
August 26, 2024 

Board of Trustees  
Fort Scott Community College               
2108 S. Horton             
Fort Scott, KS 66701 

The Board of Trustees of Fort Scott Community College will meet in regular session on Monday, 
August 26, 2024.  The meeting will be held in Cleaver-Burris-Boileau Hall at Fort Scott 
Community College. 

4:00 p.m. Regular monthly Board meeting 

THE AGENDA 
4:00 ROLL CALL, 3 

PLEDGE OF ALLEGIANCE 

MISSION STATEMENT 
Fort Scott Community College is an institution of higher learning with a long history of culture and 

diversity that provides affordable academic, technical and occupational programs to meet student needs while 
fostering a mutually supportive relationship between the college and its communities. 

REVENUE NEUTRAL HEARING, 4 
A. Comments from the Board
B. Comments from the Public
C. Approval of 2024-25 Revenue Neutral Rate Resolution

BUDGET HEARING, 5 
A. Comments from the Board
B. Comments from the Public
C. Adoption of 2024-25 Budget

CALL TO ORDER, 10 
A. Comments from the Chair
B. Comments from the Public

CONSENT AGENDA, 11 
A. Approval of Agenda, 11
B. Approval of Minutes of previous Regular Board Meeting conducted on July 15, 2024, and Special

Board Meetings conducted on August 8, 2024, 12
C. Approval of Bills and Claims, 16
D. Approval of Personnel Actions, 11

DISCUSSION ITEMS, 52 
A. Automated External Defibrillator (AED) Policy, 53
B. Travel Policy, 59 

ACTION ITEMS, 62 
A. Resolution 2024 - 47:  Consideration of Athletic Travel and Athletic Recruiting Travel Policies, 62
B. Resolution 2024 - 48:  Consideration of Substance Abuse Policy, 69
C. Resolution 2024 - 49:  Approval of Kansas Homeland Security Region H Hazard Mitigation Plan, 75
D. Resolution 2024 - 50:  Consideration of Emergency Action Plan, 77 
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E. Resolution 2024 - 51:  Consideration of Laundry Service Fee, 155
F. Resolution 2024 - 52:  Consideration of Student Balance Threshold, 156
G. Resolution 2024 - 53:  Consideration of Bookstore and Cosmetology Credit Card Merchant

Services, 157
H. Resolution 2024 - 54:  Consideration of CDL Grant Trailer Purchases, 158
I. Resolution 2024 - 55:  Consideration of Insurance Broker Services Provider, 169

REPORTS AND CORRESPONDENCE, 170
A. Administrative Updates

EXECUTIVE SESSION, 174 

ADJOURNMENT, 175 

UPCOMING CALENDAR DATES:  
• September 2, 2024 Campus Closed - Labor Day 
• September 23, 2024 (to facilitate budget process) Board Meeting 
• October 3 - 5, 2024 Gordon Parks Celebration 
• October 18, 2024 Math Relays 
• October 21, 2024 Board Meeting 
• November 18, 2024 Board Meeting 
• November 25 - 29, 2024 Campus Closed - Thanksgiving Break 
• December 16, 2024 Board Meeting 
• December 20, 2024 - January 3, 2025 Campus Closed - Winter Break 
• January 20, 2025 Campus Closed - Martin Luther King Jr. Day 
• January 21, 2025 Spring Semester Begins 
• January 27, 2025 (Changed from January 20 due Board Meeting  

to Dr. Martin Luther King, Jr. Day) 
• February 17, 2025 Board Meeting 
• March 24, 2025 (Changed from March 17 due Board Meeting 

to spring break) 
• March 17 - 21, 2025 Campus Closed - Spring Break 
• March 28, 2025 Aggie Day 
• April 18, 2025 Campus Closed - Good Friday 
• April 21, 2025 Board Meeting 
• May 19, 2025 Board Meeting 
• May 26, 2025 Campus Closed -Memorial Day 
• June 16, 2025 Board Meeting 

Sincerely, 
Bryan Holt, Chair 
Sara Sutton, Interim President 

FSCC’s vision for the future is to support “Students First, Community Always” through a 
central focus on teaching and learning; advancing strong, innovative programs and 
departments; maximizing and leveraging opportunities; initiating efficient and effective 
processes; and developing the region’s workforce. 
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ROLL CALL 

_____ Ronda Bailey 

_____ John Bartelsmeyer 

_____ Jim Fewins 

_____ Bryan Holt 

_____ Chad McKinnis 

_____ Doug Ropp 
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REVENUE NEUTRAL HEARING 

A. Comments from the Board

B. Comments from the Public

C. Approval of 2024-25 Revenue Neutral Rate Resolution

WHEREAS, the Revenue Neutral Rate for Fort Scott Community College was calculated as 27.726 
mills by the Bourbon County Clerk; and 

WHEREAS, the budget proposed by the Governing Body of Fort Scott Community College will 
require the levy of a property tax rate exceeding the Revenue Neutral Rate; and 

WHEREAS, the Governing Body held a hearing on July 11, 2024 allowing all interested 
taxpayers desiring to be heard an opportunity to give oral testimony; and 

WHEREAS, the Governing Body of Fort Scott Community College, having heard testimony, still 
finds it necessary to exceed the Revenue Neutral Rate. 

NOW, THEREFORE, BE IT RESOLVED BY THE GOVERNING BODY OF FORT SCOTT COMMUNITY 
COLLEGE: 
Fort Scott Community College shall levy a property tax rate exceeding the Revenue Neutral Rate 
of 29.950 mills. 

This resolution shall take effect and be in force immediately upon its adoption and shall remain 
in effect until future action is taken by the Governing Body. 

Recommendation: It is recommended that the Board approve the 2024-25 Revenue Neutral Rate 
resolution as stated above. 

BOARD ACTION: MOTION  _____ SECOND  _____ VOTE  _____ 
DISCUSSION: 
VOTE:    Bailey   Bartelsmeyer   Fewins 

  Holt   McKinnis   Ropp 
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BUDGET HEARING 
 

 A. Comments from the Board 
 
 
 
 
 B.  Comments from the Public 
 
 
 
 
 C.  Adoption of 2024-25 Budget 
 
 
 
 
 
 
 
Recommendation: It is recommended that the Board approve the 2024-25 budget as presented. 
 
 
BOARD ACTION: MOTION  _____  SECOND  _____   VOTE  _____ 
DISCUSSION: 
VOTE:     Bailey      Bartelsmeyer     Fewins 
     Holt      McKinnis     Ropp 
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CALL TO ORDER 

A. COMMENTS FROM THE CHAIR

B. COMMENTS FROM THE PUBLIC
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CONSENT AGENDA 
A. APPROVAL OF AGENDA 
 
B. APPROVAL OF MINUTES OF PREVIOUS MEETINGS 

Attached are the minutes of the Regular Board Meeting conducted on July 15, 2024, and Special 
Board Meetings conducted on August 8, 2024 
 

C. APPROVAL OF BILLS and CLAIMS  
Attached are the Bills and Claims Report.  
 

D. APPROVAL OF PERSONNEL ACTIONS 
 

1) Additions 
a) Pam Speer, Allied Health Instructor and Simulation Lab Assistant, effective 

August 27, 2024 
b) Donald Gillette, Custodian, effective August 27, 2024 
c) Kristy Holmes, Custodian, effective August 27, 2024 

 
 
RECOMMENDATION:  It is recommended that the Consent Agenda items be approved as presented. 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
DISCUSSION: 
VOTE:     Bailey     Bartelsmeyer    Fewins 
     Holt      McKinnis     Ropp 
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FORT SCOTT COMMUNITY COLLEGE 
Minutes of the Board of Trustees Meeting 

July 15, 2024 

PRESENT:  Ronda Bailey, John Bartelsmeyer, Jim Fewins, Bryan Holt, Chad McKinnis (via Zoom until 5:40 pm), 
and Doug Ropp  

ALSO PRESENT:  Sara Sutton - Interim President, Juley McDaniel - Board Clerk, faculty, staff, community 
members 

Chairman Holt called the meeting to order at 4:03 pm in the meeting rooms of the Ellis Fine Arts Center.  

The meeting was opened with the Pledge of Allegiance. 

COMMENTS FROM THE CHAIR:  None. 

COMMENTS FROM THE PUBLIC:  None. 

FOUNDATION UPDATE:  Foundation Director Lindsay Hill provided an update of activities and progress in the 
Foundation.  Mark Lewis, Kellye Barrows, and Katie Casper are serving as new board members, and Brian 
Comstock is serving as their new chair.  Lindsay thanked Carolyn Sinn for all her help during the transition.  She 
said she has been having tax credit conversations and planning for an alumni event over Labor Day weekend.   A 
platform for the foundation is currently being sought, as the current website limits donations.  J1 will allow a donor 
platform on the back end, but something on the front side is needed to collect donations.   

CONSENT AGENDA:  

A motion was made by Holt, seconded by Ropp, and carried by unanimous vote to move Consent agenda items E  
and F to be Item A under Action Items, and all other action items move one letter down. 

