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Blood and urine can be disposed of into the sewage system by pouring the specimen into a 
laboratory sink and flushing with plenty of running water.  The sink must then be cleaned 
with an appropriate disinfectant solution. 
 
The infectious waste collection box must be stored in a locked or restricted access area 
until picked up by the infectious waste disposal company.  Infectious waste must be 
disposed of according to OSHA guidelines.  The University's temporary storage container 
is located near the loading dock on the East side of Washburne Hall (the UC) 
 
Bio-Med of Oregon collects 2 kinds of waste and require3 different types of 
containerization. What is considered Anatomical or Pathological waste is packaged in 
the double lined cardboard Bio-Hazard boxes. Bio-Med has always considered Pacific’s 
waste to fall in this category. The only separate packaging for this waste is with the 
"sharps" containers. Sharps should be boxed in a different container from any other waste 
and the box should be labeled as "sharps". It is acceptable to place numerous sharps 
containers in the same box as long as the box can be properly sealed shut. The other 
wastes, whether they are anatomical or other kinds of specimens (even the micro-biology 
specimens), can be placed in the cardboard boxes too. These wastes are incinerated (except 
for the sharps containers themselves, those are heat sterilized and re-used).  All containers 
should be "oriented " properly (with the arrows pointing up) and should not exceed a 
maximum weight of 40 pounds.   
 
Departments with waste on campus are to call Campus Public Safety to arrange for an 
appointment to drop off waste (503.352.2230).  Programs with waste off campus are to 
arrange for disposal through the host facility where available, or work with Campus Public 
Safety.  
Bio-Medical waste is linen type by-products from surgical procedures. This waste is to be 
containerized in a black plastic tub. If your program needs one of these tubs please contact 
the Health & Safety Manager @  503.352.3166 with your request. 
 

 
 
 
 
 
“Bombs can be constructed to look like almost anything and can be placed or delivered in a 
number of ways.  The probability of finding a bomb that looks like the stereotypical bomb is almost 
nonexistent.  The only common denominator that exists among bombs is that they are designed or 
intended to explode.” – Bureau of Alcohol, Tobacco & Firearms 
 

Suspicious Package/Letter Characteristics 
 

• Carrier-delivered; lumpy, bulging, has protrusions, lopsided, heavy-sided 
• Suspicious company, especially if address or label is handwritten 
• Package wrapped with string or twine 
• Excess postage on small packages or letters; indicates the object was not weighed by 

the Post Office 
• Any foreign writing, addresses, or postage 

BOMBS
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• Handwritten notes such as “To be opened in the privacy of”, “Confidential”, “Your 
lucky day is here”, or “Prize enclosed” 

• Improper spelling of common names, places, or titles 
• Generic or incorrect titles 
• Leaks, stains, or protruding wires, string, tape, etc. 
• Hand-delivered 
• No return address or nonsensical return address 
• Any letter or package arriving before or after a phone call from an unknown person 

asking if the item was received 
 

If you suspect, based on the characteristics list above, an item delivered to campus may be 
a bomb, but do not have any other indicators: 
 

1. Do not move the item 
2. Call Campus Public Safety (x2230) 

a. Campus Public Safety will contact the Forest Grove Police Department 
(911) for assistance if deemed necessary 

 
If you suspect, based on the characteristics list above, an item delivered to campus may be 
a bomb, and you have other indicators (i.e. a received bomb threat): 
 

1. Do not move the item 
2. Calmly notify others in the immediate area and evacuate; if there is a fire alarm 

pull-station in your area, do NOT activate it 
3. Call 911  
4. Clearly state the type of emergency to the dispatcher (e.g. police) 
5. Clearly state the location of the suspicious package or letter and your name, location, and 

telephone number 
6. Do not hang up until told to do so 
7. Call Campus Public Safety (x2230); notify them 911 has been called and 

emergency personnel are en route 
 

8. Call the Building Safety Manager for your area 
a. Campus Public Safety will facilitate an evacuation of the building with 

assistance from the Building Safety Manager, go to the designated 
assembly area for your building 

     9.   Return to area will be allowed only after EAS gives “All Clear” notification through  
           CPS and/or Building Safety Managers 
 
 
 
 
 
All bomb threats must be taken seriously.  Bomb threats can be delivered in a variety of 
ways including in-person, via telephone, or in writing.  The most dangerous means is in-
person; the most common means is via telephone. 
 
