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Central Texas College District
Safety Policies and Procedures Manual

Foreword

This document contains the operating safety policies and procedures, which have been designed to
ensurea safe, healthy campus community for students, faculty, staff and visitors of Central Texas
College District. This manual has been established as a tool to eliminate hazards and accidents. All
employees are expected to become familiar with the contentseomanual and to follow its
guidance.

Policies will be amended, deleted, or added to this document as necessary. All changes and additions
will be approved by the Administration of Central Texas College District and directives will be
issued by memoramuah.

The policies in this manual are not intended to replace or supersede any policy or requirement
imposed by legal or contractual agreement; rather, they are to be considered an addition to such
requirement(s).

Questions and comments pertaining to tisument may be addressed to Risk Management at P.O.
Box 1800, Killeen, TX 76540, 254/528347 or 800/798348 X1347, by fax at 254/528656 or by
email atDeborah.Shibley@ctcd.edu
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Central Texas College Brict
Safety Policies and Procedures Manual
Policy Statement

The Administration of Central Texas District considers one of its primary responsibilities to
be the safety and health of students, faculty, staff and visitors. Injury and property loss
through accidents are often needless, costly, and preventable. CliG#3 $b eliminate
accidents and foreseeable health hazards by the establishment of a safety program, which
adapts fundamental safety concepts and proven management performance criteria.

The Central Texas College Risk Management Department implementmamages this
comprehensive safety program utilizing the Central Texas College District Safety Policies
and Procedures Manual.

While it is impossible to anticipate every circumstance the responsibilities, procedures, and
guidelines set out in this marluare to be observed at all times in order to eliminate or
minimize risk as much as possible. As employees of Central Texas College, it is our
obligation to perform our job in a safe and efficient manner and to report any unsafe
conditions to the DepartmeRisk Management.

ka@%@/é \éaz»/ Date: /%r 25, jo

/amesR Ander@on Chancellor
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Central Texas College District
Safety Policies and Procedures Manual

New Employee Summary

Director Risk Management: Deborah Shibley
Phone Number: 254/5261347
Fax Number: 254/5261556

Employee Safety Awareness andiraining

CTCD is dedicated to workplace health and safety. Job specific safety training is provided through
each department. In addition, Risk Management may provide additional training and distribute
pertinent Safety literature. Risk Management is alsol@ble to hear any comments or suggestions

to ensure a safe, healthy work environment at CTCD.

Employee onthe-job injury

CTCD employees, whether fiiime or partt i me , ar e covered by t he
compensation program. All new employees green the option to opd u t of CTCDb6s wo
compensation program and must do so in writing within the first 5 days of employment. Risk
Management is responsible for the administration of benefits as specified by law.

If an employee is injured at CTCBnd the injury necessitates medical attention beyond first aid,
immediately notify your supervisor and inform them you will need to leave campus to seek medical
treatment. Supervisors are to immediately notify Risk Management by phone. It is preferage to

the minor emergency clinics or private physicians rather than a hospital emergency room, unless it is

an emergency situatiotn an emergency situation, or if a fatal accident occurs, call 911 and then
immediatelynotify Campus Police so they can assigth emergency equipment/vehicles. After the
initial critical situati on i s over, Ri sk Man a
notified immediately. Campus Police carry a defibrillator and are trained to use it in the event of a
heart attackDefibrillators are also located Buildings106, 120, 150, and 151.

Non-emergency accidents require immediate r b a | noti fi catsupeawsorando t he e
Risk Management via the appropriate report form within twémily hours of occurrence(If
injury/iliness happens over the weekend, notification must be given to Risk Management on the
following Monday morning.) The report form must be filled out in full and signed before delivery to

Risk Management.

Any questions regarding benefits underor k er s 6 compensation ar e t
Management. CTCD prohibits harassment of or retaliation against an employee who claim or
participates in an investigation under the work
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Unsafe Workplace Condition Report Form

If an employee is involved in an incident resulting in an injury as a the result of an unsafe property
condition, the supervisor is to be notified immediately and complete and deliver an Unsafe
Workplace Condition Report Form to the Risk Management withemtyfour hours.

Building Evacuation Routes

An evacuation route is to be posted on or near each office/classroom door in every building on
Central Campus. Contact Risk Management if no such posting is found. Evacuation drills are
conducted quarterly. is your responsibility to fully participate in these drills and to be familiar with

all evacuation routes in your building.

Policies and Forms

This Safety Policy & Procedures Manual andall forms are available from the Risk Management
office, may bedlownloaded from the college website.
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Central Texas College District
SafetyPolicies and Procedures Manual

Policy No. 100: Employee Accident Prevention Responsibilities

PURPOSE
CTC desires toreakt a safe environment for all through employee training and
responsibility.

SCOPE
This policy applies to all CTCD employees.

POLICY
A. ManagemenEmployees
Defined:Executive Officer, Dean, Director, Department Chair or Manager

Management isesponsike for taking steps to anticipate and prevactidents
by providing thefollowing:

1. Resources for proper administrationacafety program.

2. Full support of all safety procedures.

3. Participation in Cho@as Safety
4, Departmental safetydining and hazard elimination practices.

5. Knowing and enforcing applicable state or federal satgulations
applicable to CTCD.

Management will keepbreast ohealth and safetyssues and conceriisat
may have an impact on CTCD employees and perform ameuaWs of the
effectiveness of thed e p a r t me nsiafétysandchaatthr peograms.

B. Faculty

Facultyis responsible fosafetyoversight fothemselves and thestudentsto
include:

1. Providing full supportfor all safety procedures
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2. Actively participaing in CTCD safetytraining and hazard elimination
practiang.

Supervisos

Supervisory personnel aresponsible for those employees under their
supervision as follows

1. Planning andensuring thaall work is accomplished in a manner that
is in compliance with CTCDBafetyPoliciesandProcedures

2. Enforcing proper use of required safety devices and personal
protective equipment.

3. Providing tainingto employees in job safetyealth requirementand
hazard elimination practices.

4, Assuring that injuries are reportemlRisk Managemengromptly.

5. Investigating allaccidents orincidents and completing requirdRtisk
Managementeports.

6. Taking measures to correct unsafe workplace conditions/praetices

report to Risk Management as appropriate

Supervisors will not permit safety to be sacrificed for any reaswardless
of time limitations or unexpected problems.

Employees
Each employee, regardless of their position within the organizatsha|l

compl y wit h politi€saridprocedureEmpioyees are required
to:

1. Immediately report all injugs and accidents to their supervisors and
Risk Management and to obtain medical aid without deday
necessary

2. Wear required personal protective equipmerdar it properly, keep in

proper repair andworking order, and immediately report to their
Supevisor any damage or improper fit of Personal Protective
Equipment

3. Immediately report all hazardous conditions and other safety concerns
to their supervisqbuilding coordinatoor Risk Management.
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4, Prevent unnecessary injury or property damagdalyng proactive
measures to ensure safety by being aware of their surroundings
performing tasks as traineand by thinking clearly before each task is
performed.
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Central Texas College District
Safety Policieand Procedures Manual

Policy No. 105 Accident Preventiown Campus Roadways

PURPOSE

CTCD strives to provide employees, students, and guests with safe campus roadways
for both pedestrians and drivers.

Il. SCOPE
This policy applies to akmployees, students, vendors, and guests at CTCD Central
Campus.

[I. POLICY
A. CTCD maintains a paved trail and a track surrounding the football field

located behind the Natatorium & Physical Education Building. The paved
trail and the track are designdtéo be used for pedestrian exercise such as
walking, jogging or running.

Walking, jogging, running or otherwise using campus roadways for pedestrian
exercise or foot traffic is prohibitedlonday through Fridayexcept to cross
roadwayscorners orat desgnated crosswalksDuring this timewalking,
jogging, running or other pedestrian activity will be limited to campus
sidewalks, grass areas, and established trails and tracks designated for
pedestrian use.

Pedestrian activity will be allowed on CTC roadwan Saturday and Sunday
from 8:00 am to noon only, to ensure daylight hours and low traffic flow;
pedestrians are to stay on sidewalks when they are available and limit
roadway use to single file when no sidewalk is present; pedestrians will
always travetoward oncoming traffic and move off the roadway when traffic
approaches.

Except as otherwise stated in these policiedy tawfully operatedvehicles
are permitted on CTCD campus roadways.

Skateboarding, rollerblading, and skating are prohibitechllattimes on
campus.

Requests for an exception to this polioy special eventsvill be made in
writing to the Director of Facilities Managemefdr approval.lf approved,
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Facilities Managementwill coordinate with the Campu®olice to ensure
proper safty precautions are taken during the event.

Drivers are expected to obey all posted traffic signs.

All motor vehicle accidents on CTCD campus must be investigated by
Campus PoliceAbsent medical necessity, employees involved in an accident
must not leavehe scene until Campus Police have arrived and released the
involved patrties.

An individual 6s first violation of
issuing a warning. Subsequent violations may result inChmpus Police
issuance of a citation and find/iolations by CTCD employees may lead to
discipline up to and including termination.

Safety Policies and Procedures Manual 2010
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 110: Emergency Evacuation and Drills

PURPOSE

A. To provide procedures for the safe, timely, and orderly evacuation in the event
of a fire, explosion, natural disaster, or other catastrophic e{@e¢. Safety
Policy 300 for comprehensive emergency and disaster response procedures on
Central Campus.

B. To establish procedures and responsibilities that are primary and suppbrtive
functionsdesignedo save life and property.

Il. SCOPE

This policy applies to all CTCD employees, students, and visitors at all locations.

II. POLICY

Employees,students, and visitors are expected to play an active role in reducing
losses by adhering to the following procedures for the evacuation of buildings in the
event of an emergency. The overriding goal of this policy is to ensure everyone
evacuates quicklyral safely.

V. PROCEDURES
A. All Campuses
1. Evacuation routes are to hmostedin each office and classroom.
Employees, students and visitors are expected to familiarize

themselves with these routes, and the location of building fire alarms
and fire extinguishers.

2. Faculty
a. Designate a meeting place for class that is at leastf&$i0
from the buildingand ensure class members know the location.
b. Encourage the Buddy System to assist in your ability to

account for all class members.

C. Assist class room occupants in evacuation.

d. Take daily attendance sheet in evacuation and take rtieat
designated meeting place to ensure everyone evacuated.
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B.

e.

Immediately notify Police Department or Risk Management of
unaccounted for students or staff.

Building Occupants

a.

b.

C.

Immediately upon hearing the alarm, stop whatever you are
doing.

Evaclwate the building and proceed to the designated
departmenimeeting place

Shut down any experiment, procedures, etc. that should not be
left unattended. Extinguish any open flames and shut off any
noxious or flammable gas supply valves.

Turn off lights, radios, etdn your office or class room as you
exit, if it is safe to take the time to do.so

Secure any valuables. Purses and wallets should be taken with

you when you leavef it is safe to take the time tcetrieve
them

Do not attempt to se the elevators; they will not work while
the alarm is active. Assist disabled individuals in evacuation.
Remain calm and move swiftlytoexit§/a | kK, donaodt
Once in the stairwell, keep to the right of the stairwell.

Close doors and windows your office or room as you leave
to minimize spread of smoke and fiigit is safe to take the
time to do so DO NOT LOCK DOORS.

In the event of an actual emergenoyce outsidecall 911.
State your name and give the location of where the emtics
occurring, state what the incident involves and any additional
information requested.

Do not attempt to renter the building until advised by the
Building Coordinator, fire department or Campus Police that it
is safe to reenter.

Central Camus

1.

Building Coordinators, appointed by the Chancellor, are responsible
for the following in the event of an emergency and during evacuation

drills:
a.
b.

C.

Assist in all evacuations, whether drills or emergency

Make arrangements for assistance, assist, disabled
individuals during an evacuation.

Conduct safety meetings as necessary with building personnel
to ensure tenants are knowledgeable and capable of
implementing the evacuation plan.

Monitor evacuation drills and critique e n aaatitns. 6

Insure that doors are closed upon exiting the buildingis

safe to take the time to do €60 NOT LOCK DOORS.

Safety Policies and Procedures Manual 2010

r

u

n



f. Establish a designated meeting area for building administration
staff to assemble during and evacuation that is at least 300 feet
from the building for building and take roll to ensure all were
evacuated.

2. Risk Management, in conjunction with Campus Police and the local
Fire Departments, will conduct quarterly evacuation drills for selected
buildings on Central Campus. All buiidj occupants are required to
participate.

A copy of the report form completed during/after each drill will be
maintained by Risk Management and forwarded to the Building
Coordinator for each building responding to an evacuation drill.
Copies of all repds will be available to the Deputy Chancellor for
Resource Management.

C. Cooperation and Participation In Drills and Evacuation Is Mandatory

CTCD takes safety and evacuation seriously. Because of the fluid student
population, many on campus may neyearticipate in an evacuation drill.
This makes it all the more important for all CTCD staff and faculty to
participate and know the proper procedures and safety guidelines in order to
be able to direct and assist students in the event of a real emergency.

All staff and faculty are required to participate in a cooperative manner in all
drills and evacuations. Failure to participate or cooperate may result in
discipline, up to and including termination.
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Central Texa College District
Safety Policies and Procedures Manual

Policy No. 111: Emergency Lockdown Procedures and Drills

PURPOSE

A. To provide procedures for the safe, timely, and orderly lockdown and shelter
in place in the event of a natural disaster, violence on campus or other
catastrophic even{See Safety Policy 300 for comprehensive emergency and
disaster response proceduresGentral Campus.)

B. To establish procedures and responsibilities designed to save life and
property.
SCOPE

This policy applies to all CTCD employees, students, and visitors at all locations.

Continental and Foreign Campus&s the extent angortion of this policy is in
conflict with policies or practices established by the US Military, the igslior
practices of the particular US Military base or Naval ship shall prevail.

POLICY

In the event of an emergency, employees, studentsyisitoks are expected to play

an active role in reducing losses by adhering to the following procedures for
lockdown and shelter in place. The overriding goal of this policy is to ensure
everyone remains safe and not endanger the safety of others.

PROCEDURES
A. All Campuses

1. Lockdown procedures are to pestedin each office and classroom.
Employees, students and visitors are expected to familiarize
themselves with this policy and know the location of designated
building storm shelter(s).

2. Faallty & Building Staff
a. Before an emergency exists, assist class room and building
occupants in understanding the requirements of a lockdown.
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b. Be familiar with the locking mechanisms for your class and
office doors and windows.

C. Immediately upomeceiving notice to lockdown, stop whatever
you are doing and assist students to get into the lockdown
mode. Close and lock yourselves in a room, behind heavy
furniture, or a barrier away from windows and doors. In the
event of a weather emergency (ternado), seek shelter in an
interior room with no windows.

d. Barricade doors and windows if necessary.

e. Turn off lights, close blinds, silence radios, etc. Ensure all cell
phones are on silent mode and everyone remains quite.

f. If able to do so safg] quietly call 911 to report campus,

building or classroom violenc&tate your name and give the
location of where the incident is occurring, state what the
incident involves, and any additional information requested.

g. Do notrespond to fire alarms unless you know for certain there
Is an actual fire.
h. If you are outside and can immediately and safely leave

campus, do so. Otherwise seek shelter by immediately going
in a building before it is locked down, or by seeking gefu
behind a car, tree, building or other secure object.

i. When the lockdown order is given and the area/building
secure, no one will leave or enter the secure area or building
without first receiving the o6all
police, or an apropriate College official.

Persons with Disabilities Guidelines:

Some persons with disabilities may require assistance during an
emergency lockdown. This will take prior planning and knowledge of
who may need assistance and what type of assistamecpagant.

Prepare in Advance of an Emergency. Students, staff and visitors may
need assistance during a lockdown if they have mobility limitations,
are visually impaired or have a hearing or speech impairment.

a. Students & Staff with Disabilities:
Contact Disability Support Services 25261450 & TTD
1378, Student Life 25826-1258, staff, faculty, or Building
Coordinators in advance and request help in lining up one or
two assistants to help in an emergency. Students, and
employees who attend elsior work in more than one building,
may need to make such prearrangements for each location. Be
sure to keep your volunteer assistants up to date on your needs
in an emergency.

12
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b. Disabled Visitors:
Be aware of disabled visitoren Campusthat may also ned
assistanceduring an emergency lockdownlf it is possible
when planning an event that includes guests on Campus,
determine if visitors with disabilities will be in attendance, and
if so, what type of assistance may be necessary in the event of

anemegency
B. Central Campus
1. Building Coordinatorsirein charge othe following in the event of an

emergency and duringckdowndrills:

a. Assist in alllockdowns whether drills or emergency

b. Make arrangements for assistance, or assist, disabled
individuals during aremergency

C. Conduct and encouragesafety meetings as necessary with

building personnel to ensure tenants are knowledgeable and
capable of implementing tHeckdownplan.

d. Monitor lockdowndrills and critique actions taken by buildin
tenants.

e. Insure thaexteriordoors are closednd lockeduponnotice of
a lockdown

f. Ensure building occupants know to take shelter in secure areas

away from windows and doars

2. The Central Campus emergency alert systems, to includaile
phone and texinessage, and other emergency notification devices,
will be utilized to alert of the need to lockdown.

3. Central Campus Police will be responsible for implementing and
monitoring road blocks at all Central Campus roadway entries as
warranted during the lockdown.

4, Cooperatbn and participation in emergency drills ismaatory

CTCD takes safety seriously. All building occupaats required to
participate in emergency drills Because of the fluid student
population, many on campus may never participate ieraargency
drill. This makes it all the more important for all CTCD staff and
faculty to participate and know the proper procedures and safety
guidelines in order to be abto direct and assist students in the event
of a real emergency.
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All Campuses

CONSEQUENCES FOR NOICOMPLIANCE WITH LOCKDOWN
PROCEDURES

Everyone involved in a lockdown situation at a CTCD facility will comply
with all directions and orders issuedy Campus Police, local law
enforcement, or designated college administrative officials. The
circumstances leading to a lockdown are normally serious and can lead to loss
of life or injury if official directives are not followed. It is important that
Campus Police, local police, and designated CTCD administrative officials
remain in control of such volatile
safety and property. Students or employees who fail to comply with an order
from a member of Campus Poljdecal law enforcement, or the designated
administrative official during a lockdown situation, may be subject to the
following:

1. Criminal chargesmay be filed against anyone disregarding a lawful
order of Campus Police or any other law enforcement persamne
designated administrative official during a lockdown.

