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EMERGENCY RESPONSE PLAN 
 

Introduction 

 
The basic emergency procedures outlined in this plan are designed to protect people and 
property through the effective use of College and community resources. Whenever an 
emergency affecting the College reaches proportions that cannot be handled by routine 
measures, the President or his designated representative(s) may declare a state of 
emergency, and these contingency guidelines may be implemented.  Since an emergency 
may be sudden and without warning, these procedures are designed to be flexible in order to 
accommodate contingencies of various types or magnitudes.  

 
Purpose 

The Emergency Response Plan provides a set of guidelines for College administrators in 

order to plan for and respond to College emergencies.  While no guide could cover every 

conceivable situation, this document does supply the basic administrative guidelines 

necessary to cope with most common emergencies. 

Types of Emergencies 

Types of emergencies covered in this manual are: Active Shooter, (Intruder), Bomb Threat, 

Campus Disturbance, Earthquake, Evacuation Procedures, Explosion (Aircraft Down on 

Campus), Fire, Hazardous Material Spill, Hostage Situation, Hurricanes and Tornados, 

Medical Emergency, Suspicious Mail/Packages, Terrorist or Criminal Act, and Utility Failure. 

Responsibility to Report Emergencies  

All members of the Horry-Georgetown Technical College community (Faculty, Staff and 

Students), its guests, and visitors are encouraged to report emergency situations or instances 

of possible violations of law or College policies to Pubic Safety personnel immediately (a 

listing of Emergency Contacts is provided in this manual).  Public Safety officers have the 

responsibility for responding to and/or investigating such reports.   

The following is a non-inclusive listing of the types of incidents which require reporting: 

assault and battery; bomb threat; sexual offenses; theft of property; arson; distribution, 

manufacture, purchase, sale, use, or unlawful possession of controlled substances while on 

College property; extortion; possession of weapons on campus; vandalism; possession of 

stolen property; and threats to take the life of or inflict bodily harm upon another (including 

attempted suicides). 
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Assumptions 

The Emergency Response Plan is based on several assumptions about the problems likely to 
be encountered by the College during a major emergency or disaster.  Specifically: 
 
a. An emergency or disaster may occur at any time of the day or night, weekend or holiday, 

with little or no warning; 
 

b. The sequence of events in an emergency is not predictable; hence, published support and 
operational plans will serve only as a guide and check list, and require field modification in 
order to meet the requirements of the emergency;  

 
c. Sound judgment, logical thinking, and reason are required in all emergencies, and may 

override any published guidelines or other written instruction; and 
 

d. Certain disasters may affect residents in the vicinity of the College.  Therefore, City, 

County and Federal emergency services may not be available as they are responding to 

the greater community.  These external services may be delayed up to 48-72 hours or 

longer. 

Emergency Management Team (EMT) 

The Horry-Georgetown Technical College Emergency Management Team (EMT) is 
authorized to implement a swift, unified and comprehensive response to a serious incident; 
handle public and internal communications related to the event; and investigate and evaluate 
serious incidents for the purpose of preventing or minimizing the impact of a future incident. 
 
Communication about situations that are controversial or sensitive in nature but are not crises 

or emergencies (e.g., lawsuits, arrests, regulatory, negative news coverage, issues not 

affecting the majority of the College community, etc.) will be handled by the appropriate 

administrative officer(s) reporting to the President.      

Scope of Emergency Management Team (EMT) 

The EMT will be convened to prepare for or respond to such events as: 

a. any death on campus or at a College sanctioned or sponsored event or in/around a 
HGTC facility; 

 
b. any death of a student or employee traveling to, from, or on behalf or HGTC; 
 
c. any near fatal accident or incident including, in some cases, attempted suicide; 
 
d. serious damage to College property; 
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e. any threat to the health, safety, or welfare of the Faculty, Staff, or Students; 
 
f. other unusual incidents that demand special attention such as serious injury to a visitor 

or extraordinary damage to community property; (examples: transportation 
emergencies, riots, faculty/student threats, arson, etc.); and 

 
g. other incidents which, in the judgment of the President, or other Cabinet members, 

require or would benefit from input or coordination from the College EMT. 
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EMT Membership 

 
The EMT will report to the President through the Executive Vice President for Academic 
Affairs.  The EMT members, and their overarching responsibilities, are as follows: 

 
1. Executive Vice President of Academic Affairs ï Responsible for all faculty and related 

academic matters, and overall coordination of the Emergency Management Team (EMT).  
 
