Crisis Action Introduction
Part II: Crisis Action Plan is intended to provide step-by-step instructions for the immediate reaction to and management of disasters, emergencies, and crisis situations that might befall MMI or the surrounding community.  There are many threats to the safety of the MMI community discussed in Part I:  Safety Planning and Threat Assessment.  It is recommended that faculty and staff members become familiar with Part I in preparation for the actions to be taken as directed in Part II.  

Crisis situations fall into two categories:  Unexpected disasters or serious incidents, and imminent threat of disasters or serious incidents.  An unsuspected disaster or serious incident is one which happens without warning and requires immediate response.  Examples are accidents, acts of violence, and earthquakes.  Imminent threats of a disaster or serious incident provide some warning or prediction allowing for some preparation time.  Examples are hurricanes, tornadoes, ice/snow storms, and floods.  The safety organization at MMI responsible for crisis management and preparation is presented in Part I. It involves essentially everyone on campus.  The following procedures will be immediately enacted as initial response to disasters, serious incidents, crisis situations and imminent threats of such.    

Unexpected Disaster or Incident.  Anyone witnessing an accident, suspicious activity, intruder, act of violence, or any other serious incident should immediately communicate all pertinent information to the Guardhouse by the fastest means available.  The Commandant, Campus Security Chief, the Commandant’s staff, or the cadet officer of the day will immediately set in motion first response actions as articulated below for each type of incident.  The President, upon recommendation from the Commandant or Campus Safety Chief, will determine if the Campus Emergency Response Team (CERT) should be activated, and designate the location of the Emergency Operations Center (EOC).

Imminent Threat of Disaster or Serious Incident.  The Campus Safety Chief and, ultimately, the Commandant of Cadets, are responsible for monitoring the campus environment with respect to impending threats.  In the event of approaching weather which could pose a threat to the campus community or property, the Commandant will immediately advise the President and make recommendations for activating the CERT, establishing the EOC, and enacting appropriate portions of this plan.

Basic Assumptions

The succession of events in an emergency or crisis situation is unpredictable; therefore, published operational plans, such as this, should serve only as a guide and a checklist, and may require modifications to meet the requirements of the crisis.

During community-wide disasters, MMI will carry out disaster response and recovery operations in conjunction with local resources.  Federal, state, and local plans may take precedence over provisions of MMI crisis action planning.  
Contact Information
School address:

Marion Military Institute                                                                                      1101 Washington Street                                                                                       Marion, Alabama 36756 

Administrative Telephone:


(334) 683-2313

Cadet Relations Telephone:


(334) 683-2322

FAX:
 (334) 683-2380
Driving Direction:

From Selma: Proceed west on US Highway 80 (approximately 10 miles), turn north onto County Highway 45 for (approximately 15 miles).  Highway 45 becomes Washington Street.  MMI is on the left on Washington Street.

From Tuscaloosa: Proceed east on US Highway 82 to US Highway 5 exit (approximately 30 miles), turn south on Highway 5 for approximately 25 miles.  Turn right onto Fikes Ferry Road in Marion and follow signs.
Designated Parent Relations Contact:


Commandant of Cadets
(334) 683-2321
Designated Physical Plant and Master Key Contact:

Superintendent of Buildings and Grounds 
(334) 683-2367

Designated Law Enforcement Agency with Master Keys:


Marion Police Department
(334) 683-9071
Utility Company Contacts:


Marion Water and Sewer
(334) 683-8642


Alabama Gas Company (ALAGASCO)
(334) 683-6156


Alabama Power Company
(800) 245-2244

Nearest Full Service Hospital:
Vaughn Regional                                                                                                               1015 Medical Center Parkway                                                                                  Selma, Alabama 36701                                                                                      (334) 418-4100

EMERGENCY ASSISTANCE LOCAL AND STATEWIDE CONTACT INFORMATION

Marion Police Department
911   or   683-9071

Marion Fire Department
911   or   683-9071
Emergence Ambulance Service
911   or   683-8911

Perry County Sheriff

(334) 683-6534
Alabama Department of Public Safety (State Troopers)
(334) 874-8234                                                  Alabama Highway Patrol Division                                                                            Alabama Bureau of Investigation
National Poison Control Hotline
(800) 462-800   or   (800) 292-6678
Rural Health Medical Clinic (Marion)    683-2073 
Alabama Department of Mental Health
(334) 242-3417
Cahaba Center for Mental Health  
(334) 683-9957                                                           104 Edwards Street                                                                                                                                Marion, AL 36756 