 
 

BOMB THREATS 
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In-Person Bomb Threat 
 
The person involved may be unstable and/or delusional and directing the threat at an 
individual, group, place, or him/herself.  If a person announces a bomb threat to you: 
 

1. Remain calm 
2. Do not approach the person; never get close enough that you could panic the 

person or be used as a hostage 
3. If possible, try to segregate him/her from others 
4. Try to draw the attention of one or two others so they can call (in order) 911 

and Campus Public Safety (x2230) 
5. Talk to the person in a calm and rational manner; put him/her and yourself at 

ease as much as possible 
6. Try to get the individual to speak; let him/her do most of the talking; ask 

questions about the bomb, its location, and description 
7. The Police Officer or Campus Public Safety Officer who arrives at the scene 

will try to replace you as the negotiator 
8. Once you leave the scene, relay all information to any other officer present; 

immediately write down all you can remember of the incident 
9. Remain accessible to Police Officers or Campus Public Safety Officers until 

you are told to do otherwise 
 
Telephone Bomb Threat 
 

1. Remain calm 
2. If the caller allows you to talk and will answer questions, ask questions from 

the checklist below; keep the caller talking as long as possible   
3. Signal a co-worker so he/she can call Campus Public Safety at x2230 while you 

continue talking 
a. Campus Public Safety will notify other personnel as required; including 

the building/area Building Safety Manager; this may include 9-1-1 
4. As soon as the caller hangs up, verify Campus Public Safety has been notified 

(see step 3) by co-worker or others 
 
 

5. Call the Building Safety Manager for your area 
a. Campus Public Safety will facilitate an evacuation of the building, if 

deemed necessary, with the assistance of the Building Safety Manager 
6. Return to area will be allowed only after EAS gives “All Clear” notification  

                  through CPS and/or Building Safety Managers 
 
Telephone Bomb Threat Checklist 
 
The Bureau of Alcohol, Tobacco & Firearms has published the following checklist to be completed 
any time a bomb threat is received by telephone.  It is important to complete the checklist as soon 
as possible after a call is received so details are not forgotten.  Give the completed form to Campus 
Public Safety. 
 
 
Exact time of call:  
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Exact words of caller:  

 

 
 
Questions to ask: 

1.  When is the bomb going to explode? 
 

2.  Where is the bomb? 
 

3.  What does it look like? 
 

4.  What kind of bomb is it? 
 

5.  What will cause it to explode? 
 

6.  Did you place the bomb? 
 

7.  Why? 
 

8.  Where are you calling from? 
 

9.  What is your address? 
 

10.  What is your name? 
 

 
 
Caller’s Voice (circle all that apply): 
 
Calm Slow Crying Slurred 

Stutter Deep Loud Broken 

Giggling Accent Angry Rapid 

Stressed Nasal Lisp Excited 

Disguised Sincere Squeaky Normal 

 
Other Information: 
 
 
If voice is familiar, whom did it sound like? 

 

Were there any background noises? 
 

Remarks:  

 
 

Person Receiving Call: 
 

Telephone number call received at: 
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Date: 
 

 
 
 
 
 
 
Earthquakes can strike suddenly, violently, and without warning.  Although the likelihood 
of a large quake occurring in the Forest Grove area is not high, the possibility exists.  It is 
therefore important for employees to know where they are the safest during an earthquake. 
 
If you are indoors: 
 

1. Take cover next a heavy piece of furniture (such as a heavy desk or table) or 
against an inside wall and hold on, do not get under the furniture you could be 
crushed.  There have been lives saved in the “triangle of life” next to furniture. 

2. Avoid areas where glass could shatter (e.g. around windows), mirrors, pictures, 
or where heavy bookcases or other furniture could fall on you  

3. Stay inside 
The most dangerous thing to do during the shaking of an earthquake is to try to leave the 
building - objects can fall on you 
If you are outdoors: 
 

1. Move into the open - away from buildings, street lights, and utility wires that 
could fall 

2. Once in the open, stay there until the shaking stops 
 
After the quake: 
 

1. Check for injured persons in your building or area. Do not move the injured 
individual unless there is serious or immediate danger to their safety. Remain 
calm and evacuate the building or area in an orderly manner. 

2. If you smell gas in your building, shut off the valve (if possible) and evacuate 
immediately 

3. Use a phone outside of your building to call 911  
a. Clearly state the type of emergency to the dispatcher (e.g. fire) 
b. Clearly state the location of the emergency and your name, location, and 

telephone number 
c. Describe the emergency 
d. Do not hang up until told to do so 
e. Call Campus Public Safety (x2230); notify them 911 has been called and 

emergency personnel are en route 
• Campus Public Safety will verify that Northwest Natural Gas 

emergency number has been contacted 
 
Expect aftershocks.  Although aftershocks can be smaller than the initial quake, they can 
cause additional damage and bring down weakened structures.  Aftershocks can occur in 
the first hours, days, weeks, or even months after the initial quake. 
 

