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EMERGENCY RESPONSE 

GUIDELINES 

LCCC ALLENTOWN 

(DONLEY CENTER) 

 
The items as enumerated in the Emergency Response Guidelines are 

suggested guidelines for internal use only, to be followed on a best-efforts 

basis. Each Team individual responding to any of the enumerated events 

retains authority to make an on-site judgment that may alter any guideline. 
 

A copy of Lehigh Carbon Community College's Emergency Response 

Guidelines will be maintained in the office of each member of the Critical 

Incident Communications Team. A copy will also be maintained in the 

front reception area on the Schnecksville campus. 
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POLICY 

FOR 

DISSEMINATION OF INFORMATION 

 
 

Whenever a crisis occurs on campus, news media from various sources may appear on 

campus, or at a minimum, be calling for information regarding the incident. To effectively 

and accurately communicate the facts of the situation and to disseminate only that 

information that is appropriate, the campus response should be from a single voice. 

 
The Critical Incident Communications Team will be activated, but the College President, the 

Executive Director of College Relations, or their designee should be responsible for the preparation 

and dissemination of any information regarding the crisis on campus. This effort should be 

accomplished after discussing the incident with the Critical Incident Communications Team. 

 

The following should be considered when disseminating any information regarding the crisis: 

 

 An incident could be criminal in nature and communication with the investigating police 

department is essential prior to any release. 

 Communicate early and often. Discuss what happened, what law enforcement is doing about 

it, and what the impact was on the College community. 

 Plan ahead. Anticipate questions and prepare background information. Indicate to the 

news media the exact time and location of the next briefing. 

 

Possible Methods of Communication: 

 

 In person by a member of the Administration 

 E-mail to all faculty and staff 

 Activation of text messaging system 

 Reassuring letter to the campus community from the College President 

 Letter to parents from College President or Dean of Student Support and Success 

 LCCC Web page  

 Telephone “hot-line” with printed information prepared by the Administration, with no 

deviations from printed text 
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LEHIGH CARBON COMMUNITY COLLEGE 

EMERGENCY RESPONSE GUIDELINES 
 

IMPORTANT CONTACT NUMBERS 

 

LCCC ALLENTOWN 

(DONLEY CENTER) 
 

 

Title Name Work Phone Home Phone Cellular Phone 

President Dr. Ann Bieber 1121 ------ 610-248-2029 

Vice President for Academic Services 

and Student Development 
Larissa Verta 1877 ------ 484-225-9612 

Vice President for Finance and 

Administrative Services 
Stefanie Nester 1740 ------ 484-507-4655 

Vice President of Enrollment 

Management 
Cindy Haney 1141 215-258-3397 610-217-5272 

Executive Director of College 

Relations 
Linda Baker 1584 906-231-5646 484-661-8233 

Dean of Student Support and Success Peggy Heim 1895 610-759-1942 610-393-9827 

Director of Site Educational 

Services/Tamaqua Site Supervisor 
Amber Zuber 7020 ------ ------ 

Director of Site Educational 

Services/Allentown Site Supervisor 
Maryanell Agosto 1948 ------ 484-632-9210 

Director of Facilities Management & 

Public Safety and Security 

George Calaba 1113 ------ 484-554-2748 

Assistant Public Safety Supervisor Gary Olewine 1169 610-681-7436 484-788-9684 

Public Safety Specialist Heather German 1169 ------ 484-894-5127 

Public Safety Office Office 1169   

Chief Information Officer Joshua Mitchell 1132 ------ ------ 

Conference Bridge   1-855-664-2434 449125 
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Emergency Operations Center 

LCCC Allentown 

(Donley Center) 

 
When necessary relative to the emergency event on campus and upon notification of such event, 

members of the Critical Incident Communications Team will respond to the Emergency Operations 

Center (EOC) as directed. In the event of an emergency/crisis situation the primary EOC location 

will be the main reception/office area of the building. If that location does not provide a safe area 

due to the emergency, the alternate location for the EOC will be determined by the Site Supervisor 

or designee. 

 

Upon arrival at the EOC personnel will organize and follow the incident command system.   Once 

emergency personnel arrive on scene a unified command  system  will  be  initiated.  LCCC Critical 

Incident Communications Team members will assist in the unified command system as necessary 

and/or directed. 
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SECTION 1 

HEALTH AND MEDICAL EMERGENCIES 
 

 

MEDICAL EMERGENCIES 
 

In the event of an accident, injury or illness involving a student, employee or visitor, a call should 

be made immediately to the front reception desk at extension 1940. If it is life-threatening 

situation, the caller should immediately call 911 prior to contacting the front desk. 

