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6.16 Safety, Education & Crime Prevention 

 

Part 1: Educational Programming on Campus  

 

Century College strongly encourages students and employees to be responsible for your own security 
and the security of others. The Century College Department of Public Safety provides assistance in 
presenting programs on campus security and safety each semester. The college develops and presents 
educational programs in the area of crime prevention, sexual assault awareness, personal safety, fire 
prevention, etc. Public Safety works with the local police departments on training opportunities and 
presentations for the campus community.  
 
Public Safety has available, at no cost, brochures, flyers, and pamphlets concerning various safety and 
security issues. The Century College Health Service and Advising, Counseling, & Career Center provide 
staff to aid students in coping with alcohol and drug abuse.  
 
Part 2: Emergency Procedures, Emergency Training, Drills, and Exercises 

 

Century College is required by federal, state and local regulations to have evacuation and emergency 
operations plans in place. Evacuation plans and emergency procedures can be found posted in each 
classroom, office suite, and conference room. Century College also has a current Emergency 
Operations Plan based on the all-hazards concept, incorporating the National Incident Management 
System and coordinated with the system office and local emergency response agencies. This plan is 
used to respond to any level of emergency impacting Century College and outlines the responsibilities 
and actions necessary to protect life, property, and the environment.  A public version of this plan is 
available at: www.century.edu/emergency. 
 

Part 2.1: Emergency Training, Drills, and Exercises  

 

Training, drills, and exercises will be conducted at various times of the year to ensure members of the 
campus community are aware of actions to be taken in the event of emergency situations. These 
activities include individual, group and campus wide training. College employees may be assigned 
special duties and/or responsibilities for emergency response and will receive training to complete 
these actions. Other persons that may be on campus during an emergency cannot be expected to have 
training on campus emergency procedures. All employees are expected to assist in directing students 
and others on proper actions during emergency situations. Results of each training drill or exercises 
will be documented and include a description of the exercise, the date, time, and whether it was 
announced or unannounced. This information will be maintained in the Clery file located in the office 
of the Director of Public Safety. Records for all Clery related requirements are maintained for seven 
years and available upon request.  

http://www.century.edu/emergency
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Annually a number of drills are scheduled to help train the campus community on procedures for fire, 
severe weather/tornado, and active shooter on campus emergencies. These trainings and drills may 
include full-scale evacuation and participation of local emergency responders. At other times, a faculty 
member or supervisor may simply review procedures with an individual, class or work group.  
 

 Note: Intermediate School District NE Metro 916 has drill requirements beyond those of the 
college to cover the school’s three instructional time blocks. Whenever feasible, these drills will 
be conducted jointly with college.  

 Fire and Active Shooter: Drills will normally be conducted in the third week of each semester. 
Instructors in classes not in session during drills will discuss procedures with each class during 
the same week of the drills.  

 Severe Weather/Tornado Drills: Training will normally be conducted with State of Minnesota 
testing in April. Instructors in each class will discuss the weather/tornado warning system and 
where the nearest safe areas are located in the building.  

 

Part 2.2: Fire Evacuation Procedures 

 

Know a primary and secondary escape route from your work area/classroom (these routes are located 
on physical maps posted in most classrooms and offices).  Look for the closest emergency exit sign(s) in 
the hallway outside your work area/classroom. 
 
Know the location of fire alarm manual pull stations.  These are normally found at stairwell exits and at 
exit points from the building.   
 
If you observe a fire, immediately direct evacuation and sound alarm. 
Immediately evacuate the building when fire alarm sounds.  During evacuation, please take readily 
accessible personal belongings (e.g. purses, coats, laptops) with you as you exit your office/classroom. 
 
 Doors and windows should be closed but unlocked if possible when evacuating.  Areas with financial 
(cash) or other sensitive/confidential items should be secured after all employees have vacated the 
office. 
 
Direct others to evacuate and assist individuals with disabilities or advise emergency personnel of the 
location of persons requiring assistance. 
 
Call 9-911 to report the fire location if you know the location of fire/smoke. 
 
Notify the Department of Public Safety at campus ext. 4000 or 651-747-4000. 
 
Assist in directing fire department to location of the fire if Public Safety or administration is not 
present. 
 
