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6.17 Timely Warnings, Immediate and Emergency Notifications 

 

Part 1: Immediate and Emergency Notifications  

 

Part 1.1: Purpose 

Immediate and Emergency Notification must be issued to the campus community upon confirmation of 
a significant emergency or dangerous situation occurring on campus that involves an immediate threat 
to the health and safety of students and employees. This policy is designed to assist the College in 
determining the content of the emergency notification and define the situations for initiating the 
notification system.  
 
Part 1.2: Responsibility 

The Director of Public Safety or Lead Public Safety Officer, in coordination with Public Safety Officers, 
will initiate the College’s emergency mass notification processes during confirmed extremely violent or 
hazardous incidents that pose immediate danger or threat to the health and safety of campus 
community members. Wherein Public Safety personnel need to notify campus community members 
immediately in order to reduce the likelihood of casualties or injuries. In situations where an imminent 
threat is present, the Director of Public Safety or Lead Public Safety Officer and all other Public Safety 
Officers, have the ability and authority to issue an alert immediately and without further consultation 
with any other College official.  
 
Although activation of the emergency notification system will generally be performed by the members 
of the Department of Public Safety, the flowing personnel will be trained, have the credentials and 
authorization to prepare and send emergency messages via the emergency notification systems: 
 

• Vice President of Finance and Administration 

• Associate Vice President of Information and Technology 

• Public Safety Director 

• Lead Security Officer 

• Safety Administrator 

• Campus Security Officers 

• Physical Plant Manger 

• Director of Marketing and Communications 

 

Part 1.3: Evaluation of Emergency Situation 

As part of its Emergency Operations Plan, the College has adopted a formalized procedure for issuing 
emergency alerts to the campus community. The College, based on the judgments of members of the 
Department of Public Safety will endeavor to immediately notify the campus community (or 
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appropriate segments separately and distinctly impacted) upon the confirmation of a significant 
emergency or dangerous situation involving an immediate threat to the health or safety of students or 
staff occurring on or near the campus. A threat is imminent when the need for action is instant, 
overwhelming, and leaves no moment for deliberation.  
 
Part 1.4 Confirmation & Activation 
When on‐duty Public Safety officers become aware of a situation that may warrant the issuing of an 
emergency alert they will: 

1. Confirm that there is a significant emergency.  Confirmation typically involves the response and 

assessment, based on this policy, by Public Safety Officers, college officials, local law 

enforcement, or emergency responders, who quickly evaluates the situation to determine if an 

alert is warranted. Confirmation means that a College Official or Public Safety Officer has 

verified that a legitimate emergency or dangerous situation exists. Confirmation doesn’t 

necessarily mean that all of the pertinent details are known or even. 

 

2. Immediately, without delay, taking into account the safety of the campus community, activate 

the campus immediate emergency notification process and systems upon confirmation of a 

seriously violent or extremely hazardous incident or dangerous situation involving an 

immediate threat to the health and/or safety of students or employees is occurring on the 

campus or near the campus.  Immediate notification to the campus is required when a 

confirmed seriously violent or extremely hazardous incident or dangerous situation involving an 

immediate threat to the health and/or safety of students or employees is occurring on the 

campus or near the campus. Notification will occur for the all confirmed seriously violent or 

extremely hazardous situations including but not limited to those outlined below unless the 

notification, in the professional judgment of responsible authorities, will compromise efforts to 

assist a victim(s) or to contain, respond to, or otherwise mitigate the emergency. 

a. Fire 

All confirmed fires contained in or around campus buildings will be considered an 
immediate threat to the campus community if they are: 
1. Actively burning in or on a campus building 

2. Approaching, within one mile of the campus boundary, and uncontrolled or 

uncontained.  

 

In the event of a fire the Evacuations Procedures outlined in Century College Policy 6.16 
Safety, Education and Crime Reporting will be followed. 
 

b. Outbreak of meningitis, norovirus, or other serious illness 

If a local, state or federal health officials or organization declares an outbreak, epidemic, or 
pandemic situation involving meningitis, norovirus, or serious communicable illness, which 
is affecting the local campus area the college will: 
1. Provide students and employees a single notification via the StarAlert System informing 

them about the illness and necessary health and safety precautions, as well as 

encouraging them to obtain information from health care providers, state health 

authorities, and or the CDC’s website; or  
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2. Create a banner at the top of the Century.edu homepage containing that same 

information, including a statement about the outbreak, epidemic, or pandemic and a 

link to the state health authorities, and or the CDC’s website.  