The caller should attempt to collect the following information if able: 
 Name, sex, and approximate age of victim 
 Nature of the medical emergency 
 Exact location of the victim 
 Any additional pertinent information 

Front desk personnel will confirm that the City of Allentown 911 Center has been notified and will 

respond to the location of the emergency to render aid until an ambulance arrives on scene.   Site 

personnel will designate an individual to meet the responding ambulance at the main entrance to 

the building to direct EMS personnel to the proper location within the building. 

 

DEATH ON CAMPUS 

 

 Immediately call 911, contact the reception desk at ext. 1940 who will also notify the 

Department of Public Safety at ext. 1169. 

 If it is apparent that no medical treatment is possible, the area will be secured by the site 

supervisor or designee and treated as a crime scene until otherwise determined. The area 

should be blocked from any additional pedestrian traffic. 

 The Allentown Police Department will be immediately notified at 911. Upon their arrival 

on scene Allentown Police Department will assume responsibility. 

 School personnel will assist the police in the investigation as needed. 

 The Critical Incident Communications Team will be activated. The President of the College or 

his/her designee will determine if any or all of the following actions will be enacted: 

o Sending of correspondence to the college community to disseminate correct 
information as needed 

o Dissemination of information to the press in accordance with the Dissemination of 
Information Policy in this manual 

o Delegate follow-up meetings between the college and students, employees and the 
community as necessary 
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MENTAL HEALTH EMERGENCIES 
 

A mental health emergency is a situation in which an individual poses an immediate threat to 

themselves and/or others. (i.e., suicide ideation, attempted suicide, threats of violence toward self 

or others, etc.) If an employee becomes aware of such a problem with others, they should 

immediately call 911 and then notify the front reception desk at ext. 1940 and the site supervisor 

(ext. 1948) as soon as possible. 

 

 The site supervisor will respond to the location to assess the problem. Every effort should 

be made to ensure the safety and security of others as well as the safety and privacy of the 

individual in crisis. The site supervisor should relay as much information as possible to 

responding agencies of the exact location of the individual. They will then designate 

someone to meet responders at the main entrance of the building to assist in directing 

personnel to the proper location. 

 The Associate Dean of Student Success will also be notified to assess the situation and 

determine the necessity of activating the START Primary Response Team. 

 Community Resources will also be utilized including but not limited to the following: 

 Crisis Intervention for Lehigh County – 610-782-3127 

 Lehigh County Mental Health – 610-782-3135 
 

 The Critical Incident Communications Team will also be activated who will in turn make 

the determination as to further notifications and activations of emergency plans. 

 

DISEASE OUTBREAK 
 

The occurrence of any unusual disease which may be of public concern, whether or not it is known 

to be of communicable nature, should be reported. As much of the following information as 

possible should be reported: 

 

 Type of symptoms, suspected disease, diagnosis if applicable, name, date of birth, address 

of individual(s) affected in accordance with HIPPA regulations. 

 All reports will be kept confidential. 

 As soon as it is suspected that a disease outbreak may be present, the Critical Incident 

Communications Team will be activated. 
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SECTION 2 

WEATHER EMERGENCIES AND NATURAL DISASTERS 
 

FLOODING 
 

When call is received by the front desk and/or site supervisor: 

 

 Determine the room or area and the extent of flooding. 

 The site supervisor will immediately respond to scene. 

 Contact the Director of Facilities Management @ x 1113. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 

 If necessary, the Critical Incident Communications Team will be notified and advised to report 

to the appropriate Emergency Operation Center. (see Critical Incident Communications Team) 

 Be aware of electrical lines and equipment with the potential for electrical shock or 

electrocution. 

 If electrical lines are down – contact PPL @ 1-800-342-5775 – Choose Option 1. 

 School personnel will cordon off area after removing occupants. Evacuate buildings in 

person and/or utilizing text messaging system in conjunction with a campus wide 

announcement via the mass notification system. Relocate individuals per the evacuation 

procedures in Section 6 of this manual. 

 Personnel will assist the Director of Facilities Management as needed. Prevent unauthorized 

person(s) from entering affected building(s) or area(s). 

