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CAMPUS SAFETY AND SECURITY
This Safety and Security Policies and Procedures Manual has been prepared in an
attempt to protect lives and property during times of emergency situations.
Potential emergency situations include: FIRE, BOMB THREAT, ARMED INDIVIDUAL
ON CAMPUS OR HOSTAGE SITUATION, HAZARDOUS MATERIALS INCIDENT OR
SEVERE WEATHER ALERT.
All WTC employees are vital to the success of an emergency plan. This manual is
located at every WTC facility as well as on the WTC website. The importance of
campus-wide participation in following these steps involved in any given emergency has
been discussed with administrative staff.
WTC employs a team of security officers to assist with emergency situations. Their
duties include assisting with security to all buildings on campus, patrolling parking
areas, and providing basic assistance to anyone on campus in need of help. Their
duties also include enforcing parking regulations and issuing parking citations.

SECURITY / EMERGENCY NUMBERS:
Western Texas College personnel are advised to call 911 in the event of an emergency.
The caller should specify the nature of the emergency as well as the specific location on
campus and any other pertinent information. The caller should then notify campus
security. Dial 9-207-3709 from any campus phone. From an outside line or cell phone
dial 325-207-3709.
The college president or one of the deans should be notified of the emergency as time
permits.

President
Dean of Instructional Affairs
Dean of Student Services
Dean of Institutional Research
Facilities

Ext: 6501
Ext: 6502
Ext: 7625
Ext: 7671
Ext: 7673
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RESPONDING TO AN ARMED PERSON
An armed person is a person who appears to be actively engaged in killing or
attempting to kill or severely injure people in a populated area; in most cases an armed
person will use firearms and there is no pattern or method to their selection of victims.
These situations are dynamic and evolve rapidly, demanding immediate deployment of
campus security and law enforcement resources to stop the threat and mitigate harm to
innocent victims. This document provides guidance to faculty, staff, employees, and
students (Western Texas College) that may experience an armed person event, and
describes what to expect from responding campus security and law enforcement
officers.
ACTIVE SHOOTER RESPONSE TACTICS – THE A.L.I.C.E. METHOD
ALICE is not a sequential process. As quickly as possible, decide what you need to do
in order to survive the danger, and then do it. Use the information provided or your
sensory inputs to make good decisions.
Alert

Stay alert and be aware of your environment. Know evacuation routes.
Pay attention to any emergency notifications.

Lockdown

Securing in Place means more than locking doors. Make door hard to open.
Lockdown does not mean Locked-In.
Barricade or get obstacles between the danger and you.
You can always leave a room or building, even if the door is locked.
If exiting is possible and a better option, do it.

Inform

A two-way street of information must exist. Make good safety decisions
based on information being provided by all possible means.
If you have information that will help, contact Campus Security or 911.

Counter

If contact is made with a dangerous person, engage in counter strategies, and
then evacuate or swarm.
Secure any weapons controlled.
Don’t hold weapon when police are entering.

Evacuate

Remove yourself from the danger area if a safe route exists.
Proceed to the reunification point where help and assistance will be provided.
Do not use your vehicle when evacuating the campus due to a
dangerous situation. THE DESIGNATED REUNIFICATION POINT IS THE
WTC SOCCER FIELD PARKING LOT.
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If An Armed Person is OUTSIDE or INSIDE Your Building:
RAVE Alert by text and e-mail will be activated.
In general, how you respond to an armed person will be dictated by the specific
circumstances of the encounter. Bearing in mind there could be more than one
situation, try to remain calm and use these guidelines to help you plan a strategy for
survival. (Remember that response to an armed person is one of the most
dynamic situations that anyone will ever face.)
If an active shooter is outside or inside your building, proceed to a room that can
be secured. Close and secure all the windows and doors, close the blinds, and
turn off all the lights. If the door cannot be locked, use whatever materials you
have at your disposal and barricade the door. Have everyone get down on the
floor. (Never gather together, spread out, seek concealment behind walls,
desks, file cabinet…ECT.) If your room cannot be locked, determine if there is a
nearby location that can be reached safely and securely, or if you can safely exit
the building.
B. One person in the room should call 911 or campus security 325-207-3709.
Advise of what is taking place.
C. If you can, inform them of your name, location, number of people in the room with
you, and any information you might have on the armed person.
D. Remain in place until campus security, law enforcement personnel, or campus
staff known by you gives the “All Clear”. Unfamiliar voices may be the armed
person attempting to lure victims from their safe place. DO NOT respond to any
voice or fire alarms until you can verify with certainty they are being issued by the
proper authorities. If you have not been contacted within one hour, call 911 for
further instructions. You might also receive a text message from RAVE on your
cell phone.
A.

Armed Person Inside The Room:
A. If the armed person enters your office or class room, There Is No Set Procedure
- the decision can be made only by you, Run, Hide, Fight, depending on the
circumstances you decide whether to Run, Hide or Fight .
B. Remaining calm will aid you in decision making.
C. If possible call 911 to alert campus security and law enforcement personnel to
the armed person’s location.
D. If you are unable to speak, leave the line open so the dispatcher can hear what is
taking place. Law enforcement can then utilize CPS technology to locate the
origin of the call.
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E. If the armed person is not actively attacking victims, it might be possible to
negotiate, provided there is absolutely no opportunity of escape or concealment.
F. If the armed person has attacked victims and you are faced with a life or death
situation, only YOU can determine your next course of action,
G. Fight: When all options have been exhausted, you could be faced with this
decision. Try to overpower the armed person with force or by whatever means
necessary. Remember your life depends on it. If you have to fight, DO IT AND
NEVER QUIT.

