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2-EMERGENCY SENIOR MANAGEMENT TEAM 
 
Certain incidents may require activation of the Emergency Senior Management Team. 
 
Membership 

¶ Rector (Chair) 
¶ Vice-Rector, Academic and Research (Vice-Chair) 
¶ Vice-Rector, Administration (Vice-Chair) 
¶ Secretary General 
¶ Associate Vice-Rector, Strategic Enrollment Management 

 
Meeting Location 
If accessible, convene in the Office of the Rector (meeting room – Guigues 1111). If not accessible 
convene in Computer Services Office.  
 
If an alternative site is needed outside of the Saint Paul University campus, below are the following 
options: 

¶ 7th floor board room, Saint Paul University residence 
¶ A space provided by Immaculata High School: 

Natalie Plummer, VP 
Immaculata High School 
140 Main Street, Ottawa K1S 5P4 
Phone: 613-237-2001 / Fax: 613-563-8884 
Email: Natalie.Plummer@ocsb.ca

mailto:donald.nault@ocsb.ca
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4-ALL-HAZARDS 
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Manager of Facilities Services 
1. Ensure your safety and those immediately around you. 
2. Ensure the following steps have been taken: 

a. 911 has been called. 
b. If there is imminent threat to safety, ensure the Emergency Notification System on-call 

operator has sent a notification (see Appendix 1).  
c. Security is present. 
d. First Aid Response Team has been called if needed (see Appendix 3). After business 

hours Protection Services will perform first aid. 
3. Communicate with civil authorities (follow their instructions). 
4. Call the Vice-Rector Administration (VRA): 

a. Describe the nature of the emergency. 
b. Discuss whether it is necessary to launch the Emergency Plan. 

5. If the Emergency Plan is not launched, ensure the Coordinator of Communication-Web-
Marketing Sector and Directors of any other departments impacted are informed of the 
situation. 

6. Remain on site and continue to coordinate with staff and civil authorities. 
7. Update the VRA at a regular time, as requested by him and attend meetings as needed to 

ensure up-to-date information. 
8. Ensure Conference Services has cancelled all external events, if needed, to reduce those on-site. 
9. Close the emergency response in consultation with the VRA. 

 

DO NOT: 
¶ Speak to the media – direct to Communication-Web-Marketing Sector (ext. 2338). 
¶ Engage in gossip – confidential information should only be shared with civil authorities.  
¶ 
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4. Immediate internal communication: 
During an emergency, communicate an interim statement to the University Community of the 
immediate impact while considering the following: 

a. Messages sent through the Emergency Notification System (consistency). 
b. Important instructions to the University Community. 
c. Disrupted services. 
d. Restricted areas. 
e. Support services available i.e. counselling. 
f. Appropriate methods for delivering the communications (website, social media, press 

releases and so on). 
g. If an information line is being used, ensure it is updated regularly with accurate 

information focusing on important instructions for staff, students, clients and parents. 
Also include the cancelling of external events booked at the University. 

5. Within 24 hours communicate a formal statement (developed with Emergency Senior 
Management Team) to media and the University Community while considering the following: 

a. Facts of the emergency e.g. location, impact, number of victims, area affected. 
b. Family notifications and privacy of those injured. 
c. The availability of an information line and media reception centers to deal with the 

influx of calls from concerned parents, staff, students, clients and the media. 
d. Available support for the University Community – media can help get this information 

out University Community. 
e. Community assistance that might be needed as required. 

6. Ensure there is appropriate support for the receptionist and front line staff that may deal with 
an influx of calls. Debrief frontline staff to ensure everyone has the same key messages and are 
ready to handle the calls. 

7. Update information with the media and University Community as often as possible. Ensure 
students and their parents have all of the information possible to make informed decisions. 

8. Continue to get updates from Emergency Senior Management Team for the duration of the 
recovery period. 
 

DO NOT: 
¶ Communicate messages without discussion with Emergency Senior Management Team. 
¶ Issue different messages to the media and the University Community. 
¶ Forget to reassure the community of available supports and contact information. 
¶ 
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5-BOMB THREAT / SUSPICIOUS OBJECTS 
 
A-Bomb Threat 
 
If you receive a bomb threat please follow these instructions: 

1. DO NOT hang up.  
2. Have a co-worker inform 911 and Protection Services or Facilities Services. 
3. Write down all details provided by the person, including the exact wording of the threats, and 

ask some questions: 
a. When the bomb is going to explode? 
b. Where is it right now? 
c. What does it look like? 
d. What kind of bomb is it? 
e. What will cause the bomb to explode? 
f. Did you place the bomb? If no, who? 
g. What is your address? 
h. What is your name? 

4. Description of the person who made the bomb threat: 
a. Male or female. 
b. Approximate age.  
c. Number from which call originated. 
d. Date and time. 
e. Caller’s voice: angry, excited, calm, disguised, familiar, slow, rapid, loud, normal, soft, 

distinct, accent, lisp, stutter, nasal, slurred, ragged, raspy, cracked, deep, breathing, 
laughter, crying, clearing throat, etc. 

f. Background sounds: street, other voices, static, noises, PA system, music, animal, 
factory, long distance, noises, machinery, house motor, etc. 

5. Keep the bomb threat confidential and wait for instructions.  
6. Be prepared to give further information as needed. 

 
Protection Services 

1. Write down all details provided.  
2. Call 911 if it has not been done and the Manager of Facilities Services or back-up listed in 

Appendix 2
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5. Grab building plans if possible and evacuate to the front of the building to wait for civil 
authorities. 