 

TORNADO 
 

When a call is received or condition tornado condition observed by school personnel: 

 

 If tornado has not yet hit, the text messaging system should be activated in conjunction 

with an building-wide announcement via the mass notification system advising individuals 

on campus to seek shelter in the proceed to basement or lowest level of building, away 

from windows – while advising others to do same. School personnel and/or security should 

attempt to remove any objects in suspected path that could become projectiles. 

 The site supervisor will contact the Director of Facilities Management @ x 1113. 
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 The Critical Incident Communications Team will be activated. (The aforementioned will 

determine if and when others should be contacted.) If necessary, the Critical Incident 

Communications Team will be notified and advised to report to the appropriate Emergency 

Operation Center. (See Critical Incident Communications Team page) 

 School personnel and/or Security Officer(s) at scene assess the situation and provide 

information to aforementioned. 

 If the tornado has struck, in addition to above-mentioned procedures, school personnel 

and/or security will determine damage to include – 

Possible fire – call Allentown Fire Dept. @ 911 

Water main break 

Injuries –direct call to be made to 911 – to dispatch ambulance 

Downed electrical wires – call PPL @ 1-800-342-5775 – Choose Option 1. 

 School personnel and/or security should provide safe access route information to 

responding emergency personnel. 

 If evacuation is necessary, personnel will follow procedures listed in Section 6. 

 

EARTHQUAKE 

When call is received or condition observed by school personnel: 

 Determine location and possible extent of damage – any injuries? 

 School personnel and/or security respond to scene. The mass notification system may be 

utilized to provide further instructions to individuals campus-wide. The e2Campus 

notification system will also be activated. 

 Contact Director of Facilities Management @ x 1113. Director will determine need for 

additional department member call-out and/or notification of Emergency Response Team 

and the Critical Incident Communications Team. 

 Security and school personnel at the scene determine damage to include: 

Possible fire – call 911 

Water main break 

Injuries – call 911 for ambulance 

Downed electrical wires – call PPL @ 1-800-342-5775 – Choose Option 1. 

 

DAMAGE TO BUILDINGS 

 Site supervisor or designee(s) will evacuate buildings –directing occupants to relocate per 

Evacuation Plan – Section 6, this manual. Evacuation notice by text messaging and/or 

campus wide announcement via the mass notification system. 

 Assist any injured – also handicapped, visually or hearing impaired. 

 Upon arrival at relocation site – faculty ensures accountability of students. Administrators 

ensure accountability of staff members. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 

 Site supervisor or designee(s) will cordon off the area surrounding the entrapment and 

ensure bystanders are kept away. 

 Upon arrival of police department having jurisdiction, they will assume responsibility. 

 School personnel will assist emergency responders as necessary and/or requested. 
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SECTION 3 

FIRES, BOMB THREATS AND EXPLOSIONS 
 

FIRE 
 

When call is received, fire alarm is activated or fire is observed by school personnel: 

 Determine the exact location of the fire. If fire alarm has not been activated it should be 

done so immediately by the site supervisor or designee. 

 The alarm system will automatically notify fire and police to be dispatched immediately. 

 School personnel and/or Security Officer(s) begin to assist in evacuation of building as per 

evacuation procedures found in Section 6 of this manual. Provide immediate assistance to 

injured, handicapped, or hearing impaired. 

 Site supervisor will call or direct call to Director of Facilities Management @ x 1113. 

 Provide a safe access route to emergency responders utilizing the parking areas around 

the building. 

 Upon arrival of Fire Department – they assume responsibility. Site supervisor and other 

personnel will assist as requested. 

 Director of Facilities Management will determine structural damage and feasibility of 

immediate use of building. 

 No one should be permitted back into the building unless authorized by Fire Department 

member or police, in conjunction with Security. 

 

BOMB THREAT 
 

When call is received by the front desk or site supervisor: 

 REMAIN CALM – DO NOT PANIC OTHERS. 

 Every attempt should be made to compile as many details as possible (i.e., location, type 

of bomb, specific threats). 

 DO NOT TRANSMIT OVER PORTABLE RADIOS OR CELL PHONES. 

TURN OFF PAGERS – ADVISE OTHERS TO DO SO. 

 Site supervisor or designee will contact Allentown Police Department at 610-437-5252 or 

911 dependent on the actual threat and time limits and if deemed necessary. The Critical 

Incident Communications Team to assist in evacuations. 
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 Site supervisor will respond immediately to suspected building and begin evacuation per 

procedures found in Section 6 of this manual. Those closest to suspected device will be 

evacuated first. All evacuation of buildings will be communicated in person by school 

personnel or members of the Critical Incident Communications Team. The mass 

notification system should NOT be utilized in such an event. 