A motion was made by Fewins, seconded by Bartelsmeyer, and carried by unanimous vote to approve the consent 
agenda as amended. 

DISCUSSION ITEMS: A proposed travel policy was presented.  The board is encouraged to review and make 
recommendations for revisions prior to it being put in as an action item for the August meeting.  Would like for this 
to funnel into a travel policy for the institution as a whole.   

ACTION ITEMS:  

A. Personnel Actions and Board Officer Items as moved from Consent Agenda

A motion was made by Bartelsmeyer, seconded by Bailey, and carried by unanimous vote to approve Sue
Henry as the MEP Administrative Liaison.

A motion was made by Bartelsmeyer, seconded by Fewins, and carried by unanimous vote to approve
Cable Wareham as the Assistant Rodeo Coach.

A motion was made by Bartelsmeyer, seconded by Fewins, and carried by a 4-2 vote to approve Matt
Glover as the Men’s Basketball Head Coach.  McKinnis and Ropp voted in opposition.

A motion was made by Bailey, seconded by Ropp, and carried by unanimous vote to approve Rory
Chaplin’s transition from Interim CTEC Director to Associate Dean of Career and Technical Education and
Workforce Development.

A motion was made by Bartelsmeyer, seconded by Fewins, and carried by unanimous vote to approve
Santos Manrique’s transition from HEP Recruiter/Mentor and Dean of Crawford County Campuses to HEP
Recruiter/Mentor.
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A motion was made by Bartelsmeyer, seconded by Bailey, and carried by unanimous vote to approve 
Melissa Scott as the FSCC Board of Trustees Treasurer. 

B. Resolution 2024 - 38:  A motion was made by Bartelsmeyer seconded by Ropp, and carried by unanimous
vote to approve the list of annual consortium memberships and dues for the 2024-25 year.

C. Resolution 2024 - 39:  A motion was made by Ropp, seconded by Fewins, and carried by unanimous vote
to rescind the approval elevator repair that was issued in June.

D. Resolution 2024 - 40:  A motion was made by Ropp, seconded by Bartelsmeyer, and carried by unanimous
vote to accept Option 1 from Berkley Life & Health for athletic insurance and catastrophic insurance from
Mutual of Omaha, ensuring cheer is included in the men’s sports.

E. Resolution 2024 - 41:  A motion was made by Bartelsmeyer, seconded by Ropp, and carried by unanimous
vote to approve the current coverage level for the flood insurance renewal.

F. Resolution 2024 - 42:  A motion was made by Bailey, seconded by Ropp, and carried by unanimous vote to
approve the revisions to Construction Trade Certificate and Associate in Applied Science Degree and the
Criminal Justice Certificate as presented.

G. Resolution 2024 - 43:  A motion was made by Bailey, seconded by Fewins, and carried by unanimous vote
to approve the updated organizational chart.

REPORTS: 

• ADMINISTRATION - The Board reviewed and heard updates from Academic Affairs, Student Services,
Athletics, Finance and Operations, and the Interim President.

There was group discussion about how to evaluate employee and student satisfaction more frequently than once a 
year.   

ADJOURNMENT:  There being no further business to come before the Trustees, a motion to adjourn was made at 
5:56 pm by Bartelsmeyer, seconded by Ropp, and carried by unanimous vote. 

Chairman Clerk 

13



FORT SCOTT COMMUNITY COLLEGE 
Minutes of the Special Board of Trustees Meeting 

August 8, 2024 
 
 

PRESENT:  Ronda Bailey, John Bartelsmeyer, Bryan Holt, Chad McKinnis, and Doug Ropp 

ALSO PRESENT:  Sara Sutton-Interim President, Juley McDaniel-Board Clerk, staff, public 

Chairman Holt called the meeting to order at 4:02 pm in Cleaver-Burris-Boileau Hall. 
 
The meeting was opened with the Pledge of Allegiance and the reading of FSCC’s Mission Statement. 
 
CONSENT AGENDA:  A motion was made by Bartelsmeyer, seconded by Ropp, and carried by unanimous vote 
to approve the consent agenda. 
 
DISCUSSION/REVIEW ITEMS 

A. In-Service Agenda:  The Board reviewed the in-service agenda. 

B. Substance Abuse Policy:  The Board was provided the current and proposed Substance Abuse Policy, which will 
be presented for approval at the regular meeting on August 26. 

 

ACTION ITEMS:   

A. RESOLUTION 2024-44:  APPROVAL OF REVENUE NEUTRAL RATE PUBLICATION AND HEARING 
DATE: A motion was made by Bartelsmeyer, seconded by Bailey, and carried by unanimous vote to publish and 
hold the revenue neutral rate hearing on August 26, 2024 at 4:00 pm for the 2024-25 year. 

B. RESOLUTION 2024-45:  APPROVAL OF BUDGET PUBLICATION AND HEARING DATE:  A motion was 
made by Bartelsmeyer, seconded by Ropp, and carried by unanimous vote to publish and hold the budget hearing on 
August 26, 2024 at 4:00 pm for the 2024-25 year. 

ADJOURNMENT:  There being no further business to come before the Trustees, a motion to adjourn was made at 
4:16 pm by Bartelsmeyer, seconded by Fewins, and carried by unanimous vote. 
 
 
 
  
              
Chairman       Clerk 
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FORT SCOTT COMMUNITY COLLEGE 
Minutes of the Special Board of Trustees Meeting #2 

August 8, 2024 

PRESENT:  Ronda Bailey, John Bartelsmeyer, Bryan Holt, Chad McKinnis, and Doug Ropp 

ALSO PRESENT:  Sara Sutton-Interim President, Juley McDaniel-Board Clerk, staff, public 

Chairman Holt called the meeting to order at 4:16 pm in Cleaver-Burris-Boileau Hall. 

EXECUTIVE SESSION:  A motion was made by Holt, seconded by Bartelsmeyer, and carried by unanimous vote 
to adjourn to executive session for 15 minutes beginning at 4:20 pm for the purpose of discussing non-elected 
personnel as it relates to discussion of identifiable information of non-elected personnel with action not expected to 
follow.  The board invited KASB attorney Luke Sobba to join by phone. 

OPEN SESSION:  A motion was made by Bartelsmeyer, seconded by Ropp, and carried by unanimous vote to 
return to open session at 4:36 pm.   

ADJOURNMENT:  There being no further business to come before the Trustees, a motion to adjourn was made at 
4:36 pm by Bartelsmeyer, seconded by McKinnis, and carried by unanimous vote. 

Chairman Clerk 
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DISCUSSION ITEMS 

 
A. AUTOMATED EXTERNAL DEFIBRILLATOR (AED) POLICY:  A proposed policy and 

procedure for the use of FSCC’s AEDs follows.  This policy will be presented for 
approval at the next board meeting. 
 
 
 

B. TRAVEL POLICY:  A proposed policy for general travel.  This policy will be presented 
for approval at the next board meeting. 
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Fort Scott Community College 

Automated External Defibrillator (AED) 

Policy and Procedures 

Addendum to the FSCC Emergency Action Plan (EAP) 
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STATEMENT OF PURPOSE 

Cardiovascular disease is the single greatest cause of death in the United States. Nearly half of 

these deaths are due to sudden cardiac arrest (SCA) in out-of-hospital settings, including the 

workplace. Prompt application of the integrated skills of cardiopulmonary resuscitation (CPR) 

and automated external defibrillation provide victims of SCA with the greatest chance of 

survival. Therefore, the college recommends AED deployment provided appropriately trained 

personnel are available. 

 

An AED is used to treat victims who experience sudden cardiac arrest. It is only to be applied to 

victims who are unconscious, not breathing normally, and show no signs of circulation such as 

normal breathing, coughing, or movement. The AED will analyze the heart rhythm and advise 

the operator if a shock-able rhythm is detected. If a shock-able rhythm is detected, the AED will 

charge to the appropriate energy level and deliver a shock 

 

APPLICABLE DOCUMENTS 

✓ FSCC Emergency Action Plan 

✓ FSCC AED Policy and Procedures 

✓ Kansas Board of Emergency Medical Services Statutes on AED 

 

PROGRAM CO-COORDINATORS 

Vanessa Poyner, Dean of Students 

Conor Chadwell, Director of Sports Medicine 

 

COORDINATOR RESPONSIBILITIES 

✓ Communication with CHC of Fort Scott on issues related to the medical emergency 

response program including post event reviews 

✓ Coordination of the medical emergency response team (MERT) members and 

distribution of MERT member lists as required 

✓ Coordination of training for the MERT members including First Aid/CPR and AED 

certifications  

✓ Coordination of equipment and accessory maintenance 

✓ Review of this policy with all members involved on an annual basis 

 

MEDICAL EMERGENCY RESPONSE TEAM (MERT) MEMBER RESPONSIBILITIES 

✓ Provide prompt emergency care, including administration of CPR and the AED 

✓ Understand and comply with the requirements of FSCC’s AED policy  

✓ Follow the more detailed FSCC AED policy/procedures 

✓ Direct Emergency Medical Service (EMS) personnel to the site of the medical emergency 

 

