a sturdy table or stand or kneel in an interior doorway. 

 Stay under cover until the shaking stops. 

 Hold onto a desk or table; if it moves, move with it. 

 Stay away from windows, bookcases, file cabinets, and other heavy objects that 

could fall on you. 

 If you are in a high-rise building and are not near a desk or table, move against an 

interior wall and protect your head with your arms. 

 Do NOT use the elevators. 

 Do not be surprised if the fire alarm or sprinkler systems come on. 

 Do NOT run for exits. 

 Stay inside until the shaking stops to avoid being hit by falling debris, breaking 

glass, and downed electrical wires. 

 

After an Earthquake 

 

When the shaking has stopped, there is the possibility of strong aftershocks.  Although 

smaller than the main shock, they may be large enough to cause additional damage.  Take 

cover when this occurs.  Do not attempt to drive over bridges, overpasses or underpasses. 

 

Check for injuries to yourself and those around you.  Administer first aid to the extent 

that you are capable of doing so.  Do not attempt to move seriously-injured persons 

unless they are in immediate danger of further injury. 

 

The Building Manager for Emergencies should distribute flashlights and first aid kits that 

are kept in the building.  Do NOT use matches or cigarette lighters because of the 

possibility of ruptured gas lines or other flammable materials being present.  If indoors, 

leave the building via corridors and stairways provided as part of the building’s 
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evacuation plan.  Be aware that power outages and building damage may have eliminated 

all lighting.  Be familiar with the location of exit stairs and other means of egress.  Do 

NOT use elevators.  Avoid exposed electrical wiring and fixtures.  Do not lean or hold 

onto anything that may not be able to support you.  Protect your head as you exit the 

building. 

 

Do NOT attempt to shut off main building electrical, natural gas, or water supply sources. 

 

Move AWAY from buildings quickly to avoid or reduce the risk of injury from falling 

building materials.  Do NOT attempt to reenter buildings.  Do NOT attempt to drive your 

car.  Streets must be clear for emergency vehicles.  Also, bridges and overpasses may be 

damaged and should not be utilized until their safety and structural integrity have been 

verified. 

 

Once building evacuation has been completed, move to one of the pre-determined 

assembly locations. If any of the pre-determined locations are unavailable, follow on-site 

directions for alternate assembly locations. 

 

Following the initial shocks, post-earthquake damage assessment teams will survey the 

entire campus on a building-by-building basis.  Each building will be declared unsafe, 

limited entry, or inspected (may be re-entered).  Appropriate signs will be placed on the 

main entrance to each building. 

 

A building declared to have limited entry will be identified with a yellow sign that further 

states “Off Limits to Unauthorized Personnel.  Warning:  This structure has been 

damaged and its safety is questionable: Entry only at own risk: Aftershocks or other 

events may result in death or injury.” 

 

A building declared unsafe will be designated by a red sign that further states:  “Do Not 

Enter or Occupy.   Warning: this structure has been seriously damaged and is unsafe.  Do 

not enter.  Entry may result in death or injury.” 

 

An inspected building will be designated by a green sign that further states: “No 

Restriction on Use or Occupancy.  This structure has been inspected and no apparent 

hazard has been found.  Report any unsafe conditions to local authorities; reinspection 

may be required.” 
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RESPONSE TO A TORNADO 

 

Tornadoes are violent, local storms with whirling winds that can reach 200-400 miles per 

hour.  The width of a tornado path ranges generally from 200 yards to one mile.  The 

south central, southeastern, and midwestern parts of the United States are particularly 

susceptible to conditions favoring tornadoes, but the mid-Atlantic region recently has 

seen an increased frequency of these events. 

 

A tornado may travel “on the ground” from a few hundred yards to fifty miles at speeds 

of 30-75 miles per hour.  It is virtually impossible to outrun a tornado; therefore, one 

should seek shelter whenever a tornado warning is indicated. 

 

The National Weather Service issues severe weather warnings using the following terms: 

 

 A severe thunderstorm watch indicates the possibility of thunderstorms, 

frequent lightning and/or damaging winds, hail, and heavy rain. 

 A severe thunderstorm warning means that a severe thunderstorm has actually 

been sighted in the area or is indicated by radar. 

 A tornado watch means that tornadoes could develop in the designated area. 

 A tornado warning means that a tornado has actually been sighted in the area or 

is indicated by radar. 

 

Tornadoes occur with little or no warning; thus, little or no advance planning can be 

accomplished. Upon receiving notification of a tornado watch or warning, and as time 

allows, an emergency notification will be send via the WesleyAlerts mass notification 

system, by campus phone and email, and by personal voice notification. When the 

notification is received, follow the guidance below as appropriate: 

 

If Inside a Building When a Tornado Threatens: 

 Move away from outside rooms and exterior windows. 

 If possible, go to a center hallway away from windows. 

 If able, move to an area at the bottom level of the building. 

 Avoid auditoriums or gymnasiums or other areas with wide, free span roofs. 

 

If Caught Outside When a Tornado Forms: 

 Get as far away from trees, vehicles, and other moveable objects as possible. 

 Lie flat in the nearest ditch, ravine, or culvert, with hands and arms shielding 

one’s head. 

 Be sure to leave the ditch, ravine, or culvert immediately after the tornado has 

passed to avoid the possibility of flash flooding. 

 

If Caught in a Vehicle When a Tornado Forms: 

 There is no safe option, just slightly less-dangerous ones. 