Alabama Emergency Management Agency



Perry County Commissioners Office
(334) 683-8996
ILLNESS AND INJURY
When a cadet is determined to be ill by a TAC officer or instructor, the cadet will be sent to the Cadet Health Center. The Health Center is capable of treating minor illnesses and injuries that do not require hospitalization.  Cadets will be treated by the Health Center and released with a recommendation to the Commandant for bed rest in quarters, retention at the Health Center for recovery, or referral to the Rural Health Medical Clinic for further evaluation and treatment.  
When a cadet is injured on campus, the faculty or staff supervisor, or the senior cadet present, will immediately notify the Commandant of Cadets.  The Commandant will decide if the injury is sufficiently serious to notify the President.

Immediate Actions : 
· Notify the Guardhouse and/or call 911

· Keep the victim still and comfortable but do not move the victim

· Ask the victim where he/she is injured and how they feel

· Check breathing and perform CPR as need and if trained *

· Control serious bleeding by direct pressure on the wound

· Continue to assist and comfort the victim until help arrives

· Look for emergency medical tags (bracelet, necklace, anklet)

· Give all pertinent information to responding paramedics or other first responders.
Preparatory School Cadets requiring transportation to a medical facility will be accompanied by an adult faculty or staff member.  College cadets may be accompanied by a fellow cadet.

Serious injuries will require immediate ambulance response from the local EMS and will be reported to the President and to the cadet’s parent(s) or Guardian(s) in a timely manner.  Parents will be provided with the name and location of the receiving hospital.
* Only trained personnel should administer CPR and first aid beyond the steps noted above.
Note: All cadets must have a completed Emergency Medical Release Form on file in the Health Center.

DEATH ON CAMPUS
Immediate Action:

· Notify the Guardhouse and/or call 911

· Move all cadets and non-essential personnel away from the scene

· Await arrival of first responders

The Commandant will immediately notify the President and the Marion Police Department in the event of a death on campus.  The police and the Perry County Coroner, assisted by the Campus Safety Chief, will conduct the investigation and make the determination as to the cause of the death.  If a death occurs off campus, the person receiving the notification from authorities will immediately contact the Commandant of Cadets and the President.  
Depending on the circumstances of the death, the President may call for a meeting of the Campus Emergency Response Team (CERT) to evaluate any threat to others, handle media notification, provide briefings to the Corps of Cadets, and coordinate issues involving the next-of-kin. 

The Commandant and the MMI Chaplain will coordinate with local law enforcement agencies to make timely notification of parent(s) or Guardian(s) in the most appropriate manner.  The Vice President for Finance will make arrangements for disposition of remains and serve as the point of contact for legal matters.
The death of a cadet, particularly a suicide, is a traumatic event for the MMI community and particularly the Corps of Cadets.  Follow-up actions with respect to prevention analysis, grief counseling, memorial services, and media notification are contained in Part III: Crisis action Follow-Up Procedures.

FIRE
Immediate Action:

· Pull the nearest fire alarm to evacuate the building and contact the Fire Department.

· Call the Guardhouse with the location of the fire.

· If minor, attempt to extinguish the fire with the nearest extinguisher, avoiding possible injury to you and/or others.

· If the structure is involved and there is a possible danger to you or others. DO NOT ATTEMPT TO FIGHT THE FIRE.

· Evacuate the building.

The Commandant, the Campus Safety Chief, or the Commandant’s staff will:

· Notify the President.

· Confirm that 911 or the Marion Fire Department at 683-9071 has been notified

· Call for evacuation of all effected structures with specific directions over the campus-wide PA system.

· Communicate further instructions to the entire campus over the PA system and SchoolCast for all areas of the campus.

Instructors/TAC officers will:

· Evacuate the cadets according to the fire escape plan for the effected building.

· Ensure that all cadets are out of the building and accounted for.

· Notify the Commandant’s Office of any missing cadets.

· Keep cadets clear of the involved building, fire equipment, and fire fighters.

· Await the “ALL CLEAR” notification or further instruction by the Commandant, as approved by the President.

Campus Safety Chief will:

· Coordinate with local police, fire, and emergency medical services to ensure their presence. 

