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EMERGENCY PROCEDURES

Northwest University (NU) is committed to the safety and security of all
members of the campus community. In an emergency, the University
will provide an appropriate campus-wide response to assure safety and
minimize disruption to normal activities.
All faculty, staff, and students should take time now to read and become
familiar with the contents of this guide before an emergency occurs.
Additional information, including specific evacuation routes, is provided on
emergency signs on each floor.
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SALEM CAMPUS EMERGENCY ALERT SYSTEMS
CAMPUS EMERGENCY ALERT SYSTEMS

The University has various systems in place for quickly communicating
information to the campus community. These methods of communication
include the University’s text alert system, (NU-Alert), campus-wide emails,
physical postings on doors, and Northwest University websites.

NU-ALERT NOTIFICATION SYSTEM

The NU-Alert System is a communication tool used to notify the campus
community about any situation or condition that could threaten the safety
of individuals on campus. In the event of an emergency, the NU-Alert
System allows University officials to send nearly simultaneous messages
via cell phone text messaging and email.
Text messaging has proven to be the quickest way for you to receive
an alert about a campus emergency. To receive a text message, it is
necessary for you to provide a cell phone number.

REVIEW AND UPDATE YOUR INFORMATION

You can review and update your NU Alerts, Emergency Contacts, and
Missing Person Contacts information on the My Profile page of the Eagle
Website: eagle.northwestu.edu/my-profile/. Please contact the Information
Technology Office if you have questions about entering or updating this
information.

EMERGENCY CONTACT INFORMATION

Please take some additional time to add or update your emergency
contact information. The emergency contact information identifies “who to
contact” if something happens to you.

MISSING PERSONS CONTACT INFORMATION

All students enrolled in on-campus programs are given the opportunity to
specify a person that should be contacted by Northwest University if the
student is determined to be missing for more than 24 hours.
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WHAT TO DO:

To report an emergency off campus, dial 911. If the off-campus emergency
involves a University activity, make a report to the Salem Campus Office
when the emergency is over.
Emergencies can occur outside of campus buildings.
Dial 911 to report the information.
To report an emergency on campus, call the Salem Campus Office at 503304-0092 or text 503-400-1376.
• Say: “This is an emergency” and give the dispatcher the following
information:
• your location
• the nature of the emergency
• your name
• the phone number from which you are calling
• Stay on the line until you are sure no further information is required.
• If you do not receive an immediate response, dial 911.
• Watch for the arrival of emergency personnel and direct them to
the appropriate location.
In the case of the following emergencies, call or 911.
• Fire
• Medical emergency
• Crime in progress

WHAT NOT TO DO:

Do not call or 911 in case of:
• Earthquake
• Power outage
• Water leaks or other maintenance issues
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BUILDING ADDRESS
5313 Faith Ave NE,
Brooks, OR
Marion County
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WHAT TO DO:
•
•
•
•

•

Notify the Salem Campus Office immediately if you are aware of
any threats or have other information that makes you suspect that
an event involving an armed intruder might be possible.
Trust your instincts. Better to be wrong than to ignore warning
signs of possible tragic events.
If you know or suspect an armed intruder is present on campus,
call 911 and provide the information requested. Stay on the line until
you are told that it is okay to disconnect.
If a lockdown is initiated and you are in a building:
• Do not leave that building.
• Move to a securable area (such as an office or classroom) and
lock the doors.
• Close the window coverings.
• Move away from the windows.
• Get low on the floor.
• In a hostage situation, stay calm, keep everyone together, and
stay hidden.
• Remain in your secure area until further direction or the all-clear
is given.
• Switch your phone to silent mode.
If you are unable to enter a building because of the lockdown:
• Assume that classes will be suspended until the lockdown
ends.
• Leave the area and seek safe shelter off campus.
• Return to campus after the all-clear is given (notification will be
sent via the NU-Alert notification system).

WHAT NOT TO DO:
•
•
•

Do not leave your location to try to “see what’s happening.”
Do not confront or try to apprehend the intruder.
Do not assume that someone else has called 911.

WHAT TO DO AFTER:
•

If you witness any injuries or deaths, identify yourself to authorities
as soon as it is safe to do so.
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BOMB THREAT
WHAT TO DO:

Bomb threats are most commonly received by phone.
A person receiving a telephoned bomb threat should:
• Keep the caller on the line as long as possible.
• Write down all the information obtained. Ideally, take notes when
the caller is talking. Refrain from speaking to anyone until your
notes are complete. (Complete the bomb threat report form
provided on the next page.)
• Notify the Salem Campus Office at 503-304-0092 or text 503-4001376.
• Submit the completed bomb threat report form to the Salem
Campy Office, who will pass it on to the proper authorities.
For other types of bomb-related or suspicious situations:
• Check your work area for suspicious packages or bags; if found,
do not touch. Report any suspicious objects to the Salem Campus
Office at 503-304-0092 or text 503-400-1376.
• Evacuate immediately if a bomb is discovered before authorities
arrive.