2. Vice President of Business Affairs ï Responsible for financial matters, public safety and 

security, and all buildings and grounds. 
 
3. Vice President of Information Technology ï Responsible for all computing, 

telecommunication, and information technology services. 
 
4. Vice President, Provost ï Grand Strand Campus ï Responsible for all administrative 

affairs on the Grand Strand Campus. 
 
5. Provost - Georgetown Campus - Responsible for all administrative affairs on the 

Georgetown Campus. 
 
6. Assistant Vice President for Human Resources ï Responsible for all Human Resource 

and related legal affairs. 
 
7. Associate Vice President for Student Affairs - Responsible for all student related matters 

and communication with the external media. 
 

At its discretion, the EMT may involve Public Safety, Law Enforcement, and other 
individuals, agencies and organizations, both internal and external to the College. 
 
 

EMT Emergency Response : 
 
1. Upon learning of an emergency condition, College EMT members will immediately take 

the necessary actions as outlined in the Appendices (specific responses by type of 
emergency).   

 
2. Once any immediate threat of harm has been addressed, the EMT will convene in person 
or by telephone and will implement the Collegeôs Emergency Communication Plan (see 
next page). 
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EMERGENCY COMMUNICATION PLAN 
 

Introduction 
 
It is the belief of Horry-Georgetown Technical College (HGTC) to communicate with its 
Faculty, Staff and Students, and the general public with openness, clarity, and in a timely 
fashion.  As a College that receives public funds from the State of South Carolina, Horry-
Georgetown Technical College is subject to the South Carolina Freedom of Information Act.  
At the same time, the privacy of students is protected per the Family Educational Rights and 
Privacy Act (FERPA).  It is also the belief of HGTC administration that open communications 
enhance Horry-Georgetown Technical Collegeôs image and help relate the Collegeôs mission 
more effectively to students and prospective students, alumni, parents, faculty and staff, 
potential donors and the general public. 
 
The communications policy of the College during an emergency situation is based on the 
following guidelines: 

 

 Establishing positive stakeholder relations and public image prior to the crisis; 

 Coordinating and assessing the crisis response; 

 Maintaining consistency of message with a credible designated spokesperson (usually  
the President); 

 Communicating accurately and openly about the crisis; 

 Communicating quickly to maintain a proactive response to the crisis; 

 Maintaining flexibility consistent with the relative levels of uncertainty and ambiguity; and 

 Closely monitoring reactions in the media and from various stakeholder groups. 
 
Emergency Communication ï General Guidelines  
 
General communication guidelines are as follows: 

 
1. The purpose of the communication plan is to outline media relations and communications 

procedures during an emergency (as previously defined) at, involving, or affecting the 
faculty, staff, or students of Horry-Georgetown Technical College.  This policy is 
applicable to all HGTC locations, however procedures may vary for remote or distance 
locations.  The President or appropriate Executive Officer will determine central campus 
involvement and appropriate delegation of authority to specific individuals.  As soon as 
one member of the EMT is alerted to an emergency situation, he/she will immediately 
contact other members of the team.  Depending on the nature of the incident, the 
President or his designee may convene a larger team to assist in assessment and 
response to the crisis. 

 
2. The release of any information surrounding a crisis situation will be coordinated by the 

Office of Marketing and Public Relations.  Only the President or his designee will be 
authorized to speak for the College in an emergency situation. 
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3. In addition to College officials, including the Collegeôs governing board (or Area 
Commission), others may be included in communications related to the specific 
emergency including, but not limited to: 

 

 Federal, state, and local officials including legislators if necessary; 

 First responders; 

 Law enforcement, (municipal, county, sheriff, highway patrol); 

 Military (state and/or federal); 

 Private sector businesses and commerce; 

 Media; 

 Healthcare agencies; and 

 Coastal Carolina University, and both public and private schools in Horry and 
Georgetown Counties. 

