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Personal Emergencies  
 
 
4.00 Emergency Health Care And Emergency Transportation Guidelines For 
Residence Hall Staff 
 
The following guidelines provide you with information concerning the response to medical emergencies which 
occur in the residence halls. 
 
1. Thomson Student Health Center is OPEN 

The following general guidelines apply in cases of injury or sudden illness occurring when the Thomson 
Student Health Center is open: 

 
A. The student is conscious and ambulatory, accompany (do not drive) the student to the Health Center for  

evaluation, treatment, and possible referral to a local health care provider. 
 
B. If the student is conscious but not ambulatory, and the staff member does not believe the situation 

requires the assistance of Emergency Medical Services (EMS), contact the First Responder by calling 
803/777-9111 from a cell phone or 911 by a campus phone. This number connects with the University 
Police dispatcher who will contact the First Responder.  If the staff member is unsure whether to request 
assistance from the First Responder or EMS, the staff member should request EMS assistance.  Anytime 
EMS is requested, the First Responder is also dispatched to assess the situation.  If a student refuses EMS 
services, they are not billed for the ambulance. 

 
C. If the student is unconscious, immediately call 911 to reach USCPD and request assistance from 

Emergency Medical Services (EMS).  This number rings at the University Police Department who will 
contact EMS. This is not a community 911 number.  Be sure to give your location.  The First Responder 
is also dispatched to jointly assess the situation. 

 
2. Thomson Student Health Center is CLOSED 

The following general guidelines apply in cases of injury or sudden illness occurring when the Thomson 
Student health Center is closed. 

 
A. If the student is conscious and needs medical assistance, she/he may do one of the following: 

1. The student may request EMS by calling USCPD at 911. 
2. The student may secure transportation from a friend, roommate, etc. to an emergency medical care 

facility. 
 
B. If any residence hall staff member feels the injury or illness is serious enough to require medical 

evaluation, the staff member should call 911 and request EMS.  If you are unsure about the student’s 
condition, call 911 and request EMS. 

 
C. If the student is unconscious or not ambulatory, immediately call 911 and request assistance from EMS.  

The First Responder is also dispatched to jointly assess any situation where EMS has been called. 
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3. Immediate Response 
A. Assess the situation. 
 
B. Render emergency first aid only if you are trained to provide first aid.  Do not render first aid if you do 

not know what ailment or injury is present.  The chief objective of first aid is to save lives by: 
 maintaining breathing; 
 preventing heavy loss of blood; and 
 preventing further injury until medical help arrives. 

 
C. If the student is unconscious or not ambulatory, call 911 to request EMS. 

 
D. When calling to request any emergency assistance: 
 remain calm, speak clearly and distinctly; 
 give your name, title, and description of the accident or injury; 
 give your exact location; and 
 provide any available information concerning the ill/injured person (name, available medical 

information, etc.). 
 
E. Residence hall staff members should never, under any circumstances, transport students to or from a 

medical facility.   
 

F. Any time emergency medical assistance is required, you should have been notified by your RM.    
You should also call your AD or, on the weekends, the professional staff member on duty.  It may be 
necessary to involve University police, particularly if crowd control is a problem, or if there is possibility 
of further injury to the student or any one involved. If so, request police assistance when you call 911. 

 
G. If a student is transported to the hospital, you should meet him/her at the hospital and stay with him/her 

until a diagnosis is made.  If the RM responded, you should also meet them at the hospital.  
 
4. Transportation of Ill or Injured Students Not Requiring EMS 

When the Thomson Health Center is closed and a student needs medical care, but not EMS, transport the 
student according to the following protocol: 

 
A. Voluntary-Friends, roommates, etc. who are present with the injured/ill student and agree to furnish 

transportation.  Use this option whenever possible.  Residence hall employees must never transport 
injured/ill students to or from a medical facility. 

 
B. Taxi – Commercial transportation for the injured/ill student may be obtained by an RLC/RHD/AD.  A 

voucher is provided to the student for payment of the cab fare.  This option is only offered when the 
student is unable to secure transportation from friends.    

 
C. Routine off-campus office visits are not covered by this policy and remain the responsibility of the 

student. 
 

D. University Police – In unusual circumstances (when other options are unavailable), University Police 
may be contacted to provide transportation. 

 
5. Notification of University Staff 
 After the immediate response, contact your supervisor.  If not available, contact the Professional Staff 

member on duty and ESO. 
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6. Follow-up 
A. Documentation of any medical emergency is extremely important.  You must document all medical 

emergencies on an incident report and submit it to your AD the following morning along with the 
documentation from your RM.   

 
B. Providing support and assistance to the student when he/she returns to the residence hall is important.  Be 

sure you or the resident's RM checks in with the student frequently and that you are kept informed of the 
student’s progress or any problems that arise.  Relay this information to the AD. 

 
 
4.01 Hospital Protocol 

 
The purpose of this section is to provide staff with general guidelines and information when accompanying a student to the hospital.  
Staff should also refer to the Emergency Health Care and Transportation policy in the staff manual.  Staff members accompany 
student to the hospital for a variety of reasons including but not limited to illness or injury, physical sexual assault, or attempted 
suicide, etc. 