2. Employees violating this Policy may be subject to discipline up to and
including termination.

3. Studentsviolating this Policy may besubject to discipline up to and
including expulsion.

14
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 115: Safety Guidelines for Active Shooter Situations on Campus

PURPOSE

To provide guidance to faculty, staff, and students who may be caught in an active
shootersituation, and describes what to expect from responding law enforcement
officers

Il. SCOPE
This policy applies to all CTCD employees.
1. POLICY

An active shooter is a person or persons who appear to be actively engaged in killing
or attempting to killpeopleon campus. In most cases active shooters use firearms(s)
and display no pattern or method for selection of their victhative Shootersnay

use improvised explosive devices to cause additional victimization and act as an
impediment to law enforcement and emergency services responders. These
improvised explosive devices may detonate immediately, have delayed detonation
fuses, or may detonaten @ontact. Activeshooter situations are dynamic and evolve
rapidly, demanding immediate response thg campus occupantand immediate
deployment of law enforcement resources to stop the shooting and prevent harm.

In general, how you respond to an aetishooter will be dictated by the specific
circumstances of the encounter. If you find yourself involved in an active shooter
situation, try to remain calm ar@dALL 911 as soon as possiblBe aware that the

911 system may become overwhelmed.

A. General ©nsiderations:

1 Unfamiliar voices may be an active shooter trying to lure you from safety;
do not respond to voice commands until you can verify with certainty that
they are being issued by a police officeCailegeofficial.

1 DO NOT respond to firalarms unless:
You have firsthand knowleddkere is a fire in the building; or
You have been advised by Police to evacuate the building.
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1 Attempts to rescue people should only be attempted if it can be

accomplished without further endangering the persnssle a secured
area.

Depending on circumstances, consideration may also be given to exiting
ground floor windows as safely and quietly as possible.

If An Active Shooter Is Outside Your Building Or Inside The Building:

1.

2.

10.

11.

Remain calmand quite.

Try to warn other faculty, staff, students and visitors to take immediate
shelter

Proceed to a room that can be locked or barricadzdricades can be
made from tables, chairs, desks, etc.

Turn off all light sources.

Close blinds

Block windows

Turn off radios or other devices that emit saund

Keep yourself out of sight and take adequate cover/protection, i.e.
concrete walls, thick desks, filing cabinets

Silence cell phones

Get down on the floor or under a desk anda&nsilent out of the line
of sight of a window or door window.

Have one persoquietly CALL 911 and provide:
T AThis is Central Texas Coll ege
active shooter on campus, gunsh

1 If you were able to see the offder(s), give a description of the
person(s) sex, race, clothing, type of weapon(s), location last seen,
direction of travel, and identifly if known.

1 If you observed any victims, give a description of the location and
number of victims.

16
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1 If you observed m@y suspicious devices items (improvised
explosive devices), provide the location and a description.

1 If you heard any explosions, provide a description and location.

12.  Wait patiently until a uniformed police officer or a college official

knowntoyopr ovi des a&ignalial | cl ear o
C. If An Active Shooter Enters Your Office Or Classroom:
1. Remain calm and quiet.
2. Try not to do anything that will provoke the active shaoter

3. CALL 911, if possible and provide the information listed in the
previous guideline.

4, Silence cell phones.

5. If the active shooter(s) leaves the area, barricade the room, or proceed
to a safer location.

6. If flight is impossible, lock all doors and windows, securing yourself
in your space out of the line of sigind fire.

7. Get down on the floor or under a desk and remain silent out of the line
of sight of a window or door window.

8. If there is no possibility of escape or hidingd only as a last resort
when your life is in imminent dangerou shouldyou make a personal
choice to attempt to negotiate with or overpower the assailant(s)

9. Wait patiently until a uniformed police officer or a college official
known to you preignaldes an dAall clearo

D. If You Are In An Outside Area And Encounter Arcive Shooter:
1. Try to remain calnand quite.

2. Move away from the active shooter or the sounds of gunshot(s) and/or
explosion(s)

3. Look for appropriate locations for cover/protection, i.e. brick walls,
retaining walls, large trees, parked vehicles, or atfmer object that
may stop bullet penetration
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4. Try to warn other faculty, staff, students and visitors to take immediate
shelter

5. CALL 911 and provide the information listed above
What To Expect From Responding Police Officers:
The objectives ofesponding police officers are:

1. Immediately engage or contain the active shooter(s) in order to stop
life threatening behavior

2. Identify threats such as improvised explosive devices

3. Identifying victims to facilitate medical care, interviews and
counsehg.

4, Investigation

Police officers responding to an active shooter are trained to proceed
immediately to the area in which shots were last heard in order to stop the
shooting as quickly as possible. The first responding officers may be in teams;
they my be dressed in normal patrol uniforms, or they may be wearing
external ballistic vests and Kevlar helmets or other tactical gear. The officers
may be armed with rifles, shotguns or handgids.exactly as the officers
instruct. The first responding offiee will be focused on stopping the active
shooter and creating a safe environment for medical assistance to be brought
in to aid the injured.

Campus LockDown Procedure:

Whether a shooting has occurred, or a threat exists that someone may use a
gunonc ampus ,-dawmd owikl | be ordered to maxi
faculty, staff and visitors. See Policy 300 for lock down procedures.

What To Do If Taken Hostage:

1. Be patient. Time is on your side. Avoid drastic action.

2. The initial 45 minutesare the most dangerous. Be alert and follow
instructions.

3. Dondét speak unless spoken to and th

arguments or appearing hostile. Treat the captor with respect. If you
can, establish rapport with the captor. It is probable tleatdptors do
not want to hurt anyone.

18
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4, Try to rest. Avoid speculating. Expect the unexpected.

5. If medications, first aid, or restroom privileges are needed by anyone,
say so.
6. Be observant. You may be releasedable toescape. You can help

others with yarr observations.
7. Be prepared to speak with law enforcement personnel on the phone.
H. Keeping Updated:

If an active shooter situation develops, CTCD will implement its Emergency
Managementincident Command System (EMICSpolicy #300 and will
combine effort with law enforcement to support them in their efforts to
manage the event. CTCD will provide the most accurate and timely
information available to students, faculty, staff and the community as soon as
possible.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 120: Drug Free Workplace
(Same as Policy No:225 in the Human Resource Management
Operating Policies & Procedures Manual)

PURPOSE

To ensure that the workplace firee from illegal use, possession or distribution of
controlled substances, dangerous drugs or alcohol by employees.

1. SCOPE
This policy applies to all CTCD employees at all locations.
[ll. DEFINITION

Controlled substances or dangerous dragslefined by the state and feddeat,
includes but is not limited to marijuana, any narcotic drug, prescribed drug abuse,
hallucinogen, stimulant or any depressant, amphetamine or barbiturate. This policy
also prohibits the abuse or distribution oégeription drugs or alcohol

V. POLICY

A. CTCD provides a drufree workplace. In addition, CTCD actively works to
prevent the illicit use of drugs and the abuse of alcohol by students and
employees.

B. In recognition of the problems associatedhwsubstance and alcohol abuse,
Central Texas College has developed a collegke drug policy. The policy
addresses not only disciplinary sanctions associated with substance and
alcohol abuse, but also education, prevention, intervention and treatment
adivities necessary to help eliminate problems that substance and alcohol
abuse pose to the college community.

1. More specifically, the institution prohibits manufacturing, possessing,
having under control, selling, transmitting, using or being party hereto
any illegal drug, controlled substance, or drug paraphernalia on college
premises or in college vehicles, oth@b sites or at college sponsored
activities. Also prohibited is the possession, use, sale or being under
the influence of alcoholic beverages or having alcoholic beverage
containers in any college owned facility, vehicle, or at any college
sponsored eve, except when specifically designated by the
Chancellor or Board of Trustees of the Central Texas College District.

Safety Policies and Procedures Mar2@10 21



2. CTCD faculty, staff and students are expected to abide by local, state
and federal laws pertaining to controlled substances, ildgas and
alcoholic beverages.

3. Any employee in violation of this policy will be subject to disciplinary
action up to and including termination for the first offense.

4, Central Texas College is committed to providing comprehensive drug
and alcohb education and prevention programs as well as early
intervention and referral services. In support of this commitment,
Central Texas College has established the Substance Abuse Resource
Center in the Student Services building on Central Campus to provide
information and assistance to the college community. Through this
program, Central Texas College will provide educational support
programs which will assist in the prevention of alcohol and substance
abuse activities.

5. It is important for all membersf the college community to take
responsibility for preventing substance and alcohol abuse. Supervisory
training is available to assist in identifying and addressing illegal drug
use and alcohol abuse by employees.

Physical and mental health riskseaassociated with abuse of controlled
substances. The health risks associated with controlled substances or
dangerous drugs as defined by law include but are not limited to marijuana,
any narcotic drug, hallucinogen, stimulant, depressant, amphetamine or
barbiturate. Depending on the drug of abuse, health risks include, but are not
limited to:

Physical Mental

Altered heart rate Impaired memory

Damage to lungs/pulmonary system Reduced concentration/coordination
Hepatitis  Psychologicalependence

Altered blood pressure Psychosis

Strokes  Delusion

Birth defects  Paranoia

Coma

Death

Injection with contaminated needles may result in spread of disease such as
HIV and Hepatitis.
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Drug and/or alcohol testing malge required by urinalysis, blood test,
breathalyzer or any other screening device as required by law and designated
and paid for by CTCD. In the following circumstances, testing will be
conducted:

1. Preemployment and random testing of personnel iietgasensitive
positions including but not limited to bus drivers and police perspnnel

2. Testing of an employee when the
administrative officer reasonably suspects that the employees work
performance or othe-job behavio is, or may be affected in any way,
by use or impairment due to use of a drug or alcohol, or that the
employee has otherwise violated the Drug Free Workplace policy; or

3. Testing of an employee following an accident or unsafe practice that

occureddui ng the course and scope of

with CTCD and under circumstances that create a reasonable suspicion
that the employee may have been impaired by, or under the influence
of drugs or alcohol, which contributed to the accident.

V. EMPLOYEE TESTING

A.

Employees in safety sensitive positions that are required to take a drug and/or
alcohol test must take the test at the CTCD designated location (s) and must
comply within the established timeframe. Refusal to take a drug or alcohol
test under the circumstances set forth in this policy will be grounds for
termination. The failure to appear for unannounced testing within two hours of
notification constitutes refusal to submit to a test. Employees who test positive
for illegal drug subsinces will be subject to termination.

All information from drug and alcohol testing will be confidential to the
extent required by law

Should any employee be convicted of violating a criminal drug statute in the
workplace, the law requires that te she notify the Director, Human
Resource Management within five days of the conviction (including pleas of
guilty and nolo contendere). Employees who have been approved to drive on
behalf of CTC must notify the Director, Human Resource Management of any
driverbés | icense or driving related
employee to disciplinary action, up to and including termination of
employment. For employees performing under a federal contract, CTCD must
then notify the responsible fedd contracting officer of the conviction within

ten days.
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Within 30 days after receiving notice

take appropriate personnel action against the employee up to and including
termination of employment, or offer gimipation in an approved
rehabilitation or drug abuse assistance program. If such help is offered and
accepted, Human Resource Management must determine that the employee
satisfactorily took part in and completed the program to continue employment.

Employees are asked to acknowledge that they have been informed of the
above policy during initial iprocessing for new hires. By law, this
acknowledgment and agreement are required of employees as a condition of
continued employment. Annual communioatiwill be distributed to current
employees to ensure employees abide by this policy in all respects.

Employees are encouraged to refer any questions on this policy to their
supervisors or to Human Resource Management.

24
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Central Texas College Birict
Safety Policies and Procedures Manual

Policy No. 125: Inclement Weather
(Same as Policy No:720 in the Human Resource Management
Operating Policies & Procedures Manual)

PURPOSE

To establish procedures for the decision and notificati@in for inclement weather
curtailment of CTCD operations.

Il. SCOPE

This policy applies to Texas Campuses, including the Mayborn Planetarium and
Space Theater, and to all other campuses as amended by the Campus Deans.

lll. POLICY

CTCD does not expect its employees or students to risk personal injury in order to
maintain regular operating hours. Therefore, during periods of inclement weather or

threat of inclement weather, Central Texas College may choose to curtail or limit
operaions if in the view of the Chancellor or his designated representative, the
continuation of operations might create a significant risk for the majority of students

or empl oyees. The status of Fort Hoodos
school sysgms will be considered. Regardless of the campus decision, it remains the
responsibility of the individual employee/student to assess and evaluate their
situation.

V. PROCEDURES
A. Chancellor:

1. Initiates contact with Campus Police for reconmaltions and notifies
the Director, Community Relations & Marketing and others as desired
by 5:30 am. on an inclement morning, or two hours prior to
scheduled opening or any class start time that will be affected during a
bad weather day, to alert theof plans to close or limit operations for
the day(s). When a delayed opening decision has been reached and it
is subsequently determined that a closure is necessary, the Chancellor
will notify all parties no later than two hours prior to the spedifie
delayed opening hour.

2. Notification of decision(s) will be relayed to following for
implementation actions:
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Director, Community Relations & Marketing (52099).

Campus Police, (526200).

Special Assistant to the Chancellor (52322)

Deputy Chancellor, Resource Management {5281).

Deputy Chancellor, International & Navy Campus Operations
(526-1781).

Deputy Chancellor, Educational Program & Support Services
(526:1402).

® 20T
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If the Chancellor is not available, the folllmg individuals, in
descending order, will initiate the appropriate action:

a. Special Assistant to the Chancellor.

b. Deputy Chancellor, Resource Management.

C. Deputy Chancellor, International & Navy Campus Operations.
d. Deputy Chancellor, Educational Program & Support Services.

B. Deputy Chancellors:

Notify respective Deans and Division Directors.

C. Director, Community Relations & Marketing:

1. Notifies Director, IT Customer Service to send out a mass email
notification.

2. Activates emergency alert message via the campus emergency alert
broadcast system.

3. Updates the weather line (53100), including a reference to the
Planetarium Information line phone number.

4, Posts closure information on the CTvebsite.

5. Notifies the news media and works with the news media as it relates to
the decision to close.

6. Media list includes the following:

NOTE: Notification agencies are FM 91.3 and Channel 46. All others are alternates.

a. Radio:
I KNCT-FM (91.3 FM, Public Radio).
. Cumulus Radio: KSMFM (KISS 103), KUSFM (US
105), KOOC (B106) and KYUIEM (Eagle 101).
Iii. Clear Channel Radio: KLF&M (The Fox 107.3) and
KIZ-FM (The Z- 92.3).

26
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b. Television:
i KWTX-TV (Channel 10, CBS)
. KCEN-DT (Channel 9, NBC)
il. KXXV -TV (Channel 25, ABC)
iv.  KWKT (FOX 44)
V. KNCT-TV (Channel 46, PBS).

C. Newspaper:
I Killeen Daily Herald (daily, morning).
ii. Temple Daily Telegram (daily, morning).

7. A code word or number will be established by each media entity and
provided to the Director, Community Relations & Marketing which
wi || Aweed outo bogus closing report
8. The order of calling varies depending upon the time of day and the

ability to get hrough on very busy phone lines. KNCT (FM/TV) will
usually be the first media contact, followed by other TV and radio
stations with newspapers to be the last contacted. Electronic
notifications will be used as directed by stations. KNCT is the official
station for notification of closings or delays.

D. Director, Facilities Management:

1. Will ensure all essential buildings and parking areas are accessible.

2. Grounds personnel will clear and sand entrances, parking areas and
pathways.

3. Mechani@l personnel will ensure environment control of essential
buildings and proper operation of utilities.

4, Campus Police Officers will respond regardless of weather conditions
and will provide a communications link for the college decision
making authority

E. Director, IT Customer Service:
1. Will transmit a broadcastmail to all local users using a papproved

message provided by the Director, Community Relat®hsarketing
if closure occursluring the business day.

2. Will facilitate any techital support necessary for updating the
weather phone line and/or website between CRM and IT personnel.

F. Director, Planetarium:

1. Will record a closure announcement on the Planetarium Information
line and update as necessary.
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2. Will monitor weekend weather and request approval feopening or
continued closure as necessatry.

V. GENERAL

A.

Telephone Listing:

1. Deputy Chancellor, International & Navy Campus Operations-(526
1781).

Deputy Chancellor, Educational Program Support Services (526
1402).

Deputy Chancellor, Resource Management {5381).

Dean, Central Campus (524.16).

Dean, Fort Hood Campus (546803).

Director, Facilities Management (526365).

Director, Human Resource Management (3288).

Director, Community Relations & Marketing (52®99).

Campus Police (52620® 24 Hours).

0. Director, IT Customer Service (5¢B102).

no

HOONOOA~®

NOTE: Home numbers are provided to individuals listed by separate distribution.

B.

28

Tasks above are not all inclusive. Deans and Division Directors will develop
tasking lists and internal notification procedures for their respective activity or
campus.

In the absence of other direction, the Fort Hood Campus will operate under
condtions imposed by Fort Hood Command. Service Area locations will
follow the guidance and direction of the local school district and local law
enforcement agencies.

Accounting for Time:

See Policy No. 270: Business Interruption.

Other:

Campus Deans for Continental, Navy, Pacific and Europe will establish
procedures using this policy as a guide and accommodating their specific
contract requirements.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No.135: Unsafe Office Conditions

PURPOSE

To define unsafe office conditions and to establish guidelines for the limited use of
certain devices in office environments.

Il. SCOPE
This policy applies to all CTCD employees at all campuses.
1. POLICY

Devices which may pose risk of fire and life including electrical, ignition and
combustible material must be eliminated or limited in use with specific safety
precautions.