EARTHQUAKE 
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(Also see Medical Emergency) 
 
If an employee is injured while performing the duties of his/her job: 
 

1. Seek medical treatment as required (see Medical Emergency section) 
a. Campus Public Safety can provide basic first aid 
b. If you need more than basic first aid, you must go to one of the workers’ 

compensation insurance carrier-approved medical facilities (see Human 
Resources for a current listing) 

2. Immediately report the incident to your supervisor 
a. Your supervisor will notify Campus Public Safety 
b. Campus Public Safety will complete an Incident Report and forward it to 

Human Resources at UC 678 
 

3. If you need to see a doctor, obtain an OSHA 801 form from Human Resources. If you 
are able, without compromising a possible medical condition, take the form with you 
and complete the form with the doctor 

a. Your doctor will give you a copy and forward the completed form to Human 
Resources 

4. Obtain an Employee Accident/ Incident Analysis Form from your supervisor  
a. Forward the completed form to Human Resources at UC 678; if the injury 
      involves more than basic first aid, the report will also be forwarded to the 
     Health & Safety Manager at UC 663 

5. Your supervisor will obtain a signature from the department head 
6. Your supervisor will forward the completed forms to the Health & Safety Manager at 

UC 663 
7. The injured worker’s Accident/ Incident Analysis Form will be reviewed by the Health 

& Safety Advisory Committee at the next monthly meeting for determination of 
corrective action of any underlying safety hazards 

 
 
  
 
 
 
Be sure you know the location of fire extinguishers, exits, and pull stations in your area.  If 
a building fire alarm sounds (or if told to do so by Campus Public Safety or other 
emergency personnel) evacuate the building immediately and assemble at the designated 
assembly area.  Do not bet your life on an alarm being a false one. 
 
If you discover a fire and/or smoke: 
 

1. Isolate the fire by closing all doors on your way out; do not lock the doors 
2. Do not attempt to fight a fire alone; only attempt extinguishing a fire if it is a 

minor one that can quickly and easily be put out with a portable fire 
extinguisher 

FIRE 

EMPLOYEE INJURY 
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3. Report the fire and/or smoke by activating the nearest fire alarm 
4. Evacuate to a designated assembly area 

a. Do not use elevators when evacuating – use the stairs! 
b. Do not stop for personal belongings or records 
c. Do not stand in smoke (the greatest danger during a fire!); instead, 

drop to your knees and crawl to the nearest exit; cover your mouth with 
a cloth, if possible, to avoid inhaling smoke 

d. Assist disabled persons 
5. If you become trapped: 

a. If a window is available, open it and place an article of clothing (shirt, 
coat, etc.) outside the window as a marker for emergency personnel 

b. Stay near the floor where there is the least smoke 
c. Cover your mouth with clothing to avoid inhaling smoke 
d. Do not open a door if smoke is pouring in around the bottom or if it 

feels hot 
e. Shout to alert emergency personnel of your location 
 

6. Call 911 
7. Clearly tell the dispatcher you are reporting a fire and give your name, location 

of the fire (building, floor, room number), and your telephone number 
8. Do not hang up until told to do so 
9. Call Campus Public Safety (x2230); notify them 911 has been called and 

emergency personnel are en route 
10. Notify both the responding fire department and Campus Public Safety 

personnel on the scene if you suspect someone may be trapped inside the 
building 

 
 
 
 
 
In the event of flooding of the Pacific University campus, or portions thereof, follow these 
guidelines: 
 
If you are indoors: 
 

1. If necessary (and possible), evacuate the room or area immediately to a 
designated assembly area (provided it is un-affected by the flooding) 

2. Call Campus Public Safety (x2230) 
a. Campus Public Safety will contact Facilities Management (x2213) 

and/or an appropriate Facilities Engineering employee(s) if the flood is 
within the scope of Pacific University’s capabilities. Power will be shut 
off to a flooded area that poses an immediate safety threat  

b. If the flood is beyond the scope of Pacific University’s capabilities and 
poses an immediate safety threat, the Forest Grove Fire Department 
(911) will be contacted. Power will be shut off to a flooded area that 
poses an immediate safety threat  

3. In a flooded area, do not touch any electrical equipment while power is still on 
 
 

FLOOD 
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If you are outdoors: 
 

1. Move to high ground and stay there 
2. Avoid walking through floodwaters; if it is moving swiftly, even water 6 inches 

deep can sweep you off your feet 
 

 
 

 
 
 
 
 
Many campus buildings were built with asbestos ceiling, flooring, insulating, and other 
materials. Undisturbed, asbestos is not harmful.  However, if an asbestos-containing 
material (ACM) is disturbed or damaged, asbestos fibers can be released and cause an 
inhalation hazard. 
 
Minor Fiber Release Episode (less than 3 square feet of asbestos-containing material damage) 
   

1. Evacuate the room or area immediately to a safe area away from the building; 
confine particles by shutting the door(s) 

2. Call Campus Public Safety (x2230) 
a. Campus Public Safety will contact the Health & Safety Manager or 

designee (x3166 or on his cell phone), who will respond using 
standard wet cleaning and HEPA vacuum techniques as prescribed 
in the Asbestos Management Plan 

3. Do not return to the building unless instructed it is safe to do so by Campus 
Public Safety personnel or the Health & Safety Manager 

 
Major Fiber Release Episode (greater than 3 square feet of asbestos-containing material 
damage) 
 

1. Evacuate the room or area immediately to a safe area away from the building; 
confine particles by shutting the door(s) 

