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CLIP & SAVE… 

…The front section of the Fall 2008 HCC Phone Directory for future reference.   
 
An electronic copy of this emergency section (see HCC Spring 2009 Faculty & Staff 
Telephone Directory) at 
http://honolulu.hawaii.edu/intranet/committees/epc/emergency/emergency.htm will 
allow you to click on items of interest making it to easier for you to access this information.   
Feedback & comments appreciated and may be sent to health@hcc.hawaii.edu.   

 
 
THIS FRONT SECTION INCLUDES EMERGENCY & RELATED SAFETY INFO on: 
 

 Handling A Bomb Threat Phone Call & Checklist Form (page 5) 
 NEW!  Tips on Handling Disruptive Persons  (page 15) 
 NEW!  Suggested Statements to Include in Syllabi (page 13) 
 NEW!  HCC Campus Safety Resources (page 23) 
 Be Proactive!  Prepare & Learn What to Do BEFORE An Emergency Strikes!   

(page 2) 
 Basic HCC Emergency Steps  (page 7) 
 Personal and Department Planning for Emergencies  (page 3) 
 Evacuating to Safety!  Where to Go?!  (page 8) 
 UPDATED!   Elevators – Stuck?  What to do & not do? (page 12) 
 Be Up on the Latest Scoop!  Sign up & be notified of campus emergencies & 

closures by UH Alert System (top of page 2) 
 
 
Noteworthy Highlights & Reminders: 
 

 Be Aware!  Know what YOU and YOUR DEPARTMENT needs to do to best prepare for 
various emergencies.  Check out the draft HCC Campus Emergency Operation Plan (EAP 
draft & EAP Appendix) as well as other committee information online at 
http://honolulu.hawaii.edu/intranet/committees/epc/.   Your participation on our Emergency 
Planning Subcommittee is always welcome.   

 
 Announce to your students that Evening Escort Service available!  Additional security guards 

are hired to provide escort services and are located on the Mall between Building 7 & 2 and Building 
27 on Mondays thru Thursdays from 7pm to 10pm.  You may also call 271-4836 (Security) to 
request assistance.  Purchase on-campus evening parking passes & walk in groups to your car at 
night!  Evening Escort Service available!  After evening classes, students should also be encouraged 
to walk in groups to their vehicles for safety reasons. 

 
 A Situation Arises & You Need Help After Hours?  The Evening/Weekend Duty 

Administrator Spring 2009 Schedule provides Administrator support after normal working hours 
and on Saturday to take care of problems that arise on campus. Check out: 
http://honolulu.hawaii.edu/intranet/services/admin.html.  

 
NEW INFORMATION added to this Spring 2009 Edition.   

THIS IS A GRAB-n-GO MINI-REFERENCE TO USE IN AN EMERGENCY. 
TAKE THIS WITH YOU UPON EVACUATION. 
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 Be Up on the Latest Scoop!  Be Informed of Campus Closures & Emergencies!  Sign-up for 

the UH Alert System – Faculty, Staff, and Students--Sign-up to receive official Emergency 
Notification from the official network of the University of Hawai`i (UH Alert System) through 
https://www.hawaii.edu/alert/index.php.  Select the regions (island or area/college) you wish to 
receive information about.  Faculty & staff may also choose the ways in which to be reached that 
include home and office, text messaging through cellphone carrier, and email preference options.  
Student notification is through text messaging and email.  Encourage your students and co-workers 
to join!  We will eventually move to utilizing this system to notify our HCC community of our own 
emergent situations. 

 
 SHADE -- Sexual Harassment/Assault & Domestic (Violence) Education Project – A task 

force at HCC has been formed in Fall 2008 to address issues and concerns in improving campus 
safety in this area through educational activities and materials.  Contact Kimberley Gallant, Mental 
Health Wellness Counselor at 845-9180 for more information and referrals. 

 
 Medical ID Cards - The City and County of Honolulu EMS Department highly recommends that 

people carry Emergency Medical ID cards that can furnish valuable information to emergency 
personnel.  The College does not recommend that faculty/supervisors solicit nor store personal 
medical or disability information on their students or employees and instead, recommend that the 
following persons consider carrying a medical identification and information card:  Persons with a 
medical condition, persons taking medications on a regular basis, persons with drug or other serious 
allergies or a person who does not speak or understand English.  Go to 
http://www.honolulu.gov/esd/ems/emedid.htm to print one out.   

 

 
BE PROACTIVE –  
PREPARE & LEARN WHAT TO DO  
BEFORE AN EMERGENCY STRIKES!   
 
Emergencies, accidents, injuries and other unexpected events can occur at any time and in any place.  
Although the campus has formal general procedures to follow in an emergency, each department is being 
urged to develop their own priorities within their offices in dealing with their expertise and specialized 
equipment they may have.  In addition, being personally prepared both mentally and physically for the 
unexpected is the first and best defense to minimize an incident.  In the event of a large-scale disaster, 
local, state and federal agencies may be affected, and a delay of as long as 72 hours before the arrival of 
emergency services may be expected.  Key personnel may also not be available or may be unable to carry 
out tasks during an emergency.  Thus, each of us must take a pro-active approach to providing a 
safe environment for ourselves and others.  Other procedures as well as more detailed steps may be 
accessed as noted below. 
 
Be sure to:  

 Familiarize yourself with your surroundings and campus procedures for various types of emergencies 
and how to assist persons with disabilities with evacuation procedures.  

 Know the locations of all exits from your building in case fire or debris should block one.  
 Know the location of fire alarm pull stations.  
 Know the location of fire extinguishers and first aid kits.  
 Know where to find the nearest phone to notify police or fire departments and campus security in 

case of an emergency.  
 Be aware of what is going on around you.  
 Conceal valuable items. Never leave personal property unattended.  
 Have a personal emergency kit handy in case you must evacuate or cannot leave campus. 
 Keep this handy, either close to or under your telephone.  Take it with you in an 

emergency! 
 Visit the HCC Intranet for emergency preparedness resource information (not limited to those listed 

below): 
o HCC Departmental Emergency Planning Information and Templates 

http://honolulu.hawaii.edu/intranet/committees/epc/ (scroll down under January 31, 2008 minutes 
for forms and information) 

o HCC Emergency & Evacuation Procedures at 
http://honolulu.hawaii.edu/intranet/policies/index.html 
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o HCC Health and Safety Emergency Planning Subcommittee intranet site at 
http://honolulu.hawaii.edu/intranet/committees/epc/ for other in-progress emergency 
preparedness resource information.   

o HCC Campus Safety & Security brochure at http://honolulu.hawaii.edu/security/pdf/security.pdf  
 
Keep being informed.  Current campus emergency procedures are undergoing review and are subject to 
change and approval.  We welcome your feedback & involvement!  Email: health@hcc.hawaii.edu.  Mahalo! 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PERSONAL & DEPARTMENT PLANNING FOR EMERGENCIES 
 
Department emergency planning should involve everyone in order for it to work and be successful 
when you need it most… in an emergency!  Be prepared.  Overwhelming as it may seem, spend time 
and tackle parts of the plan (see below for sheets that help guide you along) a little bit at a time.  
Incorporate and set aside some time when you regularly meet to discuss & work on parts of your plan.  
Soon you’ll be well on your way to be ready for various types of situations that might arise! 
 

 Emergency Planning involves the entire campus community.  Get informed.  Prepare.  Participate.  
We welcome your input and contributions to making this a viable and effective plan.  Go to 
http://honolulu.hawaii.edu/intranet/committees/epc/  to access work done by the Emergency 
Planning Subcommittee.  (PDF links are provided below.  Word links are through the main webpage 
above) 

 
 Emergency Action Plan (draft) –  This comprehensive campus emergency planning document 

may be accessed by clicking on the red colored “Honolulu Community College Emergency Operations 
Plan” under Quick Links in the Intranet as well as “Emergency Operations Plan” on bottom left corner 
of Internet websites or may be accessed through 
http://honolulu.hawaii.edu/intranet/committees/epc/epcd.htm. 

 
 Departmental Emergency Planning  

 
Information Sheet – Read more about the importance of employee input and planning at  
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Department_Emergency_Planning_Info_1-
24-08.pdf 
 
Since key departmental employees might not be present during an emergency, it is essential for 
each department/academic unit to develop its own emergency response procedures addressing 
special employees’ needs and specific handling of data/equipment.  The procedures, establishing 
response priorities and steps, will be used to direct available personnel in minimizing losses and 
ensuring speedy recovery.   
 