IV.  UNSAFE OFFICE CONDITIONS
A. Ignition Sources/Combustible Material

1. Candles of any size, shape or form are prohibited in the work area
including candles warmed by an electric devise such as a mug warmer,
to release the scenih Texas this idy orderof the State Fire Marshal.

2. Plug in air fresheners are prohibited.

3. Portable heaters must be equipped with an auto-ahugwitch.
Portable heaters must also be plugged into a surge protector and a
dedicated outlet without any other appliances and placed at least 3 feet
away from any combustible material. Employees aspasesible to
check for any recaltotices by the manufacturkbefore using a heater.

4, Extension cords are only for temporary use and must not be used to
power office machines or electronics.

B. Surge protectors must be used to power office machiBasure power strips
include surge protection.

C. Ensure that there are no excessive papers, boxes or clutter and that all egress
routes including windowsare not blocked.
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Central Texas College District
Safety Polkies and Procedures Manual

Policy No. 140: Departmental Safety Inspections

PURPOSE

To provide procedures for managers and supervisors to comelgotar safety
inspections in their areas of responsibility as a means for locatidgcorrecting
potential hazards, and comply with CTCD insurance policy requirements.

SCOPE

This policy applies to all CTCD departments.

POLICY

A.

Periodic inspections serve both as a quality control and as an operational
control intended to (1) determinehether there has been any deterioration in
the quality of work place safety, and (2) detect hazards or unsafe conditions
that have previously gonenoticed or have been recently introduced into the
work place.

B. Departments will conduct safety inspections of their areasmandhlybasis.
Such inspections in no way relieves managers and supervisors of their
responsibility for continuousurveillance of workplace safety and for making
onthe-spot corrections.

PROCEDURES

A. Departments will conducmonthly safety inspections and document the

results of the inspections on th8afety Inspection Checklistlt is
recommended to allow afthrent member of the department to conduct the
inspection each month. A copy ofsamplechecklist for both the general
office environment and laboratory/shop environment can be found at the end
of this manual.

1. The form at the end of the manual is e used as a guide to
inspections. The form is general and may be incomplete for some
departments. Thedepartment head/supervisshould adjust the
checklist to fit the actual needs of the department.

2. Well-planned safety inspections help in detectirgards before an
accident occurs.
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3. Before the inspection, past incidents within the department should be
analyzed to determine specific causes, so that problem areas can be
given special attention during the inspection.

The checklist shall be retained by the departrheatfor two three(3) years.
These check lists shall be available to Risk Management upon request.

Each department is responsible feubmitting awork orderto Facilities
Managementfor needed repairsThe Risk Management Department is
available to assist as necessary.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No: 145 Motor Vehicle Records

PURPOSE

Enhance safety and minimize liability by promoting s#iging practices and
requirements.

Il. SCOPE

This policy applies to all employees who drive in the United States, as either an
occasional or as a primary driver and in the furtherance of their employment.

II. DEFINITIONS:

Motor vehicleincludes all grsonally owned or CTCD owned equipment, with gas or
electric motor.

Automobile includes all personally owned or CTCD owned passenger cars, trucks,
vans, busses or other motor vehicle that transports people.

V. POLICY

A. Prior to driving a motor vehicléor the purpose of performing employment
related duties, employees shall submit to Risk Management the required
information for Risk Management to obtain a Motor Vehicle Report
[ AMVRO] .

B. Primary drivers include employees who are required to driveautombile
pursuant to the duties outlined in their job description. Occasional drivers are
employees who may drivautomobileson occasion in furtherance of the
performance of their duties of employment.

C. MVRs are required for all employees who drare autombile as a primary or
occasional driver, so |l ong as the drivi
performance of his/her dutieSuch driving does not include routine travel to
and from work.

D. Failure to obtain a clear MVR will prohibit the employee framiving any
automobile whether CTCD or personally owneahd may preclude employee
from operating any motor vehicleor the purpose of conducting CTCD
business. Drivers whose MVR results fail to come back clear will be referred
to Human Resources forrther action as warranted.
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MVR reportsfor employeeshall be maintained by CTCD Risk Management
DepartmentAll MVR reports shall be maintainad a secure and confidential
manner and utilized only for CTCD business purposes.

Risk Management shall adobh MVR updates at least annually for each
approved driver.

36
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 150: Driver Safety

PURPOSE

To provide procedures for an employee to operate a CTCD vehicle or personal
vehicle for CTCD purposes.

Il. SCOPE
This policy applies to all CTCD Employees using a vehicle for CTCD purposes.
1. POLICY
A. Only those employees who hold a valid ¢
pre-approved will be permitted to drive a CTCD W& or personal vehicle
for CTCD purposes. Employees who have had three or more moving
violations or accidents (regardless of fault) in the last three years or one or
more major violationsnay be precluded from driving vehicle for CTCD
purposes.

Major Violationscan include, but are not necessarily limited to

1. Driving under the influence of drugs and/ or alcohol

2. Negligent homicide arising out of the use of a motor vehicle

3. Operating a motor vehicle during a period of suspension or revocation

4, Using a motor vehicle to commit a crime

5. Aggravated assault with a motor vehicle

6. Operating a motor vehicle without th
7. Permitting an unlicensed person to drive

8. Reckless driving

9. Drag racing
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10. Hit and run accident

B. Drivers are expected to do everything reasonably possible to prevent or avoid
an accident.
C. Drivers and passengers are required to wear seat belts at all times.

D. Handheld cell phone use while driving for CTCD purposegprahibited.
Drivers usingcell phones are to use a hands free device or if usaangheld
cell phones are to pull off the roadway to a safe location to park when making
cell phone calls.

E. Employees and passengers are not permitted to smakg @IrCD vehicle to
include offroad vehicles (gators, lawnmowers, club wagons, etc.) These
restrictions apply at all times, including after normal duty hours, on weekends
and on holidays.

F. ALL All vehicular accidents that happen oen@al Campus {0 include off
road vehtleg must be investigated by Campus Police. Employees and the
vehicle(s) involved in the accident must not leave the scene until Campus
Police have arrived, and released involved parties.

PROCEDURES

A. Employees planning to drive a CTCD or persordlicle for CTCD purposes

must submit a copy ,wvefificaion gfaurréentdaddlessi ver 6 s

and completed MVR applicatido Risk Management at leaStworking days
prior to driving the vehicle.

B. Employees are to submit a signed reletis®isk Management (or Human
Resources for employment applicants) authorizing a Motor Vehicle Record
(MVR) report to determine if the employee meets the standards outlined in
this policy, and i f approved they wi
based upon the results of the MVR.

C. Employees whosessentiajob duties require them to drive a CTCD vehicle
must meet the driving standards set by this policy as a condition of
employment.

D. Employees will be notifiedf the results of the MVR rew that they do not
meet the standards set by this policy, and instructed not to drive a CTCD
vehicle or their personal vehicle for CTCD purposes

E. CTCD vehicles are not for use as a personal means of transportation without
express written consent froimet Deputy Chancellor, Resource Management.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 155: Ergonomics in the Workplace

PURPOSE
To identify and correct potentiargonomic risk factors on the job.
Il. SCOPE
All CTCD employees.
1. POLICY
Prevent the occurrence of werklated musculoskeletal disorders by controlling
employee exposure to the workplace risk factors, including repetitive tasks, poor
body mechanics, restrictive workstations, vibration fronweo tools, and lifting
heavy or awkward objects.
IV.  PROCEDURES
A. Identifying RiskAssessed Jobs
1. Risk Management in coordination witkupervisors will examine
injury/occupational illness,incidents to discover any patterns in
ergonomic related injury/ illness. Risk Management will be especially

alert to employee in jobs where workers are exposed to certain risk
factors including but not limited to:

a. Performance of the same motions or motion patéyery 35
seconds for more than two hours at a time.
b. Fixed or awkward work postures for more than a total of two

hours (for example, overhead work, twisted or bent back, bent
wrist, kneeling, stooping, or squatting.)

C. Unassisted manual lifting, laaving, or carrying of anything
weighing more than 25 pounds more than once during the work
shift.

2. Risk Management will reviewsuch incidentswith appropriate

supervisor to identify potential risk factors.
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Exposure Control

1.

Risk Management anthé supervisor will evaluate office workstations
on an as needed basis in an attempt to reduce ergonomic risk factors.

Once potential risk factors have been identified and analyzed, Risk
Management and the supervisor will develop and work to implement
appropriate solutions.

Medical Management/Injury Investigation

1.

Employees are to immediately report any symptoms of discomfort that
may be associated with their job duties to their immediate supervisor.

Supervisors are responsible for investigating the cause of discomfort
reported by the employeeand submitting thesuper vi sor 6s
Injury/Incident/Property Damage report form to Risk Management.

Those employees who seek a medical evaluation must complete an
Injury/Incident/Property Damageform and submit it to Risk
Management. See Safety Policy 4@hd section 5, Forms of this

Manual.

Employee Involvement and Training

1.

Supervisors are to train each employee on the following:

a. How to recognizevorkplace ergonomic risk factors and ways
to reduce exposure to those risk factors.
b. Reporting procedures and the person to whom the employee is

to report workplace risk factors and werdated
musculoskeletal disorders.

Training on ergonomic safetwill be available to CTCDCentral
Campusemployees on an annual basis.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No.16Q Blood Borne Pathogens

PURPOSE

To eliminate or minimize employee occupational exposure to blood or certain body
fluids and to comply with the Texas Bloodborne Pathogens Control Act.

Il. SCOPE

This policy applies to all occupations where there is the potential for employee
contact withblood or other potentially infectiousody fluids while performing work
related tasks. Those occupations at risk include, but are not limited to, Faculty
members participating in clinical for the Medical Lab Technician program, Associate
Degree NursingProgram, Vocational Nursing Faculty Program, and Emergency
Medical Technology Program; Custodial Services; Campus Police; and Building
Coordinators as the point of contact for first aid Kits.

[I. POLICY

A. Universal PrecautianAll human blood and humabody fluids are to be
treated as if infectious for bloodborne pathogensluding the Human
Immunodeficiency Virusand Hepatitis

B. CTCD strives to provide a safe working environment. However, employees
are also responsibl®r minimizing their exposu@ to bloodborne pathogens,
avoiding unsafe practices, reporting unsafe work practices, and for working
safely.

V. DEFINITIONS

Sharps Instruments designed to or that can pierce skin such as hypodermic needles,
razor blades, scalpel blades, or other sbaypcts.

Contaminated any material that has come into contact with human blood or other
human body fluid or waste.

Exposurei Any person, who has touched, ingestedtirerwisehad actual contact
with human blood or other human body fluid or waste.

V. PROCEDURES

A. Method of Compliance
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1. Employees must protect themselves from exposure to bodily fluids and
potentially infectious materials through preventative work practices,
housekeeping procedures, and the use of personal protective
equipment.

2. An employee who haseenexpo®d to blood or other potentially
infectious materials will be provided with an antiseptic cleanser to
clean the affected area. Hands should be washedawieimtiseptic
soap andvarm water as soon gsossibleafter cleansing the affected
area.

3. An employee who haseenexpo®d to blood or other potentially
infectious materials is tammediately report the exposure to their
supervisor and Risk Management.

B. Needles

1. Contaminated needles or sharps arbe@laced immediately, without
recapping or breaking, into a sharps container that is closeable,
puncture resistant, leak proof on sides and bottom and labeled or color
coded.

2. A sharps container is available in Building 150, Room 1090 in the
Nursing Department for those individuals having a medically
documented need for injections, while on the job (i.e. insulin
injections.)

3. Sharps containers will be disposed of as needed by a Bio Medical
Waste Disposal Company.

C. Safe Work Practices

The following safe work practices apply to all employees at risk of exposure
to a blood borne pathogen. Practices which should be implemented during
specific situations may not be fully represented.

1. Rubber or latex glovesiust be worn by employees whenetteze is
a possibility they will encounterbody fluids or waste while
performing their job.

2. Employees whose job description requires them to clean toilets, sinks,
showersor othersimilar facilities shall wear eye protectiptatex or
rubber gloves and face masks covering nose and mouth when
performing those tasks.
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3. During clean up of an exposed sitg, addition to latex or rubber
gloves masks eye protection devices, such as goggles or glasses with
solid side shield are required to be worn whenever splashes, or
droplets of blood or other potentially infectious materials may be
generated and eye, nose, or mouth contamination can be anticipated.

4. Remove gloves so that skin is not touched with the contaminated
portion of the glove. Exposedskin surfaces should be thoroughly
washedmmediately with hot water and antiseptic cleanser.

5. Hands should always be immediately washed with hot water and
antiseptic cleanser after gloves are removed.

6. Employees must take ¢rautions to prevent injuries caused by
needles, syringes and other sharp objects that may be in the trash.

7. Clothing rags, towels, mop heads, etc. tlhecome contaminated
with blood or othebody fluids or wastewill be removed immediately
(or as son as possible) and kept separate labeled, sealed plastic
baguntil properly laundered.

8. In the cleanupof a site which has been contaminated with blood or
other potentially infectious materials, a bleach solution (1:10 dilution
of household bledrcto water) should be useBo not mix bleach with
other cleaners

D. Hepatitis B Vaccine

1. Hepatitis B Vaccine is available to all employees who potentially have
occupational exposure to this virus at no cost to the employee.

2. The Hepatitis Bvaccination series, poesikposure evaluations and
follow-ups will be available to employees under the following
conditions:

a. At no cost to the employee;

b. Performed by or under the supervision of a licensed physician
or by or under the supervision ahother licensed healthcare
professional; and

C. Provided according to the recommendations of the U.S. Public
Health Service

3. Risk Management is responsilflar coordinating medical services to
provide this vaccine.
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E.

F.

If an eligible employee initidy declines the Hepatitis B vaccination,
but at a later date decides to accept the vaccination, it shall be made

available.

All employees who decline the Hepatitis B vaccination shall sign the

waiver indicating their refusal.

in Section 6 othis Manual.

Seamzknowledgment/deciationform

Post Exposure Evaluation and Folleyg/Procedure for Evaluation of
Exposure Incidents

be reported to the employeeSees superyv

exposure, and the circumstances under

i ndi vidual 6s bl ood s h

feasible and after consent is obtained in order to determine
whether an infectious agent, such as HIV or Hepatitis is

with Hepatitsor HI V, testing for the sou

t he sour ce i ndi vi dual

informed of applicable laws and regulations concerning
disclosure of the identity and infectious status of the source

1. All  exposure incidents shall be reported, investigated, and
documented. When the employee incurs an exposure incidshall
Employee Injury/Incident Report form in Section 6 of this Manual

2. Following a report of an exposure incident, the exposed employee
shall immediately receive a confidential meadi evaluation and
follow-up, including the following elements:

1 Documentation of the
which the exposure incident occurred

1 Identification and documentation of the souwfethe blood,
body fluid or wasteunless thatdentification is infeasible or
prohibited by state or local law

T The source
present

1 When te source individual is already known to be infected
need not be repeated

T Resul ts of
available to the exposed employee, and the employeelshall
individual.

Training

1.

Training regarding the proper handling of occupational tasks where
exposure may occur is to be given a thme of initial assignment to

tasks by the
annuallyby the Supervisor

empl oyeebs supervisor.
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2. Supervisors shall provide @py of this policy and an explanation of
its contents shall be provided to those employebs way have
occupation exposure to blood pathogens at the time of hire as well as
an acknowledgement formThe supervisor will forward a copy of the
acknowledgement formo Risk ManagementSee acknowledgement
form in Section 6 of this Manual

3. Supervsors are responsible for maintaining training recofdaining
Records are to be made availableRisk Managemenand Deputy
Chancellor, Resource Management as requested

4, Training records shall be maintained four years from the date of
training. The following information shall be documented:

The dates of the training session;

An outline describing thdraining and a copy of almaterial
presented,;

The names and qualifications of persons conducting the training;
The names, signatures, and jitbes of all persons attending the
training sessions.

)l
)l
T
T

G. Medical Records

1. The Risk Management Director is responsible for maintaining medical
records as indicated below. These records will be kept in the Risk
Management Office.

2. These recordshall be kept confidential, and must be maintained for at
least the duration of employment plus 30 years. The records shall
include the following:

The name and social security number of the employee.
A copy of applicablee mp | o WHepatifissBvaccination status,
including the dates of vaccination.
1 A copy of all results of examinations, medical testing, and follow

up procedureeelating to HIV or Hepatitis
1 A copy of the information provided to the health care professional,
including a description of the mp| oyeeb6s duti es as
the expose incident, and documentation of the circumstances of the
exposure.

T
il

H. Evaluation and Review

Risk Management is responsible for annually reviewing this program, and its
effectiveness, and for updating tipiogram as needed.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No.16%: Pandemic Response Plan

PURPOSE

To create a safe working and academic environment fdsyathinimizing serious
illness, deaths, and societal disruptiamile continuing CTCD operations and
creating acohesive response to a contagious disease outbreak of significant
magnitude with the goal of maintaining CTCD operations.

SCOPE
This policy appliego all CTCD employees at all locations.

POLICY

A. Overview
This plan will be implemented inconjunctionwith CTCD Safety Policy&
Procedure800, Emergency Management Incident ComméaBiecifically this

plan seeks to:

1. Protectand support the health, safety and welfare of our faculty, staff
and students, as well as the assets and property of CTCD;

2. minimize societal disruption and economic loss; and

3. provide recovery of any interrupted operations as quickly and
efficiently as possible.

All departments are to create a Business Continpln to ensure continued
operations and to return to full operations as soon as possilie event of any
emergency causing the interruption of normal business/academic operations

B. Definitions

Pandemic: virulent human virus, including influenzehich causes a global
outbreak of serious illnegbat can spread easily from person to person. A
pandemic is determined by the World

Social Distancing:includesmodifying the frequency and type of fateface
employee encounters (e.g., placing moratoriums on-sBhakling, substituting
teleconferences for fade-face meetings, staggering breaks); establishing
flexible work hours or worksite, (e.g., te@omuting);andmaintaining a six

Safety Policies and Procedures Mar2@10 47

He a



foot spatial separation between individuals.