A. Purposes 
While at the hospital, the staff member should attempt to serve in the following roles and/or provide the 
following: 
 
1. Provide student with desired support (i.e. getting belongings from room or a ride home).  *See section on 
providing transportation. 

 
2. Provide a University representative to respond to the incident.  A professional staff member should be in 
contact with you and/or meet you at the hospital. 
 
3. Provide the hospital staff with the student’s emergency contact information.  This information is located on 
the students key card located in the area office. This information is to be given to the hospital staff to aid them in 
reaching the emergency contact.  In the event that the student is a sexual assault survivor or relationship violence 
survivor, provide the emergency contact information to the on-call staff member from the Office for Sexual 
Health & Violence Prevention.  This staff member will speak with the survivor to explore notification options. 
 
4. While at the hospital, gather information. 
 What happened? 
 Names and contact information of people involved. 
 Do other people need attention? 
 Who needs to be notified? 
 Nature and seriousness of illness or injury. 
 Will the student be admitted or released?  When? 
 Has the hospital contacted the parents?  Emergency Contact? Are they coming? When? How will they get 

here?  Who will meet them? 

B. Best Sources for Information 
While at the hospital, the following people may provide needed information. 
 The student’s nurse, if the student has been seen by the time you arrive. 
 The triage nurse who does the initial screening including taking blood pressure, temperature, etc. 
 The police, if they are on the scene. 
 
C.  Important Phone Numbers 
 Lexington Medical Center Emergency Services   791-2350 
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 Palmetto Baptist Medical Center Emergency    771-5050 
 Palmetto Richland Memorial Hospital Emergency Room  434-7000/434-6685 
 Providence Hospital Emergency Care    256-5320 
 Thompson Student Health Center     777-3174 
 VA Medical Center       776-4000 

 
 
D. Notification of Professional Staff 

Contact your supervisor or, if unavailable, the professional staff member on call--any time, day or night. 
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 4.02 Suicide Attempt 
 
The purpose of this policy is to provide guidelines for the residence hall staff when responding to a 
suicide attempt in or near a residence hall. 
 

A. Immediate Response 
1. If there has been an injury or ingestion of drugs of any kind (prescription or non-

prescription), call 911 and request an ambulance and police. 
2. Remain calm, speak clearly and distinctly.  Provide the police with any and all 

information concerning the situation. 
3. Do not place yourself or others at risk of physical harm. 
4. If an RM is the initial responder, they should notify the RHD immediately regardless of 

the hour.  If the RHD is not available, notify the professional staff member on duty who 
will notify other University personnel from the Counseling and Human Development 
Center as soon as possible. 

5. If there has been a threat, but no injury or ingestion of drugs, and if the situation does not 
present harm to others, someone needs to stay with the resident to make sure he/she does 
not try to commit harm to his/her self or leave the area. Immediately call 911 for 
Emergency Personnel to assess the threat.  Contact the AD or the professional staff on 
duty. 

 
B. Follow-up 

1. Documentation of any suicide attempt is extremely important.  All incidents should be 
documented on an incident report and should be submitted to the AD the following 
morning. 

2. It is extremely important that a student who has attempted suicide receives medical 
attention and a mental health assessment.  The office of Student Judicial Programs can 
require a suicide attempter to attend a 3 session evaluation at the Counseling and Human 
Development Center as a prerequisite to continuing to reside and matriculate at USC.  
University Housing can also require a mental health assessment to insure that the resident 
is no longer in danger of self or other harm. 

3. Providing support and assistance to the student when he/she returns to the residence hall 
is important.  You or the student’s RM needs to check in with the student and keep the 
AD informed of the student’s condition. 

4. Please do your best to limit and control rumors.  Work with your AD should this present 
a problem.  Do not alleviate rumors by breaching confidentiality. 

5. Confidentiality of a situation of this nature is extremely important. 
6. A student who attempts or threatens suicide may be referred to OSJP for disorderly 

conduct and/or disruptive activity. 
7. Contact the Counseling and Human Development Center about how to deal with 

roommates, family members, friends, or other residents who become distressed due to 
this unfortunate circumstance. 

 
C. General Information 

 
It is very important that any suicide attempt or threat be taken seriously.  Severe physical injury 
or complications may occur with even a minor overdose.  Any suicide attempt or threat is an 
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indication of significant problems.  College students experience situations that often lead to 
suicide thoughts—loneliness and depression, academic problems, family problems, alcohol and 
drug abuse, financial problems, etc.  In addition, the combination of hopelessness and 
impulsivity can be a lethal combination.  There are many resources on campus and in the 
community that can help students with emotional problems or stress.  If you suspect a resident is 
having suicidal thoughts you should consult with your AD immediately and the professional staff 
member from the Counseling and Human Development Center.  Together, the staff may be able 
to intervene before an attempt is made. 
 

4.03 Sexual Assault Response Protocol 
 
The USC Policy Statement and Procedures regarding Sexual Assault defines and coordinates the efforts of various 
campus departments in order to provide a caring and effective institutional response to students involved in sexual 
assaults.  The Policy Statement addresses the needs of the student who reports a sexual assault and the response to 
the student accused of sexual assault.  Coordination is intended to ensure that departments within the University 
respond appropriately to the needs of students involved in reports of sexual assault and to the community at large.  
The complete Policy Statement can be found in the Carolina Community. 
 