The departmental emergency procedures, in supplementing the College’s general emergency action 
plan, should include: 

 
• Instructions for personnel to maintain their own personal emergency kit in the work area.  

Go to: 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Personal_and_Home_Emergency_Ki
t_Info.pdf  

 
IN AN EMERGENCY 
 

Don’t hesitate to call 911 immediately if you believe an emergency exists.  
Then, contact HCC Campus Security at 284-1270 (or 271-4836) for further 
assistance or if you have any questions concerning emergency procedures. 
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• Update Sheet – Note when department plan updates are made.  Go to: 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Plan_Update_Sheet.pdf 

• Phone Tree – List of names, telephone numbers, and email address that will be used to 
disseminate important information during an emergency.  Go to: 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Phone_Tree_XP_Template_1-24-
08.pdf 

• Priority Items of Value – List of items of value that require relocation or special attention 
in an emergency.  Go to: 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Priority_Valuable_Sheet.pdf 

• Items for Emergency Use – List of specific equipment or items, within the department, 
that might be needed elsewhere in an emergency.  Tag the items and include this 
information on the tag:  “Property of” and “Move to”.  Go to:  
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Emergency_Items_Sheet.pdf  

• Emergency Evacuation & Accountability – Establish a buddy system for all personnel, 
including those with special needs that may impact evacuation.  Review evacuation 
procedures and assembly areas each semester.   

• Priority Steps in Emergency (Shutdown & Powering Up) – Developing priorities and 
specific instructions on the safe handling of specialized equipment, servers, etc. that may 
become damaged should electrical power be affected to office/campus.  Go to: 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Priority_Steps_Sheet.pdf  

• List of Emergency Equipment and Location - Secure and store various emergency 
response items to protect valuable equipment (tarps, clothespins, duct tape, rope, etc. that 
may be accessed in an emergency.  Make sure that all personnel are aware of the location 
where the kit is stored.  Assign specific employees (Safety Liaison, etc) to oversee the kit 
and to transport the kit when needed. 

• Post-disaster/emergency Recovery Instructions – Priorities of actions, lists of persons, 
and specific instructions of important contacts necessary for the recovery. 

• Posting of floor schematic indicating location of items of value & emergency items & 
updated departmental emergency plan in a designated area (e.g., bulletin board, bookshelf).  
To see samples, go to: 
http://honolulu.hawaii.edu/intranet/committees/epc/gif/poster_&_labels.jpg 

 
The following template is provided as a basic guide. Each area is unique in its operations and day-to-
day activities; some may store sensitive student registration or employee personal information or 
specialized equipment while others might have a priceless irreplaceable collection reference 
materials. 

• Brainstorm to solicit input from personnel will help in developing a meaningful and realistic 
written emergency plan for each unit.   

• Make emergency planning a routine part of each meeting or hold special emergency planning 
meetings to get this important task done.  

• Consider various scenarios that may affect the operations and plan accordingly in advance.  
Pre-planning could minimize long-term problems and losses.  Take steps to minimize 
damages to equipment such as covering it with a waterproof barrier to minimize potential 
water damage in event of a water leak from the ceiling, and moving computers off from the 
floor in case of flooding.   

• Plan and review for these type of events and others:  Immediate Evacuation for Fire, Water 
damage from flood, tsunami, plumbing, roof, windows, lockdown (not able to leave office, 
etc) – Have ready a personal emergency kit. 
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BOMB THREAT INFORMATION 
 
Most bomb threats occur by telephone.  In the event of a bomb threat, these procedures should be followed.   
 
Threat by telephone (Use the Bomb Threat Checklist Form on the following page): 

1. Ask the caller to repeat the message. If possible, record every word spoken by the person making 
the call. 

2. If the caller does not indicate the location of the bomb or the time of possible detonation, ask the 
caller to provide this information.  

3. Inform the caller that the building is occupied and the detonation of a bomb would result in death 
or serious injury to many innocent people.  

4. Pay particular attention for any strange or peculiar background noises, such as motor running, 
background music (and the type of music), and any other noises, which might give even a remote 
clue as to the place from which the call is being made.  

5. Listen closely to the voice (male-female), voice quality, accents and speech impediments.  
6. Report information to Campus Security at 284-1270 or 271-4836.  Campus Security will contact 

the Vice Chancellor of Administrative Services (VCAS) at 294-9123. VCAS will contact the Honolulu 
Police Department.   Call 911 directly if school is not in session.  

7. Notify your supervisor. 
8. A room-by-room search will be coordinated by the VCAS and the Honolulu Police Department. 
9. Wait for safety personnel to assess the threat and advise VCAS whether it is necessary for building 

occupants to evacuate.  
10. If a decision is made to evacuate, building alarm will be pulled and evacuation will proceed. 
11. Evacuees should proceed and remain at least 500 feet away upwind from the building. 
12. Wait for the “all clear” notification from an authorized campus official before returning to the 

building.  

Suspicious Packages, Mail, etc. 

1. Do not handle suspicious packages. 
2. Contact Campus Security at 284-1270 or 271-4836. 
3. Secure the immediate area. 
4. Be cautious of: 

 Foreign mail, airmail, and special 
deliveries 

 Restrictive markings such as 
“Confidential” or “Personal” 

 Misspelling of common words 
 Oily stains or discoloration 

 Rigid, lopsided, or uneven 
envelopes 

 Protruding wires or tin foil 
 No return address 
 Excessive tape or string 
 Excessive or insufficient postage 
 Strange odors

 
Evacuation of work area or classroom: 

1. Do not touch suspicious package if found. 
2. Call 9-911 and notify Campus Security at 284-1270 or 271-4836. 
3. Security to notify Vice Chancellor of Administrative Services (VCAS) at 294-9123 of 

situation.  The following personnel will be activated:  Fiscal Officer, Asst Fiscal Officer, 
Administrative Officer, Operations and Maintenance supervisor, and Janitor supervisor and 
they will be directed to assist Security by VCAS to assist in this emergency. 

4. Evacuate under the direction of safety personnel or VCAS or within 30 minutes of suspected 
explosion, if known. 

5. Notify other work area personnel of the situation and have them prepare to evacuate their 
area. 

6. If decision made to evacuate, building alarm will be pulled and evacuation will proceed. 
Evacuees should be directed to remain at least 500 feet away upwind from the building. 

7. Take personal items with you. If possible, secure college property and records before 
leaving. 

8. Close and leave the door unlocked. 
9. Evacuees should proceed and remain at least 500 feet away upwind from the nearest 

building. 
10. Wait for the “all clear” notification from an authorized campus official before returning to the 

building. 
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HonCC BOMB THREAT CHECKLIST FORM  
Keep this handy near each phone.  When you get a bomb threat phone call: 

 Stay calm.  Take the caller seriously.   Do not hang up.   
 Keep caller on the line as long as possible.   
 Ask and note information given by caller during or after call. 
 Call Campus Security (284-1270 or 271-4836) immediately upon hanging up or have a co-

worker/student call while the threat is in progress.  Also, notify your supervisor.  Campus 
Security will contact the appropriate authorities (VCAS & 911) and coordinate any evacuation 
efforts.   

 When possible, photocopy this as an office copy. 
 Provide original report to Campus Security. 

 ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~  

Tell caller: “We want to prevent innocent people from being killed”.  If possible, record every word 
spoken by the person making the call.  TRY ASKING: 
 Caller to repeat the message: ____________________________________________________ 
 What time is the bomb going to explode? ___________________________________________ 
 Where is the bomb right now?____________________________________________________ 
 What does it look like?__________________________________________________________ 
 What kind of bomb is it?_________________________________________________________ 
 What will cause it to explode?_____________________________________________________ 
 Did you place the bomb?_________________________________________________________ 
 Why?________________________________________________________________________ 
 What is your name?_____________________________________________________________ 
 What is your address?___________________________________________________________ 
EXACT WORDING OF THE THREAT: 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
IF KNOWN: 

Name of caller:_________________________ Phone # or Ext. where call originated:____________ 
Gender: M or F       Race:______________ Age:______ Number where call received:____________ 
Time call received:_____:_____am/pm  Date call received:____________ Length of call:_________ 
 
Characteristics of Caller’s Voice: 

 Accent 
 Angry 
 Calm 
 Clearing 

throat 
 Cracked 
 Crying 

 Deep 
breathing 

 Deep/Low 
 Distinguished 
 Disguised 
 Distinct 
 Excited 
 Laughing 

 Lisp 
 Loud 
 Nasal 
 Normal  
 Ragged 
 Rapid 
 Raspy 
 Slow 

 Slurred 
 Stutter 
 Familiar 
 If familiar, 

whom did 
it sound 
like? 