Isolation: separation of individuals with illness from the general population
and restriction of movemenntil they are no longer contagious.

Legal Authority

State, county& local health and other officials have the legal authority to

impose control measures. CTCD will work to voluntarily enact requested

control measures as warranted. Should a pandemic occur, public health
agencies at the county and state levels may issueotaneasures including

isolation and quarantine orders and closing down large gatherings (e.g., events

or schools). CTCDG6s Pandemic Response Pl an doe
legal authority of local, state or federal regulatory agencies.

Introduction

A pandemic is a global disease outbreak. Higher Education will be among the
industryos most severely impacted becau:
proximity of individuals in the traditional classroom setting, international

travel, and open and accessibénpuses to the local communitylatge.

A pandemic could lead to high levels of illness, death, social disruption, and
economic loss. Impacts can range from school closings to the interruption of
basic services such as public transportation and fediwedy. The most
important issues facing CTCD campuses are controlling infection, protecting
the health of students, faculty, and staff, coping with the impacts of
absenteeism on dag-day operations, and managing supply disruptions.

The impact on CTCDbperations may creaiaordinatedemands on student
services, relocation of students in Morton Hall, the establishmerolation
sites, significant to severe reductions in work force, schedule disruption,
essential services hampered or unavailable aguifisant loss of tuition
revenues and nereturning studentsPlanning and preparedness are critical
for an effective response.

The WHO identifies Six Pandemic PeriodsPhase 1lis the inactive phase.
Phase 2detects a new virus that has the potential of human infectiRityase

3 detects a new virus in humans for which there is little or no immunity.
Phase 4verifies increasing human to human spread of the new virus with
increasing risk of an impending pamtie. Phase 5shows increasing spread

of the virus in at least two WHO regions, signaling a pandemic is probable.
Phase 6s the pandemic phase establishing rapid global spread and little or no
containment of the new virus.
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E. Trigger Points & PreparedneBgsponse Guidelines

Upon the WHO declaration of a Pandemic Alert Phase 5 or 6, the Chancellor,
will review local and global health situations and assess the need for
implementing key components of this Policy. Flexibility in the
implementation of a regmse to any given trigger point will be needed.

| Trigger Point | Preparedness Response |
Interpandemic Period
Phase 1 & 2 No response Action needed. Each department shall have Business Coptamsitin
place.

Pandemic Alert Phases
Phase 3 1. Quarterly to MonthlyPandemicSituational Reports from Risk Management -
Chancellor, Director of Community Relations, Director of HR, Director of Stut
Life as Needed.
2. Essentiallob Cross Training/Review

Phase 4 1. Travel Restrictions Enacted as Appropriate to Affected Locations

2. Job Cross Training Reviews with Employees

3. Stockpiling Process Organized

4. Hand Saitizer Stations Installed anddgked

5. Monthly to Weekly SituationaReports from Risk Management thancellor,
Director of Community Relations, Director of HMirector of Student Life a:
Needed

Phase 5 ChancellorOrganizeLContingencyPlans For An AlteredCalendar.

Closure/ReOpeningplans Made Ready

Department$Vill Test Alternative Means delivery.

Hand Sanitizer Stations Instadl and ®cked

Weekly to Daily Situational Updates from Risk Managenter@hancellor,

Director of Community Relations, Director of HHR Director of Student Life as

Needed

6. Staff/Faculty/Student andMedia Announcemenit)pdates by Director of
Community Relationas Needed

arwneR

Pandemic Period

Phase 6 Social Distancindg’lan Enacted as Needed.

Alternative Methods ofnstructionimplementechsNeeded.

Personal Protective Equipment Distributed as Warranted.

Weeklyto Daily Situational Monitoringand Updates to Chancellor, Director of

Community Relations, Director of HR Director of Student Life as Needed

Quarantine/IsolatioplanEnacted as Needed.

Closure/ReopeningPlans Implemented as Warranted.

6. StafffFacultyStudent and Media Updatby Director of Community Relatiorsn a
Regular/Daily Basis as Needed.

Nwnh e

S

Subsided Period
1. Phase 6 OperationsoBtinue asNeeded During Return to Normal College
Operations.
Postpandemic Period

=

College Returns tblormal Operations
Pandemic Response Evaluation
3. PandemiglanUpdates as Needed

n
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Exposure Risk

Very high exposure riskere those with high potential exposure to high
concentrations of known or suspected sources of pandemic Virdisiduals

who work in a very high risk environment atese who act as caregiveaos
individuals who are known or suspected of being infected with the contagion.
This may include clinical nursing and EMT/P staff and students.

High exposure risksare hose with high potential for exposure to known or
suspected sources of pandemic virdadividuals who work in a high risk
environment are those whwoay during the course of their assigned duties
come into contact with individuals that are known or susgkof being
infected with the pandemic. This may include clinical nursing and EMT/P
staff and students, child care workers, as well as others.

Medium exposure risks include jobs that require frequent, closentact
(within 6 feet) to known or suspected sources of an airborne or easily
transmitted pandemic virus such as coworkers, the general public, students,
outpatients,or other such individuals or groupsThese employees may
include faculty, student services workers and all eyg#s who interact
regularly with a large number of individualsIn addition to the basic
practices, medium risk environments require employees to practice enhanced
health safety precautions.

Lower exposure risks are those that do not require contadth people
known to be infected with the pandemic viusd do not have frequent close
contact (within 6 feet) with the public. Even at lower risk levels, employees
should be cautious and follow preparedness and prevention plans to minimize
infections. In low risk environments, basic personal hygiene practices and
social distancing can help protect employees at work.

Control Measures

1. Personal Hygiene
While CTCD has a role to play in protecting the health and safety of
its employees, the ultimateafety of individuals rests with each
employee.

Influenza Transmission is thought to primarily occur through the
spread of large droplets (droplet transmission) that directly contact the
nose, mouth or eyes. These droplets are produced when infected
pemle cough, sneeze or talk, sending the relatively large infectious
droplets and very small sprays (aerosols) into the nearby air and into
contact with other people. Large droplets can only travel a limited
range; therefore, people should limit close canfadthin 6 feet) with
others when possible. To a lesser degree, influenza is spread by
touching objects contaminated with influenza viruses and then
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transferring the infected material from the hands to the nose, mouth or
eyes.

While vaccination remainthe primary way to prevent various strains

of influenza as well as some viruses, other measures that may help

preventspreading viruses include

a. Frequenthand washing with soap and water. Wash hands for
15 20 seconds (long enough to sing the "Happy Birthday"
song twice.) Alcohebased (60% or greater) hand sanitizers
may be used as an alternative. During a pandemic, CTCD will
seek to have waterless hamahisizer stations in identifiable
locations throughout the campugenerally in or near public
restrooms

b. Coughor sneezdnto a tissue or intoyour sleevéinner elbow
All employees should wash their hands or use a hand sanitizer
after they cough, sneepe blow their noses

C. Avoid touching your nose, mouth, and eyssd
d. If you are sick, stay home, seek health asevarrantedand
avoid unnecessary contact with others until no longer
contagious.
2. Maintenance of Work Areas

CTCD will provide upon requestlisposablecloths to clean work
surfaces, telephones, computer equipment and other frequently
touched surfaces and office equipment. It will be the responsibility of
each employee to disinfect their work area as necessary. Employees
will only use those dinfectants and cleaning solutions as provide by
CTCD and will use the disinfectants/cleaners as proscribed by CTCD
and the manufacturer

3. Social Distancing
During a pandemic, employees should avoid close contact with
coworkers and studentpersonal corict such as shaking handsd
always wash their hands after contact with others. Employees should
not use other employees' phones, desks, offices or other work tools and
equipment.

Employees will seek to minimizeonessentiagjatherings such as-in
personmeetings and are encouraged to usead and phones to
communicate with each other. When meetings are necessary, avoid
close contact by keeping a separation of at least 6 feet, where possible,
and assure that there is proper ventilation in the meeionmg.r

4, Personal Protective Equipment (PPE)
If used correctly, PPE can help prevent some exposures; however, they
should not take the place of other prevention interventions, such as
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contagion controls, cough etiquette, and hand hygiene.

To the best of itsability CTCD will provide employees PPE
appropriate for their duties and as needed to keep employees safe
while performing their jobs. The types of PPE recommended for a
pandemic will be based on the risk of contracting the disease while
working. CTCD may require members of the faculty/staff to use PPE
(see CTCD Safety Policy 170 for further PPE guidelines and
requirements.)

Recommendations for PPE use in particular assignments may change
depending on location, updated risk assessments for particular
enployees, and information on PPE effectiveness in preventing the
spread of the diseas®epartment heads will ensureluzation and
training for employees regarding proper use, cleaning and disposal of
assigned PPE.

5. Administrative Controls
In an effort b avoid the spread of infection in the work environment
CTCD, as it deems necessary, may:

a. modify work or class schedules;

b. discontinue unessential domestic and international travel;

C. institute practices such agmail and teleconferences in lieu of
meetings;

d. invoke alternative work arrangements such as telecommuting

or flexible work hours to reduce the number of employees at
work at one time or in one specific location;

e. develop emergency communications plans to maintain a forum
for answering employees'andist e nt s6 concerns,;

f. restrict movement on campus, or apply isolation or quarantine
protocols;

g. restrict access to public places, including meeting rooms, gym,
and the planetarium;

h. invoke e&mporary campus closure for all nonessential

businesses and/or furloughing all nonessential workers. It is
the responsibility of each Department Head to identify
Aessent i &deH.2awelawkaedr s 0

i. take other appropriate measures.

The CTCD will distribute information and updates through the CTCD website and
established channels of communication to keep staff, students and the community

informed.
H. College Operations
1. Staffing

During a pandemic, thpersonnelneeded to sustain dailyperations
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may be negatively impacted. As a result, CTCD reserves the right to
reassign faulty and staff as needed to sustain College operations.

2. Business Continuity Plans
Departments are to thoroughly evaluate their operations to determine
the essentldunctions and services, and which of their employees will
be responsible for performing these duties as essential employees, both
primary and backip, in the event of staffing shortages or a partial or
full campus closure. Eacbontinuity plan will addess the critical
functions, positions, and designated personnel, arrémgeockpile
necessary resources for approximateh128 weeks, and address

response/recovery actions for tihepartment(see Section 6 of this Manual
for a Sample Business ContinuRlan)

It is the responsibility of Deans and Directors to develop flexible plans
to include crosgraining for critical job functions and to test these
plans for effectiveness. This may include employees from one
department filling in for employeesm another department. Each
department will maintain a depth chart which identifies individuals
capable of staffingssentiapositions.

Continuity of instructionfor the Central, Service Area, Ft Hood, and
Continental Campusesyill be coordinated by th&AC/Director of
Contracting and the &npus Deas)

Continuity of instructiorfor the International and Navy Campuses will
be coordinated by the Deputy Chancellor, International & Navy
Campus Operations and the Campus Deans.

Continuity of business and supp operations will be coordinated by
the Deputy Chancellor, Resource Managemeat include Police
services, student housiffgod servicesand facilities management.

Continuity of student services will be coordinated Beputy
Chancellor, Education®rogram & Support Services.

3. Student Housing
During a temporary campus closure, student housing will be
maintained as long as possible when classes are in session. However,
allowing guests in student housing may be suspended. Contagious
students may besolated. If classes are canceled, or at the end of the
term, steps may be taken to close all dormitory housirgdprmitory
housing is closedemporary emergency shelter may be provided for a
limited number of students who have difficulty leaving thenpas
(e.g., international students unable to return home to countries
impacted by the pandemic). Emergency housing will be contingent on
the CTCDO6s ability to susS8haudn mi ni m
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CTCD be unable to maintain housing operations, raesi@estudents
who have no other housing arrangements available will be referred to
the Red Croser similar aid agency

Food Services
As long as residence halls are open, CTCD will strive to maintain food
service functions, although they may be modified

Modification to College Calendar

Modification to CTCD calendar may be required as a result of
mandatoryCollege closurer the inability to sustain full operationd.

will be the responsibility of the Chancellay authorize modification

of the Colle@ calendar.

Temporary Campus Closure

CTCD will seek to continue the delivery of educational services in
either a traditional or netraditional brmat for as long as possible.
Circumstances may arise whidecessitate the temporary closure of
campus. Unless compelled otherwid®y state or local authoritiethe
decision to temporarily close CTCD will be made by the Chancellor.

CTCD currently hasan established refungbolicy on tuition, room,
board, and fees. Any modifications to these polividisbe determined
based on decisions regarding length of closure, cancellation of
classes/services, and granting of academic crédtidifications of the
current refund schedule require approval of the Chancellor and/or the
Board of Trustees.

During the closte period, access to the campus will be restricted for
safety reasons and due to the absence of fully operational support
systems.

Re-Opening Campus

In the event of a temporary campus closure, a potential date-for re
opening will be established prior the closure. Updates students,
staff, & local media concerning the plannedopening date will be
provided on a regular basigll efforts will be made to provide a
minimum of 3 days notice prior to the official-opening of campys

or as soon as fewly possible.

Communications

Disseminating timely and accurate information is one of the most
important facets of pandemceparedness and response. The Director
of Marketing & Public Relations will serve as the spokesperson for
CTCD during a pandemic outbreak. The Director of Marketing &
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Public Relations will work with members of CTCD community to
timely articulate instructions and information to be disseminated to
CTCD staff, students and the local community. The Director of
Communiy Relations & Marketing will issue regular updates through
a variety of mediums to include, as warranted, use of CTCI3s
various information notification systeniisi.e. emergency broadcasts,
KNCT TV & FM and other local media avenues, telephone, interne
website email etc

It is the responsibilityf faculty, staff and studente stay informed as
to the potential threat a pandemic may pasd any changes to the
CTCD schedule

Once approved by théhancelloy The Director of Marketing & Public
Reldions or othedesignated individual willisseminate informational
releases as needed:

to the Board of Trustees;

to all Executive Officers;

to external constituencies

to external and internal media sources, students and empgloyees
to CTCD Chief of Potie; and

to the Director of Business Services who will be responsible
for communicating with CTCDO6s holt
service vendor to ensure proper precautions and service to
CTCD staff and students, with particular attention and planning
to be nade for students living in CTCD housing.

~Pooow

9. Faculty and Staff
Employee absenteeism is governed by policies contained in GTCD
Human Resources Policies & Procedures Manual. It is the
responsibility of each employeetobea mi | i ar wbledve t he CT(
policies.Employees may not be able to reportmork due to their own
illness, the inability to obtain child care, ahe presence of ill family
members.

Human Resources will evaluate existing workplace flexibility options
to provide advice andugdance to departments. CTCD may adopt
temporary changes to existing policies and procedures and will advise
employees as to changes in personnel procedures, payroll, etc.

Employees are encouraged to develop an alternate plan for child care.
Children arenot allowed to accompany parents in the workplace.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No.17C: Personal Protective Equipment

PURPOSE

To establish a Personal Protective Equipmerit P PEogram that identifies the
PPE needs; provides procedures for the use of PPE; and standard of accountability.

SCOPE
This policy applies to all CTCD employees.
POLICY

Employees are required to use PPE when potential for personal injury exists. Use of
PPEis not optional PPEis not a substitute for safe work practices or appropriate, job
specific training.

PROCEDURES

A. Before PPEis issued, supervisors will train employaegarding appropriate
use, its benefits and limitations. Employees are responsible for using the
equipment properly and complying with requirements for its use.

B. PPEwiIll be issued by department supervisars needed f or t he
job duties Employees are required to sign an acknowledgement that they have
received the required PPE for their position and that they agree to be
responsible foits maintenance The PPE acknowledgemesttall be kept in
theempl oyeeds pAeknaviedgement forfns tae be found in
Section 6 of this Manual.

C. PPEwill be provided to employees by the College either at no cost to the
employee or with partial payment by the College. For PPE that the College
does not fuly fund, the Employee will be refunded upon presentation of
receipts up to a prdetermined stipend amount. Should the PPE cost be
greater than the stipend, the employee is responsible for paying the remaining
Ccost. A list of PPE and amount of costddphy the College will be
maintained, and reviewed annually, by the Department for employee access.

D. Replacement equipment will be at the expense of CTCD for normal wear and
tear ONLY under the same guidelines outlined in paragraph C above.
Employees e responsible for replacing all broken, lost or stolen equipment
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within their care, custody and control within five business days if the loss of
equipment does not fall within the parameters of normal wear and tear.

PPEmust be worn as prescribed andst not be altered in any way.

1. Prescription safety glasses are available to employees meeting the
following criteria:

a. Successfully completed initial training period
b. Position requires eye protection

Normal wear and tear for prescription safgtgsses is defined as a
time period consisting of 24 calendar months or significant change in
prescription.

2. Appropriate foot protection is available to those employees meeting
the following criteria:

a. Successfully completed initial training period
b. Position requires foot protection

Normal wear and tear for appropriate foot protection is defined as a
time period consisting of 12 calendar months.

Supervisors are responsible for documenting all incidents otaopliance
within this policy.

Employees who must use equipment which restricts the breathing zone, such
as an air purifying or supplied air respirator, are required to have the
appropriate  medical exam prior to using the equipment. Facilities
Management or Risk Management will makeaagements for the appropriate
exam.

Non-compliance with this policynay begrounds fodiscipline, up to and
including termination, including the first offense.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 175Temporary Food Events & Potluck Events

PURPOSE

To ensure compliance by CTCD employees, faculty, and students with the
requirements and responsibilities for temporary food sales and events [See e.g. Texas
Health and Safety Code 8§ 437.0€tl sed.and 0 aid in the prevention of food borne
illness.

SCOPE

This policy applies to all CTCD employees and students at all locations.

POLICY

Temporary Food Event s [ ATFEO] are definec
including bake sales and food sold by third party vendors that are held or sponsored

by any employee or student group, or other approved group at CTCD, including pot

luck events.This policy does not apply to food prepared by food service vendors

contracted with CTCD for full time food service.