 Evacuate a clear zone of at least 300 feet. If caller does not identify building, President or 

designee will determine whether to suspend classes and evacuate all buildings for a period of 

time. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 

 During evacuation, ask occupants to quickly scan THEIR immediate area and identify 

anything in plain view that is not known to them. 

 Suspicious items – should not be touched, moved or opened – but reported. 

 Site supervisor or designee(s) will cordon off the area of suspected or located device. 

Consider the area the same as a crime scene. 

 Upon arrival of responding police department – they assume responsibility. 

 No one permitted back into building until determined safe and authorization is given by 

police or Security Officer. 

 

EXPLOSION 
 

When call is received by school personnel: 

 
 Obtain name  of  caller  and  extension  or  telephone  number  and  determine  location  of 

explosion. 

 Allentown Police Department should be notified at 911. 

 Contact Director of Facilities Management @ x 1113. Director of Facilities Management 

will determine need for others from Operations and Maintenance to respond. Director of 

Facilities Management will also determine activation of the Emergency Response Team. 

 School personnel and/or security will attempt to identify and assist injured. Personnel 

should evacuate buildings affected by explosion per the evacuation procedures listed in 

Section 6 of this manual and follow procedures for damage to buildings (Section 3). 

 Department of Public Safety with assistance from Director of Facilities Management will 

determine damage that may include: 

Possible fire – immediately contact with Allentown Fire Dept. @ 911. 

Downed electrical line – call PPL @ 1-800-342-5775 – Choose Option 1. 

Propane leak – call Ameri-Gas @ 610-435-3588 

 Upon arrival of responding police department, they assume charge of scene. School 

personnel will assist responding emergency/police personnel. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 
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SECTION 4 

Chemical or Biological Catastrophic Events 
 

 

CHEMICAL SPILL/RADIATION LEAK 

 

When call is received by the reception desk or site supervisor they will: 

 Determine location of chemical spill or radiation leak. 

 Site supervisor will respond to scene – using the following precautions: 

1. Stay 300 feet away – until agent and concentration are identified. 

2. Stay upwind and uphill. Hazardous Materials are transported by water and wind. 

3. If visible cloud – stay clear of it. 

4. Evacuate anyone that has not been contaminated. 

5. Isolate victims. 

 Determine injuries, symptoms presented – as visible from safe distance. Advise victims 

who are able, to move away from mishap site – to avoid further contamination. 

 Contact Lehigh County Emergency Management Agency @ 610-782-4600 

 Contact ambulance and Allentown Fire Department @ 911 – specify nature of incident. 

 Suggest safe access route for responders. 

 Evacuation should be as per Evacuation Procedures – Section 6 of this manual. 

 Contact Director of Facilities Management @ x 1113. He will determine need for 

additional member call-out. 

 Assist responding police in securing scene and setting up Emergency Medical Services 

staging area – for patient triage, treatment, and transportation. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 
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BIOCHEMICAL THREATS 
 

Various hazards may be biological, nuclear, incendiary, chemical, or explosive. Personnel’s first 

concern should be self-protection. Contamination of first responders will eliminate the possibility 

of providing further assistance. 
 

SUSPICIOUS PACKAGES/MAIL 
 

Any of the following could indicate the need to use caution – 

 Strange Odor. 

 Wrong Title with Name. 

 Badly Typed or Written. 

 Rigid or Bulky. 

 Misspelled Words, Addressed to Title Only. 

 Excessive Postage. 

 Mailed from Foreign Country. 

 Restrictive Markings – i.e., “Personal.” 

 No Return Address. 

 Protruding Wires. 

 Oily Stains on Wrapper. 

If any of the above are received: 

 Reception personnel will call Security and should NOT handle the package. 

 Site supervisor will immediately respond to location and refrain from using portable radios 

until nature of suspicious package/mail is determined. 

 Treat the scene of the suspicious item as a crime scene. If persons have become 

contaminated – advise them to remain at location of discovery until outside emergency 

responders can assess severity. 

 Secure the area by establishing a perimeter. The perimeter should be large enough to 

contain the area and protect other individuals. 

 Attempt to have the HVAC system for building shut down by contacting Director of 

Facilities Management @ x 1113. 

 If a package still cannot be identified and appears suspicious based on aforementioned, the 

site supervisor will contact Allentown Police Department at 610-437-5252 or 911 if 

situation is more urgent. 