· Serve as the primary point of contact with first response agencies to determine their requirements.
· Coordinate with the Superintendent of Buildings and Grounds for logistic support as required

The President may call for the activation of the Campus Emergency Response Team (CERT) and the establishment of an Emergency Operation Center (EOC) for the command and coordination of cadet movement and accountability, media response, and campus security.


Notes:  
The Commandant with the assistance of the Campus Safety Chief and Superintendent of Buildings and Grounds is responsible for developing detailed fire evacuation plans, and posting evacuation diagrams in prominent locations for each building on campus.

The Superintendent of Buildings and Grounds with the assistance of the Campus Safety Chief is responsible for the maintenance and inspection of fire alarms, fire extinguishers, and emergency EXIT lighting in all appropriate buildings according to state and local codes.  The Campus Safety Chief will coordinate the assistance of the Perry County/City of Marion Fire Chief for inspections and technical advice.

The Commandant, with the assistance of the Vice President and Dean for Academics, is responsible for planning and conducting periodic drills for fire, lockdown, and tornados.  Drills should be conducted randomly but early in the school year and repeated early in the spring semester.

TERMINATION OF CLASSES FOR SNOW, ICE STORMS, AND HURRICANES 
Winter ice and snow conditions or approaching hurricanes occasionally make it prudent, for the safety of commuting cadets and staff and faculty personnel, to terminate academic classes and other school activities early.  The Commandant of Cadets and the Campus Safety Chief will maintain early warning monitoring and communications with appropriate law enforcement and weather forecasting agencies, confer with the Vice President and Dean for Academics, and make recommendations to the President regarding school closure. The determination to terminate classes will be made by the President, or the Vice President and Dean for Academics in his absence. 

When the decision is made to terminate the school day early, commuting cadets will be notified by the Office of the Commandant and directed to contact their parents.  Parents should make arrangements to have their cadets picked up immediately, or at the time specified by the Commandant’s Office.  If the weather conditions continue, the Commandant’s Office will contact parents of commuting cadets with the time and date when classes will reconvene.  
The President may activate the Campus Emergency Response Team (CERT) and establish an Emergency Operations Center (EOC) as potentially hazardous weather approaches.  With advice from the Campus Safety Chief regarding highway conditions, the President may allow boarding cadets to travel to their homes or other appropriate safe havens, to reduce the number of cadets on campus. Sufficient MMI staff must be present at all times to provide for the accommodation and welfare of boarding cadets remaining on campus.  The Commandant must ensure that valid telephone numbers for all cadets leaving campus are on file, and that appropriate cellular phone/e-mail addresses are entered into the SchoolCast system, to advise them of the date and time of school opening.  
When an institution of the Alabama College System is required to terminate or cancel classes due to inclement weather or other unforeseen emergency, the President must immediately notify the Chancellor and submit a plan for making up the lost instruction days in the event that the minimum calendar as prescribed by the State Board of Education is not met.  It is the responsibility of the CERT to satisfy this requirement.
The threat of an impending hurricane may require implementation of portions of Part IV: Hurricane Evacuation and Shelter Planning.  Close coordination with the office of the Chancellor of Postsecondary Education is required.
HURRICANE, TORNADO, AND SEVERE THUNDERSTORMS
Some incidents of severe weather occur with little or no warning time.  Impending severe weather conditions will be closely monitored on the school weather radio by the Commandant’s staff and the Campus Safety Chief.  The following are accepted weather service terms related to tornados:


Tornado Watch:  Conditions are favorable for a tornado or severe weather.  


Tornado Warning: Tornado has been sited; take shelter immediately.
When a tornado or severe weather watch has been declared for Perry County, the Campus Safety Chief and the Commandant’s staff will alert the President.  He may direct that the entire faculty and staff be alerted in preparation for appropriate precautions. 

In the event of sudden severe weather, an activation of the tornado warning siren located at the Perry County Courthouse, or other notification of the declaration of a tornado warning, the Commandant will:

Immediate Action:

· Notify the President

· Activate the SAFE SHELTER action plan over the Public Address System
· Transmit SAFE SHELTER e-mail/text message warnings and instructions over SchoolCast to the entire campus community.

Instructors, Coaches, and TAC officers will:
· Instruct cadets to move to the nearest designated safe shelter area and to sit on the floor facing the wall with heads and faces covered. 

· Ensure that all cadets are in the proper location and position.

· Move all cadets who are outside into main buildings as quickly as possible.