 If the tornado is some distance away, attempt to drive out of its way by moving at 

right angles to its path. 
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 If caught in high winds or flying debris, park the vehicle as quickly and safely as 

possible out of lanes of traffic.  

 Stay in the vehicle with the seat belt on. 

 Put your head down below window level and cover your head with your hands 

and a blanket, coat, or other cushion if possible. 

 If you can safely get noticeably lower than the level of the roadway, leave your 

car and lie in that area, covering your head with your hands. (Refer to the “If 

Caught Outside…” instructions above.) 

 Avoid seeking shelter under bridges. They offer little protection from flying 

debris. 

 

  



22 

 

RESPONSE TO A COMMUNICATIONS SYSTEM FAILURE – INFORMATION TECHNOLOGY 

(IT) AND TELECOMMUNICATIONS SERVICES 

 

Wesley Seminary’s operations are supported by three separate, largely unconnected, and 

non-redundant systems that facilitate communications by voice and data: 

 

 A mechanical telephone system:  This is a wired telephone network maintained by 

American University. It supports our desktop telephone and FAX machines. In 

modern vernacular, this would be known as our “landline” system. Because 

Wesley is totally dependent on American University for this service, should the 

American University exchange be out-of-service, or should the lines connecting 

the Wesley campus to the exchange at American University be disabled, Wesley 

phones and faxes will be inoperable as well. 

 An in-house email system:  Wesley maintains its own servers for the seminary’s 

email service. These servers are physically located in the Trott Building and are 

connected to the same electrical service that supplies the rest of campus. If there 

is a campus-wide electrical interruption, or even if there is a localized interruption 

affecting only the Trott building, the system’s uninterruptable power supplies 

(UPS) can maintain the systems for about 45 minutes after which the email 

servers will automatically shut down, and Wesley’s email service will be 

unavailable for the duration of the service interruption. 

 An internet broadband system:  A separate broadband connection services 

Wesley’s main campus and enables direct access to the internet through physical 

server gateways located in the Trott Building. The seminary’s website is hosted 

on the servers. This service also supports the campus WIFI network which serves 

as the primary means for faculty, staff, and students to access the online resources 

they need to teach, work, and learn. As with the email servers, broadband access 

is dependent on the same electrical service that supplies the rest of campus. A 

campus-wide or localized interruption in the power supply will disable the servers 

effectively severing all inbound and outbound internet connections. 

 

Emergency situations causing communications failure can be the result of a variety of 

incidents ranging from natural to human-caused disasters. In normal times, Wesley’s 

connections to the outside world are robust. In moments of calamity, though, outside 

connections may be tenuous to non-existent.  

 

In the event of a mass communications failure affecting the campus, the priority is to 

establish a method of communication so that the safety of campus personnel can be 

assured and emergency response requested as needed. Telephones and fax (landlines), 

cell phones, text messages, email, and 2-way radios will be used as available. The 

Director of Facilities will maintain 2-way radios for use by the Disaster Management 

Team during periods of Major Emergency and Disaster.  

 

Personal family emergency communication plans should be in place for all students, staff, 

and faculty at Wesley. Alternative points of contact, pre-arranged messages confirming 

the health and status of family members, and pre-designated points of rendezvous all can 
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serve to relieve anxiety and facilitate reunion of family members once circumstances 

permit.  

 

After the safety of all campus personnel is assured, assessment and recovery activities 

can commence with the objective of restoring communications functionality to campus as 

quickly as possible. The primary energy will be directed towards restoring business 

operations first, educational program support second, and personal connectivity once the 

first two are accomplished. 
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RESPONSE TO A DISRUPTION IN THE WATER SUPPLY 

 

A water supply disruption occurs when the distribution system becomes contaminated or 

when the system’s pumping ability is lost. In most instances, water supply disruptions 

would be classified as a Minor Emergency at most. Still, water supply disruptions can 

impact restrooms, water fountains, kitchens, heating, air conditioning, and fire hydrants 

and, if disruptions endure for an extended length of time, could require the suspension of 

classes or closing of business operations, or both, at the seminary.  

 

In the event of a water supply disruption, these steps will be taken: 

 

 If after hours, responsible resident managers will notify the Director of Facilities. 

 At all times, once aware of the disruption, the Director of Facilities will assess the 

nature of the disruption and attempt to determine the expected duration of the 

disruption. 

 If the disruption is the result of a failure or accident in the seminary’s water 

handling infrastructure, the Director of Facilities will begin repairs immediately. 

 If the disruption is the result of a failure in the larger supply system, the Director 

of Facilities will contact the appropriate system administrator or city official to 

determine the severity of the failure and the estimated time to repair the system. 

 The Director of Facilities will provide regular updates to the Vice President for 

Administration and the Associate Dean for Community Life. 

 When the severity and expected duration of the disruption are known, the 

President, Dean, Vice President for Administration, Vice President for Finance, 

Associate Dean for Community Life, and the Director of Facilities will determine 

whether to continue, reduce, or discontinue services and activities on campus. 

 Students, staff, and faculty will be informed of any disruptions and recovery plans 

as the situations demand. 

 

Some or all of these actions may be appropriate depending on the severity and duration of 

the disruption to water supply: 

 

Director of Facilities: 

 Repairs - Assist in the repair or replacement of service lines or pumps as needed. 