2. Call Campus Public Safety (x2230) 
a. Campus Public Safety will contact the Health & Safety Manager 

or designee (x3166 or on his cell phone), who will coordinate air 
handling system shut-off or modification, other containment 
measures as required, area signage, and large scale asbestos 
removal methods, all as prescribed in the Asbestos Management 
Plan 

3. Do not return to the building unless instructed it is safe to do so by CPS or the 
Health & Safety Manager 

 
 
 
 
 

HAZARDOUS MATERIALS 

ASBESTOS
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If the substance presents a clear, immediate danger to building occupants and cannot be 
controlled by an available competent person, the following steps should be taken: 
 

1. Evacuate the room or area immediately to a safe area away from the building; 
confine the substance by shutting the door(s) or closing the supply valve(s) (i.e. 
a gas shutoff valve in the event of a gas leak) 

2. From a safe location, call 911.  A phone call to 911 will alert the Hazardous 
Materials Emergency Response Team from the Office of State Fire Marshall for 
response.  

3. Clearly tell the 911 dispatcher you are reporting a chemical spill/release and be 
ready to give as much as possible of the following information: 

a.   Name of material 
b.   Exact location of the spill or release 
c.    Extent of contamination (i.e. water system, air handling system) 
d.   Quantity 
e.    Appearance & characteristics (i.e. solid, liquid, gas, odor, color) 
f.    Injuries 
g. Your name, department, and phone number you are calling from 
 

4. From a safe location, call Campus Public Safety (x2230) and tell them you have 
called 911 regarding the chemical incident. 

5. After evacuating, stay at the evacuation area. Return to area will be allowed 
only after “All Clear” notification through CPS and/or Building Safety 
Managers is given. 

 
If an employee smells a chemical odor, such as a solvent-type odor, or observes a chemical 
spill and it does not pose a clear immediate safety threat: 
  

1. Call the Hazardous Chemical Waste Coordinator (x2175) or designee. The 
Hazardous Chemical Waste Coordinator will then assess the situation and respond 
with appropriate clean-up materials if the spill or release is within the scope of 
Pacific University’s emergency response capabilities 

a. If the spill or release is beyond the scope of Pacific University’s 
capabilities, a phone call, by the Hazardous Chemical Waste 
Coordinator, to 911 will alert the Hazardous Materials Emergency 
Response Team from the Office of State Fire Marshall for response 

2. If the Hazardous Chemical Coordinator is not available, CPS is to be contacted.  
CPS will then contact the designated Chemical Response Personnel to assess and 
respond to the situation 

3. Chemical Response Personnel will notify any chemically sensitive (i.e. respiratory 
condition or pregnant) employees for evacuation until the assessment step is 
completed 

4. After assessment and/or clean-up, the Chemical Response Personnel will notify the 
Building Safety Manager of the chemical incident 

 

CHEMICAL SPILLS & RELEASES
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If Only Basic First Aid is required: 
 

1. Do not move an injured person unless it is a life-threatening situation 
2. Call Campus Public Safety (x2230) 

a. Campus Public Safety will administer basic first aid and/or indicate if 
additional medical treatment should be sought 

3. Stay with the injured person until Campus Public Safety arrives 
 
If Outside Medical Assistance is required (or if you think it might be): 

 
1. Do not move an injured person unless it is a life-threatening situation 
2. Call 911  
3. Clearly state to the dispatcher you are reporting a medical emergency and give your 

name, location, and telephone number 
4. Describe the medical emergency 
5. Do not hang up until told to do so 
6. Call Campus Public Safety (x2230); notify them 911 has been called and 

emergency personnel are en route 
7. Stay with the injured person and try to keep him/her calm until outside medical 

personnel or Campus Public Safety arrive 
 
 
    
 
 
Should an event take place that requires national or regional focus, the University 
President will follow procedures outlined in this manual.  Examples could include 
incidents of terrorism, regional power or utility interruptions, continental assault, wild land 
fire, and bio-terrorism involving the use of biological agents such as pathogenic organisms 
or agricultural pests, for terrorist purposes.  Every effort will be made to establish 
information centers at key locations throughout campus. Common locations may be 
utilized in order to allow the community to access information.  Services available from 
the Student Counseling Center and Employee Assistance Program will also be offered. 
 
 
 
 
 
Peaceful: 
 

1. Notify Campus Public Safety (x2230) 
2. Campus Public Safety (in conjunction with Student Services if students are involved) will 

monitor for vandalism or signs of situation escalation 
a. Campus Public Safety will contact outside assistance as necessary 

 

MEDICAL EMERGENCY 

PROTESTS, MARCHES & DEMONSTRATIONS 

NATIONAL/REGIONAL EMERGENCY 
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Disruptive/Destructive: 
 

1. Notify Campus Public Safety (x2230) 
a. Campus Public Safety will call 911 if deemed necessary 
b. Campus Public Safety will notify Student Life if students are involved  

 
 
 
 
 
If the hazard poses an immediate threat to the safety or health of those in your area: 
 