· Account for all cadets under their supervision at the time of the incident.

· Await the verbal “ALL CLEAR” signal from the Commandant’s office over the PA system.

All other faculty and staff:

· Move to the nearest designated safe shelter area and sit on the floor facing the wall with heads and faces covered.
· Await the verbal “ALL CLEAR” signal from the Commandant’s office over the PA system.
Note:

The Commandant, with the assistance of the Campus Safety Chief and Superintendent of Buildings and Grounds, is responsible for designating safe shelter locations and developing detailed movement plans for each building and posting diagrams in prominent locations, for each building on campus.
EARTHQUAKE

Earthquakes generally occur with little or no warning.  Therefore, the immediate concern is for the safety of the all concerned by taking the best cover available.  The Commandant will:

Immediate Action:
· Notify the President
· Give specific instruction to the campus community over the PA system to take immediate cover.

· Call 911 or the first response agencies as appropriate.
· After the initial shock, call for EVACUATION or SAFE SHELTER procedures as deemed appropriate. 
Instructors will:

· Instruct cadets to drop to the floor and cover their heads with their arms.

· After the tremors stop, escort all cadets out of the building according to the established fire evacuation route or the safest appropriate route to an area away from buildings as directed by the Commandant.

· Ensure that all cadets are present or accounted for.

· Notify the Commandant of missing cadets.

· Keep all cadets together and away from buildings and power lines until the “ALL CLEAR” notification is sounded or further instructions by the Commandant. 

LOCKDOWN PROCEDURES

There are several crises situations that pose an imminent danger to cadets and require an immediate LOCKDOWN of the campus.  Such situations include an intruder on campus with a deadly weapon, a hostage situation, or an active shooter.  Anyone witnessing such a threat will contact the Guardhouse immediately specifying the location of the threat.  

The Commandant, Campus Safety Chief, or Commandant’s staff will immediately:

· Notify the President  

· Announce “THE CAMPUS IS IN LOCKDOWN.  FOLLOW LOCKDOWN PROCEDURES IMMEDIATELY” over the PA system

· Transmit the LOCKDOWN alert over SchoolCast

· Call 911 or the Marion Police Department

Immediate Action:


-    Lock all doors and windows


-    Move all cadets/employees away from doors and windows


-    Turn off all lights

-    Keep everyone quiet

-    Wait for the “All Clear” from the Commandant’s office.

During lockdown personnel are required to remain where they are and will not attempt to move to another location until the ALL CLEAR.

CHEMICAL OR RADIATION SPILLS/RELEASES 

In the event of a serious chemical or radiation spill or release in, on, or near campus, the person witnessing the event will immediately call the Guardhouse.  The Commandant or his staff will:

Immediate Action:

· Notify the President
· Determine the affected building(s) or area 
· Initiate EVACUATION procedures over the PA system for the specific building(s) or area affected
· Initiate a LOCKDOWN of the remainder of the campus over the PA system
· Notify the Marion Police Department and Fire Department.

Upon receipt of the LOCKDOWN notification specifying the reason as chemical/radiation spill, Instructors will additionally turn off the air-conditioning/heating systems in their rooms as appropriate.

The Campus Safety Chief is responsible for coordinating with appropriate local and state agencies for the development of procedures for the timely response and expeditious clean-up of hazardous material spills.  

BOMB THREAT

In the event of a bomb threat received telephonically, the person receiving the threat will execute the Bomb Threat Call Checklist described below, then immediately notify the Commandant’s Office. If a bomb threat is received in writing, the recipient will immediately notify the Commandant’s Office, then execute the Bomb Threat in Writing Checklist.   Upon notification the Commandant’s staff will execute the following procedures:

Immediate Action:

· Notify the President
· Initiate fire EVACUATION procedures of the building targeted, or all buildings if no building is identified.
· If only one building is identified, initiate LOCKDOWN procedures for all other buildings.

· Call 911 or Marion Police Department at 683-9071.

· Follow the instructions of law enforcement agencies

Upon receiving the notification to evacuate the buildings, instructors and staff will execute the following procedures: 
· Evacuate the building according to the fire escape plan. 

· Ensure that all cadets are out of the building and accounted for.

· Notify the Commandant’s Office of any missing cadets.

· Keep cadets clear of the involved building, fire equipment, and fire fighters.

· Await the ALL CLEAR notification or further instruction by the Commandant.