Background Sounds: 
 Street 

noises 
 Music 
 Factory 

noises 
 Local 
 Crockery 

 House 
noises 

 Animal 
noises 

 Long 
distance 

 Voices 

 Motor 
 Clear 
 Booth 
 PA system 
 Office 

machines 
 Static 

 Kitchen 
noises 

 Other

Threat language: 
 Well 

spoken 
(educated)  

 Taped 
 Foul 
 Incoherent 

 Irrational  Message 
read by 
caller

ADDITIONAL COMMENTS (may continue on another sheet): 
___________________________________________________________________________
___________________________________________________________________________
Call reported immediately to: ___Security  ___Supervisor  ___Other ____________________ 
Submitted by:______________________________________   Report Date:______________
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BASIC HCC EMERGENCY STEPS  
   Call 911, and then call Security at 284-1270. 
 
 

 CALL 911 in an Emergency – Request for FIRE, POLICE and/or AMBULANCE 

In any life-threatening situation, immediately call 911 and request an ambulance.   

Provide the following information: 

1.   Exact campus location and directions to nearest entry route  

    On-campus sites: 

• Main campus, 874 Dillingham Blvd., Bldg__ Rm __ & 

 Road to enter (select): 
o Ewa side of campus – enter Kokea Street driveway  
o Middle of campus – enter parking lot on Dillingham at Alakawa intersection 
o For Dillingham (Diamond Head side) enter driveway across old Cutter 

Dodge 
o For Bldg 12 & 13 on Diamond Head side-enter from Robello Lane 

• King Street, 879 North King St. (old Fire Station), Rm ___ 

• Automotive (Bldg 43)/Diesel (Bldg 44), 445 Kokea Street, Rm__ 
  

Off-campus sites: 

• Airport Training Center (Aeronautics), 140 Iako Place (off Lagoon Dr.), Rm ___ 

• Kalaeloa–Pacific Aerospace Training Ctr, 91-1259 Midway Rd., Kapolei, Rm ___ 

• Marine Education Training Center, 10 Sand Island Parkway, Rm__ 

2.   Description of victim (e.g., name, age, gender) 

3.   Condition of victim 

4.   Caller’s name and phone number 

 
While awaiting emergency responders: 

5. Call Campus Security at 284-1270 or 271-4836.  For additional help, weekday 
business hours call 845-9142 or Vice Chancellor of Administrative Services call   
294-9123. 

6. Campus Security will notify Nurse & Mental Health Wellness Counselor 
depending on type of emergency. 

7. Stay with the victim. 

8. Send someone to meet emergency crew. 

9. Have colleague assist in documenting sequence of events such as:  time of 
911 call, arrival of emergency crew, what was done at the scene, time victim’s 
emergency contact called & when the contact arrived, status/destination of injured 
person, belongings released & to whom, etc. 

10. Assess the scene for safety before approaching the victim. 

11. For medical emergencies –  

- If spillage of blood or bodily fluids has occurred, use protective gear (e.g., 
gloves, goggles, face mask).  CPR mask and gloves are available in all campus 
first aid kits.  Contact x142 to request clean up of bodily fluids by Operations 
and Maintenance staff. 

- Assess for unresponsiveness. 

- If a person has fallen, struck his or her head or hurt his or her back or neck, do 
not attempt to move the person. 

- Initiate first aid or CPR, if trained. 
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- Call emergency contact person designated by victim.   Confirm alternate phone 
numbers should emergency crew or campus need to reach them. 

12. Provide privacy & crowd control. 

13. Witnesses should remain available to give information to emergency personnel. 

14. Do not engage in unnecessary conversation with the victim. Never discuss 
who was at fault or who will be responsible for paying medical or other bills. The 
cause of the accident will be investigated and any unsafe conditions/actions will be 
corrected. 

15. Complete an HCC Incident Report and/or UH Form 29 and submit to the Vice 
Chancellor of Administrative Services immediately after the emergency.  Keep copy 
for your records.   

16. Contact supervisor, Division Chair or Program Dean & notify of incident. 

17. The College personnel most knowledgeable of the situation may consider 
going to the hospital to provide additional information, assistance and support to 
hospital personnel or family.   

18. Obtain a Police Report Number, if applicable, from the officer-in-charge. 

19. Post-Incident:  

 - The Health Nurse & Mental Health Wellness Counselor are available to assist.  

 - Review the incident and response action to identify strengths and weaknesses of 
the emergency procedures.  Document the findings and forward the 
recommendations to appropriate parties. 

 
 
EVACUATING TO SAFETY!  WHERE TO GO?! 
 
GENERAL CLASSROOM/OFFICE EMERGENCY PROCEDURES 
 
Assisting Persons in Wheelchairs 
Persons in wheelchairs requiring assistance may request to be placed on a Building Evacuation list 
noting the approximate days & times they expect to be in classes or in their offices.  The campus 
would make a special effort to account for persons on this list to make sure that they have safely 
evacuated the building.  In acknowledgement that students & employees are independent and may be 
here on campus at other times, priority areas for wheelchair users to safely wait for assistance have 
been established in Buildings 2, 5, & 7.  See section on suggested  syllabi statements on Disability & 
Emergencies that assist us in informing students/persons in wheelchairs how to safely evacuate our 
buildings. 

The Honolulu Fire Department (HFD) will be alerted to make it a priority assist in the 
evacuation of persons in wheelchairs from these designated areas first.   These designated 
areas will be first checked during an emergency.  

Evacuate to designated fire exit –or- if this is not possible, go to nearest fire exit: 

• Building 7 –Ewa stairwell – Stay on lanai between 1st & 2nd fire doors to be visible. 

• Building 2 –Diamond Head stairwell – Get inside fire door & stay clear of 
evacuation path.  

• Building 5 –Get as far away from the fire or other hazards.  Go to farthest 
corner away from the hazards -or- Go to an Area of Refuge (a room with a solid closed 
door with an operable exterior window and telephone to stay in touch with HCC 
emergency telephone, 284-1270).  If safe and possible, hang a piece of clothing out of 
the window or use a flashlight at night to signal rescue personnel.  Inform HFD officials 
of the exact location of the person requiring assistance.  

• If unable to get to a designated fire exit in a multi-story building, get inside a fire 
exit.  Stay clear of evacuation path & remain on stairwell landing.  Wait for help to 
arrive.  
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Stay-In-Place evacuation for wheelchair users when evacuation is not possible: 

1. Do not use the elevators. 

2. Go to the nearest stairwell and keep wheelchair clear of evacuation path. 

3. When safe, one helper remains with person in wheelchair while another goes 
immediately to notify emergency personnel of the location of person needing 
assistance. 

4. Person in wheelchair should remain in contact with Campus Security at 284-1270 or 
271-4836. 

5. Helpers should agree to meet at a designated location immediately after the 
evacuation to account for each person’s safety. 

Faculty/Supervisor Responsibility 
 
Be prepared:  

1. Become familiar with the campus procedures for various types of emergencies. 
2. Announce that accommodations for persons with disabilities may be made officially through 

Student ACCESS for students and Human Resources for employees for class/employment 
needs.  A building evacuation list is developed based on those requesting emergency 
evacuation assistance.  Work with the person with a disability in reviewing evacuation 
procedures for persons with disabilities (see EAP Appendix for the appropriate section  
http://honolulu.hawaii.edu/intranet/committees/epc/doc/EAPappenAsopD3April08.doc  
entitled “Evacuation Procedures for Persons with Disabilities” of official HCC Emergency 
Action Plan). 

3. Include syllabi statements on Disability & Emergencies in your syllabi to communicate our 
campus plan for safe evacuation of persons in wheelchairs. 