 
4. Whenever possible, appropriate details and actions taken by the College during an 

emergency will be provided to students, staff and faculty first.  Information will also be 
provided to those groups that may receive calls from the public.  Constituents who will be 
contacted include:  

 

 Students, employees and families; 

 Parents of students; 

 Area Commission Members; 

 HGTC Foundation Board; 

 Community leaders and government offices; and 

 Media. 
 
5. In all instances, the College must strive to balance a student or employeeôs right to 

privacy with the need to be cooperative with the media. The release of information 
regarding a student is governed by the Family Educational Rights and Privacy Act 
(FERPA). 

 
6. When inquiries are directed to the College concerning a criminal charge or a pending 

criminal investigation, caution will be exercised in releasing information that could interfere 
with an investigation or a subsequent legal proceeding.  Legal counsel will be contacted 
immediately to provide input into the response. 

 
7. In the event of injury or death, the College will not release the names involved until 

notification of family/next of kin has first been achieved.  The names may then be 
released provided authorization is on file to release directory information according to 
FERPA guidelines. 

 
8. Information that is speculative will NOT be released. Unless proven and verified, the 

College will NOT release information on, or speculate about the following: 
 

 Number of deaths/injuries; 

 What was damaged, if anything;  
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 Estimates concerning the extent of damage in dollars cannot be accurate during the 
first hours of an emergency and are best released when verified;  

 Estimates concerning the length of time it will take to put a damaged facility back 
online; 

 Speculation on cause and blame placed on any individual, agency or piece of 
equipment;  

 Estimates of original costs; 

 Comments on judicial or administrative processes in which findings have not been 
issued; 

 College shutdown (if any);  

 If and how safety rules were violated, by anyone;  

 Possible effect(s) on the community; and 

 Events as they transpired.  
 
Once proven and verified, the College will release information about the following: 
 

 Factual account of events as we know them; 

 Background information;  

 Update of events as they unfold;  

 Actual cause of crisis; 

 Course of action; and 

 Extent of physical damages. 
 
Emergency Communication ï Specific Actions 
 
Upon learning of an emergency condition, HGTCôs EMT will immediately convene in person 
and/or by telephone and will execute the following: 
 
1. All facts will be gathered, and HGTC EMT members will decide the first course of action. 

A statement for release to the media, based on the information available, will be the first 
priority.  

 
2. All media communications will be managed from the Associate Vice President of Student 

Affairs, unless otherwise approved by the President.  
 
3. A list of salient points summarizing the situation and covering possible media inquiries will 

be compiled and approved by the President.  A statement will be conveyed to internal 
audiences via e-mail, via the HGTC website and via broadcast voice mail. External 
audiences will be notified through press releases and press conferences (if needed).  All 
internal and external communication will direct the public to access the College website 
for updates.  Off-campus and distance locations will determine procedures for student and 
staff/faculty notification at their location. 

 
4. Based on the nature of the incident, the AVP for Student Affairs may set up a media 
communications center or media emergency center as necessary in the Presidentôs 
Office, unless otherwise indicated.  All media will be directed to assemble in the Board 
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Room adjacent to the Presidentôs Office (or other approved site) to work and receive 
information.  A designated spokesperson, generally a member of the EMT, will issue 
periodic statements to the media.  

 
5. The AVP for Student Affairs, or designee, will conduct all communications with the media 

and set up press conferences as required.  Whenever possible, the press will be fully 
informed of all particulars as soon as they become known, provided there is nothing to 
preclude release.  Only the designated College spokesperson will make all official 
announcements to the media.  The AVP for Student Affairs will coordinate with 
appropriate staff for input and response.  Procedures for off-campus and distance 
locations will vary based on the situation and will be coordinated through the respective 
campus Provost(s).  