Bomb Threat Call Checklist: attempt to keep the caller on the phone and ask the following questions.


When is the bomb going to explode?


Where is the bomb?


What does the bomb look like?


What kind of bomb is it?


What will cause the bomb to explode?


Did you place the bomb?


What is you name?


Where are you?


What is you address?

Immediately following the call and after alerting the Command’s office, fill out the following questionnaire.
Sex of Caller _________ Approximate age _____ Time of call ____________

Caller’s voice (circle all that apply) 
Calm
Laughing
Angry
Crying
Disguised

Excited
Normal
Slow
Rapid
Slurred

Familiar
Nasal
Raspy
Stutter
Lisp

Accent?  Country/Region _____________

Was the caller:

Well Spoken
Incoherent

Irrational

Foul

Taped

Reading

Background noises:

Motor vehicles
Machinery
Other voices

Animals

Clear
Static
Record the caller’s exact words as nearly as you remember.

Bomb Threat in Writing Checklist


- Avoid unnecessary handling of the document.


- Save all related materials such as envelopes or containers.


- Place each page of the materials between pieces of blank paper

- Maintain custody until turnover to the Campus Safety Chief or local law enforcement officials.

COMMUNICATION OF A PERSONAL THREAT OR THREAT OF SUICIDE
Immediate Action:

- Report the incident to appropriate supervisory personnel immediately
Communication of a threat to do bodily harm constitutes assault under the law, violation of ACS Policy, and may be evidence of a potential threat to the safety of others.  Upon witnessing a threat to commit bodily harm, the incident should be reported to appropriate authority.  In the event that the threat was communicated by a cadet, the incident should be reported to the Commandant of Cadets, Vice President and Dean for Academics, or Campus Safety Chief, in a timely manner.  
The Commandant, with the assistance of the Campus Safety Chief, will investigate the incident and take appropriate disciplinary action as required.  

If the threat was communicated by an MMI employee, the incident should be reported to the employee’s supervisor, who is required to report the threat to the Chief Financial Officer (CFO).  The CFO will apprise the President and take appropriate action in accordance with ACS Policy.
Threats from visitors or individuals who are not members of the MMI community will be reported to the Guardhouse.  The Campus Safety Chief will respond and determine the need to notify local law enforcement agencies. 

Threats of suicide must be reported immediately to the Commandant of Cadets.  The Commandant, or his appropriate staff member, will immediately respond to the cadet and determine the need for continuous monitoring, until referred to an appropriate counseling agency.  Specific follow-up actions are detailed in PART III: Crisis Action Follow-Up Procedures.  

CADET OR INTRUDER WITH DEADLY WEAPON

In the event that a cadet or outside intruder is observed with a deadly weapon or threatens others with a deadly weapon, the Guardhouse will be immediately notified.  The Commandant, Campus Safety Chief, or Commandant’s staff will execute the following procedures:

Immediate Action:
· Notify the President.
· Initiate campus-wide LOCKDOWN over the PA system.

· Transmit LOCKDOWN procedures over SchoolCast  
· Call 911 or the Marion Police Department at 683-9071.

· Identify the cadet or intruder and pinpoint his or her location.

· Await instruction from law enforcement.

Instructors and staff will:


-    Lock all doors and windows


-    Move all cadets/employees away from doors and windows


-    Turn off all lights


-    Keep everyone quiet


-    Wait for the “ALL CLEAR” from the Commandant’s office, as directed by the President.

If in close proximity to/contact with the intruder:

· Do not make sudden moves that could frighten the subject

· Do not initiate communication with the subject
· Never argue with the subject

· Only the senior staff/faculty member should communicate with the subject, if communication is necessary.

· Take your time talking to the subject and keep his/her attention away from the cadets.

· If subject starts shooting, tell cadets to get down and take cover

· Physical force should not be attempted unless someone’s life is in imminent danger.

· Make mental notes of as many details as possible and do not touch anything at the crime scene, except as necessary to render emergency aid.

FIGHTING AND RIOTING
In the event of fighting or rioting on campus, the instructor will:
Immediate Action:
· Send a senior ranking or reliable cadet to the Commandant’s Office to get assistance.

· Attempt to take charge by loudly commanding that the behavior stop immediately.

· Obtain help from other instructors or staff members.

· Attempt to keep other cadets away from the site of the fighting or rioting.