4. Always check to make sure all fire exits remain unlocked and unobstructed at all times for 
exiting purposes. “Not an Exit” signs should be posted on doors that may be mistaken for 
exit doors.  If some normal exits are locked after hours for security purposes, alternate 
routes of exits must be designated & should be communicated to occupants and have proper 
signage. 

5. Brief students and employees on the first day of class/semester on evacuation procedures 
and routes including alternate routes if the nearest exit is obstructed.   

6. Designate a “Buddy”/helpers to safely escort each student/employee with a disability who 
cannot see, hear, or walk in the class. 

7. Keep an attendance roster with student’s/co-worker’s cell phone numbers to facilitate 
accounting for students/co-workers after an evacuation. 

8. Designate an evacuation assembly point outside the building at least 500 feet away to 
gather and account for all who were present in class. 

9. Review above items with students/employees several weeks into the semester to make sure 
everyone is informed. 

 
During an emergency, when the building alarm sounds: 

1. Upon hearing fire alarm, stop all activities. 
2. Communicate the nature of the emergency to all students/employees. 
3. Designate students or employees within the class/work area to assist persons with 

disabilities as appropriate, when possible, to the nearest preferred designated stairwell (i.e. 
Ewa stairwell in Building 7 or to the nearest stairwell to await further assistance).  When this 
is not possible, go to nearest fire exit & See High Rise Building Evacuation for Persons with 
Mobility Problems in Emergency Action Plan for specific details).   

4. Grab your attendance roster as you prepare to evacuate. 
5. Instructor to announce “Follow me down the stairs and meet at 

________________(designated evacuation assembly area) for roll call.  Do not stay close to 
this building.”   

6. Promptly leave the work area.  Proceed to the nearest fire exit and go to the designated 
assembly area.  Do not attempt to save possessions. 

7. If you are in a lab or shop, shutdown any equipment or processes before leaving, if it is safe 
to do so. 

8. Do not open the door if the knob is hot or if smoke is visible from the bottom of the door. 
9. Close (do not lock) all doors when leaving. 
10. Use the stairways to exit the building.  Do not use elevators.  
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11. Supervise the orderly movement of students/employees from the classroom or work area to 
the pre-designated assembly point 500 feet away from the building. 

12. Classes/offices should proceed to designated assembly area (see evacuation area list).  
Instructor/supervisor or designee should take roll call after vacating the building.   

13. Instructor/Staff should advise Emergency Action Plan (EAP) coordinator if any persons are 
missing who were present earlier in class or at work that did not show up at designated 
location for roll call.  Also, notify emergency personnel and campus security of the location 
and needs of persons with disabilities. 

14. EAP Coordinator will advise Fire Department of missing persons or persons with disabilities 
who need assistance in leaving building.   

15. Re-enter the building only when informed by the EAP coordinator. 
16. Keep streets, fire lanes, hydrants, and walkways clear for emergency vehicles and crews. 
17. Wait for the “all clear” notification from an authorized campus official before returning to the 

building. 
 
Student/Employee Responsibility 
 
When the fire alarm sounds continuously: 

1. Calmly collect your things and head toward the nearest emergency exit. 
2. If in a lab or shop, turn off equipment as you prepare to leave. 
3. Always exit by stairway. Do not use the elevator. 
4. Go to the assembly checkpoint designated by your instructor. 
5. Check in with your instructor or supervisor and await further instructions before leaving 

campus. 
 
When there is a power outage: 

1. Stay in place until your eyes adjust to the lowered light level. 
2. If the outage appears to be long term, calmly collect your things and carefully exit the 

building. 
3. Go to the assembly checkpoint designated by your instructor. 
4. Check in with your instructor and await further instructions. 
 

If there is an earthquake: 
1. Drop and cover your head for protection. 
2. After shaking stops, evacuate the building. 
3. Use stairways to exit, not elevators. 
4. Go the assembly check point designated by your instructor. 

 
When caught in a smoke-filled facility: 

1. Drop to knees and crawl towards the exit. 
2. Breathe through your nose, filtered with shirt or jacket. 
3. Hold your breath as much as possible. 
4. Stay close to the wall while exiting the facility. 

 
When trapped in a room: 

1. Call 9-911 and Campus Security at 284-1270 (or 271-4836). 
2. Close as many doors as possible. 
3. Place cloth under each door to block smoke. 
4. Signal your location if possible by placing an article of clothing outside a window as a 

marker.  
5. Shout at regular intervals to alert emergency crews of your location. 
6. Open or break windows only as a last resort because oxygen feeds the fire. 

 
When advancing through flames: 

1. Hold your breath. 
2. Move quickly. 
3. Cover head and hair with blankets or cloth. 
4. Keep head down. 
5. Keep eyes closed as much as possible. 
6. “Stop, drop, and roll” if clothes catch fire. 
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DESIGNATED EVACUATION ASSEMBLY AREAS 
(See campus map in back of phone directory for where these evacuation/parking areas are 
located). 
 

Building Building # Evacuation Area 

Noted from Ewa to Diamond Head direction for 
the HCC Main Campus: 

 Note *-pending approval 

Classrooms 71 Parking Area #1 

Auto Body 3 Parking Area #1 

Library Classroom 7 Parking Area #1 

Campus Center 2 Parking Area #2 

Cafeteria 4 Parking Area #2 

Science 5 Parking Area #2 

Child Care Center 11 Parking Area #2 

Sheet Metal/Plastics Shop 17 Parking Area #2 

Administration 6 Parking Area #3 

Maintenance 18 *Parking Area #3 

Print Shop 16 *Parking Area #3 

Classroom/Maintenance Storage 8 *Parking Area #3 

OESM Offices 9 *Parking Area #3 

CENT 13 Parking Area #3 

Tenants (Future MELE) 12 Parking Area #3 

Electricity 24 Parking Area #3 

Electronics 20 Parking Area #3 

Cosmetology 27 Parking Area #3 

Trade & Industry: Mauka & Diamond Head 
Exits 

14 Parking Area #3 

Trade & Industry: Makai & Ewa Exits 14 Parking Area #7 

Old Firehouse (Construction Academy) 28 * Kaiulani Elementary School 

Automotive Technology 43 Parking Area #8 

Diesel Mechanics 44 Parking Area #8 

Marine Education Training Center 50 Parking Area 

Airport Training Center 52 Parking Area 

Pacific Aerospace Training Ctr (Kalaeloa) 57 Parking Area 

Assembly Areas Updated last on 2/6/08 
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ELEVATORS – STUCK?  WHAT TO DO & NOT DO 
 
Reporting elevator problems: 

• Call Security 284-1270 or 271-4836 
• If no answer, 

o Weekdays 7:45am to 4:30pm - Call Operations & Maintenance at 845-9142. 
o Mondays thru Thursdays 4:30pm – 6pm - Call the Administrator on Duty (see 

night duty schedule via http://honolulu.hawaii.edu/intranet/services/admin.html). 
o Mondays thru Thursdays 6pm – 9pm – Call Apprenticeship Office at 282-0248, 

844-2340, or 845-9247. 
o If can’t reach any of the above -  Call Vice Chancellor of Administrative Services 

(VCAS) at 294-9123. 
 

Provide the following information:  
• Name & phone number of person reporting problem 
• Elevator in Bldg # _____ 
• Problem Elevator #_____ (left, middle, right from perspective of being inside cab facing door   

–or- landmark such as closest to Bookstore, Library, parking lot, Bldg 7, etc.)  
• Any passengers trapped?  
• Specific Problem: 

o Not moving 
o Stuck between floors 
o Door open or won’t close 
o Doors shut and won’t open  

o Elevator doesn’t line up with floor 
o Elevators do not respond when call button pressed 
o Other 

• Passenger got on elevator on floor # _____  
• Passenger going to floor #_____  

 

While awaiting elevator repair:  
• College personnel will attempt to resolve problem and will contact the appropriate elevator 

company if the problem cannot be corrected. 
• Do not pry doors open.  
• Reassure any passengers that help is on their way.   The elevator company prioritizes their 

response when person(s) are trapped in the elevator or person(s) with mobility difficulties 
need to exit the building. 

• If needed, have someone remain on the phone to keep passengers calm and updated of 
response status. 