 
6. Grief counseling, mental health services, support groups, memorial services, safety 

seminars, posters and brochures offering safety tips and hotline numbers that provide 
information to family members will be established depending on the nature of the crisis.  
Notification of such services will be provided through the AVP for Student Services.   
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APPENDIX A 

 
REPORTING EMERGENCIES ON - CONWAY CAMPUS 

 
Step 1: To report a Campus Emergency, contact: HGTC Public Safety - ext. 7806 from 

on campus or (843) 251-6111 from an off-campus line or cell phone; or look for 
and use a Campus Emergency Call Box.  In an emergency in which Public 
Safety cannot be reached, call 911. 

 
Step 2: When calling, stay calm and carefully explain the problem and location.  Do not 

hang up until told to do so.  Keep calm.  Keep others calm. 
 

Emergency Call Box Locations 
Conway Campus 

 
Building 100   Located inside Finance Office 
    Located in second floor hallway 
 
Building 200   Located in hallway by Print Shop 
    Located in Industrial Wing hallway 
    Located outside Room 204 
 
Building 300   Located in main hallway 
 
Building 400   Located across from Room 422 
 
Building 500   Located in Salon foyer 
 
Building 600   Located in rear hallway of Culinary Arts 
 
Building 700   Located in main hallway 
 
Building 800   Located in Front Foyer 
 
Building 900   Located in lobby/Continuing Education 
    Located in first floor officesô hallway 
    Located in Second floor officesô hallway 
 
Building 1000  Located on first floor hallway 
    Located on second floor hallway 
    Located on third floor hallway 

 

Building 1100  Located inside Student Accounts Office 

    Located in Library Circulation Desk 

    Located in hallway outside Burroughs & 
Chapin    Auditorium 

    Located in hallway near Room 226 
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Outside Locations  Building 1000 Parking Lot 

    Courtyard near bridge 

    Parking lot between Buildings 200 & 400 by 
    University Blvd. 

Outside Locations Cont. Front of main parking lot 

    Rear of main parking lot 

    Parking lot behind Cafe 1100 

    Parking lot behind Daycare Facilities 

    Additional Parking Lot beside Building 1100 

    Front of Building 1100 

    Between Buildings 700 and 1100 

    Between Building 100 & Building 900 near                           
    Campus Bookstore 

 
 
 
 

REPORTING EMERGENCIES - GRAND STRAND CAMPUS 

Step 1: To report a Campus Emergency, contact: HGTC Public Safety - ext. 2115 from 
on campus or (843) 251-9405 from an off-campus line or cell phone; or look for 
and use a Campus Emergency Call Box.  In an emergency in which Public 
Safety cannot be reached, call 911. 

 
Step 2: When calling, stay calm and carefully explain the problem and location.  Do not 

hang up until told to do so.  Keep calm.  Keep others calm. 
 

                    
Emergency Call Box Locations 

Grand Strand Campus 
Building 100   Located in main lobby 

 

Building 200 Main  Located in Student Accounts/Room 112 

    Located in Paralegal/Room 162 

    Located in Hospitality/Room 139 

 

Building 200   Located in Old Science Wing-labs/Room 171 

 

Building 200 Fore Wing Located on first floor/Room 1110 

    Located on second floor-lab/Room 2209 

 

Building 300   Located in hallway near Library 

 

Building 600   Located in Hospitality Center - Across from Bistro 
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Outside Locations  Located in East Parking lot/Sidewalk near Bldg 200 

    Located in East Parking Lot/Island near Bldg 200 
    Located in S. Parking Lot near Fore Science Wing 

    Located in West Parking Lot near Building 300 

    Located in Lot A across from Building 300 

    Parking Lot near Building 600 

 
 
 

REPORTING EMERGENCIES - GEORGETOWN CAMPUS 

Step 1: To report a Campus Emergency, contact: HGTC Public Safety - at (843) 446-
1869 or the Front Desk at 520-1405 or ext. 1405 if on campus.  