Armed Person Leaves The Room:
If the armed person has left the area and the surroundings appear to be safe,
you do have the option to leave the area. However, if you are in a room that can
be secured by locking the door or other means, it is strongly recommended that
you stay in place, secure your area, and wait for campus security or law
enforcement personnel to come to you.
B. Make certain you do not touch anything in the area the armed person occupied.
This area is now considered a crime scene and the preservation of any and all
evidence is crucial. In addition, assailants have been known to utilize additional
weaponry such as improvised explosive devices, making it equally important for
those involved to vacate without making physical contact with anything in the
area.

A.

What You Should Do:
A. Always make sure you have a safe escape route in mind.
B. Never take any of your personal items with you. Do not carry anything in your
hands while fleeing. Always Move Quickly.
C. Always keep your hands visible and always follow instructions given by the
proper authorities. Avoid making quick movements towards the officers, such as
attempting to hold onto them for safety. Avoid pointing, screaming, and/or yelling.
Do not stop and ask officers for help or direction when evacuating. Proceed in
the direction from which officers are entering the building.
D. If you know the location of the armed person, alert the proper authorities. Never
try to remove the injured. Leave them where they lay. Notify the authorities of
their location as quickly as possible.
E. Remain at the designated assembly point until you have been released.
F. Never drive off campus until you are told it is Safe by the proper authorities.
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What You Should Expect:
A. Responding campus security and law enforcement personnel will proceed
immediately to the area where an incident last occurred. The primary purpose is
to stop the threat as quickly as possible.
B. The first responders to arrive on the scene will likely be campus security and
eventually they will be joined by law enforcement personnel. There will be
different uniforms being worn due to different agencies responding. Some
personnel could be in plain clothes; however, they should also be wearing some
type of proper identification.
C. Additional law enforcement personnel will eventually respond following the first
responders, likely with EMS, to secure and remove the injured.
D. Remember; Do as The Officers Tell You. Never be afraid of them.

Recognizing Signs of Potential Workplace Violence:
An armed person may be a current or former employee. Alert your Human Resources
department if you believe an employee exhibits potential violent behavior. Indicators of
potentially violent behavior may include one or more of the following:
1. Increased use of alcohol/or illegal drugs.
2. Unexplained increase in absenteeism, and/or vague physical complaints.
3. Increased severe mood swings, and noticeably unstable or emotional responses.
4. Increasing talks of problems at home.
5. Increase in unsolicited comments about violence, firearms, and other dangerous
weapons and violent crimes.

Western Texas College Alerts
A Western Texas College message will be broadcast as soon as possible for this type
of emergency situation. This message will be sent by Rave Emergency Alert System.
Methods consist of text message over your cell phone or computer. An emergency
beacon will also activate at the yellow ALERTUS panel in each building. Instructions will
appear on the digital readout screen.
Depending on available information, the initial message may inform you of where the
incident is occurring. If no location is provided, The Entire Campus Should Be
Considered The Area At Risk.
If you are inside the area described, you should follow the guidelines described in this
document.
If you are not inside the area described, you should follow the guidelines to stay in place
and do not come to the area involved.
Communications, including the use of cell phones, land lines, and the internet, of nonemergency nature should be kept to a minimum during the event.
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FIRE
In the event of a fire, the following steps should be taken:
1.

If feasible, extinguish the fire using the fire extinguisher located in the
building. If you are able to extinguish the fire, contact Campus Security and
the Physical Plant Director.

2.

If the fire cannot be extinguished:
A. Use the fire alarm (if available) in the building.
B. Notify the fire department by calling 911.
C. Have someone contact Campus Security, Campus President, or Deans.
D. Be available to alert the fire department of the type of fire, location, etc.
E. All instructors should have their students exit the building and report to
the designated assembly location for that building (see diagram). All
instructors must account for all students.
F. Avoid smoke filled areas and DO NOT use elevators.
G. The last person out of the area should secure the doors to help isolate the
fire.

CHEMICAL OR GAS LEAK
If you suspect there might be a gas or chemical leak:
1.
2.
3.
4.
5.
6.
7.

Notify Facilities (7673) and/or Campus Security 9-207-3709.
If necessary, dial 911.
Alert occupants of the threat and assist others in evacuating.
Do not turn lights on or off or open/close drawers, cabinets, or doors.
Do not use exits near the leak area.
Assemble at least 300 feet upwind of the facility and account for occupants.
Prevent people from re-entering the facility.
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BOMB THREATS
A bomb threat is usually made by phone. In the event you are contacted
regarding a bomb threat, these steps should be followed:
1.

Ask the caller to identify:
A. The building in question.
B. The time of the setting.
C. The location of the bomb. (“Where in the building is the bomb?” “Did you place
the bomb?”)
D. Type of bomb.
E. The reason for placing the bomb on campus. (“Why was it set?” “Where are you
calling from?” “What is your name?”)
F. Attempt to gather as much information concerning the bomb as possible and
then listen to the background noises, if any, from the caller and write down the
exact wording of the threat.

2.