 Evaluate Water Needs and begin the process of bringing in potable water for 

critical services. 

 Reduce the heat loss of buildings based on outside temperatures. 

 Post signs on restrooms and at drinking fountains advising of the water outage. 

 Coordinate the ordering and locating of port-a-potties to provide for sanitation 

needs. 

 

Director of Housing/Resident Managers: 

 Post information on bathroom, laundry, and kitchen facilities advising of the 

water outage. 

 Control heat loss based on outside temperature by closing windows and doors. 
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Food Service: 

 

 Provide alternative feeding service that doesn’t require water for food preparation. 

 Minimize sanitation issues by using disposable utensils as much as possible. 

 Request assistance from the Director of Facilities in obtaining and providing 

limited water services for food service. 
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RESPONSE TO ELECTRICAL SERVICE INTERRUPTIONS 

 

Unplanned electrical service interruptions can occur for a variety of reasons. They can be 

localized events confined to the Wesley campus or a single building on campus. They can 

result from broader interruption events that impact the larger neighborhood or the Metro 

region as-a-whole. They can be of short duration or extended periods of hours or days. 

The nature of the electrical services interruptions will determine the level of response. 

 

In the event of an interruption of electrical service, any or all of these conditions should 

be expected: 

 Only emergency lighting may be available. 

 Heating and air conditioning systems may be inoperable. 

 Information technology (IT) systems may be inoperable or unavailable. 

 IT-based systems like email, wifi, file servers, door locks, business systems, and 

e-commerce may be inoperable or unavailable. 

 Handheld devices that rely on wifi signals may be inoperable. 

 Telecommunications systems (desk phone/fax) may be inoperable or unavailable. 

 Personal and communal electrical appliances including computers, printers, 

stoves, refrigerators, washers, dryers, and televisions may be inoperable. 

 

General Guidance for Responding to Electrical Service Interruptions: 

 

When an electrical service interruption appears confined to the Wesley campus or a 

portion of campus, notify the Director of Facilities immediately. The Director of 

Facilities will report the outages to Pepco and the Gas and Water companies for 

Washington, D.C. When necessary and appropriate, the Director of Facilities will also 

report the interruption to the fire and security monitoring service. Should the Director of 

Facilities not be available, report the interruption to the Vice President for 

Administration. 

 

When a campus-wide electrical failure occurs as the result of a larger regional event, the 

Director of Facilities should contact people and services in the following order: 

 Vice President for Administration 

 President 

 Washington, D.C. Electric, Gas, and Water company providers 

 Washington, D. C. Emergency Management Agency 

 Washington, D.C. Police Department 

 Washington, D.C. Fire Department 

 IT Services Provider 

 

The Director of Facilities or a designated representative will ensure that the emergency 

generators have started. The location of emergency generators is listed in the graphic 

below, categorized by type of fuel used. In cases where permanent generators are 

unavailable or inoperable, facilities personnel will provide temporary portable generators 

as these are available. 

 



27 

 

When electrical service is restored, buildings should be brought online in the order 

indicated: 

1. Carroll Hall 

2. New Residence Hall 

3. Straughn Hall 

4. Trott Building 

5. Kresge Building 

6. Library 

7. Old President’s House 

 

Guidance for Other Seminary Staff/Faculty/Students/Visitors: 
 

 The first consideration during an interruption in electrical service will be for the 

safety and welfare of all people on campus at the time of the interruption. 

 Do not enter elevators during an electrical power interruption. If you are trapped 

in an elevator, use the emergency phone. Stay calm and encourage others to do 

the same. 

 Dormitory and apartment residents should secure their units and be on guard for 

unfamiliar persons on campus. 

 Refrigerators and freezers must remain tightly closed during an electrical power 

interruption. Unopened units can retain their chill for several hours. This 

government website provides helpful information concerning food safety and 

power outages: http://www.foodsafety.gov/keep/charts/refridg_food.html#. 

 Absent any overriding instruction from senior administration, continuation of 

individual classes in session when an electrical service interruption occurs will be 

at the discretion of the instructor. 

 Staff will continue to perform duties to the extent possible or until other 

instruction is received from senior administration. 

 If an electrical service interruption occurs during non-business/non-instruction 

hours, pay attention to public service announcements, mass notification messages, 

emails, telephonic messages, or other avenues of distribution for the operational 

status of the seminary. 

 

 
Figure 3 - Emergency Generators  

http://www.foodsafety.gov/keep/charts/refridg_food.html
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RESPONSE TO A STEAM PIPE RUPTURE (A.K.A. HIGH ENERGY LINE BREAK (HELB)) 

 

Wesley Seminary uses steam to provide heat and hot water during the colder months of 

the year. The seminary does not generate its own steam but receives its supply from 

American University. The steam is generated in a boiler plant on American University’s 

campus and piped underground at high pressure to all buildings on Wesley’s main 

campus. The steam pipes run under sidewalks and the parking lot with manholes 

providing access to the underground steam system. Each building has a pressure reducer 

through which the steam passes as it enters the building. These pressure reducers lower 

the pressure from the exterior underground pipes from about 60 pounds per square inch 

(PSI) to a useable 5 PSI inside the buildings. 

 

Since we are dealing with the transmission of a gas under pressure, the potential for 

leaks, breaks, and ruptures exists. A common industry term for these sorts of system 

failures is “High Energy Line Breaks” or “HELB.” We will use that acronym throughout 

the remainder of this section. 