• If a medical problem arises while trapped, call 911 for assistance and then inform 
Security at 284-1270 or 271-4836 for additional assistance. 

What you can do to help us to keep our elevators safe & operational: 

• Hang-up the Emergency Phone - Notice the emergency phone handset is not hanging 
properly on the cradle?  Please place the handset back.  You should be able to hear a dial tone 
when you pick it up from cradle.  If not, please report this to Security at 284-1270 or 271-
4836.  In high-rise buildings, all elevators cars in that building share the same phone number.  
If one is not on the cradle properly, the others will not work.   

• Report Problems - Report any vandalism, improper usage, or unsafe conditions (water on 
floor, lights out, phone not working, elevator not working properly, emergency instructions 
inside elevator are missing, etc.) of elevator immediately to Security to deter further 
deterioration of our elevators and so problems can be addressed as soon as possible.
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• Not hauling?  Save the Inside Elevator in Building 7 by Walking. - Elevator key cards 
have been issued for floor-to-floor access in Building 7 for persons who have provided proper 
documentation based on their physical need.  In special cases a key card may have been 
issued to a department who frequently move heavy items between floors in Building 7.   
Because we do not know when we will be able to erect a new elevator tower to service all 
floors in Building 7, we need to be assured that this inside elevator will remain problem-free.  
We humbly ask everyone who can use the stairs (those who were not issued key cards 
because of physical limitations) to kindly refrain from using the inside elevator when they are 
not hauling/moving items between floors.  Mahalo!   

 

SUGGESTED STATEMENTS TO INCLUDE IN SYLLABI                    
(Limited to Emergent & related Health, Safety & Wellness Expectations)  

These are just a sampling of some statements that you might want to consider including in your 
syllabi.  There may be others that you prefer using that may capture the essence and intent of 
the critical elements of what you choose to communicate.  As is the case, these help to students 
understand what is expected from them in your classes, so tailor them to your taste.  If you 
need help, feel free to contact the appropriate department or area of expertise for guidance. 

Behavior  Behavior that persistently or grossly interferes with classroom 
activities is considered disruptive behavior and may be subject to 
disciplinary action.  Such behavior directly affects the learning 
environment and rights of others.  A student or person responsible 
for disruptive behavior may be required to leave class pending 
discussion and resolution of the problem and may be reported to 
the Dean of Student Services & Director of Administrative Services 
for disciplinary action.  

   
     Attendance & 
     Classroom Culture Attendance during class periods is necessary for an optimal learning 

experience.  It is expected each person will make an effort to come to 
class prepared to participate. 

 
  Interaction with Others   Respect for diverse opinions, responsible communication with others 

and constructive behavior are expected.    
   
 

  Punctuality Being on time to class & actively participating in discussion enhances 
the learning environment for everyone.  Classroom participation will be 
considered a component of graded evaluations. 

 
  Phones & Pagers Pagers and cell phones are to be quieted during class time.  Taking 

calls & text messaging are to be done outside the classroom.   
 
Disability Qualified students with disabilities who request & require disability-

related accommodations should contact the Student ACCESS office 
in Bldg 7, Rm 319 or at 844-2392 (voice/text) to receive timely 
accommodations.  Please make an appointment the first week of 
class to see me & provide me with a current verification letter from 
Student ACCESS in regards to specific approved accommodation(s) 
for this class.  In additions, students needing emergency 
evacuation assistance shall inform instructor and Student ACCESS.  
The College upon the request of person requesting emergency 
evacuation assistance compiles a building evacuation list.  (See 
below for specific emergency evacuation procedures) 
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Evening Parking 
& Escort Service Evening Students -- Be safe!  Purchase on-campus evening parking 

passes & walk in groups to your car at night!  Evening Escort 
Service available!  On Mondays thru Thursdays from 7pm to 10pm, 
Security guards provide escort services and are on the Mall 
between Building 7 & 2 as well as Building 27.   Call 271-4836 
(Security) to request assistance. 

 
 
Campus Closure &  
Emergency notification  Sign up for the UH Alert through 

https://www.hawaii.edu/alert/index.php to get text messages 
when campus-wide College emergencies & campus closures (class 
cancellations) occur. 

 
Emergencies Emergency Contact Information – All students are encouraged 

to update names & phone numbers of persons to call in case of an 
emergency. Log in tor MyUH Portal account & under “Home” tab > 
Select  “Student Records” in left side bar > Click on Personal 
Information” tab > Select “View/Update My Emergency Contacts 
(optional)” to input and update emergency contact information OR 
download and print form from 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Emergency_C
ontact_Info_page_1.pdf  and return electronically or submit to the 
Health Office.  Please update this valuable information at least each 
semester or when names & phone numbers change.   Update 
cellphone with In Case of Emergency #s. 

 
Special Medical Conditions & Medications – The City and 
County of Honolulu EMS Department highly recommends that a person 
taking medications on a regular basis/with serious allergies carry 
Emergency Medical ID cards that can furnish valuable information 
to emergency personnel.  The College does not recommend that 
faculty/supervisors solicit nor store personal medical or disability 
information on their students or employees and instead, recommend 
that the following persons consider carrying a medical identification 
and information card:  Go to 
http://www.honolulu.gov/esd/ems/emedid.htm & print this card.   This 
should be kept right behind your official ID or driver’s license for easy 
access. 
 
Need help with the stresses of coming to College?  Mental Health 
& Wellness Counseling/Services available.  Make an 
appointment with Kimberley Gallant at 845-9180.  

 
Emergency Evacuation – Rehearse & review evacuation routes 
for all your classes.  Upon sound of fire alarm, follow your 
instructor safely out of building to designated location for roll call.  
Fire Department may look for you if you do not show up.  Do not 
leave campus without informing your instructor.  All wheelchair 
users in Bldg 7 should proceed, if possible, outside the Ewa Fire 
Exit & wait for help.  Otherwise, general high-rise instructions are 
to go to the nearest fire exit & wait inside fire escape on landing 
away from crowd/traffic for assistance.    
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TIPS ON HANDLING A DISRUPTIVE PERSON 
 

 
Follow Emergency Posters for Emergent Situations 

The red and white HCC Emergency Posters such as the one on the front cover of this phone 
directory are placed in classrooms and around the campus.   These emergency instructions 
should be followed for escalating disruptive situations or threats of physical violence in addition 
to more customary (or usual) emergencies requiring assistance from medical, fire, and police 
personnel.   
------------------------------------------------------------------------------------------------------------ 
 
MANAGING MILD DISTRUPTIVE SITUATIONS… 
  …ESCALATING INTO A CRISIS SITUATION & EMERGENCY  

 
Disclaimer: 
 
The following is considered to be a blending of informal HCC emergency 
procedures mixed with how emergencies at other institutions are handled.  At 
our recent Spring Health and Safety Liaison meeting, much of the time was 
spent discussing how we as a campus can best address this issue.  It became 
evident that we needed to provide some tools and resources/links to better 
equip our staff.  These are not formalized HCC Policies or Procedures and are 
subject to change.  The information that has been compiled is in an attempt to 
respond to a growing desire to better prepare us in these changing times.  Stay 
tuned for more formalized procedures. 
 

By no means can we say that the information that follows is complete and we apologize in 
advance for not being able to organize and research these tips and steps more thoroughly.  
Being that we’re past the deadline for submission for this printing, we will attempt to try our best 
in providing you with some reasonable information that may help our faculty and staff more 
confidently and safely address incidents of disruption in a manner that discourages such behavior 
while maintaining a safe and appropriate learning environment. 
------------------------------------------------------------------------------------------------------------ 

 
IMMEDIATE STEPS TO TAKE IN AN EXTREME CRISIS SITUATION 
(Physical Threat or Escalating Disruptive Situation) 
 
1.   Call or have someone else call 911 immediately.  
2.   Call Campus Security at 284-1270 or 271-4836.  Appropriate campus 

personnel will be activated. 
3.   Call Vice Chancellor of Administrative Services at 294-9123. 
4.   Do not disarm or accept weapon from individual. 
5.   If violent behavior is occurring – Escape, hide if not already seen, or 

cover-up. 
6.  Be courteous.  Don’t argue, threaten or touch person or physically force 

person to leave.  Don’t block their exit.   
7.   Position self so that exit route is readily accessible. 
8.   If aggressive, ask person to leave.  Doesn’t leave?  Remove yourself if 

safe to do so. 
9.   Document incident.  Include witness statements & contact information. 
10.  Notify your supervisor, Division Chair, and Program Dean ASAP. 
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Disruptive behaviors are detrimental to the academic community because it interferes with 
learning, affects the ability of instructors to teach effectively and may directly affect campus 
operations.    