A. General Guidelines

All students or student groups wishing to hold or sponsor a TFE where food
will be sold must submit to Student eithe TFE form for approval at least 14
days in advance of the event. See Section 6 of this Manual.

Food Sales
All employees or employee groups wishing to hold or sponsor a TFE where
food will be sold must submit to Risk Management the TFE form foroapapr

at least 14 days in advance of the event. See Section 6 of this Manual.

Failure to submit the form in a timely manner may result in denial of the
event.

All TFEs are encouraged to utiizTCD6s contracted food s
available on theicampus to prepare the food for their function.

Food shall be prepared only in a licensed or permitted establishment: No
home prepared foods of any kind, including ice, may be sold at any TFE
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No seafood in any form may be served.

A list of ingredientdor each itenbeing sold is required

All food preparers and servers will wear and utilize appropriate sanitary
equipment and procedures to include:

Food Preparation

1
il

il
T

All food shall be obtained from approved sources and be in sound
condition;

Chilled foods [milk, approved foods containing milk products, eggs,
etc] are to be maintained at 48 or lower;

Cooked meats are to be cooked to the required minimum internal
temperature [A properly scaled, metal stgqpe thermometer is
required to determine propmternal cooking temperaturel:

o Poultry 165 F

o Ground meats 155

o Pork145F

o Other meats 145~

Heated foods are to be maintained at 1B5or higher. [A properly
scaled, metal stertype thermometer is required to determine proper
holding temperature];

All condiments including onions, relish, sauces, peppers, catsup,
mustard, etc., must be provided in single serving containers or packets;
Ice for human consumption must be stored separately from ice used to
refrigerate drinks or other food items. Ice storage units must be
constructed to drain as the ice melts. This is also important for non
consumable ice in order to prevent the drink adf@ontainers from
coming into contact with melted ice.

All beverages, except hot coffee or hot tea, shall be served in
prepackaged single serving containers.

Keep all foods tightly covered.

Equipment

T

= =

Food serving utensils are requirédi.e. ice scoopsiongs, forks,
spoons etc;

Food, utensils and single service articles shall be protected from
contamination during storage, preparation, display, and service;

Food contact surfaces shall be easily cleanable;

Three suitably sized basins, detergent and iganishall be provided

for cleaning equipment and utensils [to wash, rinse and sanitize];
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Utensils and work surfaces should be sanitized prior to use, and as
frequently during use as necessary, by using a 1 capful of liquid bleach
to one gallon of cool wat. Do not add soap to the sanitizing solution;
Disposable paper towels;

Disposable eating utensils;

Appropriate thermometers are required to determine cooking, serving
and chilled temperatures;

Appropriate sized covered trash containers;

All food, food containers, utensils, napkins, straws, and single service
articles must be stored well above floor level and adequately protected
from risk of splashes, dust, insects, weather, or other contamination.

Personal Hygiene

= =4 =4

Disposable plastic gloves;

Hair nets or other suitable hair restraints;

Eating, drinking or tobacco use in any form is prohibited at the
preparation and service sites;

Food handlers are to wash their hands as frequently as needed to

maintain sanitary conditions even though disposableeglowill be
used. Hands shall be washed in warm running water with soap and
dried on a disposable paper towel. Hands will be washed after using
the restroom, eating, sneezing or coughing, handling raw meat,
handling garbage etc.;

People with a contagisudisease (fever, colds, flu, diarrhea, pink eye
or other eye infections, etc.) or skin conditions such as boils, infected
wounds, or rashes, that may come in contact with or spread through
food, food handling, or persdn-person contact, are prohibitexbrin
preparing or serving food at a TFE or Potluck

Conveniently located restroonfacilities are required for food
preparers and servers.

Food Booth Construction

il
T
1

T

Floor shall be concrete, asphalt, dirt or gravel if covered with mats,
removable platforms arther suitable material;

Liquid drainage and dust shall be controlled;

Ceilings over food preparation areas shall be constructed of wood,
canvas, or other materials to protect against the weather;

Pests [flies, roaches, rodents etc.] shall be controlled.

Central Campusdlt is encouraged that at least one member of the TFE group

wh o

wi | | be serving food, attend

Workers Class.
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B.

Bake Sales

In addition to the above requirements, Bake Sales may be authorized under
thefollowing conditions:

1 Only prepackaged, store bought items or items prepared by the
contracteccampus food service vendor are allowed;

1 All baked goods from authorized food establishments are to be
portioned out and wrapped for single servings priatisplay for sales
to eliminate food handling at the sale site;

1 No cream filled/custard/pudding type desserts or other foods that need
refrigeration (properly chilled and stored beverages and ice cream are
allowed);

1 People preparing or selling popcorn mwsiar disposable gloves use a
scoop to fill containers.

Vendors

General Liability Insurance coverage risquiredfor all third party vendor
sales of food on CTCD campus. A certificate of insurance from the vendor
with appropriate liability limitgnustbe obtained prior to the selling of vendor
provided food at an approved TFE on campus.

Contact Risk Management for further informatioegarding insurance
requirements.

Potlucks

A potluck is a food event in which the members of a defined gboung in

food to be consumed only by other members of the group. Potlucks are
allowed only for appropriately limited and defined groups where fogmis
sold, such as a departmental or employee/staff function. No open potlucks
that include community,aimily, parents, or other guests beyond the defined
group will be allowed. Approved home prepared foods are permissible for
potlucks. Ingredient lists should still be provided to protect group members
with food allergies.

The above food preparation, seeiandhygieneguidelines apply.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No: 200 Safety Training

PURPOSE
An effective safety program requir@soper job performance from everyone in the
work place. A majore | e men't i n CTCD©OGs safety progr a
employees through safety training and departmental meetings on health and safety
issues.
Il. SCOPE

This policy applies to all CTCD employeasall locations.

1. POLICY

Safety training is a jointesponsibility of managers/supervisors/employees and Risk

Management.

A. Managers/supervisors are responsible for insuring that individual employees
are trained to avoid the hazards associated with individual job tasks and job
responsibilities associatedWwit each empl oyeeb6s job.

B. Employees are responsible fonderstanding and working to minimizee

potential hazards of their job before work begins.

C. Risk Management is responsible for giving an initial orientation regarding the
Coll egeds s a f grdcedurep @ad paxt iofetlse Nawn BEmployee
Orientation, offering mandatory HAZCOM training twice yearly for all new
employees and providing quarterly safety training for all employ@exaé
Campussonly)

V. PROCEDURES
A. Managers/SupervisoR®esponsibility

1. Safety training is not anetimeevent; rather it must be continuous,
specific to the needs of the department and repeated as often as
necessaryAt a minimum departmenmanagers/supervisors will train
employees regarding departmeneafic safety procedures prior to
work initiation andtwice yearly thereafter(e.g. spring and fall),
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quarterly is preferred. Monthly or quarterly departmental safety
training is preferred.

Mangers/supervisors will audit the effectiveness of theirdgpane nt 6 s
safety training and practices to insure that a high levedabdtyis
maintained.

Prior to training, managers/supervisors will define learning objectives,

identify employees

to attend the training, identify training

methodologies to be used ihet training, and establish taaining
record keeping system to ensure employee participation.

Managers/supervisoese to be familiawith the following:

Emergency evacuation and lockdown procedures;

Safety requirements and procedures speciftbéalepartment;
How to investigate accidents;

How to complete written safety reports;

Reporting and correcting unsafe workplace conditions and

a.

b
C.
d.
e

s@ =

procedures;

How to conduct safety training/meetings;
Onrthejob versus ofthejob accidents;
Incidents (near misses) versus injury.

Managers/supervisors are to maintain copies of training/meeting
materials and attendance log taree [3] years following training for
review byRisk Management or CTCIDsurance carrigras requested.
(The attedance log form can be found in Section 6 of this Manual.)

In an effort to raise awareness of safetgnagers/supervisors will
provide employees within their chain of command with all CTCD
safety updates and policy changes.

Risk Management is availabte provide assistance with needs assessment,
safety trainingtrainingmaterials, and meeting planning.

Employee Responsibility

1.

The first few weeks on the job carry the highest potential of injury.
Safety is part of e a c hespomgibpitieso y e e 6 s
Therefore, all employees are responsible for being aware of the
following in order to perform his/her job duties and responsibilities in

a safe manner:
Emergency evacuatiaand lockdown procedurges
Reporting a fire/emergency;

a.

b.
C.
d.

Reporting injuries;
CTCD safety policies;
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On the job conduct (no horseplay);

Reporting hazards and incidents;

Personal protective equipment use;

Shelter in place location;

Machinery and chemical hazards;

Site emergency equipment operatand location;

Location of the First Aid Kit;

l. Location of the Fire Extinguishers;

m. Attendance at department safety training/meetings and CTCD
sponsored HAZCOM and Safety training.

S@ ™o

x T

C. Risk Management Responsibility
1. To conduciguarterlysafety taining.

2. Assist as needed in departmental safety training.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 205: Hazard Communications (HAZCOM)

PURPOSE

A. Central Texa<Lollege has established a HAZCOM Program to protect the
health of our employees; to provide employees with the necessary information
concerning health and physical hazards in their work areas; and to comply
with federal, state and local regulations.

B. To provide procedures for communicating the identification and handling of
hazardous materials and hazardous work areas.

Il. SCOPE
This policy applies to all CTCD employees all locations.
1. POLICY
Materials classified as hazardous are sometimasc ount ered in CTCD©OGs
Employees with the potential for exposure to a hazardous material will be notified of
the nature of the hazard and how to avoid exposure and achieve protection as required
by state and federal statutes.
A. Each departmentequiring the handling of hazardous materials will maintain
an upto-date inventory list of all hazardous materials for review by all

exposed employees.

B. All hazardous materials received for use at Central Texas College will be
clearly and properly ladded with:

1. Name of chemical
2. Hazard warnings
3. Name and address of the manufacturer

Hazardous materials transferred to a separate container or dispenser will be

| abeled with either an extra copy of th
geneic labelclearly listingthe material name, the hazard warning, and name

and address of the manufacturer. Labels will be replaced if they become
illegible.
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Material Safety Data Sheets (MSDS) will be maintained in each department
that utilizeshazardous chemicals or materialBISDS will be available to all
affectedemployees in their work areas for review during each work shift.
Employees are responsible for notifying the supervisor if MSDS are not
available for any given hazardous materialifmew materials are being used
for which the department has not received the applicable MSDS.

On Central Campudhé Building Maintenance Supervisor is responsible for
maintaining the master file of all MSDS for hazardous matefalsampus.

Iti s the departmentodos responsibility
department have been forwarded to the Building Maintenance Supervisor.
Each department shall ensure that an updated MSDS Inventory List is
forwarded to the Building Maintenancgupervisor annually, on or before
September 15

Supervisors willensureemployeesbtaininitial and recurring training in the
properuse of all hazardous materiaitscluding:

1. Overview of requirements contained in the Texas Department of
HealthHAZCOM Standard (TX H&S Code 8502).

2. CTCD6s written HAZCOM Policy.
3. Measur eds Dbtehien ge ntpadkkeyreaevamsre hazardous

materials are useduch as ventilation, PPE, emergency procedures
etc.

4. Locati on of CTCDO6 s olidés brfd Prbcedures, Saf e

Manual and the HAZCONPolicy.

5. How to read labels and review MSDS to obtain appropriate hazard
information.
6. Physical and health hazards of materials at @Tat the employee is

likely to encounter.

7. Methods and observatiorisat may be used to detect the presence or
release of a hazardous material in the work area.

8. Protective measures employees can take to lessen or prevent exposure
to hazardous chemicals, such as appropriate work practices,
emergency procedures, and o$@ersonal protective equipment.

Employees may occasionally be required to perform-mootine tasks that
could potentially expose them to hazardous materials. In the event such tasks
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are required, the supervisor will provide the followimgormation to all
affected employees

1. Specific hazardous material name(s) and hazard(s) associated with it.

2. Personal protective equipment to be used and safety measures to be
taken.

3. Measures being taken to lessen the hazards such as vemtilatio

respirators, presence of other employee(s), and emergency procedures.

G. Risk Management and the Training Coordinator are responsible for the
coordination and scheduling of general HAZCOM trainifior new
employees

1. Supervisors are responsible fecheduling all new employees for
HAZCOM training (Generally held in April and October)raining is
also available on line on the Human Resources page of the CTC
Website.

2. Supervisors are responsible for providing all new employees hired
with the HAZCM policy for review.

3. Acknowledgement of training shall be maintained in the employee
personnel file.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 300 Disaster Emergency Management Incident Command System

The Central Texas Colleges Di saster Emergency Management
shall consist of Building Coordinators, Deans, Directors, Risk Management, Faculty, Staff
and the Campus Police. Campus Police are normally the first responding unit in any
emergency that occurs @ampus. Deans, Directors, Risk Management, faculty, and staff
make up the support units.

l. PURPOSE

These emergency procedures have been designed to provide a contingency plan for
the Central Texas College District, Central Campus in the event ofmgusa
emergency. While these guidelines do not address every conceivable situation, it does
supply the basic guidelines necessary to cope with most campus emergencies.

The purpose of this policy is to establish general guidelines for staff responding to

onsite emergencies at Central Texas College, to anticipate possible disaster situations,
introduce measures to increase safety, protect lives, and reduce the aftermath effects
should a disaster occur. Whenever an emergency affecting the campus reaches
propotions that cannot be handled by routine measures, the Chancellor or his
designee may decl are a Astate of emergency

Il. SCOPE
This policy applies to Central Campus employees.

I, POLICY
It is the policy of the Central Texas College District thatadininistrators, staff and
faculty be familiar with general onsite emergency procedures for disasters. These
procedures when implemented can reduce the risk of injury or loss of life to college
faculty, staff, students, guests and any responding emergersmynnel.
Campus Police should be contacted in ALL emergencies. They are able to quickly
secure the proper assistance and coordinate with emergency personnel on the logistics
of the emergency.

V. DEFINITIONS

Evacuatiori maintain a distance of 3@0 more feet from affected building or site.

Lockdowni taking shelter and securing a room, building, area or campus to prevent
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entry or exit. (See also Safety Policy No. 111)

V. Disaster Examples:
A. Fires, explosions
B. Natural disasters (floods,rttadoes, thunderstorms, earthquakes, ice, etc.)
C. Terrorism
D. Bomb threats
E. Suspicious mail or parcels
F. Hostage situation
G. Shooter on Campus (Safety Policy No. 115)
H. Work place or classroom violence
l. Demonstrations, Civil disturbancegts
J. Chemical spills and hazardous materials
K. Leaks, ruptured lines or utility failures
L. Aircraft down on campus
M. Medical
N. Pandemic (Safety Policy No. 166)

VI. Emergency Notification Call List

When callingto report an emergencgtay @lm and carefully explain the problem
and locationDO NOT HANG UP UNTIL TOLD TO DO SO.

Reporting Emergencies

1. Report all emergencies by callied 1
2. Notify the Campus Police at 528127, (extension 1427).

3. Campus Police will notify Director ofFacilities Management who
makes executive notification to:
1 Deputy Chancellor, Resource Management;

72

Safety Policies and Procedures Manual 2010



Chancellor;

Remaining Executive Officers;
Community Relations and Marketing; and
Director, Risk Management

= =4 =4 -4

VII. Emergency Management
A. Declaration of a State of Emergency

During a campus emergency, Campus Police shall immediately place into
effect the appropriate procedures necessary to meet the emergency, and
safeguard persons and property. Campus Police shall immediately consult
with the Chief of Police or the Director of Facilities Management for
evacuation and campus closing protocol. The Chancellor and Deputy
Chancellor shall be contacted directly regarding the emergency and possible
need for a declaration of a state of emergency.

When this declaration is made Campus Police have authorityrder a
lockdown or evacuation on campusatiow only registered students, faculty,

staff and affiliates (persons required by employment) to be present on campus.
Those who cannot present propéentification showing their legitimate
business on campus may be required to leave. Only emergency personnel and
those persons authorized by the Campus Police will be allowed to enter a
disastetemergencyarea.

In the event of earthquakes, fires, stermor majoreventsoccurring in or
about the campus which involve College property, Campus Police will be
dispatched to determine the extent of any damage to property. The Director of
Facilities Management and the Director of Risk Management or his/her
desgnee will be notified of any property damage.

B. Definitions of an Emergency

1. Minor Emergency:
Any incident, potential or actual, which does not pose any serious
safety threat and will not seriously affect normal College operations.
Report immediatelyto the Campus Police. Examples of a minor

emergency may include an individual @
contained fire, or contained flooding in a particular area due to pipes
bursting.

2. Major Emergency:

Is defined as &y incident, potential or acali which poses a serious
safety threat to persons or property, and which is likely to disrupt the
normal operations of the College. Outside emergency services may be
required, as well as major efforts from campus support services
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(police, maintenance, stodial). Major policy considerations and
decisions will usually be required from the College Administration
during times of a major emergency crisis. Report immediately to the
Campus Police and call 911. Examples of a major emergency may
include campus wlence tornadq flood, fire or a package that
contains explosives or a toxic substance.

3. Disaster:
Any event or occurrence, which has taken place and has caused serious
bodily harm to individuals or impaired or halted the normal operations
of the Collge. In some cases, casualties and severe property damage
may be sustained. A coordinated effort of all campite resources
is required to effectively control the situation. Outside emergency
services will be essential. Report to Campus Police aridotal
Examples of a disaster may include an aircraft down on campus, a
railway spill of toxic chemicals, a tornado hitting campus, significant
explosion or an active shooting situation on campus.

Building Coordinators

Each building on campus has ooemore assigned Building Coordinators.
The Building Coordinatarareresponsible for the following:

Emergency Preparedness

1. Ensure that evacuation information is posted in each room on every
floor of the building.

2. Ensure that the area in theilding designated for shelter use during
tornado warnings is posted on each floor.

3. Edablish a site away from the building for gathering and head counts
during evacuations. The site should be at least 300 feet from the
building and the gathering sifosted in the building along with other
emergency information.