When outside the building, move well away from the building, keeping roadway and sidewalk access 
clear for emergency responders. 
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Do not re-enter the building until told it is safe by fire department, Public Safety or administration 
staff.  This announcement will generally be made over the public address (PA) system.   
 

Fire or other alarms should be taken seriously. Building evacuation is mandatory for all fire alarms. 
Only Public Safety or the on-scene incident commander can authorize reentry.  
 

Part 2.3: Severe Weather / Tornado Warning Procedures 

 

The National Weather Service issues various types of weather warnings to warn the public of weather-
related danger.   In our area, the most dangerous conditions generally consist of severe thunderstorms 
and tornados. National Weather Service warnings are normally issued by geographic county and 
occasionally at the city level.  Minnesota storms may develop or change quickly with little or no 
warning.   
 
The Century College main campus spans the boundary between Washington and Ramsey counties, as 
well as White Bear Lake and Mahtomedi city limits.  This can cause confusion among the campus 
community because the warning sirens may sound at different times depending upon which side of the 
campus you are on and which city/county warnings have been issued. 
 
Century College can make weather-related warnings in the main campus buildings through our 
overhead paging emergency notification system.  There are two different prerecorded messages.  The 
first message announces that a severe weather warning has been issued for the immediate area.  This 
message will broadcast across the entire campus whenever a severe thunderstorm warning has been 
issued for the immediate area of White Bear Lake/ Mahtomedi or the projected storm path specifically 
includes either of these cities, and the warning indicates the storm poses a risk of danger to the 
campus community. 
 
The second weather warning is a tornado warning.  The tornado warning message will only be 
announced when information indicates a tornado cell is in the immediate area of White Bear Lake/ 
Mahtomedi or the projected storm path specifically includes either of these cities. 
 
The college monitors the national weather service for weather warnings.  Based on that information, 
the Department of Public Safety will activate the appropriate message to the campus community.  The 
message will be repeated at intervals of approximately every thirty minutes until the official warning 
expires.  An “all clear” message will be given when all warnings have expired. 
 

Severe Weather Warning Actions:  All outdoor activities should prepare to move indoors or 
immediately move indoors if threatening weather is in immediate area.   
 

Tornado Warning Actions:  All activities should immediately move indoors to shelter.  In the buildings, 
please move to areas providing most shelter, especially lower levels and away from windows.  Other 
shelter areas include restrooms and rooms with no windows.   
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Part 2.4: Evacuation Procedures for Individuals with Disabilities: 

 

Building evacuations for fire-related and some other events may not permit individuals to use elevators 
or some emergency egress routes.  These situations require special assistance for individuals that 
cannot physically use the stairs.  The following procedures are used to evacuate individual(s) with 
disabilities as quickly and safely as possible.   
 
The majority of the time, individuals on the first or second floor of either campus will be able to exit 
the building without use of an elevator or stairs.  The third floor in each of the main campus buildings 
requires stairs or elevator for egress.  Safe area locations are visibly labeled and identified for staging 
of individuals with disabilities for emergency response personnel to evacuate.  Any of the college 
stairwells may be used as a safe staging area.  A stairwell the greatest distance from the fire or event 
causing the evacuation would be best if you know the source of the fire.   
 
Another individual should remain at the staging area with the person with a disability to assist if it 
becomes necessary to relocate prior to the arrival of emergency personnel.  Whenever possible, a third 
person should contact emergency responders to advise them of the location of person needing 
assistance in evacuation.  This also may be done by calling 911.   
 
The primary safe area locations are listed for each building below: 
 

East Campus - Main Building: 
2nd floor egress can be done at the main lobby next to Lincoln Mall (E2500) or into the science/library 
building.  An individual on third floor or unable to exit 2nd floor should stage in stairwell “B” (E3230) or 
stairwell “F” (E3695). 
 

East Campus – Science/Library Building: 
2nd floor egress can be done through bridge exit toward west campus or into the east main building.  
An individual on 3rd floor should stage in stairwell by the elevator or stairwell room E3877. 
 

West Campus – Main Building: 
2nd floor egress can be out of the lobbies on the front of the building.  An individual on the 3rd floor 
should stage in stairwell “D” (W3040) or “K” (W3540) as possible. 
 