If possible, notify someone near you that you are receiving a bomb threat and
notify the President, or one of the Deans. If the call is received during evening
classes, notify campus security and/or 911.

3.

Make yourself available to security personnel as they will need any information
you can provide.

4.

The decision to vacate the building in question will be made by the President,
Campus Security, or Police.

5.

If the building is to be evacuated, Campus Security should notify instructors to
exit the building. If evacuation is warranted, each instructor should:
A. If possible, turn off any machines or appliances. Turn off all two-way
radios, walkie-talkies, and do not use cell phones.
B. Briefly scan the room interior for any object that appears out of the ordinary.
Do not attempt to remove the object but notify security personnel of your
concern.
C. Instruct students to remove all personal belongings such as coats,
backpacks, and briefcases as this will simplify the search process by
security.
D. Restrooms must be checked before Campus Security exits the building.
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SEVERE WEATHER
RAVE Alert by text and e-mail will be activated.
ALERT Wall Panel Beacons will activate in each building.
TORNADO WATCH
SIGNAL - Television, Radio, or Social Media
Tornado watch means there is a chance of dangerous weather with damaging winds.
Be on the lookout for the danger signs listed below and be ready to move quickly to
safety if the Warning Signal is given.

TORNADO WARNING
SIGNAL - Television, Radio, or Social Media
Tornado Warning means a tornado has been sighted nearby and that you should go to
one of the areas listed below at once. If you see or hear the tornado coming, do not wait
for the warning signs. Immediately locate the nearest designated shelter. If you are
unable to escape to a shelter: (1) move away from windows and taller objects that could
tip over, (2) get under and hold on to something sturdy as this will help protect you from
falling objects, (3) use your free arm to protect your head and neck from possible flying
debris. Move to the restrooms, vaults, or designated storm shelters.

SEVERE WEATHER DANGER SIGNS
SEVERE THUNDERSTORMS
Thunder, lightning, heavy rains, and strong winds

HAIL
Pellets of ice from dark and cloudy skies

ROARING NOISE
Similar to a railroad locomotive with crashing thunderous sounds

FUNNEL
Dark spinning, “ropelike” shape or column from the sky to the ground
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STORM SHELTER INFORMATION

MAIN CAMPUS
STORM SHELTER LOCATIONS:
1.
2.
3.
4.

Scurry County Museum (23) – Basement
Glover (28) – Student Commons
Student Center (3) – Downstairs in the cafeteria kitchen
Building (16) ITBM – Outside entrance on the east side of the
building, just south of the HPE Fitness Center entrance

COLISEUM
STORM SHELTER INFORMATION:
1.
2.
3.

Shelter under the arena stands
Shelter in the interior hallways
During an outdoor event participants must move inside

COLLEGE ON THE SQUARE
STORM SHELTER INFORMATION:
1.
2.

Take shelter in the Courthouse basement if possible
Or, find an interior location to shelter

OPPORTUNITY CENTER
STORM SHELTER INFORMATION:
1.
2.

Take shelter in the gun vault or the mock lockup cell
Or, find an interior location to shelter

AGRICULTURE SCIENCE COMPLEX
SHELTER INFORMATION:
1.
2.

Take shelter inside the main building / classroom if possible
Find an interior location to shelter