4. Ensure that persons in the building are familiar with fire safety,
evacuation and lockdown measures. (Fire alarms and pull stations,
extinguishers, gathering site, shelter sites, etc.)

Emeaqgency Situations

1. Immediately notify the Campus Police by calling extension 1427 and
911 as needed.
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2. Coordinate safely informing all individuals in the building of an
emergency.This can consist of door to door notification, fire alarm
activation notification or telephone notification in emergency

situations.

3. Evaluate the impact the emergency hagdme o0 ¢ caiepyamdt s 0
take appropriate action, up to and includiogkdown orevacuatioras
warranted

4, Maintain contact with emergency agpéons as necessary.

5. Tend to the injured until arrival of EMS personaslable

6. Assist in prevention afinauthorized entry to a disaster site.

Evacuation Procedures

1. All building evacuationdrills will occur on notification by the
Building Coordinator, Campus Police, Director of Facilities
Management, or wheainemergency dictates.

2. When natification occurs, leave by the nearest marked exit and alert
others to do the same.

3. Assist disabled persons leaving the building. Do not use elsvit
the event of fire, earthquake or other emergencies where you could
become trapped in the elevator.

4. Once outside, proceed to the established gathering site if possible for a
head count (see section C. 3. above, Emergency Preparedness), stay at
least 300 feet away from the affected building. Keep streets, fire
lanes, hydrant areas and walkways clear for emergency vehicles and
personnel.

Campus Lockdown Procedures

Campus fALockdowno and #AShelter in place
by CampusPolice or their designee via the campus email system and/or

campus emergency broadcast system

Key terms are defined as follows:

1. Shelter in place: Weather Only

This procedure may be implemented when weather conditions exist
that may place campuws its buildings in immediate danger
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a.

b.
C.

Students and staff will be sheltered inside buildings away from
outside windows or doors.

Buildings will be open for entry only.

No one may exit until thBALL CLEAROIis given

Once thefALL CLEARO signal is gven by emergency personnel,
normal activities may resume.

2. Lockdown(See also Safety Policy No. 111)

When an intruder invades the premises or there is an imminent danger
to the campus, lockdown procedures may be implemented. During
lockdown:

a.

P ¢))

All doors, windows, and classrooms will be locked by campus
personnel with the assistance of Campus Police, Building
Coordinators, and Facilities Management personnel.

Students and teachers will remain in their classrooms, away
from windows and doors.

Staff will assist emergency personnel in monitoring the
building exits.

No one will be allowed to enter or leave the building.

Local authorities will provide assistance, if needed.

If necessarythe air conditioning system will be shut dogue.
toxic spill).

Once the "ALL CLEAR" signal is given b TCD Policeemergency
personnel, students and teachers matythe lockdown location.

Emergency Command Post

Field Emergency Command Post

During smallscale incidents, a Campus Police patrol vehicle or nearby office

maybe wused until the emergency ends. T
Post o should have the following equi pme
1. Barricades, barrier tape

2. Portable handheld radios

3. Por@able public address system
4, First aid kit/Hazmat equipment
5. Telephone directories
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6. Flash lights

General Emergency Command Post

In the event of largscale incidents a command post will be established at the
Campus Police Officer an appropriate alternate location.

VIII. Disaster Onsite Response
A. Fires and Explosions

Fire, Actual or False Alarm

Once a building fire alarm has been activated, notify the Campus Police. The
Building Coordinator, with the assistance of staff mersb shall initiate
evacuation of all offices, classrooms, restrooms, hallways and labs.
Evacuation should be effected regardless of whether or not a fire actually
exists. Personal safety will take precedence over checking each room.

1. Know the locatiorof fire extinguishers, fire exits, and alarm systems
in your area and know how to use theldEVER USE A WATER
FIRE EXTINGUISHER ON AN ELECTRICAL FIRE. NEVER
USE ANY EXTINGUISHER ON A GREASE FIRE.

2. If a minor fire appears controllable, immediately aati/the building
fire alarm and call Campus Police, promptly direct the charge of the
fire extinguisher toward the base of the fire while keeping your back to
a usable exit route.

3. If an emergency exists, activate the building fire alarm and evacuate
the building.
4, On fires that do not appear controllable, immediately activate the fire

alarm. Evacuate all rooms, and if possible close all doors and windows
to confine the fire and reduce oxy@e®O NOT LOCK DOORS.
Call Campus Police and 911.

5. When thebuilding fire alarm is sounded, an emergency exists. Walk
quickly to the nearest marked exit and alert others to do the same.

6. Assist disabled persons in exiting the buildirgO NOT USE THE
ELEVATORS DURING A FIRE. Smoke is the greatest danger in a
fire, so stay near the floor where the air will be less toxic.

Safety Policies and Procedures Mar2@10 77



7. Once outside, move to the designated gathering area and stay at least
300 feet away from the affected building. Keep streets, fire hydrants,
and walkways clear for emergency vehicles aravs.

8. Assist emergency crews if requested.
9. Keep clear oany emergencZommandPost unless you have official
business.

10. DO NOT RETURN TO AN EVACUATED BUILDING until the all
clear signal is given by the Campus Police or their designee.

NOTE: If you become trapped on the second floor of a building during a fire
and a window is available, place an article of clothing on the window as a
marker for rescue crews. If there are no windows, stay near the floor where
the air will be less toxic. Shoutr make a loud noise at regular intervals to
alert emergency crews of your location.

Explosions

Explosions on campus may be caused by human error or some type of
mechanical failure, however, any explosion which might occur on campus

must first be treatednd responded to as a terrorist act designed specifically to

kill and injure.

Explosive devices may be designed to disseminate chemical, biological, or
radiological agents. Be aware of the possibility of secondary explosive
devices which may contain dgerous items such as nails, shrapnel or other
material. Explosives may produce secondary hazards such as unstable
structures, damaged utilities, hanging debris, void spaces, and other physical
hazards.

1. Notify the Campus Police and 911 on a landlineO NOT USE
CELL PHONES OR WALKIE -TALKIES, OR OTHER RADIO
DEVICES.

2. Evacuate the area and report to the established gathering site and at
least 300 feet from blast incident.

3. Staff members are prohibited from entering a blast area except for life
saving purposes or if specifically directed to do so by emergency
personnel.

4. Utilize distant structural and/or natural barriers to assist with
protection.
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5. Provide first aid assistance to the injured.

6. Do not enter the blast area until given #ile clear signal from the
Campus Police or their designee.

B. Natural Disasters
Because the potential for severe weather injury or damage is variable, and

because severe weather can occur with little or no warning, it is important that
all employees baware of general emergency procedures.

1. Floods, Thunderstorms, Tornadoes
a. Building Coordinators and essential personmdll be notified
of tornadowarningsthreatening campus.
b. In the event of @aornado warningBuilding Coordinators will

notify all building occupants and direct everyone as quickly as
possible to the designated storm shelter area in their building.
Alternatively, seek refuge on the lowest floor of the building in
a doorway, interior hallway, office or closet, or under a desk.
Stay awg from windows and exterior doors.

If outdoors and unable to get to shelter, seek a ditch or
depression in the ground and lie flat on the ground.
CAUTION: Avoid power or utility poles as they may be
energized.

CTCD Busses or automobiles in trangihen warned of an
impending tornado shouldtop as quickly as safety permits.
Exit the bus or automobile and if possible, seek shelter in a
sturdy [i.e. concrete] building. If no building is present get as
low as possible in ditch or depression in the gradinlie flat

on the ground and avoid power lines. DO NOT try to outrun
the stormFind an area where the bus or automobile will not be
rolled over the passengers by the storm.

Remain in the safe area until the warning has passed or severe
weather conditios improve.

C. In the event of dlooding neverdrive through moving water or
over low water crossings. Avoid trees and utility poles when
lightning occurs.

2. Earthquake

During an earthquake, remain calm and quickly follow the steps
outlined below:
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a. If indoors, seek refuge in a doorway or under a desk or table.
Stay away from glassvindows, shelves, and heavy equipment.
Do not use elevators, if in an elevator attempt to exit to the
closest possible floor.

b. If outdoors, move quickly away from buildingstility poles
and other structures. Always avoid power lines or utility poles
as they may be energized.

C. If in an automobile, stop in the safest place available, away
from buildings, power lines and trees, and stay in the vehicle
for shelter.

d. After the intial quake, evaluate the situation and if emergency

help is needed contact the Campus Police and 911. Expect
aftershockswhich can continue on for several days and which
may be significant in magnitude and cause additional damage

e. Buildings cansuffer severe structural damage aral ribt to
return to an evacuated building unless instructed to by the
Campus Police or designee.

3. Ice Storms

Should an ice storm occur during normal business hours, the Office of

the Chancellor or designee shall matkee determination for the

closure of campus operations and classes. Information will also be
available on CTCo6s | n-80l-glédent Weat her

For further information on Inclement Weather referSafety Policy
No0.125 in this Manual oIfCTCD Huma Resource Management
Operating Policieand Procedures Manual, Policy N@O0.

Terrorism

To counteract the threat of terrorism, whether foreign or domestic, on campus
all faculty and staff must be attuned to the signs of possible terrorist activity.

1. Signs of possible terrorist activity include, but are not limited to:
a. Unusual powder substances found in or on campus
property/facilities or in the mail.
b. Suspicious mail or packages received with no return address or

package is moist, wet or weathered.

C. Threats demonstrating or voicing hatred for Americans.

d. Unlawful computer access.

e. lllegal internet tracking of packages/mail delivery via CTC
computers.

f. Suspicious inquiries for privileged information on students,

staff or the college.
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2. Upon discovering any signs of possible terrorist activity, Building
Coordinators and/or staff members will:

a.

b
C.
d.
e

Notify the Campus Police.

Secure the scene.

Evacuate nomessential personnel if appropriate.
Safeguardvitnesses and possible evidence.
Offer first ad to the injured.

D. Bomb Threats

When a bomb threat is received anywhere on campus, an attempt should be
made to elicitas muchavailable information from the calless possiblesuch
as, where the bomb is located, what time it will go off, tgpbomb,name of
caller, etc. Upon hang up, immediately notify the Campus Police department
and 911. Record any phone number displayed on the phone. (See bomb threat
guestionnaire form, sectidnthis Manugl Call Campus Police and 911.

1. Evacuation

a.

b.

DO NOT use cell phones, walkiglkies, or other radio
devices.

DO NOT USE THE FIRE ALARM OR PHONE ALARM
SYSTEMS to evacuate the building since the use of any
electrical device could detonate an incendiary device. The
responding officers will announce thesaguation order by
office/class to office/class contact and/or by use of the Campus
Emergency Broadcast System. Officers may request the
assistance of Building Coordinators, staff and faculty to assist
in the evacuation.

If all buildings on campus are tbe evacuated because the
bomb threat does not specify a specific location, the same
evacuation procedures shall proceed through each building
until every building has been evacuated.

Everyone will evacuate at leaS00 feet from the buildings.
Staffaret o go to their department
possible for a head count (see sectidh. C. 3 above,
Emergency Preparedness).

Consideration should be given to the fact that devices are
commonly placed in trash cans, shrubbery, and vehmlitside

of buildings. Building entrances will be secured against re
entry by posting barricade tape as appropriate. No one shall re
enter an evacuated building until the all clear signal is given by
Campus Police or designee.
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Building Search
Theoutside area and building will be searched by officers with
the assistance of faculty and staff as requested. Ideally a search
should be conducted by two person teams, preferably an officer
paired with an employee familiarth the area to be searched.
Thesearch te
as well as for any suspicious items or packages.

If a device or suspicious package is located, DO NOT TOUCH

it. Campus Police will proceed with protocol for handling
suspicious packages per poliagdglines.

searching the buildingds i
and work upward. Boiler rooms or mechanical rooms should

a.

Wh e n

be checked first.

ams should check for

Then check areas accessible to the public

(lobbies, hallways, restrooms). Once the public areas are
checked, work through the building checking raublic areas.

If enough personnel are available, split into teams and check
both public and nopublic areas simultaneously.

If a detonation time was given by the caller, the search will
cease and the officensill evacuate the area thirty minutes
before detonation time.
after a minimum of thirty minutes after the detonation time has

expired.

Officers will not allow-eatry until

No one will be allowed to return to an evacuated building until
t he A a | signal cid gvanr by the Campus Police or

designee.

Suspected Explosive Device and Suspicious Packages

Suspected explosive devices and suspicious packages will be left where
found. DO NOT TOUCH OR ATTEMPT TO OPEN OR DISENGAGE
A SUSPECTED EXPLOSIVE DEVICE OR SUSPICIOUS PACKAGE.

The area around the device/package will be restricted to controlled access by
police and all personnel will evacuate the area. Campus Police will notify the
Bell County Communications Center and request an Explosive Ordinance
Detachment (EOD) team and the local fire department to respond to the area

for support.

1.

Identification of Suspicious Articles:
No return address or an unfamiliar or unexpected return

a.

b.

C.
d.

address.

Mail directed to personnel who no longer work for your

deparment.
Mai |

mar ked

Apersonal 06 or Aconfi

Postmarks from a foreign country or the use of excessive

postage.
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Misspelled words, improper addressing.

Mail addressed to a Title or Office only.

Items which are oversized, lopsided or uneven.

Items whichare rigid or bulky.

Items with a strange odor, stains, discoloration, leaking product
(powder, liquid).

J- Protruding wires.

K. Excessive tape.

S@ ™o

If you question or suspect a package, contact the Campus Police and notify
your supervisor. Do not movedlipackage.

2. Actions:

IF YOU OPEN AN ENVELOPE OR PARCEL AND ENCOUNTER
AN UNIDENTIFIED SUBSTANCE:

a. Do not panic, remain calm.

b. Do not touch, smell, taste or try to analyze the substance.

C. Carefully place the item down and step away. DO NOT carry
the itemto another location.

d. Remain in the immediate area to minimize the spread of the
substance.

e. Alert others to keep away from your area.

f. Turn off any circulating fans, air conditioners or heaters.

g. Have someone notify the Campus Police.

h. Do not touch, handle @ttempt to clean up the substance.

I. Wait for trained emergency personnel to arrive.

J- DO NOT use walkigalkies, cell phones, radios, or other
devices that could trigger an explosive device.

F. Hostage Situation
1. Assess the situation, evacuate theding if possible.

2. Call 911 and Campus Police

3. When the police arrive cooperate and assist them. Be prepared to
providethe following
a. the number of hostagekers;
b a description of hostageakers;
C. the type ofweapons the hostagakers have;
d. the number and names of hostages;
e the demands and insttiens hostagéakers have given;
f. a description of the area under siege.
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G.

Active Shooter

See Policy 115 for full policy requirements regarding an active shooter on

Campus.

1.

GeneralConsiderations

Unfamiliar voices may be an active shooter trying to lure you
from safety; do not respond to voice commands until you can
verify with certainty that they are being issued by a police
officer or Collegeofficial.

DO NOT respond to fire alarmsiless:

You have firsthand knowledghkere is a fire in the buildingr

you have been advised by Police to evacuate the building.
Attempts to rescue people should only be attempted if it can be
accomplished without further endangering the persons iside
secured area.

Depending on circumstances, consideration may also be given
to exiting ground floor windows as safely and quietly as
possible.

a.

If An Active Shooter Is Outside Your Building Or Inside The

Building:
a.
b.

C.

Remain calmand quite.

Try to warnother faculty, staff, students and visitors to take
immediate shelter

Proceed to a room that can be locked or barrica@edricades
can be made from tables, chairs, desks, etc.

Turn offall light sources.

Close blinds

Block windows

Turn off radios oother devices that emit sound

Keep yourself out of sight and take adequate cover/protection,
i.e. concrete walls, thick desks, filing cabinets

Silence cell phones

Get down on the floor or under a desk and remain silent out of
the line of sight of a witlow or door window.

Have one persoquietly CALL 911 and provide:

1
1

AThis is Central Texas Coll ege
have an active shooter on campus
If you were able to see the offender(s), give a description of

the person(s) sexrace, clothing, type of weapon(s),

location last seen, direction of travel, and ideniityf

known.

If you observed any victims, give a description of the

location and number of victims.
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i If you observed any suspicious devices (improvised
explosive devicg), provide the location seen and a
description.

i1 If you heard any explosions, provide a description and
location.

Wait until a uniformed police officer or a college official

Kknown to you preigndldes an ndall

3. If An Active Shooter Enters Mo Office Or Classroom:

a.

Remain calm and quiet.

b. Try not to do anything that will provoke the active shooter

C. CALL 911, if possible and provide the information listed in the
previous guideline.

d. Silence cell phones.

e. If the active shooter(s) leaves the arearibade the room, or
proceed to a safer location.

f. If flight is impossible, lock all doors and windows, securing
yourself in your space out of the line of sight and fire.

g. Get down on the floor or under a desk and remain silent out of
the line of sight of avindow or door window.

h. If there is no possibility of escape or hidiagd only as a last
resort when your life is in imminent dangshould you make a
personal choice to attempt to negotiate with or overpower the
assailant(s)

I. Wait until a uniformedpolice officer or a college official
known to you preignadldes an ndall

4. If You Are In An Outside Area And Encounter An Active Shooter:

a. Try toremain calmand quite.

b. Move away from the active shooter or the sounds of gunshot(s)
and/orexplosion(s)

C. Look for appropriate locations for cover/protection, i.e. brick
walls, retaining walls, large trees, parked vehicles, or any other
object that may stop bullet penetration

d. Try to warn other faculty, staff, students and visitors to take
immedate shelter

e. CALL 911 and provide the information listed above

5. What To Expect From Responding Police Officers:

The objectives of responding police officers are:

a.

b.
C.

Immediately engage or contain the active shooter(s) in order to
stop life threateningehavior

Identify threats such as improvised explosive devices
Identifying victims to facilitate medical care, interviews and
counseling
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d. Investigation

Police officers responding to an active shooter are trained to proceed
immediately to the area in which shots were last heard in order to stop
the shooting as quickly as possible. The first responding officers may
be in teams; they may be dressed in norpaiol uniforms, or they
may be wearing external ballistic vests and Kevlar helmets or other
tactical gear. The officers may be armed with rifles, shotguns or
handgunsDo_exactly as the officers instruct The first responding
officers will be focused ostopping the active shooter and creating a
safe environment for medical assistance to be brought in to aid the
injured.

