APPENDIX: WCE INSTRUCTOR GUIDE
EMERGENCIES

If you have an emergency, dial 9-1-1
Call 911 in ALL emergencies; this will contact campus police.
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HANDLING SPECIFIC EMERGENCY SITUATIONS ON CAMPUS

Witnessing a Crime — How to report

If a crime is occurring on campus, you must contact campus police by dialing 911. If a crime has
already occurred and immediate medical attention is NOT needed, you can reach campus police at
ext. 3831 or by calling 910-690-2762.

Active Shooter
The college provides active shooter training to all personnel. If notified of an “active shooter,” take
the following steps:

1. Protect yourself. Take cover immediately; lock or barricade yourself and your students
inside a secure area, if possible.

2. Call 911. Remain out of sight from the suspects if possible. Report the suspect(s) movement
to 911 Dispatcher and provide description(s) if possible.

3. Shelter in place or EVACUATE if safe to do so, or if instructed to do so by emergency
responders. Campus evacuation Map: https://www.sandhills.edu/ safety-security/campus-
life-safety-security-campus-police-evacuation-map.html
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REPORTING A SEXUAL ASSAULT

The College encourages all victims of sexual offenses to report an incident as soon as possible. The
College understands the sensitive issues involved with this type of crime; therefore, the following
individuals may be contacted:

1. Title IX Coordinator at alstonc@sandhills.edu or 910.246.2868.
2. Title IX Deputy Coordinator at bluek@sandhills.edu or 910.695.3979.

Page 3 of 5


mailto:alstonc@sandhills.edu
mailto:bluek@sandhills.edu
mailto:alstonc@sandhills.edu
/about/title-ix.html
/policy/2-13-whistle-blower.html
https://www.ed.gov/
mailto:mcallisterr@sandhills.edu
http://www.sandhills.edu/safety-security/safe-scc-sandhills-community-college-4/



/safety-security/student-code-of-conduct-sandhills-community-college.html
/safety-security/student-code-of-conduct-sandhills-community-college.html

INCIDENT REPORTING FORM
WCE INSTRUCTORS
Sandhills Community College
If you encounter an emergency —call 911 or ask someone to do so - this will alert and activate our
campus police department and EMS public services. Campus police and public safety personnel are
staffed on campus during weekdays, evenings, and weekends. Security phone: 910.695.3831

REPORTING AN INCIDENT or CONCERN
(emergency and non-emergencies)

INCIDENTS: Please contact your program director by phone and email as soon as you are able
following any unusual incident or when class has been dismissed (emergency/non-emergency).

REPORTING LINK: If you encounter an unusual incident with a student or any other person on
campus, or witness anything that concerns you, please report the incident online by going to
www.sandhills.edu, click on “my SCC” and “report a concern.” This reporting tool ensures that all
incidents are reported, and the appropriate personnel notified. Such incidents may not be limited to
accident, injury, crime, or a security matter involving campus police. Please provide your program
director with the same information as soon as possible; you can use the report template below.

INDIVIDUAL CONCERNS: Any person you encounter who wishes to formally notify the college of
an incident or concern(s) can do so by going to the website area: www.sandhills.edu, click on “my
SCC” and “report a concern.” Any concern or incident brought forward through this reporting link
will be addressed and followed-up by a college official and the appropriate department.

Term: Year: Class Title: Instructor: Incident Date:
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