1. Call Campus Public Safety (x2230) 
a. Campus Public Safety will contact other personnel as required  

      2.   If possible, secure the area of the hazard until Campus Public Safety arrives 
 
If the hazard does not pose an immediate threat, but is one that needs to be evaluated: 
 

1. Obtain a Potential Hazard Report form (equivalent to a “safety suggestion form”) 
from your supervisor, Environmental Health & Safety, or Campus Public Safety 

2. Submit the completed form to Environmental Health & Safety (UC Box 663) for 
inclusion on the monthly Health & Safety Advisory Committee meeting agenda 

3. A copy of the form with the committee’s recommended action will be sent to 
appropriate personnel for implementation 

4. A packet, containing Closeout Documentation generated by corrective action, will 
be forwarded to the Generator of the Potential Hazard Report Form 

5. Note that because the Health & Safety Advisory Committee meets monthly, 
feedback on your concern may not be received for at least 30 days 

 
 
 
 
 
(Also see Medical Emergency) 
 
 
 
 
 
 
Severe emotional trauma includes attempted suicide or threat of suicide. 
 
In the case of severe emotional trauma or if a threat of suicide is made and a means (i.e. a 
gun or knife) is not readily available to the person: 
 

1. Call Campus Public Safety (x2230) 
a. Campus Public Safety will assess the situation and request assistance if 

deemed appropriate 
b. For non-students (Faculty, staff), Campus Public Safety will notify 

Human Resources 

SEVERE  EMOTIONAL TRAUMA OR DEATH 

REPORTING SAFETY HAZARDS 

SEVERE EMOTIONAL TRAUMA 
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c.   For students, Campus Public Safety will notify VP of Student Life 
 

2. Remain at a distance from the person, but do no leave him/her alone 
3. Try to keep him/her calm 
4. Remain available at the scene to provide information to emergency personnel 
 
5. If a medical professional judges the person must be treated and/or hospitalized, the 

person may not remain on campus; he/she will either be hospitalized or leave 
campus with his/her parent(s), spouse, or other appropriate individual(s) to seek 
medical treatment (a student may seek on-campus treatment through the Student 
Counseling Center and/or the Student Health Center) 

 
In the case of an attempted suicide (i.e. an act has been carried out, not just threatened): 
 

1. Call 911  
2. Clearly state the type of emergency to the dispatcher 
3. Clearly state the location of the body and your name, location, and telephone 

number 
4. Do not hang up until told to do so 
5. Call Campus Public Safety (x2230) 

a. Campus Public Safety will assess the situation and request assistance if 
deemed appropriate 

b. For non-students (Faculty, staff), Campus Public Safety will notify 
Human Resources 

c. For students, Campus Public Safety will notify VP of Student Life 
 
6. Remain at a distance from the person, but do no leave him/her alone 
7. Try to keep him/her calm 
8. Remain available at the scene to provide information to emergency personnel 
9. If a medical professional judges the person must be treated and/or hospitalized, the 

person may not remain on campus; he/she will either be hospitalized or leave 
campus with his/her parent(s), spouse, or other appropriate individual(s) to seek 
medical treatment (a student may seek on-campus treatment through the Student 
Counseling Center and/or the Student Health Center) 

 
EAS personnel may assemble a Crisis Intervention Team to assist the university 
community in dealing with the attempted suicide; the Pacific University Professional 
Psychology Clinic-Portland Service Center may serve as a good resource 
 
 
 
 
If you learn of the off-campus death of a university community member: 

 
1. Call Campus Public Safety (x2230) 

a. Campus Public Safety will contact EAS personnel 
b. EAS personnel may assemble a Crisis Intervention Team to assist the 

university community in dealing with the death; the Pacific University 

DEATH
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Professional Psychology Clinic-Portland Service Center may serve as a 
good resource 

2. Police authorities or medical authorities are responsible for initial notification of 
next of kin 

 
If you discover the on-campus death of a university community member: 

 
1. Call Campus Public Safety (x2230) 

a. Campus Public Safety will secure the area and call 911 
b. Campus Public Safety will contact EAS personnel 
c. EAS personnel should assemble a Crisis Intervention Team to assist the 

university community in dealing with the death; the Pacific University 
Professional Psychology Clinic-Portland Service Center may serve as a 
good resource 

2. Do not allow anyone into the area until Campus Public Safety (or outside 
emergency personnel) arrive 

 
 
 
 
 
The following applies to accidents involving Pacific University students, with the 
exception of students injured while “on-the-clock” as Pacific University employees, such  
as on-duty work-study students.  In those instances, follow the steps listed in the 
“Employee Injury” section. 
 