 Ensure responding units are notified if package/letter has been opened. 

 Contact person to whom the package/mail is being sent. Attempt to determine if the 

receiver is expecting a package/mail 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 

 The site supervisor and/or the Director of Facilities Management will assist police and 

other emergency responders to determine possible decontamination site on campus. 
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SECTION 5 

Acts of Violence 
 

 

HOSTILE INTRUDER/SHOOTER 
 

 The nearest yellow Emergency Lockdown Alert Station (NOT the red fire pull station) 

should be pulled immediately if possible. Security and the Pennsylvania State Police will 

automatically be notified. Lockdown procedures (Appendix) should be followed. The 

text message alert system should also be activated by the College. 

 If not able to activate the Emergency Lockdown Alert, call 911 and/or the front desk 

immediately if possible. The site supervisor or designee will activate the Emergency 

Lockdown Alert and text messaging alert system. 

 DO NOT attempt to disarm the individual. 

 Those within the hostile intruder emergency area should NOT lockdown the classroom  or 

office. 

 Once the site supervisor has been advised of an emergency lockdown situation, they will 

attempt to obtain additional information. The site supervisor or designee will advise 

responding State Police units of further information. 

 An individual from the Critical Incident Communications Team will meet responding law 

enforcement in the lobby area of the building (if safe to do so) to direct them to the proper 

area on campus. Other members should report to the appropriate designated Emergency 

Operation Center and follow incident command protocol. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 

 Upon arrival at the scene the Allentown Police Department will assume responsibility. 

 The site supervisor will provide assistance to emergency responders as necessary. 

 Individuals should remain in lockdown until the all clear is given. (see Lockdown 

Procedures, Appendix) 
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HOSTAGE TAKER 

 

 TRY TO REMAIN CALM. DO NOT PANIC OTHERS. 

 If possible, a yellow Emergency Lockdown Alert Station should be pulled immediately 

and/or notify the front desk or call 911. The Allentown Police Department will be notified 

automatically. This may not be possible if the hostage taker is aware of such attempts. 

If possible, try to signal someone outside of the situation do make the notification or pull 

the Emergency Lockdown Alert Station. Individuals within the area of the emergency 

should NOT lockdown the classroom or office area. All others should follow the 

Lockdown Procedures (Appendix of this manual). 

 The site supervisor will attempt to determine the exact location of the hostage taker and 

additional information regarding presence of a weapon, injuries, identity of hostage taker, etc. 

 The Critical Incident Communications Team will be activated and members of the Critical 

Incident Communications Team will be notified to respond to the appropriate designated 

Emergency Operation Center and follow incident command protocol. 

 The Allentown Police Department will assume responsibility of the situation upon arrival. 

School and/or Security personnel and Critical Incident Communications Team members 

will assist responding emergency personnel as needed. 

 Individuals on campus should remain in lockdown until given the all clear. 

 
OTHER CRIMES OF VIOLENCE 

 

 If you are victimized by, witness or are informed of a violent crime act, notify the reception 

desk and/or site supervisor immediately. 

 The site supervisor will respond to the location and determine the exact nature of the 

incident. If medical treatment is necessary, school personnel will immediately call 911 to 

request an ambulance response. 

 With the agreement of the victim, the Allentown Police Department will be contacted to 

conduct an investigation. If victim refuses to have a criminal investigation conducted by 

the Allentown Police Department, the site supervisor or Security Officer should obtain a 

waiver of refusal, signed by the victim. 

 Security is required by law to contact local police anytime a crime has been committed and 

will give the police a written copy of their report. Identity will be kept confidential at the 

request of the victim until/unless the victim files a criminal charge. 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 
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SECTION 6 

Evacuation Procedures 
 

 

EVACUATION (CAMPUS-WIDE) 
 

Whenever it has been determined that a campus-wide evacuation is necessary, the following 

procedure will be followed: 

 The Critical Incident Communications Team will be activated. 

(The aforementioned will determine if and when others should be contacted.) 

 The Allentown Police Department will be immediately contacted at 610-437-5252 or 911 as 

appropriate to assist in the evacuation effort. 

 Members of the College community will be directed to begin the evacuation. Notification will 

be given in person, via the audible alert system, and/or text messaging system. 

 Those conducting the evacuation should remain calm and insist on an orderly evacuation. 

Faculty members will make every attempt to account for students in their class once evacuated. 