Workplace or Classroom Violence

Faculty, staff members and Police Officers must be attuned to the possible
signs of significant fretrations, depression, and aggression.

Possible warning signs include, but are not limited to:

T
T

)l
T
T

1

The individual alienates him/herself from others.

The individual acts excessively aggressive during sporting events or
campus activities

Anger or aggression isxpressed through jokes, communication, or
writing.

The individual talks or comments freely about violence.

The individual has a personal history of abuse or family violence or
depression.

The individual 6s dress or attitude

Warningsigns should benmediatelybrought to the attention of the Campus
Police or the Director of Student Life. Documentation and communication is
important to the prevention of hostile situations. Staff, witnesses and
supervisors shall submit an incident eep memorandum, or Counseling and
Disciplinary Referral Form of the perceived situation to Campus Police or the
Director of Student Life.

Response and Reaction

1.

Staff members should never try to handle a dangerous situation on
their own.

Notify Campus Police of the situation clearly stating that you need
immediate assistance. Always give your name, location and the area
involved.
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3. Include a description of the person(s) involved and description of
property or vehicles involved.

Should gunfireor discharged explosives threaten the campus, you should
direct students and other staff members to take cover immediately using any
available protection.

Demonstrations, Civil Disturbances or Riots
1. Peaceful, NorObstructive Student Demonstrat®on

Peaceful demonstrations may be held on campus provided a permit is
first issued by Campus Police. The date, time, duration and location of
the demonstration must be approved by Campus Police to ensure no
unnecessary disruption of normal Campus operatimccurs. Permit
applications must be completed and a permit issued at least seven
calendar days prior to the date of the demonstration. Applications for
peaceful demonstrations will be approved unless the date, time,
duration, location requested or denstration activity will be unduly
disruptive of normal Campus operations, or may cause safety or health
concerns, or is in violation of state, local or federal laws.

Generally, demonstrations of this kind should not be interrupted.
Demonstrators shoulshot be obstructed or provoked and efforts
should be made to conduct college business as normally as possible. A
student demonstration should not be disrupted unless causing one or
more of the following:

1 Interference with the normal operations of todege.

1 Prevention of access tampusan office, building or other college
facility.

1 Threat of physical harm to persons or damage to college property.

1 Disorderly conduct which disturbs the campus community.

1 Violation of state or federal laws, regulat®mor city ordinances.

In the event a demonstration meets one or more of the above
conditions, Campus Police shall disperse the demonstrators as
peacefully as possible.

If demonstrators are asked to leave by Campus Police:

a. Demonstrators will be asked terminate the disruptive activity
by the officer or his/her designee.

b. Key college personnel will be asked by the police to go to the
area and encourage the demonstrators to desist.

C. If the demonstrators persist in the disruptive activity, they will

be apprised that failure to discontinue the specified action
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within a determined length of time may result in disciplinary
action including suspension or expulsion from the college or
possible intervention by Campus Police officers. Except in
extreme emergeames, the Director of Student Life Activities
should be consulted before such disciplinary actions are taken.

d. Efforts should be made to secure positive identification of
demonstrators violating a specific college, local or state
regulation, to facilitag later testimony, including photographs
if deemed advisable.

e. After consulting with the Director of Student Life Activities or
his/her designee, the police will determine the need for an
injunction and the interventions of police action.

f. Once informed of possible police action, the remaining
demonstrators will be warned of the intention to arrest.
g. The decision to arrest will be determined by the Police Officer

at the scene.
2. Violent Demonstrations or Riots

Immediately call Campus Policand 911 in the event that a violent
demonstration in which injury to persons or property occurs or appears
imminent. The police shall take appropriate action and when the
situation is quelled will make proper administrative notification as
outlined in Segon 1V, A; Reporting Emergencies, as specified in this

policy.
J. Chemical Spills, Hazardous Materials

Hazardous materials incidents are uncontrolled releases, illegal releases or
threatened releases of hazardous substances or the hazargooduny d
substances. In the case of a serious or severe chemical spill, call 911 and the
Campus Police.

1. Any spillage of a hazardous chemical or radioactive material is to be
reported immediately to Campus Police.

2. When reporting, be specific about the matof the involved material
and exact location.

3. The affected site should be vacated at once and sealed off to prevent
further contamination of other areas until arrival of Campus Police
and/or other emergency personnel.

4. Anyone who may beontaminated by the spill is to avoid contact with
others as much as possible, remaining in the vicinity until a
professional arrives.
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5. With the exception of bomb threats or other possibilities for explosion,
during an emergency in your building thaagés others in danger of
injury activate the building fire alarm for instant building evacuation.

6. Assist disabled persons in exiting the building. Do not use elevators.

7. Once outside move awdyom the affected building, at least 300 feet
to the degnated gathering site.

8. Only return to the building when the all clear signal is given.

9. Hazardous or chemical spills will only be cleaned up by a trained
professional or under the supervision of a trained professional.

10. If the chemical spill ohazardous materials emanate from an outside
source, close all doors and windows turn off all fans and air
conditioning and follow the Shelter in Place procedures.

Materials that are used to clean up a hazardous waste or chemical spill are
considered andhall be handled as hazardous waste.

K. Gas Leaks, Ruptured Lines or Utility Failure
1. Gas Leaks

a. Cease all operations; call 911 and the Campus PeRéM A
LAND LINE ONLY . DO NOT ACTIVATE FIRE

ALARM.

b. Immediately extinguish all open flames and sources of
ignition.

C. Evacuate the building and assist with evacuating disabled

persons if needed.

d. DO NOT SWITCH ON LIGHTS OR ANY ELECTRICAL
EQUIPMENT. TURN OFF CELL PHONES AND
RADIOS. USE ONLY LAND LINES AS YOUR SOURCE
OF COMMUNICATION.

e. All calls are to be made from another area to avoid sparks and
ignition from phones and radios.

f. Wind direction should be monitored and all evacuees,
emergency vehicles and crews shou
fumes.

g. Open as many windows and doors as practical.

h. Notify Building Maintenance Supervisor and Director of

Facilities Management.
I. If the source of the leak cannot be readily identified, or in the
event of an explosion or fire, the gas main should be twfied
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J- If a gas leak emanates from an outside source, close all doors
and windows turn off fans and air conditioning and follow the
Shelter in Place procedures.

2. Utility Failure

In the event of a major utility failure occurring during normal business

hours, immediately notify Facilities Management or Campus Police.

a. If there is potential danger to building occupants or if the utility
failure occurs after hours, weekends, or holidays, notify
Campus Police. Campus Police will be responsible for
contacding the appropriate maintenance department.

b. If an emergency exists, activate the building fire alarm.

C. All building evacuations will occur when an alarm sounds or
when an emergency exists.

d. Do not use the elevators and assist disabled persongimgex
the building.

e. Once outside move to the designated gathering site, at least 300
feet away.

f. Only return to the building when the all clear signal is given by

Campus Police or designee.
Aircraft Down On Campus

In the event of an explosidrom a downed aircraft (crash), take the following
action:

1. Immediately take covdrom falling debris.
2. Notify the Campus Police and 911.

3. If the building you are in is affected, evacuate providing assistance to
students, staff and disabled perso

4. Do not use elevators.

5. Move outside to the designated gathering area at least 300 feet from
the affected building and crash site.

6. Do not return to the evacuated building unless cleared to by
emergency personnel or Campus Police.

Medical

If a serious injury or illness occurs on campus, call the Campus Police or 911.
After notifying the Police, the following steps should be taken:
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1. Keep victim still and comfortable. DO NOT MOVE THE VICTIM.

2. Talk to the victiamd afisWh afitAries yworuo nogk?ao
3. Check breathing and administer CPR if necessary.

4, Control serious bleeding by applying direct pressure on the wound.

5. Continue to assist the victim until help arrives.

6. Look for emergency medical identification, questiorctim and

witnesses as to their names and phone numbers and give all
information to Campus Police and Emergency Medical Services.

N. Media Relations

Only authorized persons will speak to the media concerning CTCD incidents,
emergencies or disasters. RAatization will be coordinated through the
Office of Community Relations and Marketing or the Office of the
Chancellor.

O. Critical Incident Stress Debriefing

A Critical Incident Stress DebriefindCISD) is a discussion of the
involvement, thoughts, reactions, and feelings resulting from normal
symptoms of stress brought on by reactions to abnormal situations or events.
A CISD isnot an operational critique or a formal inquagd is designed to
reduce the séss impact resulting from exposure to a critical incident through

a venting of feelings along with educational and informational components. It
is not a form of therapy or treatment. Typically, a debriefing takes place
within 48-72 hours of the inciden€Campus Stress debriefing will be arranged

by the Director, Security Serviceddditional follow-up with professional
counselorgan be arrangeloly the CTC SARC/EAP Directaf needed

CISD promotes a more rapid recovery from incidents and aids normal
integration back into workschooland home routines.Left untreated the
stress of violence can become Pbsiumatic Stress Disorder evenlead to
violence or sicide. Critical incidents at work can include active shootings,
workplace violence, suicides, fires, explosions, unexpected death,
unanticipated layoffs, and a host of other potential problems.

1. Normal Stress Responses to Critical Incidendy include
a. Changes in sleepaiterns, flashbacks, nightmares;
b. Changes in eating habits;
C. Anxiety, depression, mood swings;
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d. Difficulty concentratinpand fAst artl eo reactions

e. Feelings of anger or guilt and/or;
f. Intestinal upsets.
2. Extreme Stress Responge<Critical Incidentsan include
a. Alcoholism;
b. Drug use, including abuse of prescription drugs;
C. Violenceand/or;
d. Suicide.
3. Benefits of Debrief Counseling:
a. Reduces stress and feelings of isolation and abnormality
resulting from a criticaincident;
b. Prevents the onset of delayed psychologicactiens and

promotes well being;
C. Provides peer support andueation about stress reactions;
d. Improves comg skills for future incidents.

CTC will make every effort to facilitate a stress defting as soon as possible after
the event to ensure the continued safety and mental health of its students and staff.

EVERY INCIDENT IS DIFFERENT. IT IS NOT POSSIBLE TO DEVELOP A
DOCUMENT OUTLINING A SINGLE CHRONOLOGY OR SEQUENCE OF
ACTIONS. THE ORDER OF OPERATIONS DEPICTED IN THIS POLICY
MAY BE ALTERED TO MEET THE NEEDS OF THE INDIVIDUAL
SITUATION.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 310: Threat Assessment Team

PURPOSE

A. To provide procedures for the safe, timely, and cohesive assessment of
potential threats to individuals from students, staff, faculty or third
parties. (See Safety Policy 300 for comprehensive emergency and
disaster response procedures on Central Campus.)

B. To establish cohesive procedures and responsibilities promoting
preventative measures, initiatives and programs to enhance a safe and
secure Campus environmenthis policy is not designetb replace or
alter the established policies and procedures currently in place for
addressing student or employd®havioral issues or disciplinary
proceedings as set forth and administered by Central Texas College
Districtds [ACTCDO] sourcedZepattments. f e
This policy is to beutilized in conjunction with such existing policies
and procedures.

Il. SCOPE

This policy applies to Central Campus employees, students, contractors and
visitors.

[I. POLICY

The Threat Assessment Team takes an active role in reducing losses by
adhering to the following procedures and by reviewing individuals or activities
of concern and working together to create an efficient and effective plan to
prevent potential damage, haor injury.

V. DEFINITIONS

Threati An incident, statement, action or activity that reasonably places an
individual or the College in a position of possibly incurring some type of harm.

Responsé An appropriate intervention or reaction to a threaperceived

threat. Each response shall be case specific based on the type and level of
threat. A response may or may not be disciplinary in nature. A response given

to the threatener shall be designed to eliminate or reduce the likelihood that the
threa will be carried out. response given to others shall be designed to
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appropriately inform those involved of the status of the investigation and threat
management.

PROCEDURES
A. Threat Assessment Team
1. The Threat Assessment Toethen [ ATeamo]

following individuals or their designee:

a. CTCD Chief of Policé Team Chairperson;

b Chancellor;

C Dean Central Campus

d Director, Risk Management/Legal Counsel;

e Director, Human Resources;

f. Director, Student Life;

g Director, Substance Abuse Resource Céiataployee
Assistance Program; and

On an as needed basis:

h. Director, Disability Support Services;

i. Director, Business Services [relating to the Dorm and
Married Student Housing].

All Team members are required to have decision making authority for
their areas to facilitate the efficient and immediate analysis and
response as necessary to any given situation.

2. Team members are responsible for participating in Team
meetings and inhreat assessments. Team members may
appoint a designee to sit in their place, but the designee must
possess authority to make immediate and appropriate decisions
regarding students, faculty, staff or campus operations as
needed Team participation is aiprity when threat assessment
is needed

3. The Team shall meet as needed to discuss Campus issues and
develop preventative measures, initiatives or programs.

4, The Team shall meet as needed for threat assessment relating to
specific individuals osituations.

5. Team Duties
a. Investigate threats on CTCD Central Campus, in
conjunction with Campus Police, Human Resources, and
Student Life.
b. Review investigative findings and determine threat
level.
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Determine appropriate action to be taken.

Engage appropria personnel to respond to threats.
e. Retention of Team documents and recdrgshe Team
Chairperson.

oo

B. Threat Levels

There are three categories of threats: Low, Medium, and High

1. Low Level Threats

a. Pose little threat to anyoneds s:

wonoét require | aw enforcement i nt
I Indirect.

i. Lacks detalil.
ii. Threatener may be known or unknown.
iv. Means to carry out threat is unknown.

b. Interviews may be appropriate.

C. Response as needed.

d. Threast at this level are generally handled effectively by

the appropriate Dean, department head or Division
Director and only require Team involvement as
requested by those individuals.

e. Campus Police shall be informed of the threat as
necessary.
2. Medium LevelThreats
a. May pose a threat or perceived threat to public safety

and law enforcement intervention may be required.
I Threat has some specificity.
ii. Background information may indicate history
that causes concern.
iii. Threat suggests the threatener may have taken
sone steps to coordinate the threat.
iv. Threat is directed at someone, some group or an
area such as a classroom or building.
V. Threatener may be known or unknown.
b. Campus Police will be notified immediately.
C. Immediate intervention may or may not be warranted.
d. Further investigation and monitoring by Campus Police,
Human Resources, or Student Life may be required.
e. An active level of response by the Team is justified.

3. High Level Threats
a. Pose definite threat to public safety and immediate law
enforcement intervein is required.
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C.

I. Threat is direct and specific and may include
dates, times, locations, and/or weapons.
. Threat is directed at someone, some group or
some area such as a classroom or building.
ii. Threat suggests the threatehas taken concrete
steps to carry out the threat.

Iv. Threatener may be known or unknown.
b. Campus Police will be notified immediately.
C. An active level of response by the Team is required.
d. Prompt assessment and initial response is required.

Four Steps to Thrée#ssessment

1. Step Onei Refer the situation to appropriate authority for
assessment, which generally will be the CTCD Police
Department, but depending on the circumstances may be the
Dean of Central Campus, the Director of Student Life, or
Human Resources.

a. Document the situain;

b. If no further assessment is warranted, the appropriate
department head will handle the matter internally and
notify the Team Chairperson of the outcome;

C. If further assessment is warranted, proceed to Step Two.

2. Step Twoi At this stage the Threat Assment Team should
be activated as appropriate to evaluate the Threat Level.

3. StepThreei Threat Assessment based on known information

will justify a preliminary determination to classify the severity

of the threat.

a. If the identity of the threatener is &wn an investigation
should be made into the individua
I. personality and background;
ii. family dynamics;
iii. school/academic dynamics; and
iv. social dynamics

b. If the threateneappears to have significant problems in
the majority of these 4 areas and if the threat is
otherwise assessed as a medium or high level, then the
threat should be taken more seriously;

C. Further investigation and action should be conducted as
warranted,

d. CTCD Threat Assessment Form will be utilized during
this process;

e. All documents, forms and investigation notes and

materials shall be retained a confidential mannebpy
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the Team Chairperson in a secured locked cabinet for
the required duration for the reteam of police records.

4, Step Fouir To the extent possible, an appropriate response,
monitoring and followup to all threats is required whether the
threat is seemingly plausible or not. This sends clear messages
that CTCD will ensure the students, facldtyd staff

a. Are safe and secure;
b. Feel safe and secure; and
C. The threatener will be monitored over time to an
appropriate level to avoid danger to him/herself or
others.
D. Resolution
1. The Threat Assessment Team Chairperson shall be responsible

for documenting the Team process, decisions, outcome and
resolution of each incident referred to the Team.

2. Oversight and review of ongoing matters will be conducted by
the Team.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 315: Zero Tolerance Policy Statement

PURPOSE

To provide an academic and campus environment free of violence, discrimination,
and harassment.

Il. SCOPE

This policy applies to all CTCD employees, students, contractors and visitors at
all campuses.

II. POLICY

CTCD IS A VIOLENCE, WEAPON, DISCRIMINATION & HARASSMENT
FREE ZONE

A zero tolerance policy is one which requires an appropriate penalty be anpose
based on the individual circumstances. Itis, as it states, intolerant of the
prohibited behavior. As Palltakeof a nzero
appropriate disciplinary action for every weapon, threat, incident of hazing,
stalking,harassmentradiscrimination, sexual misconduct, and/or violent act that
is reasonably substantiated through investigation. [Ty also take

disciplinary action for certain violations reported off camfuuthe extenthese
violationsmay have an impact on tkamps. This includes, but is not limited to
violations that pose an ongoing danger to students or may cause harm to the
campus community, including violent crimes, hate crimes, disturbing or
threatening actions, and illegal conduct

INAPPROPRIATE BEHAVIORSNCLUDE, but are specifically not limited to:

1 Verbal,written, or acts oharassmendiscriminationto include sexual
harassment/discriminatipstalking, and bullying

acts or actions which can be interpreted as physical assault;

hazing or dangerousaternity initiations;

threats or actions to harm someone or endanger the safety of others;
behaviors or actions interpreted by a reasonable person as having potential for
violence and/or acts of aggression;

threats to destroy or the actual destructioproperty;

possession of a firearm, knife or any dangerous weapon, drugs and/or alcohol
(to include being under the influence of prohibited drugs or alcohol).