 
Become familiar with the HCC Student Code of Conduct (see resource list that follows).  This 
may be accessed from our website or you may ask your Division Chair or Dean of Students 
Services (845-9236) for a copy.   

 
The HCC Faculty Development website provides a Faculty Guidebook with many interesting 
sections that may be of interest to you.  Visit 
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/index.htm for more information.  
Three articles written a few years back specifically address disruptive student issues that can be 
found on their website.   Since these articles were written, we have new UH System-wide 
directives re: Workplace Nonviolence in this related area that may impact the instructions/steps 
described within this documents.  The articles listed below, however, impart and validate the 
importance of taking immediate action should that become necessary and the seriousness of 
these offenses. 

  
“How to Deal with Threats of Physical Violence”   

Provides one with a framework that can assist you in making your own decisions.   
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/policies/thre
atpv.htm  

“Disruptive Students” 
Provides definition for disruptive behavior and suggested steps to take at HCC. 
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/policies/disr
upt.htm  

“Difficult Behaviors in the Classroom”   
 Provides responses keys to challenging student behaviors. 

http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/be
havior.htm  

 
 

Disruptive behaviors exist on a continuum and can assume many forms.  Disruptive behaviors 
include: 

 Person persistently arrives tardy or leaves early to class; 
 Person talks incessantly while you lecture; 
 Person speaks loudly and frequently interrupts the flow of class with questions or 

interjections; or 
 Person becomes belligerent when confronted by his/her inappropriate behavior. 

 
Pre-Incident Preparation 
 

 Model respectful, appropriate and responsible behavior in all your interactions. 
 Establish expectations.  Inform your students and employees of standards and 

expectations in the areas of: 
o Conduct in classrooms and on-campus 
o Language 
o Punctuality 
o Respect 

 Be consistent and fair in the application of these expectations.  
 Inform students/employees of consequences (discipline process) for not adhering to 

expectations.   
 Know your limitations and when you may benefit from assistance. 
 Be proactive & find out resources on campus that you can go to for help. 
 Become familiar with the Student Conduct Code and process for the campus 
 Apply these standards fairly and consistently.   
 Be a good listener.  Don’t personalize comments.  Remain calm. 
 Make use of campus resources. 
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 Know what to do and what forms to fill out should you need to document a disruptive 
situation/interaction  

 
 
Once Incident Occurs 
 
Mild Disruptive/Inappropriate Behaviors are usually non-threatening and are sometimes viewed 
as out-of-the-ordinary or strange behaviors.  These DO NOT cause alarm or danger but do interfere 
with the learning environment.  Some examples may include:  

 Monopolizing discussions 
 Inordinate or inappropriate demands for time and attention 
 Disrespecting others’ rights 
 Talking when the instructor or others are speaking 
 Creating excessive noise with papers, books, bags, etc. 
 Sleeping 
 Doing homework during class 
 Entering class late or leaving early 
 Using phone & other electronic devices in class 
 Poor personal hygiene (e.g., noticeably offensive body odor) 
 Talking to oneself 
 Wandering around room 
 Pacing 
 Sudden emotional outburst (giggling, crying) 
 Unresponsive in response (not in any apparent medical distress) 

 
 
What to Do: 
 
In the classroom:  

 Respond immediately – Informal actions include reminding class of agreed 
standards of behavior, standing next to students who are talking, or directing 
specific comments to the disruptive student. 

 Ask the student to immediately and respectfully end the behavior by: 
o Taking a classroom break and ask the student to end the behavior -OR- 
o Asking student to stay after class so that you can privately discuss why the 

behavior is inappropriate or disruptive. 
 Should the behavior continue – Tell student to leave the room if the behavior does 

not cease immediately and that disciplinary action may result.   
 If the student does not respond appropriately, ask him to leave and arrange to 

meet during office hours before your next class session (see next section).  
Consult with Div Chair, Program Dean or Dean of Student Services before that 
meeting. 

 If student refuses to leave—Tell student you will call Campus Security and that 
disciplinary action will result. 

 If disruptive behavior escalates or verbal threats or harassment should 
occur, call 911, then call Campus Security at 284-1270 or 271-4836. 

 Should individual be emotionally unresponsive (quietly staring, glaring, in a 
trance) but breathing and in no medical distress, call Campus Security.  They will 
contact Nurse and Mental Health Wellness Counselor for assistance. 

  
After the incident: 

 Follow-up verbal conversation with an email to the student summarizing the 
conversation. 

 Document and keep a log of unusual behavior. 
 Contact Mental Health Wellness Counselor (Kimberley Gallant) at 845-9180. 
 If behavior becomes more consistent and is of concern, contact Campus Security, 

Supervisor, Division Chair, and Program Dean for additional advice and assistance. 
 Possible interventions: 

o Encourage individual to speak with Mental Health Wellness Counselor. 
o Discuss problem & classroom/behavioral expectations, and develop strategies 

with individual to allow for improvement or cessation of problem. 
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 Document all communication with supervisors, campus resource personnel and others 
involved in this case. 

 
 
Moderate/Interruptive Disruptive Behaviors NOT imminently dangerous.  Often requires 
additional administrative support and assistance.  These behaviors make others feel uncomfortable.  
Some examples may be include: 

 General threats 
 Yelling 
 Obnoxious Behavior 
 Refusal to leave class or follow directions 
 Use of profanity 
 Verbal abuse 

 
What to Do: 
 
In the classroom:  

 Know your comfort and expertise limits.  Handle situation if you believe you can.   
 Be calm, passive, and respectful.  
 Do not argue or upset the individual.  
 Keep a safe distance of minimum 3-6 feet. 
 Respond immediately – Informal actions include reminding class of agreed standards 

of behavior, standing next to students who are talking, or directing specific comments 
to the disruptive student. 

 In a calm voice, ask the student to immediately and respectfully end the behavior by: 
o Taking a classroom break and ask the student to end the behavior -OR- 
o Asking student to stay after class so that you can privately discuss why the 

behavior is inappropriate or disruptive. 
 Have someone call 911, then Campus Security. Campus Security will contact available 

campus resources. 
 Should the behavior continue – Tell student to leave the room if the behavior does not 

cease immediately and that disciplinary action may result.  
 If the student does not respond appropriately, ask him to leave and arrange to meet 

during office hours before your next class session (see next section).  Consult with Div 
Chair, Program Dean or Dean of Student Services before that meeting. 

 If student refuses to leave—Tell student you will call Campus Security and that 
disciplinary action will result. 

 If disruptive behavior escalates or verbal threats or harassment should 
occur, call 911, then call Campus Security at 284-1270 or 271-4836. 

 Follow-up verbal conversation with an email to the student summarizing the 
conversation. 

 
Outside the classroom or in a department or an office: 

 Remain calm and speak in a controlled manner.   
 Identify a more appropriate location and time to discuss the matter to ensure privacy 

and should the problem occur outside the normal parameters of professional 
interaction. 

 Use a “time out” to allow the person to regain composure, or explain that if the person 
cannot maintain composure that you cannot discuss the issue at this time. 

 Explain that Campus Security will be called if inappropriate behavior persists or if a 
threat is made.   

 If disruptive behavior escalates or verbal threats or harassment should 
occur, call 911, then call Campus Security at 284-1270 or 271-4836. 

 
Meeting with disruptive person as a follow-up prior to next class session: 

 A private meeting with a person who has displayed unacceptable behavior or following 
a confrontation or removal from class may be worthwhile providing it is safe for you to 
do so.  A third person may be invited or leave the door open so that someone in the 
office can assist you should the situation become out of hand. 

 At the meeting: 
o Remain calm and provide reasonable explanations. 
o Don’t take person’s behavior or remarks personally.  These behaviors often 

result from other problems academically or in their life. 