Because of the profound impact sexual assault has on the student and the residence hall community, all live-in 
staff must keep knowledge of a sexual assault confidential.  However RMs and RLCs/RHDs are required to report 
any information to their AD. The AD is the person from University Housing who files the Sexual Assault 
Anonymous Report Form with the Director of Sexual Health and Violence Prevention, or designee,  after 
consulting with the RMs or RLCs/RHDs who may have also been involved with the report. 
 
The staff may be required to share information with senior Student and Alumni Services staff or University Police 
on a “need to know” basis only.  Beyond these specific contacts, the University Housing staff are required to keep 
information in the strictest confidence. 
 
The following information outlines the minimum expectations for University Housing: 

A. Assess the Situation 
 
B. Explain Boundaries of Confidentiality 

Due to the sensitive nature of sexual assault, anyone acting on behalf of the University is expected to maintain 
the maximum degree of confidentiality when handling an incident.  Students should be informed that no 
personnel can guarantee absolute confidentiality when a sexual assault is reported.  
 
Explain to the student that in order to ensure that you provide them with informed options and since 
you are a student yourself, Housing requires all RMs to report all sexual assault cases to their 
RLC/RHD.  Do so as soon as possible or send another RM to contact the RLC/RHD for the hall, 
another RLC/RHD, AD, or the RLC/RHD on duty. 

 
An anonymous Sexual Assault Report Form will be filed with the Director of Sexual Health and Violence 
Prevention.  Then, depending on the role of the individual to whom the report is made, other University 
professional staff may also need to be notified. 

 
C. Immediate Support and Problem Solving 

It is expected that any staff member coming in contact with a survivor provide immediate support and 
problem-solving and cover all options with the student as soon as it is feasible to do so.  The primary goal is 
to help the student secure needed professional services.  The staff member does not provide ongoing 
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counseling, but assists and supports the survivor as needed by encouraging him or her to contact the police, 
the Office for Sexual Health & Violence Prevention and accompanying him or her to the hospital. 

 
D. Going to the Hospital 

The staff member will encourage the student to go to a hospital emergency room (Palmetto Richland, 
Lexington, Palmetto Baptist, or a hospital of their choice) for a Rape Protocol Exam and other medical 
services, as needed, and offer to accompany the student.  You should also inform the student that Palmetto 
Richland Memorial Hospital has specialized services for sexual assault survivors that includes a trained 
Sexual Assault Nurse Examiner (SANE) and a SANE room equipped with the latest forensic technology.   If 
there has been an injury, follow the guidelines for Emergency Health Care and Emergency transportation.  
 
 SH&VP staff must also advise students of the following information (for an extensive list, see SH&VP 
Policy): 

 
 Hospital services are voluntary, confidential, and paid for by the State Office of Victim’s Assistance as long 

as a police report is given.  However, going to the hospital does not commit the student to file criminal or 
civil charges, even if a police report is taken. 

 
 The hospital is required to notify the police if a rape has occurred, and they will respond to the hospital.  Also, 

any evidence is gathered by the hospital is given to the police until the student makes a decision about 
pursuing charges.  The gathering of evidence does not commit the student to filing charges, although the 
student’s name is placed on the evidence kit at the time of the examination. 
 

 In order to preserve evidence, it is best for survivors to have the exam administered as soon as possible after 
the time of the assault.  The student should be careful not to inadvertently destroy evidence by showering, 
changing clothes or urinating.   It is also important to note that a rape protocol exam will not be administered 
72 hours after the alleged assault.   
 

 If oral contact occurred, the student should avoid brushing teeth, smoking, drinking, and eating. 
 

 As clothing may constitute evidence, a change of clothing should be taken to the hospital. 
 

 If the survivor has changed clothes, the original clothing worn will be needed for evidence.  This clothing 
should be carried in a paper bag. 

 
E. Office for Sexual Health & Violence Prevention 

The staff member will inform the student of the services available through the Office for Sexual Health & 
Violence Prevention (SH&VP).  The on-call staff member from the Office for Sexual Health & Violence 
Prevention will be called by the USC Police Department to respond to the case.   This staff member will 
provide immediate support and assistance during the Rape Protocol Exam, as well as other advocacy services 
at the hospital.  The staff member will also explain that services provided by the Office for Sexual Health & 
Violence Prevention are voluntary and confidential. 
 
The staff member may also contact the on-call advocate from SH&VP (for consultation or phone 
intervention) even if the survivor does not wish to go to the hospital or call the police.    SH&VP on-call 
roster is distributed to housing staff on a monthly basis. 
 
SH&VP will also provide the student with on-going after-care services. 

 
F. Filing Police Report 
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If the assault occurred off campus, the student may report directly to the University police, and USCPD may 
facilitate a meeting with the local police having jurisdiction.  The University of South Carolina police can 
educate the student about filing criminal charges. 
 

 
G. Follow-up 

Documentation of any sexual assault is extremely important.  You should document all incidents and submit 
an incident report to your RLC/RHD the following morning.  
 

H.  Notification 
Contact the Professional Staff member on duty, your supervisor, and ESO 

 
 

 
 
 
 

4.04 Relationship Violence Protocol 
 
The following protocol provides the live-in residence hall staff with information and guidelines when 
responding to victims of relationship violence. In addition, please refer to the USC- Relationship Violence 
policy outlined in the Carolina Community. 
 