    
Step 2: When calling, stay calm and carefully explain the problem and location. Do not 

hang up until told to do so.  Keep calm.  Keep others calm. 
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APPENDIX B 
 
 

HOW WILL I BE NOTIFIED IN THE EVENT OF AN EMERGENCY? 

The following methods will be used to notify the HGTC community of 1) inclement weather 
requiring a change in the College schedule/closing of a campus and 2) any incident posing 
an imminent threat to the health and safety of the Faculty, Staff, Students or greater 
community. 
 
For HGTC Students 
 

 Mass e-mail to HGTC e-mail accounts from ñWaveNetò 

 College Web site: www.hgtc.edu 

 College marquee on Highway 501, Conway, SC 

 Media notification - Should inclement weather or other circumstances require the 
cancellation of classes, the College will contact various news media to announce 
closing status. Those TV and radio stations to which the College will provide closing 
information are: WBTW TV13, WPDE TV-15/WWMB TV-21, WCSC Live 5, WGTN 
1400 AM, WJYR 1450 AM, WLMC 1470 AM, WLGI 90.9, WMYB 92.1, WJXY HOT 93, 
Pirate 100, WKZQ101.7, WYAK 103.1, Sunny 106.5, Kiss FM 98.5, WYAV 104.1, and 
WRNN 99.5.  

 
Students should note that the cancellation of day classes does not automatically result 
in the cancellation of evening classes.  It is the responsibility of the student to frequent 
the listed radio and TV stations for announcements concerning classes. 

 
 
For HGTC Faculty/Staff 
 

 Mass e-mail to HGTC e-mail accounts  

 College Web site: www.hgtc.edu 

 Voice mail message via campus telephones 

 College marquee on Highway 501, Conway, SC 

 Media notification - Should inclement weather or other circumstances require the 
cancellation of classes, the College will contact various news media to announce 
closing status. Those TV and radio stations to which the College will provide closing 
information are: WBTW TV13, WPDE TV-15/WWMB TV-21, WCSC Live 5, WGTN 
1400 AM, WJYR 1450 AM, WLMC 1470 AM, WLGI 90.9, WMYB 92.1, WJXY HOT 93, 
Pirate 100, WKZQ101.7, WYAK 103.1, Sunny 106.5, Kiss FM 98.5, WYAV 104.1, and 
WRNN 99.5.  

 
 
 



 

Horry-Georgetown Technical College 

 

15 

For Parents of HGTC Students 
 

 College Web site: www.hgtc.edu 

 College marquee on Highway 501, Conway, SC 

 Media notification - Should inclement weather or other circumstances require the 
cancellation of classes, the College will contact various news media to announce 
closing status. Those TV and radio stations to which the College will provide closing 
information are: WBTW TV13, WPDE TV-15/WWMB TV-21, WCSC Live 5, WGTN 
1400 AM, WJYR 1450 AM, WLMC 1470 AM, WLGI 90.9, WMYB 92.1, WJXY HOT 93, 
Pirate 100, WKZQ101.7, WYAK 103.1, Sunny 106.5, Kiss FM 98.5, WYAV 104.1, and 
WRNN 99.5.  
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APPENDIX C 

 

EVACUATION PROCEDURES 
 
To report a Campus Emergency, contact: 
 
Conway Campus: 
    Calling from on-campus Calling from off-Campus/Cell 
HGTC Public Safety (PS)  Ext. 7806   (843) 251-6111 
When PS cannot be reached Ext. 9-911   911 
 
Also know the locations of the Emergency Call Boxes and use them in the event of an 
emergency. 
 
Grand Strand Campus: 
    Calling from on-campus Calling from off-campus/Cell 
HGTC Public Safety (PS)  Ext. 2115   (843) 251-9405 
When PS cannot be reached Ext. 9-911   911 
 
Also know the locations of the Emergency Call Boxes and use them in the event of an 
emergency. 
 