 
 
 
 (Also see “Pacific University Student Health Center:Policy for Students Injured On-Campus”) 
 

1. Do not move the injured student unless it is a life-threatening situation 
2. If it is a medical emergency, call 911  
3. Call Campus Public Safety (x2230); if step 2 was necessary, notify them 911 

has been called and emergency personnel are en route 
a. Campus Public Safety will notify the Director of Student Health (x2269) 

within 72 hours; if the Student Health Center is closed, Campus Public 
Safety can page the Director of Student Health to screen the injured 
person and make a recommendation for medical care; if the Director of 
Student Health cannot be reached, the injured student should be sent to 
an Emergency Room 

4. An Accident/Injury Analysis form will be filled out by the Director of Student 
Health 

a. The Accident/Injury Analysis form will be presented at the next Health 
& Safety Advisory Committee meeting (with the student name omitted 
for confidentiality) for recommendations on prevention and corrective 
action as indicated 

5. Any questions regarding incurred costs or insurance issues should be addressed 
with the Director of Student Health 

STUDENT INJURY

ON-CAMPUS ACCIDENTS/INJURIES
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(Also see Pacific University’s “Outback Protocols”) 
 
Management of an accident scene is the duty of the group leader until outside emergency 
response personnel arrives.  The group leader will decide whether to abort a trip and/or 
evacuate individuals.  In emergency situations the first contact will be with local 
authorities and then University officials will be notified.  Situations warranting termination 
of an off-campus venture, such as an Outback trip, include: 
 

• Threatening behavior to one’s self or to others; includes suicide attempt/threat 
or death 

• Wound larger than a quarter on hands, face, or genitals 
• Chronic, debilitating pain or discomfort 
• Loss of participant(s) 
• Head injury and/or loss of consciousness 

 
In the event of an off-campus student accident/injury: 
 

1. Do not move the injured student unless it is a life-threatening situation 
2. If it is a medical emergency, call 911 
3. If outside emergency assistance is required, notify Campus Public Safety (503-

359-2230). CPS will then notify the VP of Student Life of the incident. 
 

Examples of situations requiring this notification include: 
• 911 medical emergency 
• vehicle accident 
• lost group member or unplanned group separation 
• evacuation of group member 
• life-threatening situation 
•  

 
 

 
 
 
 
 
 
Some campus buildings are equipped with a battery-powered emergency lighting system, 
which will automatically activate if there is a power outage.  However, it is recommended 
that each office and room occupant maintain an operational flashlight, the backup power 
systems will only operate for 80 – 90 minutes.  Follow the procedure below for full 
electrical failure. 
  

1. Call Campus Public Safety (x2230) 
a. Campus Public Safety will contact Facilities Office during the hours of 

8 AM to 5 PM (x2213) and/or an appropriate on-call Facilities 

UTILITY FAILURE 

ELECTRICAL FAILURE

OFF-CAMPUS ACCIDENTS/INJURIES 
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Engineering personnel (after hours) if the failure is within the scope of 
Pacific University’s capabilities 

b. If the failure is beyond the scope of Pacific University’s capabilities and 
poses an immediate safety threat, Forest Grove Light and Power will be 
contacted  

 
2. Turn off computers and other electrical equipment so they are not damaged 

when power is restored 
3. Evacuate the room or area immediately to a safe area away from the building 
4. If downed power lines are present, assume they are live and do not touch or try 

to move them 
5. An initial triage of the outage will be conducted by line staff who are present on 

campus at the time of the outage (i.e Facilities, CPS, Res-Life).  Information 
will be shared with the Director of those personnel as soon as it is available.   

6. After hours this triage will be conducted by Campus Public Safety along with 
Res-Life  staff, who will in turn notify the Dean of Students.  The Dean of 
Students will notify (within 30 minutes) the President of the situation and 
discuss possible action to be taken.  This may or may not include activation of 
the EAS based on the circumstances surrounding the incident. 

7. It is possible for power to remain energized in parts of the campus due to 
multiple feeder lines coming from City systems.  Evacuations may be 
conducted that do not use standard procedures outlined in this Emergency Plan. 

   
 
 
 
In the event of a major HVAC system failure, the following procedures are to be followed:   

  
1. Call the Facilities Office at x2213 between 8AM – 5PM 
2. After normal business hours, call Campus Public Safety at x2230 

a. If the failure involves an inhalation hazard, such as chemical fumes, see 
scenario for “Chemical Spills and Releases” 

b. If the failure is beyond the scope of Pacific University’s capabilities to 
correct, the Facilities Department will seek outside resources 

  
 
 
 

1. Call the Facilities Office at x2213 between 8AM – 5PM 
2. After normal business hours, call Campus Public Safety at x2230 

a. Campus Public Safety will contact the appropriate on-call Facilities 
Engineering personnel if the failure is within the scope of Pacific 
University’s capabilities. Power will be shut off to a flooded area that 
poses an immediate safety threat  

b. If the failure is beyond the scope of Pacific University’s capabilities and 
poses an immediate safety threat, the Forest Grove Fire Department 
(911) will be contacted. Power will be shut off to a flooded area that 
poses an immediate safety threat  

3. In a flooded area, do not touch any electrical equipment while the power is still on 
 

HEATING VENTILATION & AIR CONDITIONING (HVAC) SYSTEM FAILURE

PLUMBING FAILURE
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Campus elevators are inspected and serviced on a routine basis by certified contractors.  
Emergency equipment located inside each elevator is connected to an off-site monitoring 
service.  
 