 

The nature and severity of a steam pipe rupture will determine the level of emergency 

that will be declared. The Director of Facilities will make an immediate assessment of the 

incident and recommend an appropriate course of action for the Disaster Management 

Team. 

 

The following information and guidelines should be followed when dealing with a HELB 

on Wesley’s main campus. 
 

 

 

 

 

 

 

 

 

 

 

Steam Leaks Outside of Campus Buildings 

 

The steam frequently seen rising from the ground and from steam manholes is usually not 

the result of a HELB. More often, it is the result of water from a heavy rain or a leaking 

sewer or water main contacting the steam pipe and turning to steam. The Director of 

Facilities will examine these occurrences and determine any necessary remediation 

actions. 

 

In the event of a catastrophic steam line failure, contact the 

American University boiler room at 202-885-2323 at any time, 

night or day, and request an emergency shutdown of the lines 

supplying Wesley Seminary. 
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High Energy Line Break (HELB) in Outside Spaces 

 

Hazards: 

 There is no threat of asbestos release or contamination due to a steam pipe rupture 

on the Wesley campus. During recent upgrades, all asbestos has been removed 

from around the steam pipes both underground and inside buildings. 

 The pressure released in a HELB is high enough to cause an intact street to 

collapse or explode outward as the high pressure steam escapes from the ruptured 

pipe. 

 Escaping high pressure steam can hurl debris at 200 mph. Anyone in the 

vicinity of the break is in danger of being struck by flying, high velocity 

debris. 

 Slugs of hot water released from the rupture and hot water on the pavement 

may cause burns to firefighters and civilians. 

 Debris released from the HELB may break glass in surrounding buildings. 

This may allow outside contaminants into the living quarters of campus 

residents or into classrooms and administrative spaces on campus. 

 Debris in the parking lot and the entry- and exit-way of the campus may make 

it difficult to move official or civilian vehicles. 

 Anyone in the vicinity of the escaping steam will be exposed to high 

temperatures and may sustain serious burn injuries. 

 Breathing superheated steam can result in respiratory burn injuries. 

 A ruptured underground steam pipe can expose and damage underground high 

voltage electric cables and natural gas and water mains. The result may be a 

natural gas leak ignited by arcing from damaged electric lines. If water mains 

are damaged, the hydrants in the area may not be serviceable. 

 The noise of escaping steam may make radio and verbal communication 

ineffective in the immediate vicinity of the release. 

 Condensing steam may obscure the vision of escaping civilians and 

responding firefighters. The force of escaping steam can project manhole 

covers into the air. Missing manhole covers and the crater and debris resulting 

from the HELB may not be visible. 

 People may be trapped in vehicles and buildings by the escaping steam.  

Tactics: 

 The Director of Facilities will assume immediate control of the incident site and 

maintain that control until it is determined that circumstances require an HELB 

expert to take charge. 

 As the situation demands, notify Police and Fire emergency responders. Any 

situation that involves personal injury or damage to buildings or property will 

necessitate notification of Police and Fire officials. 
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 Approach an outdoor HELB from upwind and stay clear of the vapor plume. 

 Establish the Staging Area where response units will not be impeded by HELB 

debris and where communications are effective. 

 Establish an Exclusion Zone around the HELB site to prevent entry by 

unauthorized individuals. 

 Prevent building occupants from exiting buildings into the Exclusion Zone. 

Consider evacuating buildings from the rear or side entrances to avoid the 

Exclusion Zone. 

 Consult with American University steam system maintainers concerning the lines 

and valves servicing the Wesley system. 

 Begin repair operations only after assuring the safety of all campus personnel and 

verifying that conditions are safe enough to permit repair crews to operate. 

High Energy Line Break (HELB) in a Building 

 

Hazards: 

 The failure of a high pressure steam pipe inside of a building can be deadly to 

anyone in the vicinity of the release. It can force sheetrock and plaster off of 

walls, move furniture, and fill rooms with superheated steam that scalds 

occupants and makes the atmosphere oxygen deficient. 

 Occupants in the vicinity of a steam release may not have the opportunity to 

escape. 

 As stated earlier, there is no asbestos hazard anticipated. 

Tactics: 

 The Director of Facilities will assume immediate control of the incident site and 

maintain that control until it is determined that circumstances require an HELB 

expert to take charge. 

 As the situation demands, notify Police and Fire emergency responders. Any 

situation that involves personal injury or damage to buildings or property will 

necessitate notification of Police and Fire officials. 

 The high heat may make it impossible to enter the affected area for search and 

rescue until the steam is shut and the area vented. 

 Operating in live steam is debilitating and relief will be necessary to minimize 

member exposure time. 

 Buildings supplied with steam will have a steam control room filled with pipes. 

There will be a number of valves to control the supply of steam. Do not randomly 

shut steam valves inside of a supplied building. Shutting the wrong valve can 

cause damage to the system creating other hazardous conditions. 
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 In an emergency, members may shut the Inside Service Valve. It will be 

labeled and sealed. If possible, wait appropriate steam personnel to shut the 

necessary valves. 

 Once a steam valve is shut, do not reopen it. The system will have to be 

drained before reopening the valve. 

 Notify the onsite steam service maintainer if a valve is shut. Failure to do so 

can result in damage to the system and injury to personnel working to restore 

the system. 