Georgetown Campus: 
    Calling from on-campus Calling from off-campus/Cell 
HGTC Public Safety (PS)  Ext. 1405/1406  (843) 446-1869 
When PS cannot be reached 9-911    911 
 
 
Action Steps: 

   
a. All building evacuations will occur when an alarm sounds and/or upon 

notification by Public Safety or other appropriate official. 
 
When the building evacuation (Fire) alarm is activated during an emergency, 
leave by the nearest ñSAFE EXITò or by the Building Evacuation Plan and alert 
others to do the same. 
 

b. Assist the disabled in exiting the Building. 
 
c. Keep streets, fire lanes, hydrant area and walkways clear for emergency 

vehicles and personnel.  
 
d. Do NOT return to an evacuated building unless told to do so by authorized 

persons. 
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APPENDIX D 

 

ACTIVE SHOOTER/HOSTILE INTRUDER 

To report a Campus Emergency, contact: 
 
Conway Campus: 
    Calling from on-campus Calling from off-Campus/Cell 
HGTC Public Safety (PS)  Ext. 7806   (843) 251-6111 
When PS cannot be reached Ext. 9-911   911 
 
Also know the locations of the Emergency Call Boxes and use them in the event of an 
emergency. 
 
Grand Strand Campus: 
    Calling from on-campus Calling from off-campus/Cell 
HGTC Public Safety (PS)  Ext. 2115   (843) 251-9405 
When PS cannot be reached Ext. 9-911   911 
 
Also know the locations of the Emergency Call Boxes and use them in the event of an 
emergency. 
 
Georgetown Campus: 
    Calling from on-campus Calling from off-campus/Cell 
HGTC Public Safety (PS)  Ext. 1405/1406  (843) 446-1869 
When PS cannot be reached 9-911    911 
 
Action Steps: 
 
When an active shooter is in a College building and is actively causing harm or threatening 
imminent deadly harm to people, you must immediately seek cover and call Public Safety 
and/or 911.  Give as many details as possible including your name, location, number of 
assailants, means of aggression and other pertinent information.   
 
1. Do NOT sound the fire alarm to evacuate the building.  Individuals may be placed in 

harmôs way when they are attempting to evacuate the building. 
 
2. Be aware of alternate exits if it becomes necessary to flee. 
 
3. Persons should lock themselves in classrooms and offices as a means of protection.  

If the door will not lock, try barricading the door with desks and chairs.  Lie on the floor 
and/or under desks and remain silent. 
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4. Persons should stay low, away from windows and barricade or lock their door(s) if 
possible and use furniture or desks as cover. 

 
5. If possible, close blinds of any windows or openings that have a direct line of sight into 

the hallway.  
 
6. Students and staff should not attempt to leave the building until told to do so by Public 

Safety.  The only exception to this is, given the specific circumstances, a person feels 
reasonably sure that they are in more danger in staying in the building than in 
attempting to escape.  

 
7. When you encounter Public Safety, keep your hands empty and in plain view at all 

times.  If you are evacuating a building, carry nothing that could be mistaken as a 
weapon.  

 
When an active shooter is actively causing deadly harm or the threat of imminent deadly 
harm to people on campus grounds, you must immediately seek cover and call Public 
Safety and/or 911.  Give as many details as possible such as your name, location, number of 
assailants, means of aggression and other pertinent information. 
 
1. Run away from the threat if you can, as fast as you can. 

 
2. Do NOT run in a straight line.  Use buildings, trees, shrubs, and cars as cover.  

 
3. If you get away from the immediate area of danger, report the incident to Public Safety 

and warn others.  
 

4. If you decide to hide, take into consideration the area in which you are hiding.  For 
example, will you be found and can you lock yourself in as a means of protection? 

 
5. If the person is causing death or serious injury to others and you are unable to run or 

hide, you may choose to play dead if other victims are around you.  If hiding or playing 
dead, do NOT give away your position or stand up until told to do so by Public Safety 
or other officers. 

 
When an active shooter is actively causing deadly harm or the threat of imminent deadly 
harm to people outside of your building, you must immediately seek cover and call Public 
Safety and/or 911.  Give as many details as possible such as your name, location, number of 
assailants, means of aggression and other pertinent information.  
 