 

Outbreaks of meningitis, norovirus, or other serious illness, evaluated based on following 
criteria, will be considered an immediate threat to the campus community if: 
1. local health officials have declared an outbreak of meningitis, norovirus, or serious 

communicable illness and  

2. a case of meningitis, norovirus, or serious communicable illness has been confirmed 

based on medical diagnosis or symptoms when such diagnosis is not available or 

possible and 

3. The infected individual(s) has/have been on campus within the last 14 days 

 
The message will contain information about the illness and necessary health and safety 
precautions, as well as directions to obtain information from health care providers, state 
health authorities, and or the CDC.  This message will also indicate the steps the college is 
taking to protect the safety of the campus community. These steps may include additional 
cleaning and decontamination, closing of areas, or other procedures as recommended by 
the local health authorities.    
 

c. Approaching tornado or other extreme weather conditions 

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.  Immediate notification will be issued whenever: 
1. 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 

2. A Tornado warning has been issued for the immediate area of White Bear Lake/ 

Mahtomedi or when information indicates a tornado cell includes either of these cities, 

and the warning indicates the storm poses a risk of danger to the campus community 

In the event of approaching tornado or other extreme weather conditions the Severe 
Weather/ Tornado Warning Procedures outlined in Century College Policy 6.16 Safety, 
Education and Crime Reporting will be followed 

 
d. Earthquake 

Minnesota is not a very tectonically active state; however, there is at least one fault zone.  A 
confirmed earthquake will be considered a threat to the campus community if:  
1. the magnitude of such earthquake is over 5.4 measured within one mile of campus or 

2. There is damage to campus or surrounding buildings 

 

In the event of an earthquake the evacuations procedures outlined in Century College Policy 
6.16 Safety, Education and Crime Reporting will be followed. 
 



 
century.edu  |  651.779.3300 4 

 

e. Gas Leak 

All confirmed gas leaks will be considered an immediate threat to the campus community if 
they are: 

1. inside or directly outside of a campus building or 

2. within a one-mile radius of Century College and determined to be a risk to the campus 

community by local officials.  

 

In the event of a gas leak inside or directly outside of campus buildings the Evacuations 
Procedures outlined in Century College Policy 6.16 Safety, Education and Crime Reporting 
will be followed. 
In the event of a gas leak in the campus area the Shelter in Place procedures outlined in 
Century College Policy 6.16 Safety, Education and Crime Reporting will be followed. 
 

f. Terrorist Incident 

All confirmed terrorist incidents affecting the campus, or within one mile of the campus will 
be considered an immediate threat to the campus community.  The approach to such 
incidences will be evaluated on a case-by-case basis, but may include activating the 
evacuation, active shooter, or shelter in place procedures outlined in Century College Policy 
6.16 Safety, Education and Crime Reporting, or recommendations from local officials. 

 

g. Armed intruder 

All armed intruder incidents occurring on campus or in campus buildings will be considered 
an immediate threat to the campus community.  The approach to such incidences will 
include activating the active shooter procedures outlined in Century College Policy 6.16 
Safety, Education and Crime Reporting. 

 

h. Bomb Threat 

All confirmed bomb threat incidents affecting the campus will be considered an immediate 
threat to the campus community.  The approach to such incidences will be evaluated on a 
case-by-case basis, but may include activating the evacuation, active shooter, or shelter in 
place procedures outlined in Century College Policy 6.16 Safety, Education and Crime 
Reporting, or recommendations from local officials. 

 

i. Civil Unrest or Rioting 

All confirmed Civil Unrest or Rioting incidents affecting the campus, or within one mile of 
campus will be considered an immediate threat to the campus community.  The approach 
to such incidences will be evaluated on a case by case bases, but may include activating the 
evacuation, active shooter, or shelter in place procedures outlined in Century College Policy 
6.16 Safety, Education and Crime Reporting, or recommendations from local officials. 

 

j. Explosion 

All confirmed explosions will be considered an immediate threat to the campus community 
if they are: 

1. Inside or directly outside of a campus building or 
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2. Within one-mile radius of Century College and determined to be a risk to the campus 

community by local officials.  