 There is a building steam shutoff located outside the building. Fire 

Department members should not attempt to shut this valve. This valve should 

only be shut by designated steam personnel. 

 Adjoining areas to the steam leak must be searched, as steam can infiltrate 

these areas. 

 Consult with American University steam system maintainers concerning the lines 

and valves servicing the Wesley system. 

 Begin repair operations only after assuring the safety of all campus personnel and 

verifying that conditions are safe enough to permit repair crews to operate. 
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RESPONSE TO A HAZARDOUS MATERIALS SPILL 

 

Work places using hazardous materials are responsible for establishing site-specific 

clean-up procedures, including complete information concerning the properties of the 

spilled material.  As Wesley is small and hazardous materials are limited, it will be the 

responsibility of the Director of Facilities to ensure the proper safety techniques to follow 

in case of a spill. 

 

In the event of a spill, container failure, explosion, or fire, the Director of Facilities or 

another responsible individual will take immediate steps to minimize hazards and, if at all 

possible without risk of injury, to contain the spill. 

 

Whether the spill is minor or major, the following procedure should be used: 

1. Take whatever steps are necessary to contain the spill within the immediate area 

of the accident. 

2. Notify Purofirst to dispatch trained professionals to clean up the spill.  Purofirst 

will furnish Wesley with a report on the incident. [Purofirst of Metropolitan 

Washington, 1078 Taft St, Rockville, MD 20850 – 301-738-8111] 

 

In the event that the material cannot be controlled, thus presenting a hazard that is 

unmanageable and threatening to the occupants others present at the seminary, Wesley 

will follow these evacuation procedures: 

 

 Immediately call the Director of Facilities or an administrator, identify the 

location, and explain the problem. 

 Follow the same procedure as found in the response to fire or explosion 

(pp.11&12). 

 The Director of Facilities or an administrator will activate the nearest manual fire 

alarm (if fire alarm stations exist in the building). The building occupants will 

immediately evacuate the building in accordance with BUILDING EVACUATION 

procedures on page 11. Do not use elevators. 

 The emergency response team will keep persons away from the evacuated area or 

building and should consult with appropriate authorities, including fire and police 

departments and the Washington Emergency Management Agency, if appropriate, 

before allowing re-entry. 
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RESPONSE TO AN ACTIVE SHOOTER EVENT 

 

The following guidelines cannot cover every possible situation that might occur. 

Nevertheless they serve as an awareness and training tool likely to reduce the number of 

injuries or death if followed as soon as a situation develops. 

 

Violent incidents, such as an active shooter, can occur on seminary grounds or within 

close proximity of the campus with little or no warning. An active shooter is considered 

to be a suspect or assailant whose activity is immediately causing serious injury or death, 

and has not been contained. Active shooter situations are dynamic in nature and demand 

an immediate response to the situation by the community and law enforcement to stop the 

shooting and prevent further harm to the community. There will be no time to activate the 

Disaster Management Team in events like this. 

 

In general, how you respond to an active shooter is dictated by the specific circumstances 

of the situation. If you should find yourself in an active shooter situation, try to remain 

calm -- your actions will influence others, trust your instincts, and call 911 as soon as 

possible.  

 

Law enforcement authorities have adopted accepted response procedures to contain and 

terminate such threats as quickly as possible. The following guidelines taken from those 

sources will enable you to take appropriate actions for yourself and are intended for 

emerging or in-progress situations.  

 

General Guidelines to Remember: 

• Remain Calm 

• Trust Your Instincts 

• Act Smart  

• Make Good Decisions 

• Take Care of Yourself 

• Take Care of Others 

 

Prior to an Active Shooter Event: 

 

Following are guidelines for actions you should (or should not) take when encountering a 

hostile or threatening situation. 

 

For an angry or hostile person: 

 Stay calm. 

 Listen attentively. 

 Maintain eye contact. 

 Be courteous. 

 Be patient. 

 Keep the situation in your control. 
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For a person shouting, swearing, or threatening: 

 Signal a coworker that you need help (Use a duress alarm (panic button) or code 

words). 

 Do not make any calls yourself. 

 Have someone call 911. 

 

For someone threatening you or others with a gun, knife, or other weapon: 

 Stay calm. 

 Quietly signal for help (Use a duress alarm or code words). 

 Maintain eye contact. 

 Stall for time. 

 Keep talking – but follow instructions from the person who has the weapon. 

 Do not risk harm to yourself or others. 

 Never try to grab a weapon. 

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

 

During an Active Shooter Event: 

 

Following are guidelines for actions you should (or should not) take when a suspect or 

assailant is actively inflicting injury or death in your vicinity. 

 

Immediate Action  

 

Shelter in Place (SIP) is a protective action to stay inside a building to avoid external 

hazards such as severe weather (such as tornado), hostile intruder, or a hazardous 

material release. When Shelter in Place is warranted, you will be appropriately advised 

by police, fire, safety or seminary officials via the WesleyAlerts emergency notification 

system, seminary web site, email, phone, or other appropriate means.  

 

General Steps to Shelter in Place for an active shooter situation: 

 Stay where you are or go into the nearest room with a door. 

 Secure the immediate area – whether a classroom, residence hall room, office, or 

restroom. 

 If able, lock or barricade the door. Block the door using whatever is available: 

desks, tables, file cabinets, other furniture, books, etc. 

 After securing the door, stay behind solid objects away from the door as much as 

possible. 