WHAT NOT TO DO:
•
•
•
•
•

Do not assume a bomb threat is a prank. Assume it’s real.
Do not touch, move, or cover a suspected bomb. Note its
description and exact location, and report it to authorities.
Do not use walkie-talkie devices or cell phones in the area.
Do not activate the building alarm.
Do not turn on/off electrical devices or switches.

BOMB THREAT REPORT FORM
WHAT TO DO:

Submit completed copies of this form to the Salem Campus Office, who
will pass it on to the proper authorities.
Please use the reverse side of the form to record the exact wording of the
threat and any additional comments that should be noted.

REPORT FORM ON NEXT PAGE.
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BOMB THREAT REPORT FORM
Background
Call received by:
Date/time:
Sex of caller:
Phone number called:
If possible, attempt to obtain the following information:
1. When is the bomb going to explode?
2. Where is it right now?
3. What does it look like?
4. What will cause it to explode?
5. What kind of bomb is it?
6. Why did the person put it in the building?
Caller’s Voice
⎕ Calm
⎕ Nasal
⎕ Angry
⎕ Stutter
⎕ Excited
⎕ Lisp
⎕ Slow
⎕ Raspy
⎕ Accent
⎕ Deep
⎕ Familiar
⎕ Ragged
⎕ Clearing throat
⎕ Deep breathing
⎕ Cracking voice
⎕ Whispered
⎕ Disguised
⎕ Slurred
⎕ Rapid

Background Sounds
⎕ Animal
⎕ PA system
⎕ Static
⎕ Machinery
⎕ Local
⎕ Booth
⎕ Street
⎕ Music
⎕ Motors
⎕ Voices
⎕ Tolling of bells
⎕ House noises
⎕ Long distance

Language
⎕ Well-spoken
⎕ Irrational
⎕ Foul
⎕ Incoherent
⎕ Taped
⎕ Message read

Note: Please record the exact wording of the threat and any additional
comments that should be noted on a blank piece of paper.
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CRIME IN PROGRESS
HOW TO PREPARE:

Follow these basic anti-crime tips:
• Do not walk alone in isolated areas.
• Do not open residence hall doors to strangers.
• Keep all doors closed and locked.
• Do not leave doors propped open or leave valuables unattended.
• Thieves know to look in your desk drawers.
• At night, look inside your car before entering or stay in your car if
there are strangers around.
• Be aware of your surroundings.

WHAT TO DO:
•
•
•
•

Call the Salem Campus Office at 503-304-0092 or 911.
Give your name, location, and the nature of the crime in progress.
If safe to do so, remain where you are until contacted by a
staff member or law enforcement official.
If safe to do so, note the criminal’s height, weight, age, sex, race,
hair and eye color, tattoos or facial hair, clothing, weapons, and
method and direction of travel. If a motor vehicle is involved, note
license plate number, make and model, color, and outstanding
characteristics.

WHAT NOT TO DO:
•

Do not try to apprehend or interfere with the criminal except in
case of self-protection or the protection of others.
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HOW TO PREPARE:

Look at your surroundings and think about where you could seek shelter
from falling objects. Secure overhead items in your work area to avoid
injury during an earthquake. Keep a few supplies in your desk—flashlight,
emergency contacts, a pair of comfortable walking shoes, and a batterypowered radio. Become familiar with all the exits in your building.

WHAT TO DO:
•
•
•
•
•
•

Remain calm.
If indoors, take cover under a freestanding desk or table and
hold on.
Stay away from windows, tall objects, and overhead lights.
If no cover is available, duck and hold near an interior wall.
Shield your head and face from falling debris.
If outdoors, move away from buildings, utility wires, trees, and all
other overhead obstructions.

WHAT NOT TO DO:
•
•
•

Do not rush outside. Many earthquake injuries occur due to falling
debris just outside doorways.
Do not use the telephone, and do not call 911 unless a real
emergency exists (e.g. fire, injuries, or serious damage).
Do not use matches, lighters, or other open flames, and do not turn
on lights or electrical equipment.