In the event of an explosion inside or directly outside of campus buildings the Evacuations 
Procedures outlined in Century College Policy 6.16 Safety, Education and Crime Reporting 
will be followed. 
In the event of an explosion in the campus area the Shelter in Place procedures outlined in 
Century College Policy 6.16 Safety, Education and Crime Reporting will be followed. 
 

k. Chemical or Hazardous Waste Spill 

All confirmed chemical or hazardous waste spills will be considered an immediate threat to 
the campus community if they: 
1. pose an immediate risk to the campus community due to the severity of the spill and 

2. is located inside or directly outside of a campus building or 

3. is located within a one-mile radius of Century College and determined to be a risk to the 

campus community by local officials.  

 

In the event of chemical or hazardous waste spill inside or directly outside of campus 
buildings the Evacuations Procedures outlined in Century College Policy 6.16 Safety, 
Education and Crime Reporting will be followed. 
In the event of a chemical or hazardous waste spill in the campus area the Shelter in Place 
procedures outlined in Century College Policy 6.16 Safety, Education and Crime Reporting 
will be followed. 
 

To facilitate the ability of our students and employees to protect themselves in the event of an 
emergency situations, the college community is encouraged to review Century College’s Emergency 
Response Procedures and Emergency Operations Plan located at www.century.edu/emergency.  Quick 
reference guides will be located in most classrooms and office suites.   
 
Part 1.5 Determining Message Content, Distribution Method, and Community Segments   

The Director of Public Safety or Lead Public Safety Officer develop the content of the notification 
message whenever possible, and then identify the appropriate segment or segments of the campus 
community who will receive the notification.  All Campus Public Safety Officers have the authority and 
ability to determine the message content, distribution method, and community segments in the 
absence of the Director of Public Safety or Lead Public Safety Officer when any delay in message 
distribution would pose an additional risk to the campus community.   
 
Message Content 
Notification message content is determined based on the type of incident, the context with which it is 
occurring, and the immediate danger or threat to the campus community, and the need to advise 
campus community members to take action. Pre‐canned messages have been prepared as part of the 
emergency notification system to aid in rapid communication processes during incidents of grave 
concern.  
 
The Department of Public Safety will determine how much information is appropriate to disseminate at 
different points in time.  When the emergency mass notification system is activated, Public Safety 

http://www.century.edu/emergency


 
century.edu  |  651.779.3300 6 

 

Officers will notify the campus community of the emergency situation, its exact location (when 
available), and request community members to protect themselves in some way.  In most cases this 
will be achieved by evacuating the affected area if it is safe to do so and/or by employing the “Shelter 
in Place” concept.  In the event of an active shooter on campus, follow the Active Shooter procedures.   
 
Follow‐up notices/communications will be provided as necessary during an active incident and may be 
provided by the Director of Public Safety or Lead Public Safety Officer. When a threat is neutralized or 
effectively removed, campus community members will be appropriately informed via email and text 
alert 
 
Message Distribution 
Distribution is accomplished through a variety of communication methods, but the use of the 
emergency StarAlert (cell phone text/voice messaging, email, social media, website), Fire Alarm/ Public 
Address Notification system, and or Alertus (computer desktop notification) would be seen as the most 
common and quickest form of communications under most circumstances.  
 
The College’s means of communicating during an emergency situation includes the following, although 
not all of these methods are always employed. The communications method used would depend on 
the type of emergency:  

• Cell phone Text/Voice Messaging  
• College Computer Notification  
• All Campus Email Alerts  
• Voicemail  
• College Website, Facebook, and Twitter Accounts  
• College landline phone  
• Public Media (TV, radio, news websites)  
• Fire Alarm System Notification  
• Public Address System  
• Flyers posted throughout Campus  
• In‐person Notifications  
 

Campus Segments  
The segment(s) of the campus receiving an immediate or emergency notification is decided based on 
who is directly impacted by the emergency and whose health and/or safety may be in jeopardy. The 
entire campus community will be notified when there is at least the potential that a very large segment 
of the community will be affected by the situation, or when the situation threatens the operation of 
the campus as a whole.  
 
If only a portion of the campus community is notified there will be a continuing assessment of the 
situation and additional segments of the campus community may be notified if the situation warrants 
such action. 
 