· Attempt to separate the combatants and prevent them from further confrontational behavior.

· Physical force should not be attempted unless someone’s life is in imminent danger.

The Commandant will:

· Notify the President

· Activate LOCKDOWN procedures if necessary

· Notify the Marion Police Department at 683-9071 when required by law. 

· Attempt to defuse tensions

· Remove the cadets involved in the altercation to the Commandant’s Office, or other appropriate location under adequate supervision.

HOSTAGE SITUATION  
In the event of a hostage or barricade situation instructors will:

Immediate Action:
· Stay calm

· Follow the instructions of the captor, providing they do not place additional cadets or staff at risk.

· Do not attempt to escape or resolve the situation by force.

· If a rescue effort takes place by law enforcement agencies, instruct cadets to lie on the floor and await instructions from the rescue team.

The Commandant will:

· Notify the President. 

· Initiate a LOCKDOWN of the campus over the PA system

· Transmit LOCKDOWN procedures over SchoolCast.

· Call 911 or the Marion Police Department at 683-9071 immediately.

· Move all other cadets and instructors away from the hostage or barricade site.

· Provide adult presence to non-involved cadets to maintain calm.

· Cooperate with law enforcement age.
PUBLIC INFORMATION PROCEDURES 

If not dealt with properly, serious incidents that occur at MMI can have a detrimental effect on public relations, recruiting, and alumni and donor support for the school.  It is extremely important that MMI provide timely, accurate, and straight forward information to the public and the news media consistent with the privacy concerns of our cadets, faculty and staff.  In the event of any serious incident, the following procedures will be followed:

· The President will be notified immediately and the Campus Emergency Response Team (CERT) activated.  In consultation with the members of the CERT and others as required, the President will ascertain as much information as is available relative to the incident.  

· The President will notify the Chancellor of the Alabama Postsecondary Education System as appropriate.

· A media statement will be prepared accurately explaining as much information as possible consistent with concerns for the privacy and confidentially rights of the individuals involved, and for the conduct of on-going investigations. 

· Parents/guardians of cadets involved in an incident will be notified and provided information by the Commandant in coordination with appropriate agencies.

· Queries from other parents/guardians will be referred to the Commandant who will provide the information approved by the President.

· Queries from news media and all others will be referred to the Public Affairs Officer, or to another point of contact (POC) designated by the President as spokesperson, who will provide the information approved by the President.

· In most serious incidents that are expected to have news interest, it is usually better for the news media to hear the information from the school first.  Consequently, as soon as accurate information is available, a news release with the information approved by the President should be sent to the local and regional media outlet list maintained by the Public Affairs Officer.      

· No other staff or faculty member is authorized to act as spokesperson for the school regarding the incident.  If queried, faculty and staff members will refer the person or agency making the query to the President’s public information representative.

· If asked to be interviewed by the media regarding the incident, faculty and staff members must gain approval from the President and are cautioned not to reveal information that would violate individual privacy and confidentially, or that would interfere with an on-going investigation of the incident.

· Queries of a legal nature arising from any serious incident will be referred to the Chief Financial Officer.

SEARCH AND SEIZURE CHECKLIST
1. Remove the cadet to a private area away from other cadets
2. Closely observe the cadet during removal and search

3. Have another school official present as a witness during the search

4. Have school officials of the same gender as the cadet conduct and witness the search.
5. Offer the cadet the opportunity to surrender the suspected item.

6. Conduct the search in a discreet manner to minimize possible embarrassment to the cadet.

7. Seize any item that violates a criminal law or institute regulation or provides evidence of such a violation.

8. Before going through a cadet’s personal belongings, try to identify the item for which you are searching.  Upon finding the item, stop the search, unless you have reasonable suspicion to believe that additional items will be found.  For example if you find a gun, it is reasonable to continue searching for bullets or other weapons.

9. Follow the Chain-of-Custody Checklist:


Make an inventory of seized items that includes:



Description of item(s) seized



Date and time of seizure



Source of seized item (from whom and at what location)



Name of the official who seized the item



Name of the person witnessing the search

Seal each item into a separate envelope marked with inventory information.


Secure evidence in a locked storage area with restricted access.


Do not leave any evidence unattended.

Transfer the evidence as soon as possible to the Campus Safety Chief or appropriate law enforcement officer.  Obtain and retain a copy of the inventory signed by the officer taking possession of the evidence.
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