SWITCHBOARD RESPONSIBILITIES  

✓ Receiving emergency medical calls from internal FSCC locations  

✓ Contacting EMS if required (DIAL 911)  
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✓ Deploying the FSCC medical emergency response team (MERT) members to the location 

of the emergency  

✓ Directing EMS personnel to the site of the medical emergency 

✓ Having a list of team members and their phone numbers available at the switchboard desk 

at all time 

 

VOLUNTEER RESPONDER RESPONSIBILITIES 

The extent to which individuals, at their discretion, respond with voluntary assistance to victims 

of medical emergencies shall be appropriate to their training and experience. The emergency 

medical response may include:  

✓ Activating FSCC’s emergency response system by calling the switchboard and giving the 

location of the medical emergency 

✓ Providing First Aid and/or CPR  

✓ Activating the AED (only MERT members, or other individuals, who are health care 

providers legally certified for defibrillator use, may administer the AED) 

 

EQUIPMENT  

The AED should be brought to all medical emergencies. The AED should be used on any person 

who is at least eight years of age and displays ALL the symptoms of cardiac arrest. The AED 

will be administered only after the following symptoms are confirmed: 

✓ Victim is unconscious  

✓ Victim is not breathing  

✓ Victim has no pulse and/or shows no signs of circulation such as normal breathing, 

coughing or movement 

 

ACTIVATION OF EMS SYSTEM 

The first responder will notify 911 and the Switchboard. If after 5:00 pm, the first on the scene 

(or designee) will have to activate the Bourbon County EMS by calling 911. 

 

 

LOCATION OF THE AED’S  

✓ The FSCC AEDs are located throughout the FSCC campus and are marked with white 

AED signs with red hearts. An alarm sounds when the cabinet door is opened and 

silences when the cabinet door is closed.  

✓ Arnold Arena ---- Athletic Training Room 

✓ Hill Street Weight Room ---- Outside Office Door 

✓ Dick Hedges Administration Building ---- Bookstore Entryway 

✓ Dick Hedges Administration Building ---- Nursing Hallway  
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✓ Bailey Hall ---- Northeast Entryway

✓ The AED will have one set of defibrillation electrodes connected to the device and one

spare set. The spare set and a resuscitation kit including two pairs of latex-free gloves,

one razor, one set of trauma shears, and one facemask barrier device are located inside

the lid of the AED case.

COORDINATION OF MEDICAL EMERGENCY RESPONSE TEAM (MERT) 

MEMBERS  

MERT members are volunteers and will be included in MERT if they are willing to respond 

to medical emergencies at FSCC and go through the CPR/AED training. 

MEDICAL EMERGENCY RESPONSE TEAM (MERT) MEMBERS – AED 

AUTHORITY  

All members must successfully complete an AED training course approved by the state. 

Training will be provided. MERT members will also be trained in standard precautions 

against bloodborne pathogens. The Program Coordinator shall maintain training records 

of all MERT members. 

INITIAL AND REFRESHER TRAINING  

Initial CPR/AED training will be provided to volunteer MERT members. Refresher 

training will be provided periodically or on an as needed basis; at the minimum, every 

year per American Heart Association or American Red Cross guidelines. 

MEDICAL RESPONSE DOCUMENTATION 

INTERNAL POST EVENT DOCUMENTATION 

It is important to document each use of the medical emergency response system. The 

following forms shall be sent to the Program Coordinator within 24 hours of the medical 

event. A Serious Incident Report shall be completed by the responding MERT for each 

accident requiring the use of AED. These forms can be found at fortscott.edu at the 

bottom of the Report a Problem page. 

https://fortscott.edu/accident/ 

EXTERNAL POST EVENT DOCUMENTATION  

Medical emergencies involving the use of an AED require special documentation. 

✓ All patient information generated during the AED use must be collected into the

patient’s confidential medical file.

✓ A copy of the AED use information shall be presented to Vanessa Poyner, Conor

Chadwell, and the Bourbon County EMS within 72 hours of the emergency. At a
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minimum, event information supplied shall include any recorded data and all 

electronic files captured by the AED. 

 EMERGENCY EQUIPMENT - ZOLL AED PLUS 

Remember the AED is a fragile device. Care should be used when handling the AED. It 

should not be dropped, shaken, or stored where it could get wet or exposed to extreme 

heat. There is a battery check on the exterior that should be checked monthly. An X in the 

window indicates the batteries are charged. Replacement batteries are ten (10) Type 123 

Lithium batteries (Duracell Ultra). 

EQUIPMENT MAINTENANCE  

All equipment and accessories necessary to support medical emergency response shall be 

maintained in a state of readiness. FSCC Program Coordinator shall be informed of 

changes in the availability of the AED. If the AED is withdrawn from service, the 

Program Coordinator shall be informed and then notified when the AED is returned for 

service. 

✓ The Program Coordinator shall be responsible for informing the response team of

changes in availability of the AED

✓ The Program Coordinator shall be responsible for having regular AED

maintenance performed. All maintenance procedures are outlined in the operating

instructions. Records will be kept in the Program Coordinator’s office.

✓ Following use of the AED, all equipment shall be cleaned and/or decontaminated

as required. If contamination includes body fluids, the equipment shall be

disinfected according to procedure.

ANNUAL SYSTEM ASSESSMENT  

Once each calendar year, the Program Coordinator shall conduct and document a system 

readiness review. The review shall include the following:  

✓ Training records

✓ Operation records and maintenance

MONTHLY MONITOR AND SYSTEM CHECKS  

Once each calendar month, the Program Coordinator or designee shall conduct and 

document a system check. These records shall be retained according to the schedule 

established for the health and safety function. This check shall include review of the 

following elements. 

✓ AED operation and status

✓ AED battery life

✓ Emergency kit supplies

✓ MERT member phone/room number list availability

✓ Switchboard checklist availability
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AFTER USE 

✓ The Program Coordinator will be responsible for downloading the AED data within

24 (business days) and copies will be sent to EMS and the Medical Advisor. One

copy is sent to the Medical Advisor and one copy is kept by the Program Coordinator

for FSCC for AED quality assurance records.

✓ AED is wiped clean and disinfected according to policy

✓ Supplies for cleaning the AED can be found at the receptionist’s desk

✓ The Program Coordinator will be responsible for following the manufacturer’s

suggestions for maintenance of AED after incident, such as

➢ Contents of attached resuscitation kit will be replaced as needed

➢ Electrodes will be replaced and reconnected to device

➢ Batteries must be replaced

POST EVENT REVIEW 

Following each deployment of the MERT or use of the AED, a review shall be conducted to 

learn from the experience. The Program Coordinator shall conduct and document a post event 

review. All key participants in the event shall participate in the reviews. Included in the review 

shall be the identification of actions that went well and the collection of opportunities for 

improvement as well as critical incident stress debriefing. The Program Coordinator, according 

to the record retention policy, shall maintain a copy of the post event review summary.  

APPROVALS   

FUNCTION  PRINTED NAME       SIGNATURE      DATE       

Program Coordinator  ________________     ______________________      ___________ 

Program Coordinator  ________________     _____________________    ___________ 
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CURRENT: TRAVEL EXPENSES (page 30 of current Board Policy) 

The Board will provide reimbursement for expenses incurred in travel related to the performance and 
duties of college personnel when approved in advance by the appropriate dean. Receipts for 
transportation, parking, hotels, meals, and other expenses will be attached to expense vouchers. For the 
authorized use of a personal car, employees will be reimbursed at a mileage rate established by the 
Board. An employee who plans to use a college car or who expects to receive usage expenses for a 
private car must submit an application for transportation to the vehicle supervisor. If the employee 
expects to miss class or other assigned duties, a suitable replacement must be provided or procedure for 
making up the class time missed before approval for the trip is given. Travel advances will only be issued 
to employees responsible for the expenses of student groups and must be returned (within 30 days) to 
the Business Office. The responsible employee will turn in all receipts and the travel expense form to the 
Business Office within 3 working days of the trip.  

 

CURRENT: MEAL REIMBURSEMENT POLICY (page 30 of current Board Policy) 

Meals will only be reimbursed by the College if:  

The employee is traveling away from home on college business, and the period away from home 
requires an overnight stay.  

OR  

The meal expense is incurred during the active conduct of business with someone other than college 
employees and there is a clear business reason for incurring the expense. Receipts must be itemized and 
the guests’ name(s) written on the receipt along with the purpose of the meeting.  

The following items are not reimbursable:  

• Beverages, snack items, and desserts not purchased with or as a meal  
• Tips in excess of 20%  
• Alcoholic beverages, tobacco products and personal items  

Meals while at a conference or seminar are limited to a daily allowance of a reasonable amount, 
including taxes and tips, of $41 per day for three meals. This allowance is in accordance with the IRS per 
diem rates. The breakdown of the daily allowance is as follows: Breakfast $8.00, Lunch $12.00 and 
Dinner $21.00. Reimbursement for other allowable meal expenses are limited to a daily allowance of 
$36: Breakfast $7; Lunch $11; Dinner $18. Actual itemized meal receipts must be attached to the 
expense report for reimbursement. 
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SUGGESTED: TRAVEL POLICY (a combination of the travel and meal policy) 

The Board will provide reimbursement for expenses incurred in travel related to the performance and 
duties of college personnel when it aligns and supports the college mission. Travel requests need 
approved in advance by the appropriate Director, Dean, Vice President, or designee. All college travel 
must be submitted no later than 10 days in advance by follow the Travel Procedure set forth by the 
Business Office. A Travel Request Form along with accompanying purchase order must be approved and 
a purchase order number assigned before travel is made.  