= =4 =4 -4
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REPORTING

As aCollegecommunity, it is our collective responsibility to report all

threatenng statements and actions immediately. To fulfill this policy, the Central
Texas College District will work to prevent violence from occurring and will
ensure that federal and state laws, as well as college policies prohibiting threats
and violence, are éorced. All threatening comments and behavior will be taken
seriously and investigated.

The Threat Assessment Team is available to assist in determining the proper
College response for each such incid&herefore, if you experience a

threatening situadn or know of any instance involving threats of physical

violence toward any CTCD student, employee, or guest from inside or outside the
College communityreport it immediately to the CTCD Police Department (254
526-1427).

VIOLATION
Violators will be sibject to appropriate discipline up to and including termination,
expulsion, anfbr arrest.

To reportstudentoehavior contadDirector, Student Life & Activities (254) 526
1259.

To reportemployee or facultypehaviors contact thduman Resources EEO
Coordinator, (254) 524.391.

In any circumstance you may always ¢allCD Campus Police (254) 526127.
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. 400: Workerso6 Com
(Same as Policy No. 540 in the HunfResources Management Operating Policies ang
Procedures Manual)

PURPOSE

To provide benefits to employees who are injured or become ill as a result of
performing duties in the course and scope of their employment with CTCD.

SCOPE

This policy applies to all CTCD employeasall locations.

NOTICES

A. New Employee Notice
You may elect to retain your common law right of action if, no later than five
days after you begin employment or within five days after receiving writte
notice from the employer that the employer has obtained coverage, you notify

your employer in writing that you wish to retain your common law right to
recover damages for personal injury. If you elect to retain your common law

right of action, youcanno obt ain workersé compensati

benefits if you are injured.

Texas Workersd Compensation Rule 110.10

B. Employees who sustain an-time-job injury or iliness are entitled to coverage

under the applicable workersd compensat

1. Employees requiring neemergency medical attention because of an
onrthejjob injury or illness are encouraged to use a local minor
emergency clinic or family physician in lieu of a hospital emergency
room.

2. Empl oyees who fil e f enefitspanticipate ms 6
an investigationor are witnessto an accidentill not be retaliated
against for having done so.

3. Guidelines established under this policy are intended to coordinate
with the Family and Medical Leave Act and the Americans with
Disabilities Act.
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V. EMPLOYEE BENEFITS

A. Medical Benefits pay for necessary medical care to treat your welted
injury or illness.

B. Income Benefitsi replace a portion of income because of a weithkted
injury or iliness. Income benefits Wihot be applicable until after threquired
waiting period when the employee jdaced off work due to health care
provider orders and pursuant to a woekated injury or illness.

C. Death Benefits replace a portion of lost family income for eligitfiemily
members of workers killed on the job.

D. Burial Benefitsi reimburse some of the funeral expenses fordbecased
workerkilled on the job.

V. PROCEDURES
A. Reporting Procedures

1. Employees who sustain an-time-job injury or illness musteport the
injury, illness or incident immediatelyand within 24 hours of the
event, or in case of an emergency, as soon as possible, and comply
with Policy No. 410: Reporting’roceduresvithin the CTCD Safety
Policies and Procedures Manual

2. Superve or 0 s report of i njury/incident
Management within 24 houref the event or in the case of an
emergency, as soon as possible thereafter.

3. Employees must return the Work Status Reports to Risk Management
within 24 hous of eachvisit to their health care providesind before
returning to work

4, Time Cards

a. If an injured worker is off workessthanthe required waiting
period time away from work due to injury should be reflected
as sick, RSO as wor bereefitsaremotmpensat
applicable during this period. Sick leave benefits will be paid
to the extent the injured worker maintains a sick leave balance
upon which to draw.
b. If the injured worker is offmore than the required waiting
periodfrom work due to injuoy should be reflected as workers
compensation AW Co.
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B. Emergency
1. Call 911,or emergency medical help.

2. Employees on Central Campus are to also notify Campus Police at
X1427 or X1200

3. Contact Supervisor and Risk Management as soon as possible to notify
of leave from campus, and to report injury.

C. Non-Emergency

1. Notify Supervisor of injury.

2. Central Campusfor First Aid, see Building Coordinator or Risk
Management.
3. For injury beyond first aid, use minor emergency clinic or private
physician
D. Navy Ships Continental Campus and Foreign Campuses.

Seek available medical treatment, forward signed report to Risk Management
by fax (254526-1556)with original to be sentyomail.

E. Compliance

Failure to comply with this policy may result in disciplinp to and including
termination.

Contact CTCD Risk Management at 2526-1347 for further information.
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NOTICE TO EMPLOYEES CONCERNING
WORKERSG COMPENSATI ON I N TEXAS

COVERAGE:

Central Texas Collegpaswor ker s6 compensation insurance
Mutual to protect you in the event of wer&lated injury or illness. This coverage is

effective from 91-04. Any injuries of illnesses which occur on or aftet thate will

be handled by Liberty Mutual. An empl oyec¢
behalf must notify the employer of an injury or illness not later than thel&g after

the date on which the injury occurs of the date the employee knew od gt

known of an iliness, unless the Commission determines that good cause existed for

failure to provide timely notice. Your employer is required to provide you with

coverage information when you are hired or whenever the employer becomes, ceases
tobeand covered by workers 6 compensation in

EMPLOYEE ASSISTANCE:

The Commi ssi on provi des free i nformati on
compensation claim. Commission staff will explain your rights and responsibilities
under t he Worignéct and as€lst imgesolnirsyaisputes about a claim.

You can obtain this assistance by contacting your local Commission field office or by

calling 1:800-252-7031.

SAFETY HOTLINE:

The Commission has established ahdr tolkfree telephone number rfoeporting

unsafe conditions in the workplace that may violate occupational health and safety

laws.  Employers are prohibited by law from suspending, terminating, or
discriminating against any employee because he or she in good faith reports an
alleged ocupati onal health or safety violation
Health and Safety at800-4529595.

Texas Workersd Compensation Rule 110.101
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AVISO SOBRE COMPENSACION PARA TRABAJADORES EN TEJAS
COBERTURA:

Central Texas College tiene aseguranza para compensar al trabajador con Liberty
Mutual para protegerlo en el caso de una lesion o enfermedad relacionada con su
trabajo. Esta aseguranza esta vigente desde 9/1/00. Cualquier lesion enfermedad que
occurra erp a partir de esa fecha sera manejada_pmarty Mutual EIl trabajador o

la persona que lo representa debe notificar al patrén cuando ocurra una lesién o
enfermedad antes de treinta (30) dias después de que ocurra la lesion o dentro de
treinta (30) diasle la fecha en que el empleado se enteré o deberia estar enterado de
la enfermedad, salvo que la Comisién determine que existia un buen motivo para no
haber notificado al patron dentro del tiempo senalado. Su patrdé n esta obligado a
proporcionarle inforracion sobre la aseguranza cuando lo contrate para trabajar y asi
mismo debe de informarle cuando obtenga o deje detener seguro de compensacion
para el trabajador.

ASSISTENCIA AL EMPLEADO:

La Comision le preporcionara informacion gratuita sobre comotsorae reclamo

de Compensacion para el trabajador. El personal de la Comision le explicard cuales
son sus derechos y responsabilidades bajo la Ley de Compensacion para el
Trabajador y le asistirhd para resolver cualquier controversia que surja al hacer su
reclamo. Usted puede obtener esta ayuda comunicandose con la oficina local de la
Comision o llamando al numere8D0-252-7031.

LINEA PARA REPORTAR CONDICIONES INSEGURAS:

La Comisién ha establecido una linea telefénica gratuita las 24 horas del dia, par
reportar condiciones inseguras en el lugar de trabajo que pudiera violar las leyes
occupacionales de salud y seguridad. La ley prohibe que los patrones suspendan,
despidan o descriminen al empleado o empleada péftquella, de buena fe, reporte

una degada violacion ocupacional de salud o seguridad. Comuniquese con la
Seccién de Salud y Seguridad laboral al nume86@452-9595.

Texas Workersd Compensation Rule 110. 101
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TEXAS WORKERSO6 COMPENSATI ON COMMI SSI ON
NOTICE REGARDING CERTAIN WORK -RELATED COMMUNICABLE
DI SEASES AND ELI GIBILITY FOR WORKERSO
COMPENSATION BENEFITS

TO: Law Enforcement Officers, Fire Fighters, Emergency Medical Service
Employees, Paramedics and Correctional Officeis

I N ORDER TO QUALIFY FOR WORKERSGOG COMPENSA-
EMPLOYEE WHO CLAIMS A POSSIBLE WORKRELATED EXPOSURE TO A
REPORTABLE DISEASE, INCLUDING HIV INFECTION, MUST BE TESTED

FOR THE EXPOSURE AND MUST PROVIDE THEIR EMPLOYER WITH
DOCUMENTATION OF THE TEST AND A SWORN AFFIDAVIT OF THE

DATE AND CIRCUMSTANCES OF THEEXPOSURE. THE TEST RESULT

MUST INDICATE THE ABSENCE OF THE DISEASE. THE EMPLOYEE IS

NOT REQUIRED TO PAY FOR THE TEST.

Reportable diseases are those communicable diseases and health conditions required To be
reported to the Texas Department of HealtBxposure criteria and testing Protocol must
conform to Texas Department of Health requirements.

TO: All State Employeesi

| N ORDER TO QUALIFY FOR WORKERSG COMPENSA
STATE EMPLOYEE WHO CLAIMS A POSSIBLE WORIRELATED

EXPOSURE TO HUMAN IMMUNODEFICIENCY VIRUS (HIV) INFECTION,

MUST BE TESTED FOR HIV WITHIN 10 DAYS AFTER THE EXPOSURE AND

MUST PROVIDE THEIR EMPLOYER WITH DOCUMENTATION OF THE TEST

AND A WRITTEN STATEMENT OF THE DATE AND CIRCUMSTANCES OF

THE EXPOSURE. THE TEST RESULT MUST INDICATEHE ABSENCE OF

THE HIV INFECTION. THE EMPLOYEE IS NOT REQUIRED TO PAY FOR

THE TEST.

FOR ADDITIONAL INFORMATION: TALK TO YOUR EMPLOYER OR CALL

THE TEXAS WORKERSOG COMPENSATIBO72CA@MMI SSI ON
ALSO, CONTACT THE TEXAS DEPARTMENT OF HEALTH (@DH) TO

ENSURE FULL COMPLIANCE WITH THE HEALTH AND SAFETY CODE

AND TDH RULES.

Texas Wor ker s uleCtOmdP8e ns at i on
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COMISION TEJANA DE COMPENSACION PARA TRABAJADORES
AVISO ACERCA DE CIERTAS ENFERMEDADES CONTAGIOSAS
RELACIONADAS AL TRABAJO Y ELIGIBILIDAD PARA BENEFICIOS DE
COMENSACION PARA TRABAJADORES

PARA: Oficiales de la Ley, Bomberos, Empleados del Servicio dembulancia,
Paramedicos y Oficiales del Departamento d€orreccionesi

PARA CALIFICAR PARA BENEFICIOS DE COMPENSACION PARA
TRABAJADORES, EL EMPLEADO QUE RECLAMA QUE POSIBLEMENTE
FUE EXPUESTO A UNA ENFERMEDAD QUE DEBE SER REPORTADA,
INCLUYENDO INFECCION AL SIDA, DEBERA SER EXAMINADO NO MAS
TARDE DEL 10MO DIA DESPUES DE QUE HAYA SIDO EXPUESTO Y
DEBERA PROPORCIONAR AL EMPRESARIO DOMUENTACION DEL
EXAMEN Y UNA COPIA NOTARIZADA CON LA FECHA Y
CIRCUMSTANCIA DE LA CAUSA A LA CUAL FUE EXPUESTO. EL
RESULTADO DEL EXAMEN DEBE INDICAR LA AUSCENCIA DE LA
ENFERMEDAD. NO ES REQUERIDO QUE EL EMPLEADO PAGUE FOR EL
EXAMEN.

Las enfermedades repadas son enfermedades contagiosas y condicionesSd&uthque se
requieren reporter al departamento de Salud de T&hgriterio para Estar expuesto vy el
protocolo del examen debe cumplir los requisitos del Departamento de Salud de Tejas.

PARA: TODO EMPLEADO ESTATAL i

CALIFICAR PARA BENEFICIOS DE COMPENSACION PARA
TRABAJADORES, EL EMPLEADO ESTATAL QUE RECLAMA QUE
POSIBLEMENTE HAYA SIDO EXPUESTO AL SIDA RELACIONADO CON EN
TRABAJO, DEBERA SER EXAMINADO PARA EL SIDA DENTRO DEO DIAS
DESPUES DE QUE FUEEXPUESTO Y DEBERA PROPORCIONAR AL
EMPRESARIO DOCUMENTACION DEL EXAMENY UNA CARTA CONLA
FECHA Y CIRCUMSTANCIA DE LA CAUSA A LA CUAL FUE EXPUESTO.
EL RESULTADO DEL EXAMEN DEBE INDICAR LA AUSCENCIA DE
INFECCION AL SIDA. NO ES REQUERIDO QUE EEMPLEADO PAQJE FOR
EL EXAMEN.

PARA INFORMACION ADICIONAL: HABLE CONSU EMPRESARIO O
LLAME A LA COMISION TEJANA DE COMPENSACION PARA
TRABAJADORES AL 1800372-7713. TAMBIEN, COMUNIQUESE CONEL
DEPARTAMENTO DE SALUD DE TEJAS (TDH) PARA ASEGURAR QUE LOS
REQUISITOS EN LA REGLAS DE SALUD Y

Texas Wor ker s uleCtOmP8e nsat i on
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Central Texas College District
Safety Policies and Procedures Manual

Policy No. D5: Accident Investigation

PURPOSE

To provide procedures fasupervisors to follow when conducting an accident or
injury investigation.

Il. SCOPE
This policy applies to all CTCD supervis@sall locations.

1. POLICY
Accidents do not just happen, they are caus&thny accidents are the result of
multiple causes. These causes can be determined by an effective accident

investigation.

A. Supervisors are responsible for investigating all incidents whether they
involve, or could have involved, personal injuries or propdamage.

B. Investigations will be directed toward fact findimgpt fault finding.
IV.  PROCEDURES
A. Supervisors are responsible for investigating all accidents.
See CTCD website, Ri sk Management page,
Techniqueso.

1. Evaluate all accidents regardless of how minor.

2. Review the accident scene for any hazards that could cause another
accident and immediately secure the area if necessary.

3. Investigate accidents as soon as possible after they occur while the
facts are fresh in everyonedbdés mind u
form in Section 5 of this Policy Manual.

4. Avoid jumping to conclusions or placing blame.

5. Take corrective aain to eliminate the cause and prevent recurrence.

Safety Policies and Procedures Mar2@10 109



6. Follow up later to see if the corrective action was satisfactory.

B. The steps necessary to investigate an incident are as follows:
1. Survey the area where the incident occurred.
a. Carefully exanine where the injury or property damage
occurred.
b. Reconstruct as much as possible the chain of events leading up

to the injury or property damage, and attempt to determine the
single event responsible for the incident.

C. Draw a diagram of the locatiahit will be helpful in arriving
at a conclusion.

d. Sketch in machinery, equipment and any other nearby physical
objects, together with the places where witnesses were
standing.

2. Write it down.

a. Make notes on all facts that may relate to the caisthe
injury or property damage.
b. Write down any procedures usetse ormisuse of equipment,

or other factors not in accordance with published work rules or
safety policies and procedures.

C. Write down such other items as: the time of the accident,
lighting conditions, weather conditions, am¢hat personal
protective equipment was being used.

3. Collect evidence.

If injury, near miss, or damage to property occurs it is essential to
determine what failed and why.

4. Interview witnesses.

Interview witnesses at the scene immediately or as soon thereafter as
possible. Make notes; identihg who gave the informatiorwho was
present at the interview and date and time of intervielhese
statements are vital to the investigation as they will ofterecefl
different views of the same scene.

5. Interview the injured employee.
a. Never argue with someone who says they are injured. Simply
send them for medical care as needed and complete the
appropriate forms.
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C.

b. Time is important. If the injury is minpthe interview should
be made as soon as the employee has returned from receiving
medical attention.

C. If the injury is serious, selecting the right time is a judgment
factor. Too soon afterward or waiting too longnlead to
answers that are confusadd/or inaccurate.

6. Deter mi ne t he iwho, what , when, w h €
accident. Decide what acts, conditions or circumstance caused or
permitted the accident to occur.

7. Recommend corrective actiongor the prevention of future
occurrencesThe purpose of corrective actions is to make changes in
tools, equipment, materials, work practices, and/or administrative
procedures, to prevent a similar accident in the future.

If at any time during the investigation there is evidence that thelexdcdid

not happen as the employee said or perhaps did not happen at all, the
supervisor is to call Risk Management at once. They will assist in the
investigation along with whatever professional resources are appropriate.

Once all the facts relatirtg an accident have been evaluated, the combination
of unsafe acts and/or unsafe conditions that caused the accident can be
determined.  Supervisoshall requirecorrective action to prevent future
accidents.

Supervisors must complete thppropria¢ investigation report fornm detail.

A copy of this report must be forwarded
director and to Risk Managementthin 24 hoursof the accident for follow

up and analysisSee Supervisoro6s | njnmuReportor Il nci
Section 6 of this Manual.

Preventativeactiors are k e y . It i's the supervisoros
appropriatepreventativeactions. If resources or approval are needed to make

the correctiongsit is the responsibility of the department mager to obtain

that authorization or resource.
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