HCC Phone Directory Emergency Instructions page 19  

o Be specific & describe the inappropriate behavior that the person has 
exhibited.  Explain why the behavior is a problem. 

o Develop strategies with individual to allow for improvement or cessation of 
problem. 

o Ask questions and summarize what you hear the individual is saying.  
o Focus on areas of agreement between you and the individual. 
o Conclude by summarizing any resolution and expectations for the future.  Be 

clear that continued inappropriate behavior would be referred to your 
supervisor. 

o Document interactions with individual fully and completely.  Submit a written 
report of the incident to Vice Chancellor of Administrative Services. Forms are 
available on the College’s Intranet. 

 
After the incident and meeting: 

 Follow-up verbal conversation with an email to the student summarizing the 
conversation. 

 Document and keep a log of unusual behavior. 
 Contact Mental Health Wellness Counselor (Kimberley Gallant) at 845-9180 for further 

guidance and assistance. 
 If behavior becomes more consistent and is of concern, contact Campus Security 

(284-1270 or 271-4836), Supervisor, Division Chair, and Program Dean for additional 
advice and assistance. 

 Document all communication with supervisors, campus resource personnel and others 
involved in this case. 

 
IMMEDIATE THREAT 
Extreme Irrational Behaviors or Verbalization that pose IMMINENT DANGER. 
Some examples may include one or more of the following: 

 
 Extreme anger 
 Intoxication 
 Verbal Abuse & Profanity (e.g., taunting, badgering, intimidation) 
 Harassment (e.g., use of “fighting words”, stalking) 
 Physical Threats 
 Physical Violence (Shoving, grabbing, assaulting) 
 Has or claims has a weapon 
 Threatening self with imminent harm (suicidal thoughts) 
 Threatening others with imminent harm 
 Focuses on death & dying 

 
What to Do: 

 
 Call or have someone else call 911 immediately for escalating disruptive situations 

or if a person poses a physical threat to you or others.  Use code word established for 
calling for help.   

 After the Police are called, call Campus Security at 284-1270 or 271-4836 for 
further assistance.  They will notify Mental Health Wellness Counselor & other 
appropriate campus personnel. 

 Call Vice Chancellor of Administrative Services at 294-9123. 
 If a threat or harm is present, do not mention disciplinary action or police intervention. 
 Work to refocus the person’s attention away from the situation.   
 Evacuate or dismiss class if it is not possible to isolate individual. 
 Be courteous.  
 Do not touch person or physically force person to leave. 
 If violent behavior is occurring – Escape, hide if not already seen, or cover-up. 
 Do not disarm or accept weapon from person in question. 
 Be brief and direct.   
 Don’t argue, threaten or block their exit.  Give individual permission to have last word.  
 Position self so that exit route is readily accessible. 
 Aggressive behavior?  Ask person to leave.  
 If the person does not leave, remove yourself from the situation.  
 Document incident, include witness statements & contact information. 
 Notify your supervisor, Division Chair and Program Dean. 
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Direct Threats 
 
Direct threats should not be tolerated.  Just because the immediate threat or disruption may be 
diffuse doe not mean that the problem is resolved.  Involve your Supervisor/Division 
Chair/Program Dean and keep them informed and up-to-date on any new developments.   
 
  
Disciplinary Action 
    Disruptive Student  

The Dean of Student Services (845-9235) will handle further investigation and any disciplinary 
action.  

Disruptive Non-Student  

Vice Chancellor of Administrative Services (VCAS) will handle further investigation. After 
procedural actions have been implemented, if non-student continues to remain on campus, 
the Honolulu Police Department will be contacted by VCAS to have the person arrested for 
Trespass, under Section 708-814(6) of the H.R.S. VCAS will direct Campus Security and 
others regarding of further actions to be taken and advise the victim of his/her right to seek 
restraining orders against individual for harassment. 

 
 
 
Temporary Restraining Orders and Criminal Prosecution  

For one’s protection, an individual may consider obtaining a Temporary Restraining Order (TRO).  The 
process is listed below (taken from excerpt from Emergency Procedures on Intranet).  Check the State 
of Hawai`i website link 
http://www.courts.state.hi.us/page_server/SelfHelp/ProtectiveOrders/District/42AE3623688A0317EAB
76CA4A2.html for more information on filing for a TRO.   You may want to check on what kind of 
assistance or guidance you may be able to receive from your employee union or via the College (Legal 
Counsel). 

Petition For Temporary Restraining Order And For Injunction Against Harassment 

1. Any person seeking relief from harassment may file a petition in the Civil Section of the 
District Court of the First Circuit for Temporary Restraining Order against harassment. 

2. Legal forms, which are recommended by the Court for use in seeking a Restraining Order 
against individuals for harassment, are made available by the District Court of the First Circuit, 
Civil Division; Kauikeaouli Hale, 1111 Alakea Street; Honolulu, Hawaii 96813. The clerk of the 
court can provide instructions as to preparation of forms; there is a filing fee of $10.00. 

Request For Criminal Prosecution per Chapter 707, Section 710, 712, 715, 716, 717 and Chapter 711, 
Section 1106, HRS Revised Statutes 

1. Should the victim (faculty, staff member, or student) insist on criminal prosecution, the 
investigating Campus Security Officer shall request that an Officer from the Honolulu Police 
Department handle the investigation. 

2. The Campus Security Officer initially investigating the incident will submit an incident report, 
which will be placed in Campus Security files. 

 
Documentation of Situation 

  
Be thorough and concise and document, document, document!  Be specific of incidents include dates, 
times, names of witnesses of the disruptive behavior.  File an official HCC Incident Report form 
(available online on HCC Intranet>Forms Online>Facilities Services>Incident Report Form).  Provide 
supporting documentation with original incident report to Vice Chancellor of Administrative Services.  
Keep a photocopy of these documents for your own records.  The incident report submitted will be 
routed to the appropriate Administrator for follow-up.  For the most part, Dean of Student Services is 
responsible for handling violations by student and Human Resources is responsible for responsible for 
handling violations by an employee.   Be sure to follow-up with your supervisor to ensure you have 
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provided adequate documentation for action and to obtain status report of situation.  Be persistent in 
seeking any specific instructions that you might follow in your particular situation or what you can 
further do to facilitate appropriate and timely action.   
 

 
Appropriate referrals for Disruptive Persons or Persons in Crisis 

 
 If someone has threatened you or someone else—Call Police at 911, then call Campus Security 

at 284-1840 or 271-4836.  They will contact on-campus resources for additional assistance. 
 Immediate Emotional Issues/Anger Management—Call Campus Security at 284-1270 or 271-

4836.  They will contact Mental Health Wellness Counselor. 
 Classroom concerns regarding behavior—Call Mental Health Wellness Counselor at 845-9180. 
 If you are concerned about behaviors being exhibited and are not sure what the appropriate 

resource is, notify: 
o Your Supervisor, Division Chair and Program Dean 
o Dean of Student Services Office 845-9235 or 845-9236  

 
 

 
 
 
 
 
 
 
 
 

------------------------------------------------------------------------------------------------------------ 
The following resource and website listings are provided for information only. 

This is not a complete listing of all available programs or an endorsement of any specific program.  
Information is subject to change. 

 
Articles on Classroom Management and Disruptive Students 
 

  
“Addressing Classroom Disruption” 
 The University of Vermont 
 www.uvm.edu/~dos/faculty_staff/tip_sheet.doc     
 
“At Issue: Classroom Management and Safety, An Annotated Bibliography” 
 http://findarticles.com/p/articles/mi_qa4057/is_200804/ai_n27900168 
 
“Classroom Management” 
 http://www.4faculty.org/includes/108r2.jsp 
 
 “Critical Incident Management Plan” 
 Palm Beach Community College 
 www.pbcc.edu/documents/Safety_and_Security/Critical%20Incident%20Management.do

c 
 
“Dealing with Disruptive or Threatening Students: A Guide for Faculty and Staff”   
 University of Oregon, University Counseling and Testing Center 
 http://counseling.uoregon.edu/dnn/FacultyStaff/DisruptiveThreateningStudents/tabid/296/D

efault.aspx  
  
“Dealing with a Disruptive Student” 
 University of the District Columbia 
 <http://www.udc.edu/ccdc/disruptive.htm> 
 
 

 
When you feel uneasy and concerned about a situation, 

it is always best to ask your  
Supervisor/Division Chair/Program Dean for assistance. 
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“Dealing with Disruptive Behavior in the Classroom” 
  http://www.teachtech.ilstu.edu/resources/teachTopics/disBehav.php 
 