12
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WTC INCIDENT COMMAND SYSTEM (WTCICS)
In the event of an emergency or disaster, one predetermined organizational system is needed to
coordinate the numerous departments' efforts to handle the incident. The Incident Command System
(ICS) provides for clear authority and a coordinated response to the diverse activities necessary to
successfully respond to an emergency situation. The ICS maximizes efficient utilization of resources; and
responds in a controlled and well-organized manner to an emergency. Risks to students, personnel,
visitors, and emergency responders are minimized when the ICS is in place.
The ICS is universally recognized by emergency personnel as one of the most important features of
effective emergency management. The system is designed to expand and contract in size and scope in
accordance with the demands of the specific emergency. Coordinating with the President, Vice
President of Student Services, and the Coordinator of Emergency Management during a campus
emergency may activate the Incident Command Team (ICT) that will consist of members from the
Westerner Texas College Emergency Response Team (WTCERT).
The ICS management structure was developed to enable campus personnel to:
1) Evaluate the incident
2) Safeguard life, environment, and property
3) Continually monitor the incident
4) Allocate resources for reducing any hazards
5) Bring the incident to a close.
This section of the plan is designed to answer the basic questions of those involved in incident response:
• Who is in charge?
• What is my role?
• What are my specific tasks?
• Where do I fit in the overall organization?
• Whom do I report to?
The ICS is universally recognized by emergency personnel as one of the most important features of
effective emergency management. The system is designed to expand and contract in size and scope in
accordance with the demands of the specific emergency. Coordinating with the President, Vice
President of Student Services, and the Coordinator of Emergency Management during a Level II-III-IV
disaster may activate the Incident Command Team (ICT) that will consist of members from the Western
Texas College Emergency Response Team (WTCERT).
Incident Command Team (ICT)
The ICS management structure may expand and contract to meet the needs of any emergency. Every ICS
needs an Incident Commander. The other members of the Incident Command Team (ICT) positions can
potentially be individually activated; however, not all positions need to be activated depending on the
incident. The ICT provides the emergency leadership for the campus/center and will be located in the
Emergency Operations Center (EOC). Additional college personnel may also be located in the EOC to
assist the ICT with documentation and other tasks as they arise. The functions of these positions are
described below:
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Incident Commander (IC)
The key element of the Incident Command System is that a single person, the Incident Commander, is in
charge of the incident, supported by ICT officers and participants. The Incident Commander directs the
activities of others affected by and responding to the emergency.
The Incident Commander (IC) is responsible for the overall command of the incident and the
establishment of the goals and objectives at the scene. The IC assesses the emergency based on
information provided to the ICT from the campus commands, and directs the specific campus/center
response.
Functions and duties of the Incident Commander include the following:
1. Make an initial on-scene assessment upon arrival at the scene. The IC must carefully
evaluate the situation.
2. Establish initial goals and objectives. After making an assessment of the situation, the IC
must establish realistic first goals and objectives focused on saving lives, caring for the
injured, stabilizing the incident, and minimizing harm.
3. Determine actions. The IC must make a fundamental decision how to stabilize and
control the incident to meet the initial goals and objectives.
4. Determine additional requirements. In serious emergencies involving facility damage or
casualties, initial response resources will not be adequate to stabilize, control, and
terminate the incident. The IC must determine resource needs and promptly initiate the
appropriate requests for additional personnel, apparatus, material, equipment, or other
assistance as required.
5. Activate the incident command system. Closely related to the function of establishing
goals and objectives is the deployment of personnel in support of those goals and
objectives. An integral element of establishing first actions is initiating the Incident
Command System and issuing specific, objective-oriented assignments.
6. Establish a briefing schedule. Obtain the estimated time of arrival for administrative
campus leaders to arrive at the EOC and establish an initial times and intervals schedule
when all Incident Command System leaders will receive a briefing of the current
situation and anticipated first plan of action.
Finance Officer
The Finance Officer is responsible for all costs and financial considerations of the emergency incident,
including future payments, future budgeting, payment of personnel costs, and cost recovery. The
Finance Officer will create direct report special service units to assist with the processes related to
finance during an emergency.
The Finance Officer will keep receipts and process payment of expenses charged for the incident. The
Finance Officer also monitors longer-term needs and expenses (beyond 3 days) and provides an
information exchange with the Planning Officer/team.
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The Finance Officer's duties include:
1. Use emergency payment methods as needed to obtain cash to purchase, rent, or lease
emergency supplies if normal channels are unavailable (i.e., banks are closed etc.)
2. Assisting the Logistics Officer/team to keep track of expenditures
3. Arrange for emergency payroll distribution if normal channels are unavailable (i.e.,
electronic payroll system is inoperative).
4. Use established Texas State Higher Education financial accounting practices.
Logistics Officer
The Logistics Officer is the point of contact for communication with other emergency responders such as
Fire and Police Departments; city, county, state, and federal emergency organizations; American Red
Cross, and hazardous materials (HazMat) teams.
The Logistics Officer coordinates mutual aid requests with assistance from external agencies responding
to the emergency, and provides rapid responder information to responding agencies. The Logistics
Officer is responsible for organizing, and staging all necessary support resources, including supplies,
medical care, and transportation.
Planning Officer
The Planning Officer is responsible for the collection, evaluation, dissemination, and use of information
about the development of the emergency and the status of resources. The Planning Officer and support
personnel will prepare the campus emergency action plan.
The Planning Officer will monitor changes in the situation, identify and/or anticipate future needs in the
short range (1-2 days) and long range (1-2 weeks) or as appropriate to the incident. The Planning Officer
will provide documentation of expenses to the Administrative Officer following the incident.