6. As civil authorities respond, follow their instructions. 
7. Depending on the time frame, advise the Vice-Rector Academic and Research as to whether the 

University should be closed. 
8. Depending on the weather and time frame (longer than 30 minutes outside), contact the backup 

evacuation location, Immaculata High School.  
9. When the situation is resolved, send out an ”End of Emergency” message with the Emergency 

Notification System to confirm the emergency closure. 
 

Building Chiefs and Wardens (see Appendix 4) 
1. DO NOT sound the fire alarm. 
2. If in your area, get your evacuation equipment, lock your door and evacuate your designated 

area as quickly as possible, while taking note of the location of any suspicious or unattended 
packages.  

3. Follow your group to the assembly area (see section 14). 
4. Report to the Protection Services both the results of the evacuation and the location of any 

suspicious or unattended packages. 
5. 
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6. Inform occupants of any unsafe areas / restricted areas due to potential injuries.  
7. Take note of the room number or area and report all issues to Protection Services when 

possible. 
8. Be prepared for aftershocks and recheck your zone if they occur, as they can cause added 

damage. 
9. Keep the Vice-RectorAdministration aware of the situation. 

 

DO NOT: 
¶ Attempt to move severely injured persons unless they are in immediate danger of further injury.  
¶ Visit site to view damages. 
¶ Enter severely damaged areas or structures. 
¶ Touch broken appliances, power lines. 
¶ Use matches, lighters, candles, electrical switches or appliances in case there is a gas leak. 
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7-FIRE EMERGENCIES 
 
Building Occupants 

1. If you discover fire on your floor: 
a. 
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8-EXTREME WEATHER 
 
If the University Campus is closed due to severe weather, the buildings must be inspected to assess the 
risks and the damages caused by the severe weather. The occupants may not return to the premises 
before University authorities have given approval.
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Tornadoes 
Tornado safety is based upon avoiding windblown debris when to
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9-MEDICAL EMERGENCIES / HAZARDOUS MATERIAL



http://www.orcc.net/
http://www.sascottawa.com/
http://www.calacs.ca/
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11-SIGNIFICANT LOSS OF CRITICAL SERVICES 
 
An interruption in a service or combination of services, such as electricity, water, gas, telephone, the 
computer system or even public transit, may cause an emergency situation at the University to some 
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c. Ensure signage is up at all locked entries and exits. 
d. 
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2. Use common sense. If hiding or fleeing is impossible, attempt to negotiate with the individual. 
3. Attempting to overcome the armed subject with force is a last resort that should only be 

initiated in the most extreme circumstance. 
4. Remember, there may be more than one active armed subject. 
5. Wait for the police. They will assume command. 
6. After the incident, be careful not to make any changes to the scene since law enforcement 

authorities will investigate the area later. 
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14-EVACUATION PROCEDURES  
 
Assembly Area for Evacuations 
If there is an evacuation, the assembly points are located:  

¶ on Main Street near the signs which display the address of the buildings; 

¶ on Hazel Street, East of the parking lot entrance, near the Stop sign; 

¶ in the parking lot in front of the Residence.  
 

    
                           
In extreme weather, evacuees may be directed to the back-up evacuation assembly area / reception 
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Evacuation Wardens (see Appendix 4) 
1. DO NOT sound the fire alarm unless there is a fire. 
2. Upon receiving an evacuation notification, the Wardens shall undertake the following in their 

assigned area: 
a. Take your equipment (vest, flashlight, clipboard, cell phone). 
b. Check routes and exits of assigned zone. 
c.
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i. What will be the impact on human resources and staff moral? 
j. Are there any other impacts? 

3. The Manager of Facilities Services will coordinate the logistics of the University closure and 
ensure ongoing security during the closure. Facilities Services will work with and include other 
services as needed. 

4. Communication-Web-Marketing Sector will update all external and internal messaging and post 
signage.  

5. 
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16-COMMUNICATIONS PLAN  
 
The Communication Plan includes all communications and information distributed both internally and 
externally to the media regarding the mitigation, preparation, response to and recovery from an 
emergency.  
 
A-Drafting of messages 
 
Prior to an emergency 
Bilingual information will be provided and distributed regarding training exercises, preparation and 
participation opportunities through email, events, training sessions, exercises, signage, information 
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The Communication-Web-Marketing Sector
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17-SUPPORT SERVICES PLAN  
 
Support Services Team 
The support services team will be led by the Director of Human Resources and include, but is not limited 
to, the Director of the Counselling Centre, the President of the Student Association, the General 
Manager of the Residence or designate and the Director of Computer Services or designate. 
 
The support services team will meet a minimum of once a year to discuss and plan their response to an 
emergency and set-up any mutual aid agreements potentially needed to support the University 
Community. 
 
Procedure for plan activation 
Following the immediate emergency response, the Director of Human Resources can recommend 
considering the following guiding questions: 

1. What was the impact of the emergency? 
2. What are the potential individual emotional / traumatic impacts and / or impacts on the 
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and reported to the Emergency Management Committee within one week of the deactivation of 
the support services plan. 
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APPENDIXES 
 
Appendix 1: Emergency Notification System Operators 
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Appendix 2: Contacts for the Emergency Priority Calling List 
Last update
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mailto:Protection@ustpaul.ca
mailto:ybougie@ustpaul.ca
mailto:jjean@ustpaul.ca
mailto:cgroulx@ustpaul.ca
mailto:ntremblay@ustpaul.ca
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Appendix 4: Building Chiefs and Wardens 
Last update: March 2022 

 

Guigues Evacuation Wardens 
 

 
Last Name 
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