 If an assailant enters your room and leaves, lock or barricade the door behind 

him/her. 

 If safe to do so, allow others to seek refuge with you. 

 Take appropriate steps to reduce your vulnerability: 

 Close blinds or curtains. 

 Close and block windows. 

 Turn off radios and computers. 

 Silence cell phones. 
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 Place signs in exterior windows to identify your location and the location of 

injured persons. 

 Keep people calm and quiet. 

 After securing the room, people should be positioned out of sight and behind 

items that might offer additional protection – walls, desks, file cabinets, 

bookshelves, etc. 

 Do not sound fire alarms. This may cause others to flee the buildings and put 

them at risk. 

 Wait for the "all-clear" message from authorities. 

 

Unsecured Areas 

 

If you find yourself in an open area, immediately seek protection: 

 Put something between you and the assailant. 

 Consider trying to escape if you know where the assailant is and there appears to 

be a safe escape route immediately available to you. Escape routes may include 

the surrounding neighborhood. 

 If in doubt, find the safest area available and secure it the best way you can. 

 

Call 911. 

 

Be aware that the emergency telephone systems may be overwhelmed during this type of 

incident. You may hear multiple rings but stay on the line. Be prepared to provide the 

dispatcher with as much information as possible, such as the following: 

 What is happening. 

 Where you are located, including building name and room numbers. 

 Number of people at your specific location. 

 Injuries if any, including the number of injured and types of injuries. 

 Your name and other information as requested. 

 

Try to provide information in a calm clear manner so that the 911 dispatcher quickly can 

relay the information to responding emergency personnel.  

 

What to Report 

 

Try to note as much as possible about the assailant, including: 

 What exactly did you hear – e.g., gunshots, explosions, etc. 

 Specific location of the assailant. 

 Number of assailants. 

 Gender, race, and age of the assailant. 

 Language of commands used by the assailant. 

 Clothing color and style. 

 Physical features- e.g., height, weight, facial hair, glasses. 

 Type of weapons- e.g., handguns, rifle, shotgun, explosives. 

 Description of any backpack or bag. 
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 Do you recognize the assailant? Do you know his/her name? 

 

Treat the Iinjured 

 

The 911 dispatcher will notify law enforcement and other emergency services such as 

EMS, Fire and Rescue. EMS, Fire and Rescue will respond to the site, but will not be 

able to enter the areas until the area is secured by law enforcement. You may have to treat 

the injured as best as you can until the medical personnel are allowed to enter the area 

that was involved. Remember basic first aid: 

 For bleeding apply pressure and elevate. Many items can be used for this purpose 

– e.g., clothing, paper towels, feminine hygiene products, newspapers, etc. 

 Reassure those in the area that help will arrive – try to stay quiet and calm.  

 

Unsecuring The Area 

 

The assailant may not stop until his/her objectives have been met or until engaged and 

neutralized by law enforcement: 

 Always consider the risk of exposure posed by opening the door for any reason. 

 Attempts to rescue people outside a secure area only should be made if it can be 

done without further endangering the people inside the secured area. 

 Be aware that the assailant may bang on the door, yell for help, or otherwise 

attempt to entice you to open the door of a secured area. 

 If there is any doubt about a threat to the safety of the individuals inside the room, 

the area needs to remain secured until you receive an "all-clear" message. 

 

Law Enforcement Response: 

 

Metropolitan Police will immediately respond to the area, assisted by other local law 

enforcement agencies. Remember, help is on the way. It is important for you to: 

 Remain inside a secured area. 

 Law enforcement will locate, contain, and stop the assailant. 

 The safest place for you to be is inside a secure room. 

 The assailant may not flee when law enforcement enters the building, but instead 

may target arriving officers. 

 

Injured Person 

 

Initial responding officers will not treat the injured or begin evacuations until the threat is 

neutralized and the area is secure: 

 You may need to explain this to others in order to calm them. 

 Once the threat is neutralized, officers will begin treatment and evacuation.  

 

Evacuation  

 

Responding officers will establish safe corridors for persons to evacuate. 

 This may be time consuming. 
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 Remain in secure areas until instructed otherwise. 

 You may be instructed to keep your hands on your head or drop to the ground. 

 You may be searched. 

 You may be escorted out of the building by law enforcement personnel – follow 

their direction. 

 After evacuation, you may be taken to a staging or holding area for medical care, 

interviewing, or counseling. 

 Once you have been evacuated you will not be permitted to retrieve items or 

access the area until law enforcement releases the crime scene. 

 

WesleyAlerts 

 

A WesleyAlerts message will be broadcast as soon as possible for this type of emergency 

situation. This message may be sent using any or all of the WesleyAlerts communication 

methods (text message, email, voice message): 

 Depending on the available information, the initial message may inform you of 

where the incident is occurring. If no specific location is provided, the entire 

campus should be considered the area at risk. 

 If you are inside the area described, you should follow the guidelines above. 

 If you are not inside the area described, you should follow the guidelines to stay 

in place and not come to the area involved. 

 Communications, including the use of cell phones, land line phones, and the 

internet, of a non-emergency nature, should be kept to a minimum during the 

event. 

 

Once the incident has been resolved, you will receive an additional WesleyAlerts message 

to notify you of the incident status and provide further directions. In order to receive a 

WesleyAlerts message, be sure your WesleyAlerts contact information is up-to-date by 

reviewing your information at WesleyAlertsLogin 

(https://member.everbridge.net/index/453003085611920#/login) or sending an email 

inquiry to the WesleyAlerts support team at WesleyAlerts@wesleyseminary.edu. 