The Planning Officer’s duties include:
1. Gather information from the Operations Officer/team on the current situation: repeat
this process on a regular basis during the event.
2. Gather information from the Logistics Officer/team on the current status of resources
and supplies: repeat this process on a regular basis during the event.
3. Display incident/event changes and resources available or incoming on the "Status
Board" or flip chart for use by all sections.
4. Gather information from community responders (fire service, law enforcement, search
& rescue, EMS) on the status of the external disaster (events occurring in areas other
than on campus/center). Include the information in "Situation Reports" and on Status
Boards.
5. Generate periodic "Situation Reports" and "Resource Status Reports” and give them to
the Incident Commander and all EOC Officers.
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Operations Officer
The Operations Officer is responsible for managing the deployment of all response activities related to
the emergency. The Operations Emergency Support Units are responsible for the specific tactical and
strategic operations on campus/center during an emergency.
The Operations Officer will organize, mobilize, direct and dispatch available personnel, supplies,
equipment, services, materials and other resources to specifically designated areas impacted by the
emergency incident, and will report the status of each resource to the Incident Commander during
scheduled briefings. Interaction by the Logistics Officer and Planning Officer are keys to assisting the
Operations Officer.
Specifically, the Operations Unit is responsible for:
1. Facilities assessment and repair.
2. Campus safety.
3. Coordination of emergency medical services.
4. Light search and rescue.
5. General campus/center emergency response.
Emergency Response in Extenuating Circumstances
In the rare event that catastrophic damage is incurred or outside emergency assistance is unavailable,
the Operations Officer will lead the effort to: rescue victims; suppress fires; mitigate hazards; control
and repair damage; and otherwise respond to emergencies as appropriate. All such activities must be
approved by the WTC Incident Commander and coordinated with the Safety Officer to minimize the risk
to all participants.
During an incident, the Safety Officer shall advise the Operations Officer of activities judged to be unsafe
that may need to be altered, suspended, or terminated by the Incident Commander. The Operations
Officer will update the Incident Commander regularly on the status of assigned activities, personnel,
equipment, and resources. The Operations Team will provide documentation of expenses and damages
to the Finance Officer and Incident Commander following the incident.
Safety Officer
The Safety Officer oversees all activities and will take action during an emergency to protect and assure
the health and safety of College students, personnel, campus visitors, on campus responders, and
emergency response personnel during an emergency. During an incident, the Safety Officer shall advise
the Operations Officer of activities judged to be unsafe that may need to be altered, suspended, or
terminated by the Incident Commander. The student population on campus will recognize and respond
most readily to uniformed officers and teaching staff or faculty with whom they are familiar.
College employees will recognize and respond most readily to uniformed officers, Program
Coordinators, Deans and Vice-Presidents to whom they usually report. The Safety Unit will maintain a
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presence throughout the population to keep people calm, and move to assembly points during shelterin-place or evacuation events as appropriate. If Emergency Service Units are activated or volunteers
participate in emergency response activities, the Safety Officer will have responsibility for assuring that
all possible safety precautions are in place to protect them.
The Safety Officer functions to identify the known and potential hazards associated with campus
facilities, materials, and equipment that emergency responders may encounter during their activities.
Professional emergency response agencies are responsible for developing their own site safety plans
and protecting their employees; however, the Safety Officer, in coordination with the Operations
Officer, must be available to provide them with information regarding the campus and any unique
hazards.
The Safety Officer will provide documentation of its expenses and damages to the Finance Officer and
Incident Commander following the incident.
Public Information Officer (PIO)
The Public Information Officer's primary objective is to interact with the media and other agencies and
disseminate accurate and timely information to the WTC College community during an emergency
incident.
The PIO has three primary functions during an emergency:
1. To ensure a communications network is established and maintained that enables timely
reports of student and personnel status.
2. To disseminate information to the WTC College campuses/centers and the news media.
3. To establish a method of communicating status updates to the Emergency Operations
Center (EOC), college personnel, the Board of Regents, and relevant state agencies.
Factual, accurate, and timely communications are vital in executing an effective response. The PIO will
facilitate internal campus communications, as well as communications with concerned students,
families, and community members; news media; EOC; WTC College Board of Trustees; government
agencies, and other relevant stakeholders as determined by the WTC College Incident Commander. PIO
team members include: The Executive Director of Institutional Development and their staff.
The PIO will serve as, or appoint, a Public Information Coordinator to serve as the sole source of public
statements and the point of contact for all media. All public information disseminated to interested
parties and news media regarding WTC College, the emergency, students, or college employees will be
released only with the approval of the designated PIO, who will work closely with the WTC College
Incident Commander.
In the event of an extended emergency, the PIO will provide updates on the status of the emergency, or
instructions on further action to be taken to WTC College employees, students, and the public.
Through regular reports, the PIO shall be responsible for updating the WTC College Incident Commander
on the status of assigned activities, personnel, equipment, and resources. The PIO must provide
documentation of damages due to the incident, or any expenses the Public Information team incurs, to
the Finance Officer. Documentation may include photos, as appropriate.
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Liaison Officer
The Liaison Officer is the point of contact for assisting or coordinating agencies. Liaison management
provides lines of authority responsibility and communication with outside agencies. The Liaison Officer
will often act as a diplomat between agencies in cases of a lack of familiarity with ICS and/or a lack of
joint training among agencies.
Incident Command Team
Incident Commander (IC)
Finance Officer
Operations Officer
Logistics Officer
Planning Officer
Safety Officer
Public Information Officer (PIO)
Liaison Officer