For the purposes of the Relationship Violence policy and related procedures, the term RELATIONSHIP VIOLENCE is defined as 
behaviors directed toward a current or former partner or spouse including:  
 

(1) Physical behavior (e.g. slapping, pulling hair, punching)   
(2) Threats of abuse (e.g. threatening to hit, harm or use a weapon on another, or other 

forms of verbal abuse)  
(3) Emotional abuse (e.g. harassment)  

 
STALKING which is defined as a pattern of conduct that is intended to cause or does cause a person to fear:  
 

(1) Death or death of others important to that person 
(2) Assault or assault of others important to that person 
(3) Bodily injury or bodily injury of others important to that person 
(4) Sexual assault or sexual assault of others important to that person 
(5) Involuntary restraint or involuntary restraint of others important to that person 
(6) Damage to property or damage to property of others important to that person 
(7) Confinement or confinement of others important to that person 
(8) Threats of harassment via electronic devices (e.g. e-mail, phone, fax).   
 

The relationship between the perpetrator and the victim may be current or former partner or spouse, dating 
relationship, acquaintance, or stranger. 
 
Because of the profound impact relationship violence has on the student and the residence hall community, all 
live-in staff must maintain confidentiality. However, RAs/RTs and RHDs/RLCs are required to report any 
information to their supervisor. The supervisor and/or professional staff duty member will notify senior 
residence life/housing officials of the incident. The staff may be required to share information with senior 
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Student and Alumni Services staff or University Police on a “need to know” basis only. Beyond these specific 
contacts, the University Housing staffs are required to keep information in the strictest confidence. 
 
The following information outlines the minimum expectation of University Housing: 
 
A.  Immediate Response: 

1. Witness Incident: If you are witnessing a relationship violence incident, call the police at 911 
immediately.  Do not try to intervene.  Then, follow the steps for Staff Notification and Follow-up listed 
below. 
 

2.  Recent Incident: If the incident just occurred and the alleged perpetrator has left the scene, the following action should be 
taken: 
a. Assess the situation. 

1. Inform the victim of available services and resources on campus and in the community. 
2. Collect any information the victim is willing to share. 

 

b. If there has been an injury, follow the guidelines for Emergency Health Care and Emergency 
Transportation. 

 
c.  Immediately report the violence to University Police at 911: 

1. State your name, position, and location. 
2. Briefly describe what seems to have happened including obvious and suspected injuries, 

persons involved and alleged perpetrator.  
3. Describe the exact location of the incident. 
4. Give the name of the victim (s). 
5. Ask for further emergency instructions. 

 

d. If appropriate, it is recommended that you seek assistance from another staff member(s) in the 
building. 

 
e. Explain the Boundaries of Confidentiality  

Due to the sensitive nature of relationship violence, anyone acting on the behalf of the University is 
expected to maintain the maximum degree of confidentiality possible when handling an incident.  
 
Because of the potential of harm to the student and the community, student staff (undergraduate and 
graduate) is required to report incidents of relationship violence to their professional staff supervisor. 
The student should be informed that an anonymous report, which ensures anonymity of names, 
would be filed with the Office for Sexual Health & Violence Prevention (SH&VP).  
 
 

f. Ask for any witness(es) to remain on the scene so that University Police can secure accurate 
information as soon as possible upon their arrival. If witnesses must leave, get their names, 
addresses, phone number, and social security numbers. Verify by asking for ID. 

 

 

3.  Notification of University Staff 

After the immediate response, RAs/RTs should notify their RHD/RLC. If the RHD/RLC is unavailable, 
contact the professional staff member on duty. On weekends, the RHD on duty should be notified. The 
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RHD will the contact the professional housing staff person on duty who will then devise a plan of action 
to handle the incident. The professional housing staff person will also notify the Office for Sexual 
Health & Violence Prevention on-duty staff member regarding the incident.  SH&VP on-call schedule is 
distributed to Housing monthly. 

 

4.  Follow-up 

It is extremely important to document any violent crime. The incident should be documented and 
submitted to the RHD/RLC the following morning. The RHD/RLC will complete the SH&VP 
anonymous report form and send the form to the Director of SH&VP, or designee. 

 
Providing support and assistance to the student when he/she returns to residence hall is important.You should  
check in with the student frequently and keep your RHD/RLC informed of the student’s progress or any 
problems that arise. Please make sure that the student is aware of appropriate University and community 
resources. 

 
 
B. Non-Emergency Response: 

1.  Previous Incident: If you are notified by a student-at-risk or a friend of a student-at-risk that an abusive 
relationship exists, the following is a list of guidelines: 

a. Listen to the student’s concerns. 
b. Inform the student of the services provided by SH&VP.   
c. Encourage the student to contact SH&VP. 
d. Offer to take the student to SH&VP to speak with a member of their staff. 

 
2. Notification of University Staff: Notify your RHD/RLC of the situation. 
 
3. Follow-up: Your RHD/RLC will complete a SH&VP anonymous report form.  As described above, 

continue to provide support and assistance to the student. 
 