 Evacuation points for the site are the Harrison Morton Middle School, 137 N. 2nd Street, 

Allentown, 484-765-5700 – or – Central Elementary School, 829 Turner Street, Allentown, 

484-765-4800. 

 Vehicles should not be removed from nearby parking areas if they will interfere with the 

overall evacuation effort. This determination to be made by the Site Supervisor and/or the 

Allentown Police Department. 

 Reuniting location will be located at the designated evacuation point for that event unless 

otherwise specified given the emergency. This information will be provided to the public via 

the college public information officer (or official designee) and/or the Allentown Police Public 

Information Officer. 
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APPENDIX 
 
 

EMERGENCY CONTACT PHONE NUMBERS 

LOCAL 

 Allentown Police, Fire and Ambulance @ 911 

 PPL @ 1-800-342-5775 – Choose Option 1 

 

EMERGENCY EVACUATION LOCATIONS 

 Harrison Morton Middle School, 137 N. 2nd Street, Allentown 484-765-5700 

 Central Elementary School, 829 Turner Street, Allentown 484-765-4800 

 

EMERGENCY RESPONSE AGENCIES 
 

FEDERAL 

 American Red Cross @ 610-865-4400 

 Federal Aviation Administration @ 800-222-4087 

 Federal Emergency Management Agency (FEMA) @ 215-931-5500 

Coordinate overall Federal response 

Provide Federal resources 

STATE 

 Pennsylvania Emergency Management Agency (PEMA) @ 717-783-8016 

Coordinate States resources 

Controls access of air and rail traffic 

 Department of Environmental Protection @ 800-438-2474 

Provides personnel, equipment and materials in hazardous material incidents 

 Pennsylvania Department of Transportation @ 800-932-4600 

Assists in impediment removal 

 Pennsylvania State Police @ 610-861-2026 

COUNTY 

 Lehigh County Emergency Management Agency @ 610-782-4600 
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CAMPUS LOCKDOWN PROCEDURES 
 

The yellow lockdown pull stations are located at various locations throughout the buildings at all 

campuses. The lockdown alert is to be utilized for potentially life threatening situations (such as 

an active shooter) on campus other than fires and/or explosive devices. In the event of an 

emergency, the lockdown alert pull station works in the same manner as the traditional fire alarm 

pull stations. 

 

When the lockdown alert is activated the following will occur: 

 An alarm signal (audible and visual) will begin along with a broadcast message that will 

be heard both in and outside of the buildings instructing you that there is a “Lockdown 

alert. Remain in your area. Await further instructions.” 

 Immediately upon the emergency alert activation the alarm company will notify the 

appropriate police agency first and then notify LCCC security. Security will respond to the 

problem to attempt to contain the situation until outside law enforcement resources arrive 

on scene. Further instructions will be broadcast as the scene is secured. 

 

What YOU should do in the event of a lockdown alert: 

 If you are in a classroom or office area, immediately lock the entry door and turn off the 

lights. Keep students inside, away from windows and take cover if possible. 

 If the threat is in your immediate area, DO NOT lock the aggressor in your area with you. 

 If you are out in a common area, seek the nearest secure shelter (i.e., a nearby classroom, 

office, bathroom, etc.) 

 If you are in or near a parking lot area, seek shelter in your vehicle and lock the doors. DO 

NOT leave the campus. Await contact by police personnel. 

 Remain in your secured area until further instructions are provided. This may take some 

time and will require patience. 

 IMPORTANT: If you are locked down in your office or a classroom or other area, it is 

important that you remain locked down as police pass through the area to investigate and 

secure the threat. It is also important that you indicate (if possible) to the police non- 

verbally that your area is secure and the offender is not in that area. This will be 

accomplished by giving the police a “thumbs up” as they approach your door. If the threat 

is in your area, do not respond to the police. This will signal that there is a potential threat 

in your area and they will enter the room. If there is no threat in your area, the police will 

move to the next area. REMAIN IN LOCKDOWN! 

 

Once the threat has been contained a police officer accompanied by a school representative will 

move from area to area to release people from the lockdown.  Wait for the official release.  This 

will take some time. Please remain in your area as it will be imperative to provide medical 

assistance if necessary and the police and/or security may need additional information from you 

regarding the incident. 
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FIRST FLOOR Donley Center 
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SECOND FLOOR Donley Center 
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THIRD FLOOR Donley Center 
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FOURTH FLOOR Donley Center 
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FIFTH FLOOR Donley Center 
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SIXTH FLOOR Donley Center 
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SEVENTH FLOOR Donley Center 