Designee
President
CFO
Vice President
Director of Compliance / Facilities GM
Dean of Inst. Effectiveness / Athletic Director
Director of Security
Dean of Instructional Affairs / Dean of IT
Assistant Dean of Student Services

Emergency Operations Center (EOC)
The Emergency Operations Center (EOC) is a central location where designated leaders converge to
coordinate emergency response, recovery, communication, and documentation activities. The EOC will
include members from the Incident Command Team (ICT). The EOC staff sets priorities and allocates
scarce resources; it does not provide on-scene management. The EOC may be activated when there is a
threat or an actual emergency and is utilized to support the on-scene ICT. The EOC maintains a strategic
view of the overall situations and is kept informed by the Building Captains or designees as the disaster
or emergency unfolds. In addition, the EOC keeps a log of all emergency activities.
The EOC responsibilities are to:
1. Secure materials, equipment, and contractors needed during the emergency.
2. Plan and document the necessary evidence (both written and photographic) for
financial cost recovery from appropriate agencies following the incident.
3. Plan for the resumption of normal campus operations.
Transfer of Command and the Unified Command Structure
In the event that the established WTC ICS leaders are unavailable, the first college employee arriving at
the emergency incident shall assume the role of Incident Commander, and will be responsible for the
management of the incident until relieved on-scene by the arrival of a college administrator (Director,
Dean, Vice-President) or the President; or other designated Incident Commander.
The individual who assumed initial command of the emergency will brief the new Incident Commander
on the situation, the action plan in effect, the status of resources at the scene, and any unusual safety
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problems. After this exchange of information, the new Incident Commander assumes the command
function.
In the event that professional emergency responders, i.e., Fire and/or Police, are involved, the WTC
Incident Commander is in charge of the incident until control is transferred to a professional emergency
response agency. The WTC Incident Commander then teams with the Incident Commander(s) of the
more highly trained responders who have jurisdiction over the incident, in a structure known as a
Unified Command (UC). This team exists until the emergency is resolved. The purpose of a Unified
Command is to coordinate an effective response by uniting the "Incident Commanders" of all major
organizations involved in the incident. These organizations will join forces under a single unified
command to provide a single point of decision making, responsibility, and accountability for a joint
emergency response. At the same time, the Incident Commanders carry out their own jurisdictional
responsibilities.
Documentation
Each Incident Command Team Officer is responsible for documenting the activities and expenditures
associated with the discharge of his/her emergency functions. Additionally, each professional
emergency responding agency will keep documents associated with its activities during the response.
These important documents provide the following functions:
1. Provide the basis to assess emergencies and evaluate the response.
2. Identify areas where campus preparedness activities worked well, and those areas that
need improvement.
3. Verify emergency expenses and document efforts to recover expenses.
4. Assist in the event of litigation.
All documents, status sheets, daily logs, and forms shall be kept along with all financial records and
photographs related to the emergency. WTC should request the post-incident reports from any
responding agency that participated in the emergency. WTC will maintain all reports for a period of ten
(10) years.
Transition from Emergency Response to Recovery
The timing for moving from a response focus to a recovery focus will depend on the nature and
magnitude of the emergency; and the extent of damage to campus structures and infrastructure. Once
the immediacy of the emergency subsides, efforts at returning the campus/center to normal operations
begin. WTC will return to the standard/routine organizational structure from the Incident Command
structure and employees will return to work.
WTC leadership will strive to assure an organized recovery that maximizes safety of personnel and
mitigates further damage to college facilities and assets. Every emergency incident involves
simultaneous response and recovery processes. During the early stages of an emergency, response
activities dominate while recovery processes support the response.
Termination of the emergency declaration is the official recognition that the emergency phase of the
incident has waned and the recovery process is dominant. Termination activities should concentrate on
giving accurate information to people who need it most, and should begin as soon as the emergency
phase of the operation is completed.
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Termination activities should include debriefing; post-incident analysis; and identification of a recovery
plan to be implemented by a recovery team.
Debriefing
Debriefing should begin as soon as the emergency phase of the operation is completed. The purpose of
the debriefing is to inform participants:
a. What happened?
b. What is known about the status of the campus/center facility? When will normal
campus/center operations resume, or when will determination of a timeframe for
resuming operations be known?
c. What is known about the condition, beyond campus/center boundaries, that may affect
movement away from campus/center?
d. What is known about the status of the campus/center populations, including the type
and extent of any injuries?
e. Where were the injured taken for care?
f. How will updates be accessible?
g. What actions will be taken next?
Post-Incident Analysis
Post-incident analysis is a reconstruction of the incident to establish a clear picture of events that took
place during the emergency. As soon as is practical, the campus/center response team should construct
a brief chronological overview of who did what, when, and where during the incident.
Key topics for the Post-Incident Analysis should include:
Command & Control
•
•
•
•

Did the first trained responder to arrive on scene establish the Incident Command System?
Was the emergency response organized according to the existing Emergency Management
Plan procedures?
Were response objectives communicated effectively to field personnel who were expected
to implement them?
Did the initial Incident Commander integrate well with the professional emergency response
Incident Commander upon arrival, and throughout the incident?

Tactical Operations
•
•
•
•

Did the on-scene Incident Commander effectively order tactical operations?
Did the Operations Team implement these orders? What worked? What didn't?
Were tactical operations conducted in a timely and coordinated fashion? • Do revisions
need to be made to tactical procedures?
Do tactical worksheets need to be developed or modified?
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Resources
• Were human and material resources adequate to conduct the response effectively?
• Are improvements needed to facilities or equipment?
• Were mutual aid agreements implemented effectively?
Support Services
•
•
•
•
•
•
•
•
•
•
•

Were support services adequate and provided in a timely manner?
What is needed to increase the provision of support to a necessary level?
Plans & Procedures
Were the Emergency Management Plan and associated tactical procedures current?
Did they adequately cover notification, assessment, response, recovery, and termination?
Were roles and assignments clearly defined?
How will plans and procedures be upgraded to reflect successful and unsuccessful aspects of
the emergency response?
What other procedures could have been in effect?
Are there any procedures that should be eliminated?
•What additional protective measures could have been taken to eliminate the damage?
Have there been any changes in the facilities, equipment, or operations of the institution
that warrant changes in the procedures for emergency management?

Training
• Did this event highlight the need for additional basic or advanced training?
Communication
• Did the internal and external communication plans work?
• What should be clarified or changed?
Legal

• Are there ongoing legal issues that need to be resolved?
• Was documentation sufficient for presentation in a court of law in case of litigation?
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FIREARMS

OPEN CARRY

CONCEALED
CARRY

DEFINITIONS

The College District prohibits the use, possession, or display of a firearm
on College District property or at a College District sponsored or -related
activity in violation of law and College District regulations.
All persons, including license holders, shall be prohibited from openly
carrying a handgun on campus premises, including public driveways,
streets, sidewalks or walkways, parking lots, or other parking areas on
campus premises. In accordance with law and this policy, the only
persons allowed to openly carry a firearm on the College District campus
are College District security personnel and commissioned peace officers
as defined in the Texas Code of Criminal Procedures.
The College District is committed to providing a safe environment for
students, employees, affiliates, and visitors, and to respecting the right of
individuals licensed to carry a handgun in the state of Texas. Individuals
licensed to carry may do so on College District property except in
locations or at school-sponsored activities as prohibited by law or by this
policy. This policy applies to all students, employees, campus affiliates,
and visitors while on College District property. This policy shall not apply
to commissioned peace officers as defined in the Texas Code of Criminal
Procedures.
“Affiliates” means short-term or long-term partners or entities, including
vendors, with a business relationship with the College District.

