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Emergency Closing  

 

An emergency closing is an organized event that is the result of a natural or industrial incident. 

Upon notification of emergency closing, only those identified by Administration or Director of 

Facilities are to remain on campus.  

 

A. Notification of Emergency Closing.  The President or Vice President of Administration & 

Business Services will notify the following of an emergency closing: 

 

 Vice Presidents  

 Director of College Relations & Marketing  

 Director of Facilities  

 Campus Provosts  

 

Vice Presidents will contact the College Division Staff. 

  

Director of College Relations & Marketing will contact:  

  

 Media 

 Web Master for the College 

 Human Resources 

 College Information Center 

 College Community through E-2 Campus Alert 

 

Director of Facilities will contact:  

  

 Facilities Department 

 Purchasing 

 Safety & Risk Manager  

 Information Technology 

 Director of Security  

  

Campus Provosts will contact:  

  

 Deans 

 Campus Managers 

 Faculty and Staff  
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B. Emergency Closing Procedures  
 

ADMINISTRATION:  

 

 Establish command center. 

 Confirm the decision to close and if possible when to resume normal business. 

 Identify members of Administration that will stay on site during the closing. 

 Authorize Information Technology Department to install college closing message on 

each college phone and LED sign and e2Campus alert notification system. 

 Authorize Theatre manager change LED sign to indicate temporary closing. 

 Authorize College Relations & Marketing to coordinate media announcement. 

 Notify faculty and staff of closing. 

 

FACILITIES: 

 

 Assist Theatre staff/Information Technology Department in changing LED sign to 

indicate emergency closing and information on reopening if available. 

 Install barricades and closing signs as indicated on Emergency Closing Maps.  

 

SECURITY:  

 

 Assist in notifying faculty and staff of closing. 

 Direct outgoing traffic and deflect incoming traffic. 

 Secure campus buildings.  

     

CLOSING LEVELS: 

  

 Level 1 Closing – No scheduled classes or College activities will be held.   College 

offices, theatres and child care centers remain open and operating. 

 Level 2 Closing – No scheduled classes or activities will be held, and all services are 

suspended.  College offices are open to allow employees to engage in shutting down 

operations.  Employees are to prepare their work areas for closure and will leave the 

campus by no later than the time designated.  Theatre events are canceled and parents 

of children in the Early Learning Centers are contacted to pick up their children by 

the designated time. 

 Level 3 Closing – College is closed.  No classes, services or activities are being held.  

No employees or other persons are permitted on campus unless they are specifically 

designated to be there by the College Emergency Planning Group. 
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                                                          Gardens Emergency Closing Map 
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