1. Turn off all the lights, close and lock all windows and doors.  If you cannot lock the 

door, try to block the door with desks and chairs. 
 
2. If you can do so safely, get all occupants on the floor and out of the line of fire. 
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3. If you can do so safely, move to the core area of the building and remain there until 
police tell you it is safe to leave.  Do not respond to commands until you are certain 
they are issued by a police officer.  

 

When an active shooter enters your office or classroom: 

1. If possible, call Public Safety and talk with a police dispatcher.  If you canôt speak, 
leave the phone line open so the police can hear what is going on. 

 
2. Use common sense.  If you are hiding and unable to flee, attempts to negotiate with 

the suspect may be successful.  Playing dead may also be a good choice. 
 

3. Attempting to overcome the suspect with force is a last resort that should only be 
considered in the most extreme circumstances.  Only you can decide if this is 
something you should do.  Remember there may be more than one active shooter. 

 
4. If the shooter exits your area and you are able to escape, leave the area immediately. 

Do not touch anything in the area and remember to be alert for responding officers 
who may mistake you as the shooter/assailant. 

 
5. While escaping, as soon as you see an officer put your hands over your head and 

immediately comply with the officeôs instructions. 
 
What else can you do? 
 
Prepare a plan of action for an active shooter in advance and communicate this plan to all 
students or others.  Determine possible escape routes and know where the nearest building 
exits are located.  
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APPENDIX E 

 

BOMB THREAT 
 

To report a Campus Emergency, contact: 
 
Conway Campus: 
    Calling from on-campus Calling from off-Campus/Cell 
HGTC Public Safety (PS)  Ext. 7806   (843) 251-6111 
When PS cannot be reached Ext. 9-911   911 
 
Also know the locations of the Emergency Call Boxes and use them in the event of an 
emergency. 
 
Grand Strand Campus: 
    Calling from on-campus Calling from off-campus/Cell 
HGTC Public Safety (PS)  Ext. 2115   (843) 251-9405 
When PS cannot be reached Ext. 9-911   911 
 
Also know the locations of the Emergency Call Boxes and use them in the event of an 
emergency. 
 
Georgetown Campus: 
    Calling from on-campus Calling from off-campus/Cell 
HGTC Public Safety (PS)  Ext. 1405/1406  (843) 446-1869 
When PS cannot be reached 9-911    911 
 
Action Steps: 
 
Step 1: If you observe a suspicious object or potential bomb on campus, DO NOT 

HANDLE THE OBJECT... Clear the area and immediately call Public Safety 
and/or 911.  Do not hang up until told to do so.  

 
Step 2: Any person receiving a phone call concerning a bomb threat should ask the 

following questions. 
 
  a. When is the bomb going to explode? 
  b. Where is the bomb located? 
  c. What kind of bomb is it? 
  d. What does it look like? 
  e. Why did you place the bomb? 
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Keep talking to the caller as long as possible and record the following: 

 
a. Time of the call. 
b. Age and sex of the caller. 
c. Speech pattern, accent, possible nationality, etc. 
d. Emotional state of the caller. 
e. Background noise. 

 
Immediately notify Public Safety.  Report the incident and do not hang up until told to do so. 
 
Step 3: The College EMT will request from appropriate Law Enforcement officials a 

search of the property.  Employees are requested to make a cursory search of 
their area for suspicious objects and report the location to Public Safety.  DO 
NOT TOUCH THE OBJECT.  Do not open drawers, cabinets, or turn lights on 
or off.  

 
Step 4:  When told to leave by College officials, walk quickly to the nearest ñSAFE EXITò 
  and ask others to do the same.  Assist disabled persons in exiting the building. 
 
Step 4: Once outside, move to the assembly point away from the affected building.  

Keep streets and walkways clear for emergency vehicles and crews. 
 
Step 5:  Do NOT return to an evacuated building unless told to do so by Public Safety. 