“Campus” means all land and buildings owned or leased by the College
District.
“Handgun” means any firearm that is designed, made, or adapted to be
fired with one hand.
“License holder” means a person who is licensed to carry a handgun under
Chapter 411 of the Texas Government Code.
“On or about his or her person” means that a person licensed to carry a
handgun must carry a handgun in a manner that the handgun is close
enough to the license holder that he or she can reach it without materially
changing position.
“School-sponsored activity” means tours, demonstrations, field trips,
events, clubs, camps, classes, clinics, programs, and the like held on College
District-controlled property that are endorsed by a kindergarten–grade 12
school district or individual school(s) as a curricular, co-curricular, or
interscholastic activity.
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GENERAL
PROVISIONS

A license holder may carry a concealed handgun on or about his or her
person on College District campus premises (including public driveways,
streets, sidewalks or walkways, parking lots, and other parking areas) and
in College District passenger transportation vehicles, unless prohibited by
state or federal law, or by this policy.
In addition, the following shall apply:
1.

It is the responsibility of the license holder to be knowledgeable of
those areas on the College District campus where carrying a
concealed handgun is prohibited.

2.

A license holder shall not carry a partially or wholly visible handgun,
or intentionally or knowingly display a handgun in plain view of
another person, even if holstered, on the campus premises,
including public driveways, streets, sidewalks or walkways, parking
lots, or other parking areas on the premises of the College District.

3.

4.

EXCLUSIONARY
ZONES

A license holder shall not be required to disclose whether he or she
has a license or is currently carrying a concealed handgun to anyone
except a commissioned peace officer.
At all times, the responsibility of maintaining ownership and control
of a concealed handgun rests with the holder. When not in the
direct possession of the license holder, handguns must be
concealed and locked in the owner’s private vehicle. The College
District shall not provide storage for handguns. Existing lockers,
cabinets, closets, and furnishings are property of the College District
and shall not be used to store a handgun.

In accordance with law, the College President is the only person with the
authority to declare a specific premise or venue as an exclusionary zone.
Therefore, except as provided herein, without the express written
consent of the College President, no employee, student, or student group
shall be authorized to exclude a specific premise or venue, including, but
not limited to, classrooms, laboratories, and offices, as “off limits” to the
campus carry policy and associated guidelines. College District
exclusionary zones include the following:
1. Tefertiller Hall Health Clinic;
2.

Premises where any Board meeting is being held;

3.

Premises where any UIL-sanctioned competition is being held; and

4.

College District athletic fields when sporting events are taking place,
including, but not limited to, the softball field, the baseball field, the
soccer field, the golf course, and the gym.
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NOTICE

TRAINING AND
SAFETY

Each restricted area shall have a notice posted for license holders in
accordance with law. In addition to signage, the College District’s
website shall include updated information regarding exclusionary zones.
All current College District employees shall be required to complete
training relating to the campus carry policy and active shooter situations.
Employees hired after August 1, 2017, shall complete the training as a
part of new employee orientation. An online module shall be available in
the event a refresher is desired.
In order to improve general campus safety regarding weapons on
campus, the College District shall:

REPORTING

AMENDMENTS

OTHER WEAPONS
PROHIBITED

1.

Maintain a website providing information on the use and
prohibition of weapons on campus, including concealed carrying of
handguns;

2.

Provide educational materials for students and employees
regarding concealed carry and active shooter situations; and

3.

Post in a number of prominent locations a concise compilation of
campus carry information and FAQs.

Employees, students, community members, and College District patrons
shall immediately report violations of this policy to campus security.
Campus security shall maintain a list of all handgunrelated incidents and
provide an annual report to the College President and the Board.
The College President or designee shall have the authority to amend the
provisions of this policy as necessary for campus safety. The provisions
take effect as determined by the College President or designee unless
subsequently amended by the Board.
The College District prohibits the use, possession, or display of any illegal
knife, club, or prohibited weapon, as defined by law, on College District
property or at a College District-sponsored or -related activity, unless
written authorization is granted in advance by the College President or
designee.
Additionally, the following weapons are prohibited on College District
property or at any College District-sponsored or -related activity:
1. Fireworks of any kind;
2.

Incendiary devices;

3.

Instruments designed to expel a projectile with the use of pressurized
air, such as a BB gun;

4.

Razors;

5.

Chains; or

6.