Purchases and/or travel expenses made without an approved purchase order (in advance) shall be 
paid for by the employee.  

It is the responsibility of the employee to comply with the Travel Policy and Procedures. The appropriate 
supervisor will be responsible for accurately reviewing travel documents, for compliance with policy and 
following all procedures. Propriety should be exercised when incurring travel expenses. Expenses 
incurred while in official business travel status will be reimbursed only if the expenses are 
properly authorized, reasonable, and documented. Expenses incurred by a traveler that do not comply 
with procedures are the responsibility of the traveler. Employees are expected to be fiscally responsible 
at all times during travel.  

If the employee expects to miss class or other assigned duties, a suitable replacement must be provided 
or procedure for making up the class time missed before approval for the trip is given. 

TRAVEL CREDIT CARD EXPENSES  
Credit cards will be checked out through the Business Office on a per trip basis and are to be used for 
transportation, parking, hotels, food and emergency use only. Itemized receipts for meals will need to 
be provided to the Business Office no later than 5 days after travel occurs. If a receipt is lost, the 
employee must complete a Lost Receipt Affidavit. The affidavit requires the employee to list the 
itemized expenses and sign (certify) the document.  

The following items are not reimbursable: 

• Beverages, snack items, and desserts not purchased with or as a meal
• Tips in excess of 20%
• Alcoholic beverages, tobacco products and personal items

TRAVEL TRANSPORTATION 
All employees should follow the College Vehicle Use policy located in the Board Policy. College fleet 
vehicles should be used for travel unless a fleet vehicle is not available. If a fleet vehicle is not available, 
the employee may request to use a personal vehicle. An employee may use a school fuel card on a 
personal vehicle only if a college vehicle is not available and the employee has prior approval through 
the Travel Request Form.     
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TRAVEL MEALS  
Meals will only be reimbursed by the college if:  

• The employee is traveling away from home on college business, and the period away from home 
requires an overnight stay.  

• The meal expense is incurred during the active conduct of business with someone other than 
college employees and there is a clear business reason for incurring the expense. Receipts must 
be itemized and the guests’ name(s) written on the receipt along with the purpose of the 
meeting.  
 

The following items are not reimbursable:  
• Beverages, snack items, and desserts not purchased with or as a meal  
• Tips in excess of 20%  
• Alcoholic beverages 

 
Meals are allowable if traveling between the following parameters:  

• Breakfast - must leave before 6:30 a.m.  
• Dinner - must return after 7 p.m.  

 
Meal rate is calculated and adjusted on a yearly basis. The current meal rate can be found on the Travel 
Request form or by contacting the Business Office.  
 
If the employee is staying the night at a hotel and the hotel offers a free continental breakfast, a 
breakfast meal will not be reimbursed.   
 
VIOLATION NOTICES 
A supervisor and/or the Business Office may issue a Violation Notice for misuse of travel funds such as 
charging items to the credit card that is not allowed, more than 2 Lost Receipt Affidavit forms in a 6-
month time frame, not having prior purchase order approval, etc… Employees receiving more than one 
violation notice may be placed on a plan of improvement for misuse of the Travel Policy and Procedures. 
This may result in having travel and purchasing opportunities revoked. 
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ACTION ITEMS 
 

A. RESOLUTION 2024 - 47:  CONSIDERATION OF ATHLETIC TRAVEL AND ATHLETIC 
RECRUITING TRAVEL POLICY 

 
BACKGROUND:  The following Athletic Travel and Athletic Recruiting Travel Policies were presented 
for review during the July board meeting.   
 
RECOMMENDATION:  It is recommended the Board approve the Athletic Travel and Athletic 
Recruiting Travel Policies. 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
  

62



CURRENT: Athletic TRAVEL CREDIT CARD- Updated in 2019-2020 

Team travel – Follow the steps below: 
1. Use your purchase card to pay for all team meals and please save all receipts from your
trip.  A detailed receipt showing the items you purchased is required for all meals
purchased on the FSCC card.
2. At the conclusion of your trip, please go to the Visa IntelliLink website and enter your
totals with under your team travel code.

Recruiting travel – Follow the steps below: 

1. Using your purchase card to pay for all meals and save all receipts from your trip.
Alcohol is not permitted to be purchased at meals using the FSCC credit card.
2. Travel request as far in advance as possible, if a school car or van is desired.  Gas
receipts are to be turned in with the keys to the vehicle as soon as the coach returns to
campus.

SUGGESTED Athletic Travel Handbook CHANGES: For July Board Meeting 

ATHLETIC TRAVEL POLICY 

The Board will provide reimbursement for expenses incurred in travel related to the performance and duties of 
college personnel when it aligns and supports the college mission. Travel requests need approved in advance by 
the appropriate Director, Dean, Vice President, or designee. All college travel must be submitted no later than 
10 days in advance by follow the Travel Procedure set forth by the Business Office. An Athletic Travel Request 
Form along with the accompanying purchase order must be approved and a purchase order number assigned 
before travel is made.  

Purchases and/or travel expenses made without an approved purchase order (in advance) shall be paid for by 
the employee.  

It is the responsibility of the employee to comply with the Athletic Team Travel Policy and Procedures. 
The Athletics Director will be responsible for accurately reviewing travel documents, for compliance with policy 
and following all procedures. Propriety should be exercised when incurring travel expenses. Expenses incurred 
while in official business travel status will be reimbursed only if the expenses are properly authorized, 
reasonable, and documented. Expenses incurred by a traveler that do not comply with procedures are the 
responsibility of the traveler. Coaches and staff are expected to be fiscally responsible at all times during travel. 

If the employee expects to miss class or other assigned duties, a suitable replacement must be provided or 
procedure for making up the class time missed before approval for the trip is given. 

All NJCAA and KJCCC rules and by-laws that pertain to athletic team travel will be followed by employees. 
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ATHLETIC TEAM TRAVEL CREDIT CARD EXPENSES  
Credit cards will be checked out through the Business Office on a per trip basis and are to be used for hotel, food 
and emergency use only. Itemized receipts for meals will need to be provided to the Business Office no later 
than 5 days after travel occurs. If a receipt is lost, the employee must complete a Lost Receipt Affidavit. The 
affidavit requires the employee to list the itemized expenses and sign (certify) the document. 

The following items are not reimbursable: 

• Beverages, snack items, and desserts not purchased with or as a meal
• Tips in excess of 20%
• Alcoholic beverages, tobacco products and personal items

ATHLETIC TEAM TRAVEL TRANSPORTATION 
All employees must follow the College Vehicle Use policy located in the Board Policy. The method of 
transportation is selected by the head coach and approved by the Athletics Director. The type of transportation 
requested must be available for use through the Logistics Department. When choosing transportation, the 
following factors must be considered: safety, impact on academics, number of travel days, expense, availability, 
distance, and budget. Student-athletes not traveling with the team either to or from a competition, must sign a 
Release of Liability Waiver which must be approved prior to travel by the coach, Athletics Director, or a parent if 
student-athlete is under 18 years of age.  

TRAVEL MEALS  
Meals are allowable if traveling between the following parameters: 
Breakfast - must leave before 6:30 a.m.  
Dinner - must return after 7 p.m.  

Meal rate is calculated and adjusted on a yearly basis. The current meal rate can be found on the Athletic Travel 
Request form or by contacting the Business Office.  

If the employee is staying the night at a hotel and the hotel offers a free continental breakfast, a breakfast meal 
will not be reimbursed.   

VIOLATION NOTICES 
The Athletic Department and/or Business Office may issue a Violation Notice for misuse of team travel funds 
such as charging something to the credit card that is not allowed, more than 2 Lost Receipt Affidavit forms in a 6-
month time frame, not having prior purchase order approval, etc… Employees receiving more than one violation 
notice may be placed on a plan of improvement for misuse of the Athletic Travel Policy and Procedures. This 
may result in having travel and purchasing opportunities revoked. 
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Athletic Team Travel Procedure  
  
Step 1: Complete the “Athletic Team Travel Request” form no later than 10 days prior to expected travel.  
 
Step 2: Email the completed form to the Athletic Director and the Vice President of Finance and Operations for 
approval.  If transportation is needed, also include the Director of Logistics on the email.  
 
Step 3: Once approved by the Vice President of Finance and Operations, the Athletic Department Office 
Assistant or Business Office will enter the requisition for the purchase order number and handle hotel 
arrangements and registration if needed. (Coaches have the right to request a specific hotel, but the Athletic 
Director and/or Business office has the final decision.)  
 