1. If you are trapped in an elevator and think there may be someone nearby who 
can assist you, turn on the emergency alarm located on the main user panel 
inside the elevator by pushing or switching the alarm button or toggle switch 

a.   This action results in only an audible alarm (i.e. it is not an action 
which results in automatic notification of the off-site monitoring service) 

 
            2.   If you are trapped in an elevator and don’t think there is someone nearby who                                 
                  can assist you, or if there has been no response to the emergency alarm, press    
                  the “call” button located on the main user panel inside the elevator 

a.   The call signal will ring in to the off-site monitoring service; if there is 
no response to the call back, or if it is requested, the monitoring service 
will contact Campus Public Safety and dispatch repair personnel 

 
 
 
 
 
 
(Also see “Pacific University Vehicle Use Procedure” card, issued by Facilities Office 
when vehicle keys are picked up; and/or “Pacific University Driver’s Responsibility”, also 
available through Facilities Office) 
 
An emergency kit containing flares, fire extinguisher, first aid supplies, and flashlight is in 
each vehicle.  It is located under the rear seat in vans and in the trunk of passenger cars. 
 
If you are the driver of a university-owned or university-rented vehicle and are involved in 
a traffic accident: 
 

1. Call 911 if there are injuries; flag down a passerby if necessary 
2. Notify Campus Public Safety (503.352.2230) 

a. If between the hours of 8am - 5 pm, Campus Public Safety will notify 
the Facilities Management Office at ext. 2213. If after 5 pm, Campus 
Public Safety will notify one of the Facilities employees designated on 
the "Pacific University Vehicle Use Procedure" card. 

3. If another vehicle is involved, exchange insurance information with the driver even 
if damage does not appear to be extensive 

4. Complete the accident form provided in the vehicle; return the form to Facilities  
Office with the key pouch 

5. If the accident involves injuries and/or vehicle damage of $1500 .00 or more, 
Oregon State law requires an accident report be filed with the Oregon Department 
of Motor Vehicles within 72 hours of the time of the accident. The driver is 
responsible for filing this form with the Oregon Department of Motor Vehicles 

 

ELEVATOR FAILURE

VEHICLE ACCIDENT 
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The department renting the vehicle will be charged for repairs up to the amount of any 
insurance deductible. 
 
 
 
 
 
(Also see Flood section) 
 
Weather conditions likely to be encountered in Forest Grove and pose a safety threat 
include electrical storms and cold-weather storms.  
 
 
 

 
The human body is 70% water, which makes it an excellent conductor of electricity.  
Lightning always seeks out the tallest object in a given area and if that object is you, you 
could be burned, shocked, or electrocuted. 
 

1. Stay indoors 
2. If you are outside, seek shelter in the nearest building 
3. If you are unable to get inside a building:  stay low to the ground, don’t stand under 

a tree (trees attract lightning which can cause them to split, fall, explode, or shock 
you), and stay away from fences or other metal objects than can conduct electricity 

4. If downed power lines are present, assume they are live and do not touch or try to 
move them; if a power line falls across a car that you are in, stay in the car – if you 
MUST leave it, jump clear so that no part of your body is touching the car when 
your feet touch the ground 

 
 
 
 
 
Cold-weather storms can result in slip hazards on campus walkways, dangerous driving 
conditions, and overhead limb or electric line hazards. 
 

1. Use extra caution when walking on campus walkways; use available handrails 
when ascending or descending steps 

2. Do not stand under overhead objects, such as tree limbs or electric lines, that are 
heavily weighted with snow or ice 

3. If downed power lines are present, assume they are live and do not touch or try to 
move them; if a power line falls across a car that you are in, stay in the car – if you 
MUST leave it, jump clear so that no part of your body is touching the car when 
your feet touch the ground 

4. Employ winter driving techniques; use traction devices on university vehicles as 
recommended in the Driver Training Course (coordinated by Facilities 
Management and the Health & Safety Manager) 

 
 
 

WEATHER STORM 

ELECTRICAL STORM

COLD-WEATHER STORM
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Pacific University will make every attempt to keep offices and services operating in 
inclement weather.  However, there are occasions when sever inclement weather may 
necessitate closure of the university.  In that event, the following procedures will be 
observed: 
 

1. The President or designee shall make the final decision based on information 
provided by Public Affairs and Campus Public Safety. 

 
2. The Director of Public Affairs, in consultation with the Director of Facilities 

Management or others, will notify the President as soon as possible of hazardous 
weather conditions, utilizing campus reports as well as local road and state highway 
conditions from the Oregon State Police and the Washington County Sheriff’s 
Office. 

3. With this information the President will decide whether the University, with its 
associated colleges, schools and programs, shall be closed or be opened late. 

4. The Director of Public Affairs (or the Public Information Officer) will update 
the telephone switchboard auto-attendant greeting and notify the news media (all 
designated metro area TV stations and radio stations) of the closure or late opening. 