Martial arts throwing stars.
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VIOLATIONS

The possession or use of articles not generally considered to be weapons
may be prohibited when the College President or designee determines that
a danger exists for any student, College District employee, or College District
property by virtue of possession or use.
Employees and students found to be in violation of this policy shall be
subject to disciplinary action. [See DH, FM, and FMA]
Violations of the concealed carry policy may result in disciplinary action,
up to and including removal, probation, suspension, dismissal, and
termination. In addition, other state or federal penalties may apply.
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Western Texas College
Wildlife Advisory
Western Texas College is home to a wealth of wildlife, both native and introduced.
Rattlesnakes, Feral Hogs, Coyotes, Foxes, Badgers, Owls, Skunks, Raccoons, Rabbits, and
Deer are just a few of the animals you may encounter on the WTC campus.
Please keep the following general safety guidelines in mind as you walk about the campus:
• Walk with others and/or make noise to alert the animal to your presence.
• Do not approach, attempt to feed, pet, or lure any of the animals.
• Do not approach nests or new born/young animals as their parents are particularly
protective and potentially aggressive.
• If you see an animal in your path, change your course of direction to avoid the animal
altogether or create a greater distance between you and the animal as you pass.
• Report any unusual animal behavior to Campus Security: 325-207-3709.

Living With Wildlife on Campus

SNAKES
During warm weather, snakes are on the move and people are reminded to take precautions. It
is important that you don’t panic when you see a snake. The snake is probably just trying to get
out of the way as quickly as possible. Snakes are shy creatures and quickly scurry away at the
first sign of noise (vibration) or disturbance.
Snake sighting
• Stop – Stand still.
• Move away SLOWLY – The snake is only trying to get from one point to another; allow
it to do so.
• Do not try to handle or kill the snake – Most snake bites occur when someone has
decided to engage the reptile. Usually snakes will only strike as a last resort and when
they feel under threat.
• If the snake is inside the building or near the entrance – Move slowly away from the
snake and call Campus Security: 325-207-3709.
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Snake Bite First Aid
In the event of a snake bite, call 911 immediately.
• REMAIN CALM – this will help reduce the spread of venom and the onset of shock.
• Apply a broad constrictive bandage (elastic is best – not crepe) covering the bitten area
and as much of the limb as possible.
• Contact Campus Security: 325-207-3709.
• Immobilize the affected limb with the use of a splint or sling.

BEES, WASPS, YELLOW JACKETS, HORNETS
The best way to prevent stings is to avoid the insects. Leave the area if possible. If there is a
traveling swarm, they will likely leave within a few days.
If you notice an active nest near a building entrance or in any other area that experiences heavy
student and faculty traffic – please contact our Facility Maintenance office: 325-574-7672.
Generally, most stings will only result in a temporary injury – pain, swelling, and skin redness
around the sting. However, sometimes the effects can be more severe – even life-threatening,
depending on where you are stung and what allergies you have. Note that insect repellent (“bug
spray”) does not affect these stinging insects. Avoidance and awareness are the keys to not
being stung.
What to do if you are stung:
• If necessary, remove the stinger (wasps and hornets will NOT leave their stinger in you).
• An application of ice, anti-itch cream, or an antihistamine pill can help reduce the effects
of the sting.
• If you experience a severe reaction, call 911.
• Stay with a person suffering a severe reaction.
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FERAL HOGS (WILD PIGS/BOAR)
These animals can weigh up to 300 pounds or more and can exhibit aggressive territorial
behaviors. It is possible to contact disease if exposed to an infected hog.
In a natural state, feral hogs will prefer to run and escape danger, and are not considered
dangerous. However, attacks do occur. These hogs have extremely sharp tusks (up to 5 inches
long) that can cause severe injuries.
Hog Sighting
• Avoid contact – change your path and stay away.
• Do not go near piglets.
• If charged – find a tree to climb. These animals are faster than humans.
• Try side-stepping the animal if you can’t get up a tree.
• The last resort is to try and fight back until the encounter ends. Try to stay on your feet if
possible.
• Most assaults on humans last less than a minute.

COYOTES
In general coyotes are not considered dangerous and they rarely attack humans.
What to do if you see a coyote approaching:
• Don’t run or turn your back.
• Make noise, clap your hands, and shout.
• If necessary, throw small stones or objects to scare the animal but not injure.
• Notify Campus Security if necessary: 325-207-3709.
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RACCOON, SKUNK, OPOSSUM, BADGER, FOX, and
others….
In most cases these animals do not pose a threat. However, depending on the situation, some
may become aggressive. These animals can also pass on disease.
•
•
•
•

Avoid contact with these animals.
DO NOT approach or attempt to pet or feed these animals.
These animals may bite, scratch, or spray.
If you notice unusual animal behavior (other than that exhibited by WTC instructors), call
Campus Security: 325-207-3709.

OWLS
WTC has many resident owls on campus, including Great Horned Owls. During the spring
season, you may come across juvenile owls hiding in the bushes or against buildings as they
are learning to fly.
• Do not try to approach.
• Even at young ages these birds have very strong beaks and powerful claws.
• Please alert Campus Security if you feel these animals are at risk.
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THREATENED SPECIES
Texas Horned Lizard (Horny Toad) – This unique animal is currently listed as a threatened
species in the state of Texas.
State authority prohibits the taking, possession, transportation, or sale of any animal designated
as threatened or endangered without the issuance of a permit. Please DO NOT disturb these
small animals. Horned Lizards are extremely docile creatures and are harmless to humans.
Once again, it is illegal to disturb or keep this lizard.
For further information on Texas wildlife and appropriate precautions, please visit the Texas
Parks and Wildlife website: tpwd.texas.gov
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