WHAT TO DO AFTER:
•
•
•
•

Check for injuries to yourself and others. Call 911 to report serious
injuries. Administer first aid if necessary. Do not move seriously
injured individuals unless necessary.
Evacuate the building if it is damaged, if there are gas leaks or fires,
or if directed to do so by University officials. Move away from the
building to a designated evacuation area.
Use extreme caution in rescue attempts if others are trapped. If
possible, wait for trained personnel to guide rescue efforts.
Make note of people who are missing and report them to a staff
member or emergency response personnel.
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EVACUATION SITES
WHAT TO DO:
•

Leave your building and gather at the flag poles at the entance to
Bethel Park (near HWY 99E).
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WHAT TO DO:
•
•
•
•
•
•
•
•
•

Report a fire by calling 911.
Sound the fire alarm.
Evacuate the building.
Alert faculty or staff if someone with disabilities requires assistance
evacuating the building.
Notify emergency officials if you suspect anyone may be trapped in
the building.
If clothing catches fire: stop, drop, and roll. Do not run.
If caught in heavy smoke, drop to hands and knees and crawl; hold
breath as much as possible; breathe shallowly through nose; and
use a blouse, shirt, or jacket as a filter.
If trapped by fire, place a wet towel or other clothing at the base of
the door to prevent smoke from seeping in. Use a phone to request
assistance by calling 911, or yell out a window for assistance.
Retreat. Close as many doors as possible between you and the fire.
Be prepared to signal from windows, but do not break glass unless
absolutely necessary, as outside smoke may be drawn in.

WHAT NOT TO DO:
•
•
•

Do not attempt to extinguish a fire by yourself unless it is very small
and localized. Always call 911 for assistance.
Do not ignore alarms or assume they are false alarms.
Do not return to the building until you are notified that it is safe to
do so by University officials.
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HAZARDOUS MATERIAL SPILL
WHAT TO DO IF A SPILL OCCURS INSIDE:
•
•

•
•

Immediately evacuate the building.
If you cannot evacuate, go to a protected, interior area of a building
where toxic vapors are reduced. Close all windows and doors. Seal
gaps under doorways and windows with wet towels and duct tape
or similar thick tape.
If there is risk of an explosion, close all shades and draperies. Stay
away from the windows to prevent injury from flying glass.
If you suspect that gas or vapors have entered the building, take
shallow breaths through a cloth or towel.

WHAT TO DO IF A SPILL OCCURS OUTSIDE:
•
•
•

Move uphill and upwind; hazardous materials can be transported
quickly through air and water.
Go to a protected, interior area of a building where toxic vapors are
reduced.
Notify the Salem Campus Office at 503-304-0092 from a safe
location as soon as it is practical.

WHAT NOT TO DO:
•
•

Do not attempt to clean up a spill.
Do not touch or step in spilled materials.

WHAT TO DO AFTER BEING EXPOSED TO:

Corrosives (i.e. acids). These are substances that cause visible destruction
or permanent changes of the skin tissue upon contact.
• Wash your eyes for 15 to 20 minutes if they are affected. Eyelids
must be open; do not rub the injured area.
• Get under a shower; remove all clothing; wash with soap and water.
Flammables. These are liquids with a flash point below 100 degrees
Fahrenheit with gases that burn readily.
• Turn off the main electricity and gas jets.
• Evacuate the building.
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Toxics. These are poisonous substances.
• Wash your hands.
• Discard contaminated clothing or objects.
• Use the appropriate antidotes.
Reactive (i.e. chemicals). These are substances that can undergo a
chemical or other change that may result in an explosion, burning, and
corrosive or toxic conditions.
• Close all doors.
• Evacuate the danger area.
• Follow decontamination instructions from local fire or health
authorities.

MEDICAL EMERGENCY
WHAT TO DO:
•
•
•
•
•

Report all medical emergencies to the Salem Campus Office at
503-304-0092.
Look for an emergency medical bracelet on the victim.
Indicate your location, the nature of the medical problem, and
your name.
Remain with the victim until staff or emergency personnel arrive.
If you are trained, give first aid.

WHAT NOT TO DO:
•

Do not move the victim unless there is an immediate threat to
safety.
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TERRORIST ATTACK

or Other Off-Campus Disaster

HOW TO PREPARE:

Stay alert and aware of your surroundings. Become familiar with
emergency responses to chemical, biological, nuclear/radiological, and
explosive events.