5. The Vice-President of Academic Affairs, Vice-President of Enrollment 
Management, Vice-President of Finance & Administration, Dean of Students, Food 
Service Director, Dean of the College of Arts and Sciences, and the Deans and 
Directors of graduate programs will be notified; each will use a phone tree to notify 
those individuals on their areas.  

6. If the university is officially closed due to inclement weather, all staff members 
will be compensated for lost time at their regular rate from the time of closure.  
Non-exempt personnel who may be required to work when the university is closed 
will receive time-and-one-half for hours worked. 

7. If the inclement weather develops overnight, a decision will be made no later than 6 
a.m.  Other procedures will be followed as stated above.  On inclement weather 
days, employees are responsible for listening to media announcements regarding 
university closures and late openings. 
 

Portland Area 
TV Stations: KATU 2 (ABC), KGW 8 (NBC), KOIN 6 (CBS), KPTV 12 (UPN) 
 
Radio Stations: KOTK AM 1080, KXL AM 750, KEX AM 1190, KKCW FM 103.3, 

KINK FM 102, KUPL FM 98.7, KWJJ FM 99.5, KDBZ AM 620, 
KKRZ FM 100, KPAM AM 860, KUIK AM 1360  

 
Eugene Area 
TV Stations: KEZI 9 (ABC), KMTR 16 (NBC), KVAL 13 (CBS), KLSR 5 (Fox) 
 
Radio Stations: KMGE FM 94.5, KLCC FM 89.7, KPNW AM 1120, KUGN AM 590  
 
 

INCLEMENT WEATHER POLICY
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External resources that may be useful for incidents falling within the scope of the 
Emergency Plan include: 
 
 On-Campus Off-Campus
American Red Cross 9.503.284.1234 503.284.1234
Bomb Squad (Oregon State Police) – initial call 911 911
Center for Disease Control 
        Emergency Response 9.1.770.488.7100 1.770.488.7100
Forest Grove Fire Department (emergency #) 911 911
Forest Grove Fire Department (non-emergency #) 9.503.992.3240 503.992.3240
Forest Grove Light & Power (main #) 9.503.992.3249 503.992.3249
Forest Grove Light & Power (power outages) 9.503.992.3250 503.992.3250
Forest Grove Light & Power  
        (power outages after 5:00pm) 9.503.992.3260 503.992.3260
Forest Grove Police Department (emergency #) 911 911
Forest Grove Police Department 
        (non-emergency #) 9.503.992.3260 503.992.3260
Forest Grove Public Works  
        (sewer, street, water, maintenance) 9.503.992.3258 503.992.3258
Hazardous Materials Emergency Response 
Team 
(Office of State Fire Marshal) – initial call 911 911
Mental Health Crisis Line (24 hours/day) 9.503.291.9111 503.291.9111
Northwest Natural Gas (emergency #) 9.1.800.882.3377 1.800.882.3377
Poison Control 9.1.800.452.7165 1.800.452.7165
Weather information (National Weather 
Service, state of OR; includes warnings & 
watches) 

http://iwin.nws.noaa.gov/iwin/ 
or/or.html 

 
 
 
 
 
 
 
 
 

RESOURCES 



Pacific University Emergency Plan 
October 2004 Revision  

39 

 
 
 
 
Department of the Treasury:  Bureau of Alcohol, Tobacco & Firearms; Bomb Threats & 
Physical Security Planning, ATF P 7550.2, Jul 1987, Arson & Explosives section, Oct 
1999. 
 
Department of the Treasury:  Bureau of Alcohol, Tobacco & Firearms; Letter & Package 
Bomb Detection Techniques, ATF P 3320.5, Aug 1996, Arson & Explosives section, Oct 
1999. 
 
Federal Emergency Management Agency, Fact Sheet:  Earthquakes, 
http://www.fema.gov/hazards/earthquakes/quakef.shtm  Sept. 2002 
 
Federal Emergency Management Agency, Fact Sheet:  Floods & Flash Floods, 
http://www.fema.gov/hazards/floods/ Aug. 2003 
 
Pacific University Environmental Health & Safety, Emergency Plan, 2003. 
 
Pacific University Environmental Health & Safety; Health & Safety Advisory 
Committee:  Organization & Procedures; July 2003 rev. 
 
Pacific University Facilities Management, Pacific University Driver’s Responsibility, 
July1, 2000. 
 
Pacific University Human Resources; On-the-Job Injury: Reporting Responsibilities: 
July 2003 
 
Pacific University Office of the President, Inclement Weather Policy, Jul 2002. 
 
Pacific University Outback, Outback Protocols ’01, 2001. 
 
Portland General Electric, Storm Tips, 
http://www.pge.com/004_safety/004c2_storm_tips.shtml , Aug. 2003. 
 
United States Postal Service, What Should I do if I Receive an Anthrax Threat by 
Mail?  http://www.usps.com/news/2001/press/pr01_1010tips.htm.  
 
Oregon Department of Motor Vehicles 
http://www.oregondmv.com/Acc_Insur/acc_responsibility.htm#reporting 
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