 

  

https://member.everbridge.net/index/453003085611920#/login
mailto:WesleyAlerts@wesleyseminary.edu
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RESPONSE TO CHEMICAL, BIOLOGICAL, OR RADIOLOGICAL CONTAMINATION 

 

Possible incidents involving chemical, biological, or radiological agents range from 

minor events requiring minimal action to disasters that may require assistance from 

outside agencies. An emergency involving any of these agents is extremely unlikely. If 

one occurs involving Wesley, it is likely that it will be linked to an event external to 

Wesley, most likely an accident by a commercial carrier. It is possible, however, that the 

release of any of these agents could be the purposeful result of an act of terror on or near 

the Wesley campus. The essence of any effective response to the release of or potential 

exposure to chemical, biological, or radiological agents is to remain as calm and clear-

headed as possible. 

 

Unless any of the incidents above are accompanied by some sort of obvious event, 

probably explosive, only the release of a chemical agent is readily detectable. Biological 

and radiological agents are difficult to detect as the negative effects of exposure may take 

hours or days to manifest themselves in people exposed to the event. If one has reason to 

believe an incident involving the release of chemical, biological, or radiological agents 

has occurred in the vicinity, do these things: 

1. Call 911. 

2. Notify the Director of Facilities or a member of the administration. 

3. Describe, as much as possible, the type of event at hand. 

4. Assist officials in response. 

 

If an event occurs involving the release of chemical, biological, or radiological agents on 

or near campus, it is likely that the campus will be placed in a locked-down status and 

everyone present at the time of the event will be instructed to shelter-in-place. Outside 

agencies will assume oversight of the emergency/disaster. Should this happen, Wesley’s 

Disaster Management Team will focus on the safety and comfort of those who are 

restricted to the seminary grounds and buildings. 

 

Be mindful that potential contamination considerations preclude one’s return to the 

general population until one is examined and released by health officials.  

 

Biological Events 

 

Biological events are hard to pinpoint immediately. Often, the effects of biological agents 

are delayed. Biological agents may cause extreme sickness or death and may or may not 

be contagious to others. If you witness or receive a report of a biological event on 

campus: 

1. Notify 911 immediately. 

2. Emergency responders will establish a quarantine perimeter. No one will be 

allowed in or out of this area until cleared by officials. 

3. If you find yourself within the quarantined area, it is important to remain there 

until cleared to leave by emergency response officials. To leave without clearance 

is to put even more people in potential danger. 
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4. Public health officials will determine what type of biological event has occurred 

and the proper course of action. It may take a significant amount of time to 

determine the exact biological agent in question. Be patient. 

5. While in the quarantine area, do what you can to protect yourself. Get as far away 

from the actual event as possible while remaining in the quarantine area, and 

cover your mouth and nose with layers of fabric such as cotton t-shirts, 

handkerchiefs, or towels. Tissue or paper towels may work if nothing else is 

available. When possible, wash thoroughly with soap and hot water. Remember, 

stay within the confines of your quarantine area. If possible, get upwind from the 

source of contamination. 

6. Note personal health symptoms as well as those of others around you. Write this 

information down if possible to pass on to health officials. Remain calm, and 

await treatment/release. 

 

Chemical Events 

 

Chemical events involve a deliberate release of a toxic gas, liquid, or solid. Chemical 

events may cause immediate serious illness and/or death. Chemical events are easier to 

identify than biological events. Some common symptoms include watering of the eyes, 

muscular twitching, choking, breathing problems, and loss of coordination. Affected 

areas may include large numbers of dead or dying people, birds, fish, or small animals. If 

you witness or receive a report of a biological event on campus: 

1. Notify 911 immediately. 

2. Emergency responders will establish a quarantine perimeter. No one will be 

allowed in or out of this area until cleared by officials. If the event occurs at night, 

the perimeter may be expanded, as heavy night air does not facilitate chemical 

dispersion. If a wind exists, a larger perimeter will be emplaced downwind to 

prevent further human contamination. 

3. If the report is from your immediate area, it is important to get upwind and away 

from the source of contamination as quickly as possible without leaving the 

quarantine area. Remain there until cleared to leave by emergency response 

officials. To leave without clearance is to put even more people in potential 

danger. 

4. If persons within the contamination area are unable to identify the chemical agent, 

public health officials must determine the type of chemical agent and the proper 

course of action. It is important to remember that it make take a significant 

amount of time to determine the exact chemical agent in question. Be patient. 

5. While in the quarantine area do what you can to protect yourself. Get as far away, 

and upwind, from the event as possible while remaining in the quarantine area. 

When possible, remove clothing and wash thoroughly. Look for a hose, faucet, or 

other source of water. Long, continuous watering down of contaminated skin is 

beneficial. Use plenty of soap, but do not scrub so intensely as to scrub the 

chemical into your skin. Cover your mouth and nose with layers of fabric such as 

cotton t-shirts, handkerchiefs, tissue paper or paper towels to reduce the 

possibility of chemical intake into your respiratory system. Remember, within the 

confines of your quarantine area, get upwind from the source of contamination. 
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6. Note personal health symptoms as well as those of others around you. Write this 

information down if possible to pass on to health officials. Remain calm, and 

await treatment/release. 