WHAT TO DO:
•

•
•
•

•

Notify the Salem Campus Office at 503-304-0092 if you notice
any suspicious activities. These could include a rental truck parked
in an unusual location, an unaccompanied object or package, or
unusual odors or powders.
Notify the office if you are ill, especially if you notice that others
have similar symptoms.
Obey all instructions if a quarantine is determined to be necessary
by the University or local health officials.
Be wary of mail from an unknown person, especially if the envelope
or package appears to contain any sort of powder, stain, or unusual
odor. Do not open it; instead, report it to the campus office (if on
campus) or your local postal authorities.
If you do open mail that contains an unusual substance, leave your
room immediately and tell others in or near your room to evacuate
the building.
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Q. Where can I find the NU Emergency and Crisis Management Plan?
A. The plan is online at eagle.northwestu.edu/go/emergency-plans/.
Q. I’ve been hearing recommendations on the news for shelter-in-place.
What is that?
A. Shelter-in-place is not a new concept. In case of a chemical, biological,
or radiological attack, there may not be time to evacuate an area before
the wind carries the particles away from the point of origin. To prevent
exposure to these agents, buildings can provide a barrier against airborne
chemical or biological agents, and clean air can be trapped inside of
buildings, providing hours of breathable air. With time, prevailing winds
can carry the hazard away, making it safe to leave again. Shelter-in-place
instructions can be found online at the Oregon Health Authority’s Public
Health Security, Preparedness, and Response Program website: https://
public.health.oregon.gov/HealthyEnvironments/RadiationProtection/
EmergencyResponse/Documents/radiationemergencies.pdf.
Q. What do I do if there is an emergency or I see something suspicious?
A. Any threat or real risk that puts lives in immediate danger should be
reported to 911.
Q. What types of activities should I be looking for?
A. In addition to obvious criminal activity or emergencies such as an
explosion, examples of suspicious activity can include:
• A package or bag left unattended.
• Overhearing someone use or threaten to use a gun or other
weapon, place a bomb, or release a poisonous substance into the
air.
• Someone you do not recognize is in a non-public area of a
building.
• In general, trust your intuition. If you are aware of a possible
terrorist threat, you will be alert to unusual activity. If you have a gut
reaction, nagging suspicion, or general concern, do not discount
your feelings.
• Contact the Salem Campus Office at 503-304-0092, who can then
investigate the situation.
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ADDITIONAL INFORMATION | FAQ (CONT.)
Q. What should I do if I have a concern about a person (on- or offcampus, including members of the NU community) who might
present a potential threat of harm to others?
A. If there is an immediate danger, contact the Salem Campus Office at
503-304-0092. Any threat of criminal activity or potential violence should
also be reported to Security promptly, regardless of the source.
If there are incidences, behaviors, comments, etc. that lead you to believe
that a student could be a threat, this information should be relayed to
the Director of Academic Services at 503-304-0092 or other individuals
(including employees).
Q. There is a lot of discussion about a chemical, biological, or
radiological (CBR) attack. If there is a CBR attack, what should I do?
A. Remain indoors; close windows and doors (blocking space under
the door with towels, blankets, or spare clothes); and turn off ventilation
systems (heat, bathroom fans).
Q. What will the University do in response to a CBR attack?
A. We will follow a building closure process similar to a lockdown,
indicating that persons should remain inside and keep doors and windows
closed. Ventilation systems will be shut down as needed.
Q. How long will a lockdown last in a CBR attack?
A. Although it is hard to determine, in most CBR attacks, clouds of particles
will usually pass over an area within a few hours.
Q. What about food and water during an extended lockdown?
A. The Salem Campus Office will provide water etc.
Q. What about using the restroom during a lockdown?
A. Unless specifically advised by city authorities, it is generally believed
that use of restroom facilities and plumbing will be safe.
Q. How will we be told when an emergency is over or it is safe to leave?
A. During an emergency, notifications, updates, and instructions will be
sent via NU-Alert and announced by faculty or staff.
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Q. What is the University’s policy for identifying and responding to
missing person situations?
A. The University may investigate circumstances for non-residential
students who are missing out of concern for student well-being when it is
determined that the University might be able to assist the student.
After investigating the missing person report, should campus personnel
determine that the student is missing and has been missing for more than
24 hours, the Marion Country Sherriff or local police where the student
lives will be notified. The University may notify appropriate authorities
without delay when it has reason to believe the student is endangered
or missing under involuntary circumstances. The student’s missing
person contact will be notified no later than 24 hours after the student is
determined to be missing. If the missing student is under 18 years of age
and is not an emancipated individual, NU will notify the student’s parent
or legal guardian immediately after it has determined that the student has
been missing for more than 24 hours. A student’s confidential missing
person contact information will be accessible only by authorized campus
officials and law enforcement as appropriate.
Q. What steps should individuals and families take for personal
preparedness?
A. Refer to the excellent resources available on the Oregon Health
Authority’s Public Health Security, Preparedness, and Response Program
website: https://public.health.oregon.gov/PHD/Directory/Pages/Program.
aspx?pid=77
• Establish a family communications plan.
• Program your cell phone with an “In Case of Emergency” or ICE
contact number. This phone number can be used to notify your
emergency contacts if you’re involved in an emergency.
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