Step 4: The requestor will be notified by email from the Athletic Department Office Assistant or Business Office 
that the travel arrangements have been made. Once notification occurs, the requestor may pick up a credit card 
(for hotel and meals) from the Business Office. Requestor will pick up keys, and the fuel card from the Logistics 
Department.  
 
Step 5: When the employee returns to campus, the vehicle that was used will be filled with fuel, cleaned to the 
best of the employees’ ability, fuel receipts turned in and keys returned promptly.  
 
Step 6:  Within 5 days of travel, credit card receipts will be turned into Business Office. 
 
 
RETURNING CREDIT CARDS  
Credit cards will be checked out on a per trip basis and are to be used for hotel, food and emergency use only.  
All credit cards, and receipts are to be turned over to the Business Office no later than 5 days after travel 
occurs.  
  
MEALS  
Itemized receipts for meals will need to be provided to the Business Office no later than 5 days after travel 
occurs.  Alcohol and tobacco purchases are prohibited on the school credit card.  No more than 20% tip will be 
allowed on a meal purchase.  
 
Meals Allowable if traveling between the following parameters:  

• Breakfast - must leave before 6:30 a.m.  
• Dinner - must return after 7 p.m.  

 
If the employee is staying the night at a hotel and the hotel offers a free continental breakfast, a breakfast meal 
will not be reimbursed.   
 
REQUISITIONS  
Requisition must be entered by the Athletic Department Office Assistant or Business Office. 
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CURRENT ATHLETIC: VIII.  RECRUITING Policy- Updated in 2019-2020 

Current: 

- Each sport is given a recruiting budget line in their total budget, at the beginning of the fiscal
year (July 1).  This number is determined based on the roster size of the athletic sport listed
by NJCAA by-laws, and is budgeted across the department on a per-student-athlete
amount.  Each sport will be budgeted equally based on the number of student-athletes that is
allowed on the roster.

- Coaches must adhere to the following steps in preparation for a recruiting trip:
- Submit a travel request as far in advance as possible, if a school car or van is desired.  Gas

receipts are to be turned in with the keys to the vehicle as soon as the coach returns to
campus.

Special Note:  FSCC vehicles should be used on recruiting trips whenever possible.  This vehicle identification 
helps to publicize and advertise FSCC. 

SUGGESTED Athletic RECRUITING TRAVEL Handbook CHANGES: For July Board Meeting 

ATHLETIC RECRUITING TRAVEL POLICY 

Each sport is given a recruiting budget line in the total budget for the respected sport at the beginning of the 
fiscal year (July 1). This number is determined based on the roster size of the athletic sport listed by NJCAA by-
laws, and is budgeted across the department on a per-student-athlete amount.  Each sport will be budgeted 
equally based on the number of student-athletes that is allowed on the roster. This is to be used for all recruiting 
needs. Once the budget is depleted, additional recruiting costs will come out of the respected sport 
endowment. 

The Board will provide reimbursement for expenses incurred in travel related to the performance and duties of 
college personnel when it aligns and supports the college mission. Travel requests need approved in advance by 
the appropriate Director, Dean, Vice President, or designee. All college travel must be submitted no later than 
10 days in advance by follow the Travel Procedure set forth by the Business Office. A purchase order must be 
approved and a purchase order number assigned before travel is made.  

Purchases and/or travel expenses made without an approved purchase order (in advance) shall be paid for by 
the employee.  

It is the responsibility of the employee to comply with the Athletic Recruiting Travel Policy and Procedures. 
The Athletics Director will be responsible for accurately reviewing travel documents, for compliance with policy 
and following all procedures. Propriety should be exercised when incurring travel expenses. Expenses incurred 
while in official business travel status will be reimbursed only if the expenses are properly authorized, 
reasonable, and documented. Expenses incurred by a traveler that do not comply with procedures are the 
responsibility of the traveler. Coaches and staff are expected to be fiscally responsible at all times during travel. 
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If the employee expects to miss class or other assigned duties, a suitable replacement must be provided or 
procedure for making up the class time missed before approval for the trip is given. 
 
All NJCAA and KJCCC rules and by-laws that pertain to athletic recruiting will be followed during the recruitment 
process of student athletes. 
 
ATHLETIC RECRUITING CREDIT CARD EXPENSES  
Credit cards will be checked out through the Business Office on a per trip basis and are to be used for hotel, food 
and emergency use only. Itemized receipts for meals will need to be provided to the Business Office no later 
than 5 days after travel occurs.  If a receipt is lost, the employee must complete a Lost Receipt Affidavit. The 
affidavit requires the employee to list the itemized expenses and sign (certify) the document.   
 
If a receipt is lost, the employee must complete a Lost Receipt Affidavit. The affidavit requires the employee to 
list the itemized expenses and sign (certify) the document.  

The following items are not reimbursable: 

• Beverages, snack items, and desserts not purchased with or as a meal 
• Tips in excess of 20% 
• Alcoholic beverages, tobacco products and personal items 

 
ATHLETIC RECRUITING TRAVEL TRANSPORTATION 
All employees must follow the College Vehicle Use policy located in the Board Policy. College fleet vehicles 
should be used for travel unless a fleet vehicle is not available. If a fleet vehicle is not available, the employee 
may request to use a personal vehicle. An employee may use a school fuel card on a personal vehicle only if a 
college vehicle is not available and the employee has prior approval through the Travel Request Form. The 
method of transportation is selected by the head coach and approved by the Athletics Director.  
 
ATHLETIC RECRUITING TRAVEL MEALS  
Meals are allowable if traveling between the following parameters:  
Breakfast - must leave before 6:30 a.m.  
Dinner - must return after 7 p.m.  
 
Meal rate is calculated and adjusted on a yearly basis. The current meal rate can be found on the Athletic 
Recruiting Travel Request form or by contacting the Business Office.  
 
If the employee is staying the night at a hotel and the hotel offers a free continental breakfast, a breakfast meal 
will not be reimbursed.   
 
VIOLATION NOTICES 
The Athletic Department and/or Business Office may issue a Violation Notice for misuse of recruiting travel 
funds such as charging something to the credit card that is not allowed, more than 2 Lost Receipt Affidavit forms 
in a 6-month time frame, not having prior purchase order approval, etc… Employees receiving more than one 
violation notice may be placed on a plan of improvement for misuse of the Athletic Travel Policy and 
Procedures. This may result in having travel and purchasing opportunities revoked. 
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Athletic Recruiting Travel Procedure 

Step 1: Complete the “Athletic Recruiting Travel Request” form no later than 48 hours prior to expected travel. 

Step 2: Email the completed form to the Athletic Director and the Vice President of Finance and Operations for 
approval.  If transportation is needed, also include the Director of Logistics on the email.  

Step 3: Once approved by the Vice President of Finance and Operations, the Athletic Department Office 
Assistant or Business Office will enter the requisition for the purchase order number and handle hotel 
arrangements and registration if needed. (Coaches have the right to request a specific hotel, but the Athletic 
Director and/or Business office has the final decision.)  

Step 4: The requestor will be notified by email from the Athletic Department Office Assistant or Business Office 
that the travel arrangements have been made. Once notification occurs, the requestor may pick up a credit card 
(for hotel and meals) from the Business Office. Requestor will pick up keys, and the fuel card from the Logistics 
Department.  

Step 5: When the employee returns to campus, the vehicle that was used will be filled with fuel, cleaned to the 
best of the employees’ ability, fuel receipts turned in and keys returned promptly.  

Step 6:  Within 5 days of travel, credit card receipts will be turned into Business Office. 

RETURNING CREDIT CARDS  
Credit Cards will be checked out on a per trip basis and are to be used for hotel, food and emergency use only. 
All credit cards, and receipts are to be turned over to the Business Office no later than 5 days after travel 
occurs.  

MEALS  
Itemized receipts for meals will need to be provided to the Business Office no later than 5 days after travel 
occurs.  Alcohol and tobacco purchases are prohibited on the school credit card.  No more than 20% tip will be 
allowed on a meal purchase.  

Meals Allowable if traveling between the following parameters: 
• Breakfast - must leave before 6:30 a.m.
• Dinner - must return after 7 p.m.

If the employee is staying the night at a hotel and the hotel offers a free continental breakfast, a breakfast meal 
will not be reimbursed.   

REQUISITIONS  
Requisition must be entered by the Athletic Department Office Assistant or Business Office. 
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B. RESOLUTION 2024 - 48:  CONSIDERATION OF SUBSTANCE ABUSE POLICY 
 

 
BACKGROUND:  The following Substance Abuse Policy was presented for review at the August 8 
special board meeting.   
 
RECOMMENDATION:  It is recommended the Board approve the Substance Abuse Policy. 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
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FSCC Substance Abuse Policy 

Purpose:  

The substance abuse program of the Fort Scott Community College Department of 
Athletics is designed to satisfy the specific needs of student-athletes relative to 
awareness and knowledge of substance abuse. The program has the following 
components:   

1. Drugs and alcohol
2. Types of drugs
3. Common drugs
4. Types of alcoholic beverages
5. Health consequences of drug use
6. Health consequences of alcohol use
7. Drug use
8. Effects of alcohol
9. Drug abuse
10. Alcohol abuse
11. Alcoholism
12. Addiction
13. Drug laws
14. Alcohol laws
15. Positive changes
16. Lapse and relapse prevention
17. Resources and references

The Department of Athletics recognizes several benefits for the institution and for the 
student-athletes which may be derived from this substance abuse program. Those 
benefits are:  

1. Fort Scott Community College is required to set standards to comply with The
Drug-Free Schools Act Amendments of 1989. This substance abuse program
strengthens FSCC’s compliance statement about substance abuse.