Part 2.5: Active Threat Procedure 

 

Run, Hide, Fight is a procedure to reduce the risk to the campus population during an active shooter 
event or when a high-risk situation threatens the campus.   The procedure is designed to have people 
assess and choose the option most appropriate to the situation: run, hide, or fight.  This procedure 
may be implemented in reaction to an event or proactively when there is information that indicates a 
high probability of immediate danger on campus. 
 
Early warning and intervention are the tools for prevention.  All members of the campus community 
must remain aware of others and report suspicious behavior to administration, a supervisor, the 
Advising, Counseling, and Career Center, and/or the Department of Public Safety.  Many times, this 
proactive reporting results in professional help that can resolve concerns prior to escalation.   
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The notice of an active shooter threat may come from a public address (PA) announcement, 
phone/voicemail, electronic mail message, person-to-person, and/or any other timely means available.  
Direct observation or hearing gun fire may be the first indication in an active shooter situation.  In this 
circumstance, prudence suggests you take immediate action to protect yourself as well as others.  
Mere moments can be the difference between safety and tragedy.   
 
Staying alert, being prepared, remaining calm and working together will greatly assist our community 
should we encounter an emergency situation.   
 
Immediate instructions in the event of an active shooter situation 
 

Advise Public Safety (651-747-4000), law enforcement (911) and/or administration if you observe any 
suspicious activity or have information about a possible event on campus.   
 
Note: We often have police officers on campus in plain clothes attending classes. Visitors with conceal 
carry permits may carry on campus.  Students and employees are not permitted to carry on campus. 
 
If you observe a threating individual with a firearm/weapon or become aware of a shooter - Run, Hide, 
Fight. 
 
Run  

 If you can safely exit the building, the best option is always to remove yourself from the threat 
area 

 Remember your closest exit may be a window – break the glass if necessary 

 Leave belongings behind 

 Do not attempt to use your vehicle 

 Help others evacuate if possible 

 When safe to do so, call 911 

 Gather at the designated gathering spots – CVS Pharmacy to the North of West Campus and 
Orchard Dental Group to the South of East Campus  

 

Hide  

 If evacuation is not possible, find a place to hide 

 Lock and barricade doors using furniture, desks, and heavy objects 

 Silence cell phones, including turning off vibrate mode 

 Hide behind large objects if possible 

 Remain very quiet and do not leave until directed by emergency responders 
 

Fight  

 Use as a last resort to protect yourself or others 

 Attempt to incapacitate the shooter using improvised weapons such as desks, chairs, 
computers, phones, or other objects 

 Act with physical aggression 
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 Once the shooter in incapacitated, call 911 and secure the weapon under a trash can or in a 
desk drawer 

 

Provide as much information to 911 as possible including the: 

 Location of the active shooter  

 Number of shooters 

 Physical description of shooter(s) 

 Number and type of weapons held by shooter(s) 

 Number of potential victims at the location 
 

When emergency responders arrive:  

 Remain calm and follow instructions 

 Always keep your hands visible  

 Avoid pointing or yelling 

 Know that help for the injured is on its way 
 

Part 3: Safety/Security of the Campus Community: 

 

Department of Public Safety personnel assist in creating a safe campus environment by providing 
regular foot and/or vehicle patrols, safety and security programs, as well as making available various 
safety and security printed materials. Anyone with personal safety concerns is encouraged to contact 
the Director of Public Safety regarding assistance and services that are available on campus.   
 
Part 3.1: Escort Services 

 

The College Department of Public Safety will provide an escort service, particularly during hours of 
darkness, for persons walking to their vehicle. Contact the Department of Public Safety at 651-747-
4000 to request an escort. 
 

Part 3.2: Accidents or Medical Emergencies: 

 

Immediately call 911 (or 9-911 from a campus phone) for any life-threating accident or medical 
emergency.  It is important that you identify your location correctly because the east and west campus 
are in two different cities.  After contacting 911, contact the Department of Public Safety at 651-747-
4000. 
 

Public Safety officers are trained in basic first aid and will assist in getting the appropriate level of 
professional assistance and completing necessary reports related to these events.  
 