 
 4.05 Student Death 
 
While it is not feasible to predict every situation that may impact students concerning death, there are three main 
types of situations a residence hall staff member may encounter involving students and death.  The purpose of this 
policy is to provide the residence hall staff with general information for handling death on campus and guidelines 
for responding to: 1) the death of a resident occurring in or near a residence hall; 2) the death of a resident 
occurring off campus; 3) the death of a student’s family member or close friend. 
 
1. Death Of Resident Which Occurs In Or On Grounds Of Residence Hall 
 
A. Immediate Response 

1. If you suspect that a death has occurred in the residence hall, call the University Police immediately, at 
911, and request ambulance and police assistance. 

 
2. You should then call your professional staff member on duty at pager # 654-4469 immediately.   
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3. Do not disturb the area.  The police will be responsible for conducting an investigation.  Any evidence 
may be important to the police. 

 
4. Do not discuss the event with anyone from the media.  Remind your staff about this, including the desk 

staff.  Refer all requests for information to Media Relations (777-1234). 
 
5. Cooperate fully with University Police. 

 

B. Notification of University Staff 

1. A professional staff member will ensure all appropriate staff is notified.   
 
2. If a physician determines that a death has occurred, the student’s family will be contacted by professional 
staff. 
 

C. Follow-up 

1. Documentation is extremely important.  Document the incident and submit an incident report no later than 
the following morning to your AD.  
 
2. Schedule a meeting with your supervisor for debriefing and processing. 
  

2. Follow-up to an incident as serious as the death of a student is coordinated between the building staff, 
University Housing professional staff, and other University offices 

 
2. Death of A Resident Which Occurs Off Campus 
 
A. Immediate Response 

The response of the residence hall staff involving an off campus death of a resident varies depending on the 
situation.  If you become aware that a resident has died off campus, and you are unaware if University Police 
have been contacted, call them immediately at 911 and inform them of the situation.  They will obtain 
information from other Police departments about the situation. Immediately notify Professional staff member 
on duty at pager # 654-4469, as well.   
 
Controlling rumors and correcting misinformation is important.  Immediately notify the professional staff 
member on duty if the media contacts you.  Do not respond to any requests from the media for information.  
Direct all requests to Media Relations (777-1234). 
 
Based on the circumstances of the situation, the professional staff will work very closely with the building 
staff to determine and implement any necessary immediate response. 

 
B. Notification of University Staff 

The professional staff member will be responsible for ensuring all appropriate University staff is notified. 
 
A physician, a state law enforcement agency, or professional staff member will inform members of the 
student’s family of the death.  A student staff member does not inform the family of a student’s death. 

C. Follow-up 

1. Documentation is extremely important.  Document the incident and submit an incident report to your AD 
no later than the following morning. 
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2. Schedule a meeting with your supervisor for debriefing and processing. 
 
3. Follow-up to an incident as serious as the death of a student is coordinated between the building staff, 

University Housing professional staff, and other University offices. 
 
3. Death Of Student’s Family Member Or Friend 
 
A. Immediate Response 

If you become aware that a resident has suffered a death in his/her immediate family or has lost a close friend, 
it is important that the appropriate RA/RT provide the student with as much assistance as he/she requires.  
Contact the professional staff member on duty at pager # 654-4469. 

 
B. Notification of University Staff 

ADs are responsible for ensuring all appropriate University staff and offices are notified.  

C. Follow-up 

1. Documentation is extremely important.  The incident should be documented on an incident report and 
submitted to your AD no later than the following morning.  

 
2. Schedule a meeting with your AD for debriefing and processing.  You and the AD should discuss the type 

of follow up you may be involved with when the resident returns to the floor. 
 
General Information 
For most people, talking about death can be uncomfortable.  It is common to be afraid to talk about a loss with 
someone who has recently experienced the death of a family member or close friend.  Some people have a big 
need to talk about their loss and their feelings, while others prefer to keep their feelings inside.  It is important 
when helping somebody to be attuned to his or her frame of mind and to respond accordingly.  In all cases, you 
best serve residents as a friend and resource.  Be available to provide support and any assistance necessary. 
 
In any of the cases described above, the staff needs to be sensitive and respond to the reactions of the other 
residents of the floor. The reactions of other residents will vary according to the incident, but staff should be 
prepared in all cases to control rumors, correct misinformation, and assist with grief counseling referrals, while 
respecting the privacy of the student.  
 
 
4.06 Violent Crimes 
 
The following policy provides the residence hall staff with information and guidelines when responding to victims 
of violent crime.  Some examples of violent crimes are fights, shootings, and muggings. 
 
A. Immediate Response 

1. Assess the situation. If a suspect is still around, or the situation is still harmful, stay out of harms way.  
 
2. If there has been an injury, follow the guidelines for Emergency Health Care and Emergency 

Transportation. 
 

3. Do not touch anything.  You never know what could be used as evidence, and evidence should not be 
taint. 

 
4. Immediately report the crime to the University Police at 911: 
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a. State your name, position, and location. 
b. Briefly describe what seems to have happened, including obvious and suspected injuries and persons 

involved. 
c. Describe the exact location of the incident. 
d. Give the name of the victim(s). 
e. Ask for further emergency instructions. 

 
5. Ask any witness(es) to remain on the scene so that University Police can secure accurate information as 

soon as possible upon their arrival.  If witnesses must leave, get their names, addresses, phone number, 
and social security numbers.  Verify by asking for ID. 