2. FSCC student-athletes will be educated as to the risks and dangers involved in
substance abuse.

3. The program will act as a prevention of substance use and/or abuse by FSCC
student-athletes.

4. The program will be used to identify student-athletes in need of counseling
services for substance abuse and assist such student-athletes in obtaining the
needed service.

5. The program will support the positive local and regional image that FSCC is
concerned about and willing to address substance abuse.

• The Head Athletic Trainer will meet with all student-athletes at the beginning
of each semester to educate each student-athlete on our FSCC policies and
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procedures. They will also give an overview of smart choices and the effects 
of drugs on sports performance.  
 

• A student-athlete found in violation of the College’s drug policy must complete 
a drug awareness course. The student-athlete must complete the online four-
hour course, monitored by the Dean of Students, within 15 days of the date 
the penalty is issued. The cost of the course is $25 which will be paid by the 
student-athlete.  If the resident/student-athlete fails to complete the course 
within the time limit, the student-athlete is subject to disciplinary action up to 
and including expulsion from the College and/or removal from campus 
housing.  

 
• Compliance with this substance abuse program is mandatory for all student-

athletes who wish to participate in intercollegiate athletics at Fort Scott 
Community College. Student-athletes will not be allowed to participate until a 
signed participation agreement form is on file with the Head Trainer. The 
conditions of this policy start when that form is signed and continue 
throughout one full year of the athlete’s eligibility and participation at Fort 
Scott Community College.  

 
A. Substances of Consideration: 

 
1. Alcohol 
2. Amphetamines 
3. Barbiturates 
4. Benzodiazepines (valium, etc.) 
5. Cocaine 
6. Opiates (Heroin, Morphine, etc.) 
7. THC (marijuana) 
8. Any controlled substance as determined by the head athletic trainer 

 

B. Methodology 

• Random Sampling: Student-Athlete names will be randomly selected 
using lists of scholarship student-athletes.  This list will include 
redshirts as well as injured student-athletes who are on 
scholarship.  The randomly selected student-athletes will be given to 
the Athletic Director and Head Coach to contact for testing.  The list 
will also go to the Head Athletic Trainer. 
 

• FSCC student-athletes may be selected for substance abuse 
screening at any time, upon reasonable suspicion of a 
problem.  Selection will be at the request of the Athletic Director, the 
Head Coach, the Head Athletic Trainer, or the Dean of 
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Students. Documentation of the suspicion will be submitted to the 
Athletic Director in either soft or hard copy format. Reasonable 
suspicion must be based on specific contemporaneous, articulate 
observation concerning; Appearance, behavior, speech, odorous 
breath or body odors of the student-athlete.  Further indications include 
but are not limited to: 

 

 
1. Rapid reduced quality of academic or athletic performance 
2. Patterns of unexcused absences from academic classes or athletic 

meetings 
3. Sudden inability to have a good relationship with others; excessive 

withdrawal or isolation 
4. Frequent tardiness to academic classes or athletic meetings  
5. Decreased manual dexterity 
6. Impaired short-termed memory 
7. Periods of unusual hyperactivity, irritability, or drowsiness 
8. Presence or possession of illegal or controlled drugs or drug related 

paraphernalia by a student-athlete 
 

• The screening will be provided and conducted by FSCC within the 
training room area. 
 

• Refusing to participate in the screening process includes failing to 
appear at the prescribed screening time and/or failing to provide a 
urine specimen when there is no medical reason that a specimen 
cannot be provided 

 

C. Testing Procedures – Random & Reasonable Suspicion  
 

• The Dean of Students will contact Head Athletic Trainer regarding 
random testing date/dates and provide a list of student-athletes for 
testing. Documentation for reasonable suspicion testing will be 
provided to the Head Athletic Trainer and Athletic Director for testing. 
 

• Upon being notified: the Head Coach and Athletic Director will exhaust 
all measures of contacting the necessary student-athlete(s) for testing 
(i.e. finding athlete in class, contacting athlete in dorm room, calling the 
athlete. Once the Head Coach and the Athletic Director locates and 
communicates to the athlete, either in person or by electronic 
communication, and informs him/her that they are to report to the 
Training Room for testing, the student-athlete must immediately 
comply with the request. 
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• The student-athlete will have two (2) hours to report to the Athletic
Training Room.

• If the student-athlete does not show up or comply, this will constitute a
1st positive test. The student-athlete is encouraged to arrive 10-15
minutes early for drug testing in the Athletic Training Room.

• The Athletic Training Room will shut down all operations during drug
testing. The Training Room door will shut promptly at the beginning of
drug testing. Once the door shuts, nobody can come in. No
exceptions. If the student-athlete is late and arrives after the door is
closed, it will constitute a 1st positive test.

• The testing will be conducted by FSCC Athletic Training staff and will
be an observed test. This means that the student-athlete will be
monitored by a staff member of the same gender and the staff member
will watch the urine leave the body of the student-athlete directly into
the collection cup.  This helps aid any sample alteration and makes
sure no other devices are used to alter the sample.

• After drug testing begins, each student-athlete will have 1-hour to
produce a valid 30 mL sample. If one is over hydrated, it will not read,
and the 1-hour clock will restart.

• Tampering with a test in any form will result in a positive test. Do not
shake your sample.

D. Sanctions for positive test or refusal to be screened

• 1ST refusal to participate - Immediate suspension from intercollegiate
athletics (practice and games) for 14 days. The student-athlete will
have 24 hours to report to the Athletic Training office for
screening.  Failure to do so will be constituted as the 2nd refusal to
participate.

• 2nd refusal to participate – Permanent and immediate suspension from
Fort Scott Community College intercollegiate athletics. No further
athletic aid will be given to the student-athlete from the date of the
second refusal.

• First Positive Test

- Upon notification by the provider of a positive test, the head trainer will
notify the student-athlete, athletic director, and head coach of the
positive test result.  As a result of the positive test, the student-athlete
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will immediately be suspended from intercollegiate athletics (practice 
and games) for a term of 14 days. 
 

- The student-athlete must complete the online four-hour course, 
monitored by the Dean of Students, within 15 days of the date the 
penalty is issued. The cost of the course is $25 which will be paid by 
the student-athlete. 

 

- Student-athletes that have tested positive will be re-screened at the 
end of the 14-day period and must test clean in order to come off 
suspension. 

 

• Second Positive Test 
 

- The head trainer will notify the student-athlete, the athletic director, and 
the head coach of a second positive test. At any time during a student- 
athlete’s period of eligibility of participation in intercollegiate athletics at 
Fort Scott Community College a second positive test will result in a 30-
day suspension. 
 

- The student-athlete must again, complete the online four-hour course, 
monitored by the Dean of Students, within 15 days of the date the 
penalty is issued. The cost of the course is $25 which will be paid by 
the student-athlete. 

 

- Student-athletes that have tested positive will be re-screened at the 
end of the 30-day period and must test clean in order to come off 
suspension. 

 

• Third Positive Test 
 

- A third positive test results in immediate and permanent suspension 
from participation in Fort Scott Community College intercollegiate 
athletics. Also, no further athletic financial aid will be given to the 
student-athlete from the date of the third positive test. 
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C. RESOLUTION 2024 - 49:  CONSIDERATION OF KANSAS HOMELAND SECURITY
REGION H HAZARD MITIGATION PLAN

BACKGROUND:  Bourbon County Emergency Management Director, Brian Allen, has provided the 
following resolution.  Adoption of the plan is a condition of future funding for mitigation projects 
under multiple Federal Emergency Managemet Agency (FEMA) pre- and post-disaster mitigation grant 
programs.  Commitment to the Kansas Homeland Security Region H Hazard Mitigation Plan would 
qualify FSCC for damage compensation in the event a state of emergency is issued. 

RECOMMENDATION:  It is the recommendation of administration to approve the Kansas Homeland 
Security Region H Hazard Mitigation Plan as presented. 