Automated External Defibrillators (AED) are provided at various locations across the campus for public 
use during emergencies.  Campus employees are not required to use AEDs in medical response. 
 
All accidents/incidents that result in injury and/or property damage must be reported.  The 
Department of Public Safety Office will complete reports and/or assist in determining correct reporting 
based on nature of the incident.  Employees injured on the job should immediately notify their 
supervisor and the Human Resources office. 
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Property/liability loss report 
 

Property-Liability Loss Notice Forms are required to be completed for all accidents and medical 
emergencies involving students or visitors.  Please follow the guidelines listed below when completing 
this form. 
 

 The form can be found on the myCentury Public Safety page under Public Safety Documents 

 Complete the form and send the original to the Public Safety Department. 

 Complete and submit the form within 24 hours of the incident. 

 Questions: Call the Campus Safety Administrator (651-747-4001) or the Department of Public 
Safety (651-747-4000). 
 

Employee First Report of Injury, Claims Investigation or Workers Compensation Program Forms 
 

The First Report of Injury form should be completed by the supervisor for work related injuries here or 
off campus and must be submitted within twenty-four (24) hours of the injury to Human Resources. 
 

 Forms are available from Human Resources or the website: 
http://www.admin.state.mn.us/risk. 

 Complete the forms and return them to Human Resources.  (A copy is not required to be sent 
to the College Health Service or the Department of Public Safety). 

 Completing and submitting the forms will ensure that the injured person has access to 
professional advice and medical referrals necessary to begin recovery. 

 Questions? Contact Human Resources (779-3989) or the Nurseline (1-800-854-6780).  The 
Nurseline is open for calls 24 hours a day, 365 days a year.  Note:  You do not use the State of 
Minnesota Incident Report for employee related injuries. 
 

Intermediate School District 916 Accident/Incident Reports 
 

Intermediate School District 916 has their own Accident/Incident report used to document accidents or 
incidents of students, employees or visitors to the school district located on the east campus and at 
other District schools.  Any accident involving a student, employee or visitor of 916’s should be 
reported to Intermediate School District 916 Administration office E2351. 
 
Note:     You do not use the State of Minnesota Property/liability loss report for District 916 reporting 
of accidents or incidents.  
 
Part 3.3: Pets and Animals on Campus Property 

 
Except for certified service animals or as part of an approved course of instruction, pets and other 
animals are not allowed in campus buildings.  Pets must be on leash and not left unattended on 
campus property.  Wildlife on campus will not be interfered with, harassed or disturbed except by 
authorized campus individuals when wildlife presents a danger or interference with campus 
operations.  
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Part 3.4: Children on Campus 

 

The college understands that children at times may be on campus.  Parents who bring children on 
campus while they are in classes are expected to leave the child under the supervision of a responsible 
person.  Minnesota law (MN Statute 609.378) does not have a specific age a child must be before they 
may be left home alone or left under the care of another child.  There are general laws, however, that 
require adequate and appropriate supervision of children.   
 
Anyone aware of a child (or children) under the age of ten left unattended or improperly supervised, 
should call Public Safety at 651-747-4000.  The Public Safety Officer will contact the children and 
evaluate the situation.  If officer determines the level of supervision and/or safety is not appropriate, 
the officer will attempt to contact the parent or responsible adult.  If a parent/responsible adult cannot 
be located immediately, the local police department will be called for assistance. 
 

• Campus employees are not responsible for providing supervision of children unless part of an 

approved degree program.   

• Typically, children are not allowed in classes, unless part of an approved degree program. 

• Children are normally not allowed in an individual’s work area except for short visits.  Contact 

your supervisor or the Director of Human Resources for guidance on children at special 

times/activities such as shadowing or career day events. 

 

Part 3.5: Campus Pedestrian Safety 

 

To provide safety for campus pedestrians, personal, recreational, motorized and/or non-motorized 
devices (e.g. skateboards/long boards, rollerblades, hoverboards, bicycles) may not be used in campus 
buildings, on sidewalks, and on the bridge connecting East and West campuses.  Racks are provided on 
both campuses for securing bicycles. 
 
Related Documents and References:   
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