 
6. You should seek assistance from other staff members in the building. 

 
B. Notification of University Staff 

After the immediate response, you should notify your supervisor, or,  if unavailable, the professional staff 
member on duty.   

 
 
 
C. Follow-up 

It is extremely important to document any violent crime.  The incident should be documented and submitted 
to the AD the following morning. 

 
Providing support and assistance to the student when he/she returns to the residence hall is important.  You 
should check in with the student frequently and keep your AD informed of the student’s progress or any 
problems which arise. 
 
Controlling rumors and correcting misinformation is important.  Immediately notify your AD if the media 
contacts you.  Do not respond to any requests from the media for information.  Direct all requests to Media 
Relations (777-1234). 

 
 

 
 
4.07 Bias-Related Incidents 
 
The following policy provides the residence hall staff with information and guidelines when responding to victims 
of bias-related incidents.  A bias-related incident is defined as negative or unwanted attention or attack as a result 
of one’s race, religion, gender, sexual orientation, disability, national origin or other differences. Bias-related 
attacks are crimes and are against the law. These actions are taken very seriously. Some examples include graffiti 
on doors or other locations, physical or verbal attacks, and inappropriate telephone calls and/or messages. 
 
A. Immediate Response 

1. Assess the situation. 
 
2. If there has been an injury, follow the guidelines for Emergency Health Care and Emergency 

Transportation. 
 
3. Immediately report the incident to USC Police at 7-4215 or 911 in case of an emergency. 

a. State your name, position and from where you are calling. 
b. Briefly describe what seems to have happened including obvious and suspected injuries. 
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c. Describe the exact location of the incident. 
d. Give the name of the victim(s). 
e. Ask for further instructions. 

 
4. Ask any witness(es) to remain on the scene so that University Police can secure accurate information as 

soon as possible upon their arrival.  If witnesses must leave, get their names, addresses, and phone 
numbers, and social security numbers.  Verify by asking for ID. 

 
5. Please do not allow any evidence of a bias-related event to be removed or destroyed.  For example, if 

there is graffiti on a door or wall, do not attempt to clean it off.  The police will need this as evidence and 
will let you know when it can be cleaned. 

 
6. It is recommended that you seek assistance from other staff members in the building. 
 
7. Nothing should be touched without approval of Police.  As soon as the police investigator indicates it is 

appropriate, you should have any graffiti or damage immediately removed or repaired. 
 
B. Notification of University Staff 

After the immediate response, you should notify your supervisor.  If unavailable, contact the professional staff 
member on duty. 

 
C. Follow-up 

It is extremely important to document any bias-related incidents.  All incidents should be documented and the 
report submitted to the AD the following morning.  
 
Providing support and assistance to the student is important.  Be sure to check in with the student frequently 
and keep your AD informed of any problems which may arise.  Please make sure that the student is aware of 
the appropriate University resources, e.g. the Victim Witness Coordinator, the Counseling and Human 
Development Center. 
 
Rumors may be rampant after these types of incidents.  Be prepared to control this situation while maintaining 
the confidentiality of those involved. 
 
Controlling rumors and correcting misinformation is important.  Immediately notify your AD if the media 
contacts you.  Do not respond to any requests from the media for information.  Direct all requests to Media 
Relations (777-1234). 
 

 
Facility Emergencies 
 

4.08 Maintenance  
Normal Maintenance 
Normal use of residence hall rooms will result in the need for maintenance and/or repairs from time to time.  
Please have residents contact University Housing Facilities at 7-FIXX to make such requests.  Maintenance 
personnel will handle requests. Please inform residents that they will be charged for personal requests, such as 
removing a ring or contact lens from a drain or retrieving keys from an elevator shaft. 
 
Emergency Maintenance 
Emergency maintenance includes loss of utilities, including water, electricity, or heat, flooding from water or 
sewage pipes, and severe safety hazards.  From 8:00 AM to 4:30 PM, emergencies should be reported 
immediately to Facilities at 7-FIXX. After 4:30 PM, RAs/RTs or RLCs/RHDs should report emergencies directly 
to the numbers listed below according to the outlined procedure. 
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1. Go to the location to analyze the situation and determine the extent of the emergency. 
 
2. Call the appropriate satellite office between 5:00 PM and 9:00 PM. After 9:00 PM, until mid-night, call the 

University Housing 2nd shift maintenance staff member (cell) 331-0379, (pager) 654-7379, (office) 7-9428.  
The responding staff member should also leave a voice mail message at the campus office so the staff may 
follow-up with Maintenance personnel in the morning. After mid-night, contact the ESO office (7-2528). 
Please let them know you are a University Housing staff member.  

 
3. The maintenance personnel will determine what maintenance staff should be called to handle the problem and 

will determine the length of time it will take for him/her to get to campus. 
 
4. If you have any questions as to the status of the situation after 9:00pm and before midnight, you should call 

the night maintenance for the information. 
 
5. If the University Police receive a call from someone in a residence hall other than a staff member concerning 

a maintenance problem, the University Police may call a building staff member or Evening Service office to 
analyze the situation according to the steps outlined above.  