BOARD ACTION: MOTION  _____ SECOND  _____ VOTE  _____ 

DISCUSSION: 

VOTE:    Bailey   Bartelsmeyer   Fewins 

  Holt   McKinnis   Ropp 
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Resolution # _________:  Adopting the Kansas Homeland Security Region H Hazard Mitigation Plan 

Whereas, the Fort Scott Community College recognizes the threat that natural hazards pose to people
Name of Government/District/Organization

 and property within our community; and 

Whereas, undertaking hazard mitigation actions will reduce the potential for harm to people and property from future 

hazard occurrences; and 

Whereas, the U.S. Congress passed the Disaster Mitigation Act of 2000 (“Disaster Mitigation Act”) emphasizing the 

need for pre-disaster mitigation of potential hazards; 

Whereas, the Disaster Mitigation Act made available hazard mitigation grants to state and local governments; and 

Whereas, an adopted Hazard Mitigation Plan is required as a condition of future funding for mitigation projects under 

multiple Federal Emergency Management Agency (FEMA) pre- and post-disaster mitigation grant programs; and 

Whereas, the Fort Scott Community College fully participated in the FEMA prescribed mitigation
 Name of Government/District/Organization 

 planning process to prepare this Multi-Hazard Mitigation Plan; and 

Whereas, the Kansas Division of Emergency Management and FEMA Region VII officials have reviewed the Kansas 

Homeland Security Region H Hazard Mitigation Plan, and approved it contingent upon this official adoption of the 

participating governing body; and 

Whereas, the Fort Scott Community College desires to comply with the requirements of the Disaster
 Name of Government/District/Organization 

 Mitigation Act and to augment its emergency planning efforts by formally adopting the Kansas Homeland Security 

Region H Hazard Mitigation Plan; and 

Whereas, adoption by the governing body for the Fort Scott Community College demonstrates the
 Name of Government/District/Organization 

 jurisdictions’ commitment to fulfilling the mitigation goals and objectives outlined in this plan, and 

Whereas, adoption of this legitimizes the plan and authorizes responsible agencies to carry out their responsibilities 

under the plan. 

Now, therefore, be it resolved, that the Fort Scott Community College adopts the Kansas Homeland
 Name of Government/District/Organization 

 Security Region H Hazard Mitigation Plan as an official plan; and 

Be it further resolved, the Fort Scott Community College will submit this Adoption Resolution to the Kansas
 Name of Government/District/Organization

Division of Emergency Management and FEMA Region VII officials to enable the plan’s final approval. 

______________:Date ____________________: Approved by 
Printed Name 

____________________________ Signature 
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D. RESOLUTION 2024 - 50:  APPROVAL OF EMERGENCY ACTION PLAN 
 
BACKGROUND:  Following is a current emergency action plan as updated by FSCC’s Crisis 
Management Committee.   
 
 
RECOMMENDATION:  It is recommended the Board approve the emergency action plan as presented. 
 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
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FORT SCOTT COMMUNITY COLLEGE 

Emergency Action Plan 
2024-25 

As Updated By:  
FSCC – CRISIS MANAGEMENT COMMITTEE         AFTER HOURS 

   CONTACT NUMBERS 

Missy Scott – VP of Finance & Operations  620-238-0381

Vanessa Poyner – Dean of Students, Chair  620-719-6943

Sonia Gugnani – VP Academic Affairs  620-644-8067

Alyssa Martin – Director of Student Life 620-215-0955

Ben Souza     – Director of Institutional Research 417-549-0408

Liza Erwin – Athletic Director  620-875-4228

Kevin Thomure - Instructor 417-437-8504

Conor Chadwell, Athletic Trainer 517-282-4216

Brian Thurston – Maintenance Director    620-215-9721
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Emergency Response Team 
 

The President (or designee) will be the focal point for official emergency 
communications to the College Emergency Response Team. Each 
team member, upon receiving notification of a campus emergency, is to 
pass the same information along to those departments/offices under 
his/her direction. The President or VP of Finance and Operations will 
notify the following College Emergency Response Team members as 
appropriate:  
 

• President  
• Dean of Students 
• VP of Finance and Operations  
• VP of Academic Affairs  
• Director of Information Technology  
• Digital Content Specialist 
• Crisis Management Committee Members  

 
Other individuals may also be contacted when necessary. 
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Preface 

This emergency response manual has been designed to 
provide contingency procedures for Fort Scott Community 
College administrators to follow in the event of campus 
emergencies. While the manual does not cover every 
conceivable situation, it does supply the basic administrative 
guidelines necessary to cope with most campus emergencies. 

College policies and procedures herein are expected to be 
followed by all administrators whose responsibilities and 
authority cover the operational procedures found in the 
manual. Any exception to these emergency management 
procedures must be approved by the appropriate 
administrators directing and/or coordinating the emergency 
operations.  

All proposals for changes to the procedures described must be 
submitted in writing to the Crisis Management Committee for 
review. All changes recommended by the committee will be 
submitted in writing to the President and Administrative 
Committee for evaluation and adoption.
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Section 1: Preparation for Emergencies 

To ensure the campus is prepared, the following activities will be essential to 
maintain a state of readiness.  

1.1  The President will: 
• Provide overall leadership, support and direction for emergency preparedness.

• Serve as the major proponent for college emergency preparedness.

• Ensure appropriate funding and resources are available to successfully
implement the Emergency Action Plan [EAP].

1.2  The Dean of Students will: 
• Serve as the College’s chief safety and security officer.

• Ensure the Emergency Action Plan is fully developed, operational, and
institutionalized.

• Ensure compliance with state and federal requirements.

• Serve as the single point of contact for all external emergency response
agencies during a disaster at the Fort Scott campus.

• Maintain emergency and evacuation procedures for Fort Scott campus.

• Ensure buildings have the appropriate signage for emergency shelter and
evacuation directions for the Fort Scott campus.

• Ensure the proper emergency equipment (such as fire extinguishers and
emergency lighting, and AED’s) are available for the Fort Scott campus.

• Ensure adequate supplies of food and water will be made available.

• Ensure faculty and staff are familiar with emergency and evacuation
procedures, know how and when to inform occupants to evacuate or take cover,
and are aware of occupants who may need special help.
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• Coordinate annual emergency drills for the Fort Scott campus.

• Maintain and distribute emergency contact information for the Fort Scott
campus.

• Will work with the Crisis Management Committee to designate building
coordinators.

• Ensure that personnel within the Student Services are made aware of the EAP
on a minimum of an annual basis, as well as of substantial changes made to the
EAP as needed

• Ensure that students are made aware of the EAP during their orientation
sessions with Student Services and other College staff.

• Provide support to Student Services personnel and their tasks within the EAP
(Dean of the Miami County and Pittsburg Campuses, VP of Academic Affairs,
Registrar, Director of Strategic Communication, Coordinator of Residence &
Student Life).

• Ensure collaboration of the College’s nursing and allied health personnel, as
appropriate, with the EAP and college policies and procedures.

• Ensure instructors are aware of the EAP and their responsibilities within that
policy related to emergency situations affecting their instructional area.

• Coordinate with Student Services personnel for safekeeping of student records,
and the appropriate dissemination of student information.

• Coordinate with Emergency Operations Center, [EOC] staff regarding the
recommendation of resumption of classes and activities after a crisis situation.

• Ensure faculty and staff are familiar with emergency and evacuation
procedures, know how, and when to inform occupants to evacuate or take cover,
and are aware of occupants who may need special help.
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• Maintain an active file of helping agencies within the community and names of 
contact persons.     
 
• Meet, talk and correspond with the parents of students.  
 
• Establish a systematic approach for identifying, referring, and intervening with 
students identified as at-risk for suicide or other destructive behaviors.  
 
• Work with the Food Service Director to ensure appropriate emergency plans are 
in place.  
 
• Ensure CPR training is offered to college personnel and encourage employees 

from every building to participate.  
 
• Meet, talk and correspond with the parents of student-athletes. 
  
• Assist with emergency drills each semester.  
 
• Coordinate communication between campus officials and traveling teams. 
 
• Meet, talk and correspond with the parents of students.  
 
• Establish a systematic approach for identifying, referring, and intervening with 
students identified as at-risk for suicide or other destructive behaviors. 
 
 
1.3 The Associate Deans of the Miami County and Pittsburg campuses will:  
• Serve as the single point of contact for all external emergency response 
agencies during a disaster at their respective campus.  
 
• Maintain emergency and evacuation procedures for their respective campus.  
• Ensure buildings have the appropriate signage for emergency shelter and 
evacuation directions for their respective campus.  
 
• Ensure the proper emergency equipment (such as fire extinguishers and 
emergency lighting) are available for their respective campus.  
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• Ensure adequate supplies of food and water will be made available for their 
respective campus.  
 
• Ensure faculty and staff are familiar with emergency and evacuation 
procedures, know how and when to inform occupants to evacuate or take cover, 
and are aware of occupants who may need special help.  
 
• Coordinate annual emergency drills for their respective campus. 
 
• Maintain and distribute emergency contact information for their respective 
campus.  
 
1.4 The Director of Human Resources will:  
• Assist the President and VP’s with crisis management training for employees as 
necessary.  
 
• Maintain and initiate contact for employee in-service, workers compensation, 
and other staff services.  
 
• Produce a data file containing employee data and emergency response 
information six weeks into each semester and in the first week of June. These 
data files will be retained at one site on campus and one site off campus.  
 
1.5 The Registrar will:  
• The Registrar will produce a data file containing student contact information, 
class rosters and student schedules six weeks into each semester and in the first 
week of June. The data files will be retained at one site on-campus and one site 
off-campus. In the event the computer network is unavailable, the Registrar will 
be responsible to provide student data and information to the Crisis Management 
Team.  
 