 

Radiological Events 

 

A radiological event may be due to an accidental spill or release of materials or the result 

of the explosion of a "dirty bomb." Dirty bombs use conventional explosives as a vehicle 

to disperse radiological agents. Depending on the radiological material involved in the 

accidental release or used in a "dirty bomb," the negative effects of radiation exposure 

may take hours or days to manifest themselves upon any humans exposed to the event. 

An explosion itself is obvious. The unknown part here is if it is a "conventional" or 

"dirty" event. It is best to treat all "conventional" explosions as a potential radiation 

threat. If you witness or receive a report of a potential radiological event on campus: 

1. Notify 911 immediately. 

2. Emergency responders will establish a quarantine perimeter. No one will be 

allowed in or out of this area until cleared by officials. If the event occurs at night, 

the perimeter may be expanded, as heavy night air does not facilitate radiological 

dispersion. If a wind exists, a larger perimeter will be emplaced downwind to 

prevent further human contamination. 

3. If the report is from your immediate area, it is important to get upwind and away 

from the source of contamination as quickly as possible without leaving the 

quarantine area. Remain there until cleared to leave by emergency response 

officials. To leave without clearance is to put even more people in potential 

danger. 

4. If persons within the contamination area are unable to identify the radiological 

agent used, public health officials must determine the type of agent and the proper 

course of action. However, it is important to remember that it may take a 

significant amount of time to determine the exact radiological agent in question. 

Be patient. 

5. While in the quarantine area do what you can to protect yourself. Get as far away, 

and upwind, from the event as possible while remaining in the quarantine area. 

Shield yourself with whatever is available. Buildings, cars, natural barriers are all 

good sources of radiological shielding. Minimize your exposure to the 

radiological agent. When possible, remove clothing and wash thoroughly. Look 

for a hose, faucet, or other source of water. Long, continuous watering down of 

contaminated skin and clothing is beneficial. Use plenty of soap, but do not scrub 

so intensely as to scrub the radiological agent into your skin. Cover your mouth 

and nose with layers of fabric such as cotton t-shirts, handkerchiefs, tissue paper 

or paper towels to reduce the possibility of radiological intake into your 

respiratory system. Remember, within the confines of your quarantine area, get 

upwind from the source of contamination, put barriers between you and the 

contamination, minimize the time of your exposure. 

6. Note personal health symptoms as well as those of others around you. Write this 

information down if possible to pass on to health officials. Remain calm, and 

await treatment/release. 
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Appendix 1 

 

WESLEY THEOLOGICAL SEMINARY 

 

EMERGENCY PHONE NUMBERS 

 

Call in the order listed and keep calling until you reach one of these contacts: 

 

Director of Facilities: 

Randall Adams Office 202-885-8664 

 Mobile 202-246-3048 

 

Vice President for Administration: 

Terry Bradfield Office 202-885-8631 

 Mobile 703-209-8234 

 

Vice President for Finance/CFO 

Jeff Straits Office 202-885-8684 

 Mobile 301-471-3941 

 

President: 

David McAllister-Wilson Office 202-885-8601 

 Home 202-362-1197 

 

Associate Dean for Community Life: 

Asa Lee Office 202-885-8614 

 Mobile 240-274-2137 

 

Dean: 

Robert Martin Office 202-885-8611 

 Mobile 816-682-7439 

 

 

[Current as of September 16, 2015] 
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WASHINGTON, DC 

EMERGENCY PHONE NUMBERS 

 

Police-Fire-Ambulance 911 

Metropolitan Police Department (non-emergency) 202-727-4281 

Police Non-Emergency 311 

Office of the Fire Chief 202-673-3320 

Emergency Management Agency 202-727-6161 

Director, Emergency Management Agency 202-727-2775 

Mayor’s Command Center 202-727-6161 

National Response Center (Chemical/Biological Terrorism) 800-424-8802 

 

Mass Transit 202-671-0537 

Metro-General Information 202-962-1234 

Metro Information Bus and Subway 202-637-7000 

Metro Transit Police Department 202-962-2121 

District Division of Transportation 202-673-6813 

Transportation Bus and Rail 202-637-2000 

 

Gas Leaks 703-750-1000 

Water & Sewer Emergency 202-612-3400 

Power Outages 202-833-7500 

Poison Control Center 800-625-3333 

Radiation Control Division 202-535-2180 

Hazardous Materials 202-727-6161 

Natural Disaster Planning 202-727-6161 

Illegal Dumping 202-727-1000 

Snow Removal Emergency 202-727-6161 

Occupational Safety and Health 202-857-0467 

Rodent Control 202-727-1000 

Information Technology/Systems 202-727-2277 

American Red Cross 202-728-6401 
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Health Care Information 202-442-9195 

Sibley Memorial Hospital 202-537-4000 

      5255 Loughboro Rd NW, Washington, DC 20016 

Suburban Hospital 301-896-3100 

      8600 Old Georgetown Rd, Bethesda, MD 20814 

Georgetown Hospital 202-444-2000 

      3800 Reservoir Rd NW, Washington, DC 20007 

American University Health Center (AU Students) 202-885-3381 

 

 

Emergency Areas for Overnight Housing and Food Sources 

 

Metropolitan United Methodist Church 

American University Housing/Food Service 

Local Hotels/Restaurants/Grocery Stores 

Friends of Wesley Homes 
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