Local law enforcement, emergency responders, will be notified by phone of any actual on‐campus 
emergency that poses a threat to campus and/or the immediate local community. 
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Part 1.6 Disseminating the emergency information to the larger community  

The college will disseminate emergency information to the larger community in situations that may 
pose a threat to the larger community via radio and/or tv alerts, as well as posts to the Century.edu 
homepage and Century College Social Media Pages.  In most cases this distribution will be prepared 
and distributed by the public information officer.  In situations that pose an immediate threat to the 
larger community the Director of Public Safety or Lead Public Safety Officer and all other Public Safety 
Officers, have the ability and authority to issue an alert immediately and without further consultation 
with any other College official.   
 
Parents and community members may opt into the Century College StarAlert system by visiting 
https://staralertcenturycollege.bbcportal.com/.  Those who opt into the system will receive alerts 
anytime the StarAlert system is activated.   
 
If it is determined by the Director of Public Safety, Lead Pubic Safety Officer, or on duty public safety 
officer that the emergency situation only poses a threat to the campus community no notification will 
be made to the larger community except those who have opted into the StarAlert System.  
 
Part 2: Timely Warnings 

 

Part 2.1: Purpose 

Timely Warning Notices are sent to the college community to notify members of the community about 
specific Clery Act crimes that have been reported to the Department of Public Safety and that have 
occurred within our Clery Geography which includes on-campus property, public property immediately 
adjacent to and accessible from the campus, or certain non‐campus property, where it is determined 
that the incident may pose a serious or ongoing threat to members of the College community. Such 
timely warnings, that withholds the names of victims as confidential, aid in the prevention of future 
crimes and provide an opportunity for individuals to take reasonable precautions for their own safety. 
Such messages will be issued in a timely manner to afford the campus community with opportune time 
to put themselves on guard, so as to take reasonable precautions for their own safety.   
 
Part 2.2: Responsibility 

The Director of Public Safety or Lead Public Safety Officer reviews all criminal and/or serious incidents 
to determine if there is an ongoing threat to the community and if the distribution of a Timely Warning 
Notice is warranted.  
Timely Warning Notices are generally written and distributed to the campus community by the 
Director of Public Safety or the Lead Public Safety Officer, and they are routinely reviewed and 
approved by the Vice President of Finance and Administration. The Director of Public Safety or the 
Lead Public Safety Officer has the authority to issue a Timely Warning Notice without such consultation 
if consultation time is not available. Should the Director of Public Safety or the Lead Public Safety 
Officer be directly impacted and involved in an incident response or otherwise unavailable, the 
Director of Marketing could write and send a Timely Warning Notice with the approval and advice of 
the Director of Public Safety or the Lead Public Safety Officer.  
 
 
 
 

https://staralertcenturycollege.bbcportal.com/
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Part 2.3: Evaluation of Crimes 

Timely Warning Notices may be distributed for any of the following Clery Act crime 
categories/classifications that are reported directly to the Department of Public Safety or indirectly to 
the Department of Public Safety through a campus security authority or local police agency:  

• murder 

• non‐negligent manslaughter 

• sex offenses (rape, fondling, incest, and statutory rape) 

• robbery 

• aggravated assault 

• burglary 

• arson 

• hate crimes 

• motor vehicle theft 

• domestic violence 

• dating violence 

• stalking 

• arrests and referrals for liquor law, weapons law, and drug law offenses.  

 

Note: Crimes reported to licensed counselors are not subject to the timely reporting requirement.  
 
The issuance of a Timely Warning will be evaluated on a case-by-case basis in light of all the facts 
surrounding the crime, including factors such as the following: 

• The nature of the crime 

• The timeliness of the report 

• The continuing danger to the campus community, such as whether the perpetrator was 

apprehended 

 

The risk of compromising law enforcement efforts will also be considered but would not prevent an 
alert from being issued if there is a serious or ongoing threat to the campus community.  The alert may 
only restrict those specific details, which if released, would compromise ongoing law enforcement 
efforts.   
 
Timely Warnings for the crimes of negligent manslaughter, aggravated assault, domestic violence, 
dating violence, and arrests or referrals for liquor, drug, and weapons offenses are considered on a 
case‐by‐case basis because these cases are usually personal in nature and focused on a single victim. 
For example, if an assault occurs between two students who have a disagreement, there may be no 
ongoing threat to other Century College community members and a timely warning alert would not be 
distributed.  
 