“Dealing with Disruptive Students  
 York Technical College 
 <http://www.yorktech.com/department/instruction_dev/StopLightbrochureWEB.pdf> 
 
 “Disruptive Behavior – Tips for Classroom Management” 
 San Jose State University Office of Student Conduct and Ethical Development 
 http://sa.sjsu.edu/judicial_affairs/faculty_and_staff/disruptive_behavior.html 
 
 “Disruptive & Threatening Student Behavior-Guidelines for Faculty & Staff 
 University of Southern California, Division of Student Affairs 
 http://www.usc.edu/student-affairs/pd/USC_Dis_Behavior_Brochure_906.pdf 
 
“Disruptive Students” 
 University of Delaware, Center for Teaching Effectiveness 
 http://cte.udel.edu/TAbook/disruptive.html 
 
“Disruptive Student Behavior”  
 Florida Institute of Technology 
  <http://www.fit.edu/caps/articles/disruptive.php> 

 
“E-17 Individuals in Distress”  
 LCC Emergency Action Plan, Tab E 

http://www.leeward.hawaii.edu/files/AdminServices/Emergency/LCC_EOP_Tab_E_web.pdf  
 
“How Do I Handle Disruptive Students?” 
 University of Oregon, Teaching Effectiveness Program 
 http://tep.uoregon.edu/resources/faqs/issuesofrespect/disruptive.html 
 
“How to Work with Disruptive Students” 
 Worksheet Library 
 http://www.worksheetlibrary.com/teachingtips/disruptivestudents.html 
 
“Teaching Tips” 

University of Waterloo Centre for Teaching Excellence 
 http://www.trace.uwaterloo.ca/teaching_resources/teaching_tips/index.html  
 
“Tip Sheets - Common Challenges” 

University of Waterloo Centre for Teaching Excellence 
http://www.trace.uwaterloo.ca/teaching_resources/teaching_tips/tips_challenges.html  

 
“Tip Sheets - Conflict Management for Instructors” 
 University of Waterloo Centre for Teaching Excellence 
 http://www.adm.uwaterloo.ca/infotrac/tips/conflictmanagement.pdf  
 
“Tips on Managing Disruptive Behavior in the Classroom” 

http://wcc.wilkescc.edu/DeborahMcGuire/website/Faculty%20forms/Disruptive%20Behavi
or%20in%20the%20Classroom.doc  

 
 
Additional Resources and Links  
 
    State of Hawai`i 

Workplace Violence Manual – Addresses workplace violence prevention, intervention, and 
recovery initiatives. 

 http://hawaii.gov/ag/cpja/quicklinks/workplace_violence/  
 
    University of Hawai`i 
 Title 20 – Statement of Rights and Responsibilities of the University of Hawai`i Community  
  http://www.hawaii.edu/svpa/ar/arch2.pdf 
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Executive Policy – Workplace Non-Violence (Amended Executive Policy) 
http://www.hawaii.edu/svpa/ep/e9/e9210.pdf  
Workplace Non-Violence Campus Procedures A9.730 
http://www.hawaii.edu/svpa/apm/pers/a9730.pdf  

Community College Students with Prior History of Disruptive and/or Violent Behavior  
CCCM# 10200 (May 18, 1982) 

  http://www.hawaii.edu/ccc/Docs/CCCM_PDF/10200-051882.pdf  
 
    Honolulu Community College  
 

HCC Campus Safety & Security brochure 
http://honolulu.hawaii.edu/security/pdf/security.pdf  

 
HCC Emergency Action Plan (Draft)  

http://honolulu.hawaii.edu/intranet/committees/epc/pdf/EAPdraftSpring081.pdf  
Appendix  
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/EAPappenAsopD3April08.pdf  
Pandemic Draft   
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/PandemicDraftAppA.pdf  
Emergency (Code Red) Shelter in Place Procedure 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Emergency_Management_Pro
tocol-Shelter_in_Place_031708codered.pdf 

 
HCC Faculty Development Website 

“Difficult Behaviors in the Classroom”   
  Provides responses keys to challenging student behaviors. 

http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/
behavior.htm  

  “Disruptive Behavior Policy” 
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/
behavior.htm   

“How to Deal with Threats of Physical Violence” 
http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/policies/t
hreatpv.htm 
   

HCC Student Conduct Code Policy 
http://honolulu.hawaii.edu/policies/conduct.html  

 
 
HCC CAMPUS SAFETY RESOURCES  
 
 Campus Security    284-1270 or 271-4836 
 Issues of Concern for Students (Dean of Student Services) 845-9236 
 Issues of Concern for Employees (Personnel Officer) 847-9843 

Vice Chancellor of Administrative Services   845-9123 
Apprenticeship Program (Eves/Saturday)  282-0248  or 844-2340 or 845-9245   
Operations & Maintenance (Report Unsafe  
Conditions or Hazards on Campus)   845-9142 
Mental Health Wellness Counselor   845-9180 

 Health Office (Nurse)    845-9282 voice/text 
 Student ACCESS (Disability Services for Students) 844-2392 voice/text 
 
COMMUNITY & OTHER RESOURCES (Last Updated 08/16/08)  

Crisis Numbers 

 Community Resources  
Suicide Crisis Line (ACCESS)  832-3100  http://suicidehotlines.com/hawaii.html  

 Help Line  (For Referrals)  211 or 275-2000  www.auw211.org/  
Domestic Violence Hotline and Shelters  841-0822  www.stoptheviolence.org/public/  

Website Resources 
National Hopeline Network Suicide Prevention Hotline  1-800-SUICIDE (784-2433)  
www.hopeline.com/ 
National Suicide Prevention Lifeline  www.suicidepreventionlifeline.org 
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Depression & Stress 

Community Resources  
Mobile Crisis 832-2100 suicidehotlines.com/hawaii.html 
Adult Mental Health Division  586-4249  www.amhd.org/ 

 Hawaii Family as Allies 487-8785  www.hfaa.net/  
 Helping Hands Hawaii 440-3861  http://helpinghandshawaii.org/ 

Website Resources 
 Mental Health America  www.nmha.org/  
 National Institute on Mental Health  www.nimh.nih.gov/health/topics/depression/index.shtml 
 
Domestic Abuse/Violence 

Community Resources 
Child Welfare Services Intake Unit (reporting Line)  832-5300   
http://hawaii.gov/dhs/protection/social_services/child_welfare/   
Domestic Violence Clearinghouse/Legal Hotline  www.stoptheviolence.org/public/  

 PACT Family Peace Center  832-0855  www.pacthawaii.org/  
Family Court (Temporary Restraining Order) 538-5959  
www.courts.state.hi.us/page_server/SelfHelp/ProtectiveOrders/6538A34FACB55D97EAB75BA5
F7.html  

Website Resources 
National Domestic Violence 1-800-799-SAFE  www.ndvh.org/  
Victim Assistance Services  (Aardavarc.org)  
http://www.aardvarc.org/victim/states/hivic.shtml#directory 

 
Emergency Preparedness 

UH Emergency Operations Plan http://manoa.hawaii.edu/emergency/management/plan.html  
HCC Emergency Action Plan (Draft)  
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/EAPdraftSpring081.pdf  

 Appendix  
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/EAPappenAsopD3April08.pdf  
Pandemic Draft   
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/PandemicDraftAppA.pdf  
Emergency (Code Red) Shelter in Place Procedure 
http://honolulu.hawaii.edu/intranet/committees/epc/pdf/Emergency_Management_Protocol-
Shelter_in_Place_031708codered.pdf  

Community Resources 
State of Hawaii Civil Defense  733-4300  www.scd.state.hi.us/  
American Red Cross  734-2101  www.redcross.org/services/disaster/  

Website Resources 
US Department of Homeland Security  www.ready.gov/  
FEMA  www.fema.gov/areyouready/  
Center for Disease Control and Prevention  www.bt.cdc.gov/ 

 
Sexual Assault 

Community Resources 
Sex Abuse Treatment Center 524-7273  satchawaii.com/ 
Office for Victims of Crime 1-800-627-6872  

Website Resources 
 Note-2-Late.com  ec.princeton.edu/index.html  
  
 