 
6. RAs/ RTs should document the incident on an incident report and give this to their supervisor no later than 

the following morning. The RLC/RHD will give the AD and Area Maintenance Supervisor a copy of the 
incident report immediately. 

 
Please note that, as Maintenance is not staffed between midnight and 8:00 AM, if you request assistance after 
midnight, it may take a significant amount of time for Emergency Maintenance personnel to arrive on campus. 
 
 
4.09 Fire 
 
Your first priority should be to get yourself out of the building safely.  If any of the following actions 
jeopardize your well being, exit the building promptly and do what you can to assist from outside. 
 
A. Discovery of a Fire 

1. In all University buildings (including residence halls), locate the nearest pull station and activate alarm 
system. 

 
2. Call University Police at 911; report your name, position, location and the nature of the fire. 
 
3. If possible, isolate the fire by closing doors in the vicinity. 
 
4. Proceed to evacuate the building and assist students with disabilities if you are able. If able, make sure 

that disabled individuals are placed in a stairwell and inform firefighters of the persons’ location.  Their 
rescue will be first priority.  

 
5. Assist residents by alerting them to evacuate the building. This can be completed by knocking on doors or 

verbally communicating the message. Do not act in a way that might cause harm to you or others.  Do not 
use elevators. 

 
6. Notify or send someone to notify your supervisor.  If not available, get someone to contact the 

professional staff on duty and ESO. You will need assistance. Also send someone to get an RLC/RHD in 
a building close to yours. 
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7. When fire fighters arrive, identify yourself and your title, inform them about the type of fire, its location, 

and any possible persons trapped by the fire.  Unless fire fighters authorize you to assist any further, go to 
your designated evacuation area and remain there until given permission to return to the building. 

 
NOTE:  Residence hall occupants should use good judgment in any attempt to extinguish the fire.  In case of 
small trash fires with which there is little heat or smoke, use any fire extinguisher available in your area. In cases 
of fire involving electrical equipment, cut off power supply.  Never use water on electrical fires!  If a large 
degree of heat and smoke has accumulated, do not attempt to fight the fire.  Evacuate immediately.  Mattress fires 
do occur periodically.  If the fire has penetrated to any extent, no extinguisher will put it out. 
 
B. When Alarm Sounds 

1. Call University Police at 911 and report your name, title, and the area of alarm. 
 
2. Evacuate the building to designated areas at least 100ft from the building. All procedures must be 

followed even in the case of a false alarm.  The Columbia Fire Department or University Police shall 
make determination of a false alarm.  Not evacuating the building for every false alarm increases the risk 
of danger in case of actual fire.  If residents are aware they will be inconvenienced for each false alarm, 
this should be a deterrent to horseplay or carelessness regarding the smoke detectors. 

 
3. If feasible, trained staff members should search the area in which the alarm was activated to determine the 

location of fire. 
 
4. Alert Police or Fire personnel about any students who live in the building with disabilities who would 

have difficulty exiting the building, including temporary disabilities such as a broken leg.  
 
5. Do not act in a way that might cause harm to you or others.  Do not use elevators. 
 
6. Wait until University Police have arrived and the building has been checked before allowing residents to 

return to building.  University Police, Health & Safety, and Columbia Fire Department will make the 
decision as to when the building may be reentered. 

 
7. The fire alarm shall be silenced and reset in accordance with instructions of Health & Safety Programs 

and/or University Police. 
 

8. File an incident report anytime a fire alarm goes off with your AD the following morning.  
 
C. Follow-up 

1. Clean up of an area where a fire has occurred should be done under the direction of the Office of Health 
& Safety Programs or University Police. All fires occurring on campus causing damage exceeding $100 
or in which injury occurs will be investigated by the Office of Health & Safety Programs.  To aid in the 
investigation, clean up is accomplished only to the extent required to prevent fire from rekindling.  The 
fire may appear to be out only to flare up several hours later.  

 
2. To have fire protection equipment serviced and repaired, call your campus office. 

 
NOTE:  The fire protection system is maintained for the safety of students in accordance with the laws of this 
state and the objectives of the University.  There is a strict penalty for tampering with these systems in any way 
including setting off false fire alarms, discharging fire extinguishers or removing fire equipment.  Tampering with 
fire safety equipment is a easy way to lose one’s housing privileges.  You are responsible for documenting and 
reporting such violations to your supervisor. 
 



Critical Incidents 
RHD/RM Protocol 
 

page 18 

 
 
4.10 Fire Drill 
 
Each semester, the Office of Health and Safety Programs will conduct fire drills in accordance with the 
requirements of State Fire Code.  Usually, your AD will inform you of the date and time of the fire drill so that 
you can plan to be present to practice these very important procedures. Residents should not be warned of planned 
drills. This defeats the purpose of drilling and diminishes the efforts of those involved. 
 
During a fire drill you are expected to ensure all the residents have evacuated their rooms and the floors according 
to the building evacuation plan.   Once evacuated you must proceed to your pre-determined area to be accounted 
for. 
 
You may encounter residents who refuse to leave their room or residents who hide in closets or bathrooms to 
avoid having to evacuate.  In these cases, you should make a note of their names and later document it on an 
incident report that should be forwarded to your AD within 24 hours. 
 