Typically, Timely warnings are not issued for any incidents reported that are older than two weeks or 
14 days from the date of occurrence as such a delay in reporting has not afforded Century College an 
opportunity to react or respond in a timely manner.  
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Crimes that occur outside the campus’ Clery geography, or other non‐Clery specific crimes will be 
evaluated on a case‐by‐case basis.  
 
Part 2.4: Message Content & Distribution 

Message Content 
Timely warning notices for Clery act crimes that occur within the campus’ Clery geography will be titled 
“Timely Warning Notice – Crime Description” 
 
The Message will contain the following if known 

• A notice that the information has been distributed in compliance with Federal Law 

• Specific information regarding the crime that prompted the alert including: 

o The Date/time of the incident 

o The location 

o The nature of the crime 

o Suspect information when deemed appropriate and when there is enough detail 

• Information that will promote safety and potentially aid in the prevention of similar crimes 

• Contact information for the Department of Public Safety  

 

If an alert is issued for a non-Clery act crime or a crime that occurs outside the campus’ Clery 
geography it will be titled “Crime Alert”. It may contain some or all the same information a timely 
warning notice would contain. 
Message Distribution 
 
Timely warning notifications will be primarily sent by blast email, community wide to all students and 
employees on campus. Alerts may also be posted on the college website and posters may also be 
posted by the Department of Public Safety in campus buildings when deemed necessary.  

• When Timely Warning Notices are posted in campus buildings, they are printed on red paper 

and posted in lobby/entrance areas of key buildings for a time period determined by the 

Director of Public Safety or designee. Alerts can also be sent/communicated via Century 

College’s text/voice messaging system and a variety of other notification methods. 

• Century College professional staff is informed of their responsibility to share alert information 

with their sponsored visitors and/or guests. Event Services staff are instructed to inform event 

attendee and/or directors/leaders of alerts.  

 

Updates to the campus community, when deemed necessary, about any particular case resulting in a 
Timely Warning Notice may be distributed via blast email. 
 
Part 3: Emergency Notification System Testing, Registration, Authorized Uses  

The Emergency Notification System will be tested each academic year to ensure that all systems are 
working properly and that emergency operations team members maintain a working knowledge of the 
system. These tests will also serve as educational moments for the campus community to remind them 
that this system does exist, and that it is a working and functioning system that they can rely upon.  
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Students, staff, and faculty shall be informed of the College’s emergency notification system, 
emergency response and evacuation procedures twice a year, at the start of each semester, through 
an email notification. This includes dissemination of information and procedures about how to respond 
during the activation of the emergency notification system in response to a significant incident on 
campus or within the immediate area of the campus that potentially directly impacts the safety of 
campus community members.  
 
Public Safety officers additionally test evacuation procedures for all academic/administrative buildings 
at least once a year, but in most cases during Fall and Spring semester as part of Public Safety’s fire drill 
and safe evacuation programs.  No more than one week prior to these drills the Department of Public 
Safety will notify the campus community by email of the emergency response and evacuation 
procedures.  This includes dissemination of information and procedures about how to respond during 
the activation of the emergency notification system in response to a significant incident on campus or 
within the immediate area of the campus that potentially directly impacts the safety of campus 
community members.  
 
The Department of Public Safety will document for each test including a: 

• description of the drill or exercise 

• the date and time of the test  

• whether it is announced or unannounced.   

 

The Department of Public Safety will complete follow through activities that may include a survey, 
after action report, analysis of the message distribution success.   
 
The emergency notification cell phone text/voice messaging system (StarAlert) will be typically tested 
on the first Wednesday of the month. These tests are usually announced tests, but they may be 
unannounced. Faculty, Staff and Students may opt out of the Emergency Notification System 
Messaging. Parents and community members may opt into the StarAlert system at 
https://staralertcenturycollege.bbcportal.com/ 
 
In an effort to ensure the campus community responds to Emergency Notifications promptly the 
emergency notification systems will only be used solely for emergency drills or emergencies. 
 
Additionally, emergency procedures posters shall be posted in all classrooms, conference rooms and 
office suites throughout campus. These posters provide quick actions for community members to take 
in the event of an emergency notification system activation, including Run, Hide, Fight, etc.  
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