 
4.11 Building/Room Electricity (Power) Outage 
 
1. Building 

Every building has back-up systems to provide minimal lighting in corridors. However, the following 
procedures provide guidelines for residence hall staff responding to an electrical (power) outage through the 
entire building. 

 
A. All of your staff must respond and are on duty until the situation returns to normal. 

 
B. Remain calm and ask residents to do the same.  Check the elevator to see if anyone is trapped.  If so, 

assure them that the police will assist in getting them out.  If during normal work FIXX hours (M-F: 8:00 
am-5:00 pm), call FIXX at 7-3499 to notify them and confirm if the outage has already been reported. 
The satellite office staff will be notified of the call by the work control center. If between the hours of 5 
pm and midnight, contact night maintenance (cell) 331-0379, (pager) 654-7379, (office) 7-9428. If after 
mid-night, call ESO at 7-2528 and/or Professional Staff on duty.. 

 
C. Pick up a flashlight and meet the other building staff at the front desk. 
 
D. You should organize an information station at the front desk to provide information and dispel any 

rumors.  Residents will have a great deal of questions.  Contact your AD and/or the professional staff on 
duty (654-4469). 

 
E. Your staff should do rounds of the building in 15-30 minute intervals for safety and fire checks.  During 

rounds, they should take note of emergency lights not working and look for and confront illegal 
use/misuse of candles, matches, or lighters.  Encourage residents to use flashlights or go to another place 
in the building where flashlights are being used. 

 
F. Report any problems or irregularities to the AD or staff member on duty.  Critical problems should be 

reported immediately. 
 
G. Document the incident and submit the completed incident report to your supervisor no later than the 

following morning. 
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2. Room 
The following procedures provide guidelines for residence hall staff responding to an electrical (power) 
outage in a specific room. 

 
A. Go to the room that has had the power outage.   Ascertain what was plugged in and running prior to the 

power going out.  Explain to the resident(s) that the use of many appliances at one time can trip a circuit 
breaker. 

   
B. Ask the resident(s) to unplug or turn off excessive appliances. 
 
C. If it is between the hours of 8:00 AM and 5:00PM, call 7-FIXX to send personnel to resolve the issue. If 

it’s after 5:00 PM until mid-night contact night maintenance (cell) 331-0379, (pager) 654-7379, (office) 
7-9428. If after mid-night, call ESO at 7-2528 and/or Professional Staff on-duty.. 

  
D.   Document the incident and submit an incident report to your AD no later than the following morning. 
 
E. If there is a recurring trip in the breaker, contact the RHD/RLC on duty. 

 
 
4.12 Bomb Threat 
 
The following procedures provide guidelines for hall staff when responding to a bomb threat. 

 
1. Remain calm. 
 
2. Call the University Police at 911. 
 
3. Follow instructions of University Police. 

 
4. Contact your AD immediately after calling USCPD.  If they are unavailable, contact the professional staff 

member on duty. 
 
5. Document description of the telephone caller (i.e. male/female, deep/high voice, distinguishing speech 

pattern). 
 
6. Document the incident by completing an Incident Report Form.  Give this to your AD within 24 hours of 

the incident. 
 
If evacuation of the building is necessary, the USC police will be responsible. 
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Weather Emergencies 
 
4.13 Hurricane Response Plan 

 
1. In the case that a hurricane is tracked toward the South Carolina coast, the Division of Student and Alumni 

Services will complete a plan that will be disseminated to staff as appropriate.  Certain restrictions on 
visitation, events, classes, and campus movement will be implemented as needed.  

 
2. The University will officially go into a state of emergency when a hurricane is imminent.  All students will be 

required to stay in the halls.  Hall staff will monitor comings and goings. 
 
 
4.14 Tornado 
 
The following procedures provide guidelines for residence hall staff in case of tornado warning. 

1. Remain calm. 
 
2. Instruct residents to keep away from windows if the storm is in the area. 
 
3. Take shoes and pillow into the hallway or stairways.  Go to the lowest area possible.  If you cannot get 

into either of the above, then place yourself in a doorframe. 
 
4. Sit down, place your head between your knees and put the pillows over your head. 
 
5. Remain in a safe location until danger has passed. 

 
Additional Information 
The Office of Health and Safety Programs provides the following additional information for general safety 
awareness: 
 

1. Tornado Watch: Broadcast over radio and TV: Continue normal activities, but be alert to weather outside, 
and stay near a radio or television set to hear further bulletins and/or warnings. 

 
2. Tornado Warning: Tornado is approaching, or has struck Columbia or other parts of Richland County. 
 
3. Procedure for Tornado Warning: Go to basement if available.  If no basement and building is of 

reinforced construction, stay indoors and away from windows.  When practical, go to an interior hallway 
on the lowest floor.  Avoid auditoriums and gymnasiums with large, poorly supported roofs. 

 
4. Building of light construction: Go quickly to a reinforced building or to a ravine or open ditch and lie flat. 
 
5. Open Country: Move away from the tornado’s path at a right angle.  If there is no time to escape, lie flat 

in the nearest depression, ditch or ravine. 
 
6. Keep Listening: The radio and television stations will broadcast the latest tornado advisories.  Call the 

Columbia Weather Bureau only to report a tornado. 
 
7. All Clear: Issued by the Columbia Weather Bureau only and announced by Radio or TV. 
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