1.6 The Digital Content Specialist will:  
• Coordinate the development of information sheets for students and parents 
regarding crisis-related stress. Topics may include: “Talking with Students 
Following a Crisis” and “Signs of Depression.”  
 
• Maintain written emergency contact list for press and public entities.  
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• Work with the President’s office on public notification plan.  
 
• Assist the President with dissemination of information as necessary and 
appropriate.  
 
• Develop sample press releases for various disaster/emergency scenarios. 

 

1.7 The Director of Student Life will:  

• Produce a data file that includes emergency contact information of each 
student residing in the residence halls. The data file will be retained at one site 
on-campus and one “back-up” file at an off-campus site. Back-up will be filed once 
per semester. 
 
1.8 The Director of Information Technology will:  
• Develop a plan and scenarios in which technological resources can be dispersed 
effectively to emergency sites.  
 
• Prepare and update an emergency notification web page to relay emergency 
notifications and updates to constituencies.  
 
• Prepare and maintain an emergency kit that contains floor plans, telephone line 
locations, computer locations, and locations of other communications equipment.  
 
• Establish and maintain a stand-alone computer with a student and staff 
database for use at the emergency site.  
 
• Assist in obtaining needed student and staff information from the computer 
files.  
 
• Provide the latest back-up data files with student and human resource data.  
 
• Ensure all systems data are backed up and stored off-site on a regular basis.  
 
1.9 The Food Service Director will:  
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• Maintain written procedures for food borne illness emergencies.  
 
• Maintain written procedures regarding housing emergencies involving loss of 
kitchen/food stores/processing.  
 
• Maintain written emergency operations manual for food service and train staff 
appropriately.  
 
• Maintain emergency phone call list for staff and assist the Dean of Students on 
Emergency Action Plan coordination.  
 
 
1.10 Athletic Trainers will:  
• Record occurrences of food borne illnesses in student-athletes and report to 
Food Service Director and Dean of Students.  
 
• Assist the Dean of Students in his/her requirement to ensure CPR training is 
offered to college personnel and encourage employees from every building to 
participate.  
 
1.11 Building Coordinators will:  
• Will ensure building faculty and staff are familiar with emergency and 
evacuation procedures, know how and when to inform occupants to evacuate or 
take cover, and are aware of occupants who may need special help.  
 
• Assist with emergency drills each semester.  
 
1.12 All Faculty, Staff and Students will:  
• Become familiar with the Emergency Action Plan and be prepared to act 
responsibly during an emergency.  
 
• Be diligent in preventing and detecting un-safe hazards. 
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Section 1b: College Notification System 

The telephone is the primary means of emergency notification at Fort Scott 
Community College. This system is intended for the immediate transmission of 
specific information regarding an emergency to all affected areas of the campus.  
The College’s text message system will be used to distribute and send emergency 
messages to all subscribers by location. Critical messages will be disseminated via 
the RAVE messaging system. In addition, the college will utilize personal cell 
phones for communication.   

The President (or VP’s) will be the focal point for official emergency 
communications to the College Emergency Response Team. Each team member, 
upon receiving notification of a campus emergency, is to pass the same 
information along to those departments/offices under his/her direction. The 
President or VP of Student Life will notify the following College Emergency 
Response Team members as appropriate:  

President      Dean of Students 
VP of Finance and Operations   VP of Academic Affairs  
Director of Information Technology  Crisis Management Committee 
Digital Content Specialist/PR 

Other individuals may also be contacted when necessary. 

IMPORTANT: During an emergency, campus phones must be restricted to college 
official notification. In the absence of phone services, emergency response team 
members will be expected to communicate via cell phones as necessary. 
(Refer to “After hours – Contact Numbers” found on Page 1 of this document.) 

RAVE 

RAVE is a campus-wide notification system. Students have the opportunity to 
sign up for this service on the college website at fortscott.edu. Students can 
choose from the following categories in order to receive text notifications: 
emergencies and weather closings, athletic events, campus events, and critical 
dates. Regular standard messaging rates apply. 
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Section 2: Emergency Purpose and Definitions 

2.1 Purpose  
The basic emergency procedures outlined in this guide are to enhance the 
protection of lives and property through effective use of the College and campus 
community resources. Whenever an emergency affecting the campus reaches 
proportions THAT CANNOT BE HANDLED BY ROUTINE MEASURES, the President or 
his/her designee may declare a state of emergency (refer to definitions in Section 
2.4) and these contingency guidelines may be implemented. There are two 
general types of emergencies that may result in the implementation of this plan: 
(1) large-scale disorder; (2) large-scale natural/man-made disaster. Since an
emergency may be sudden and without warning, these procedures are designed
to be flexible in order to accommodate contingencies of various types and
magnitudes.

2.2 Scope  
These procedures apply to all personnel, buildings, and grounds owned or 
operated by Fort Scott Community College. 

2.3 Types of Emergencies  
Types of emergencies covered by this manual are: 

• Tornado
• Severe weather closing/early dismissal
• Medical emergency
• Fire
• Utility failure
• Violent or criminal behavior
• Suicide / Psychological crises
• Bomb threat / Terrorism
• Chemical spill
• Explosion on campus
• Civil disturbances or demonstrations
• Earthquake
• Homeland Security Alert
• Pandemic flu outbreaks
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2.4 Definitions of an Emergency  
The college President or his/her designee serves as the overall Emergency 
Director during any major emergency or disaster. The following definitions of an 
emergency are provided as guidelines to assist in determining the appropriate 
response: 
  
Minor Emergency: Any incident, potential or actual, which will not seriously affect 
the overall functional capacity of the college. Report such emergencies 
immediately to VP of Finance and Operations at 620-223-2700 ext. 5130 for the 
Fort Scott Campus or to the Associate Deans of the Miami County Campus at 913-
294-4178 or the Pittsburg Campus at 620-231-3690, as appropriate. In either 
case, a Serious Incident Report form should be filled out online at:  
www.fortscott.edu/about/index.aspx  and routed to the Dean of Finance and 
Operations.  
 
Major Emergency: Any incident, potential or actual, which affects an entire 
building, buildings, or people, and which will disrupt the overall operations of the 
College. Outside emergency services will probably be required, as well as major 
efforts from campus support services. Major policy considerations and decisions 
will usually be required from the College administration during times of crises. 
Report a major emergency immediately to the Dean of Students at 620-223-2700 
ext. 3500 for the Fort Scott Campus or to the Associate Dean of the Miami County 
campus at 913-294-4178 or the Pittsburg Campus at 620-231-3690, as 
appropriate. 
  
Disaster: Any event or occurrence that has taken place and has seriously impaired 
or halted the operations of the College. In some cases, mass student/personnel 
injuries and severe property damage may be sustained. A coordinated effort of all 
campus-wide resources is required to effectively control the situation. Outside 
emergency services will be essential. In all cases of disaster, an Emergency 
Operations Center will be activated, and the appropriate support and operational 
plans will be executed. If available, the President’s office will be used on the Fort 
Scott campus and the VP’s office will be used on the Miami County or Pittsburg 
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campus to coordinate disaster response. If not, a suitable site off-campus will be 
chosen from a list developed in conjunction with the local police department.  
In addition, any incident that has the potential for adverse publicity concerning 
campus resources should be promptly reported to the office of the President at 
620-223-2700 ext. 5200 or one of the VP’s offices as appropriate. During non-
business hours, contact either the VP of Student Life for the Fort Scott campus, or 
the Associate Dean of the Miami County campus or the Crawford County 
campuses as appropriate. 
Only the College President or his /her designee is authorized to speak directly 
with the media about such incidents without the prior clearance by the President. 
 
2.5 Assumptions  
The College Emergency Action Plan (EAP) is based on a realistic approach to the 
problems likely to be encountered on a campus during a major emergency or 
disaster. Hence, the following are general guidelines:  
 
• An emergency or a disaster may occur at any time of the day or night, weekend 
or holiday, with little or no warning. The series of events in an emergency are not 
predictable; published support and operational plans will serve only as a guide 
and checklist, and may require field modification in order to meet the 
requirements of the emergency.  
 
• Disasters may affect residents in the geographical location of the College. 
Therefore City, County, and Federal emergency services may not be available. A 
delay in off-campus emergency services may be expected.  
 
• A major emergency may be declared if information indicates that such a 
condition is developing or is probable.  
 
2.6 Declaration of a Campus State of Emergency  
The authority to declare a campus state of emergency rests with the College 
President or his/her designee as follows:  
 
During the period of any campus major emergency, the Dean of Students, the 
Associate Dean of the Miami County campus, or the Crawford County campuses, 
shall place into immediate effect the appropriate procedures necessary in order 
to meet the emergency, safeguard persons and property, and maintain 
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educational facilities. The Dean shall immediately consult with the President or 
designee regarding the emergency and the possible need for a declaration of a 
campus state of emergency. When this declaration is made, only registered 
students, faculty, staff, and affiliates (e.g., contract service employees) are 
authorized to be present on campus. Those who cannot present proper 
identification (student registration, employee ID or other ID) showing their 
legitimate business on campus may be asked to leave the campus. Unauthorized 
persons remaining on campus may be subject to arrest in accordance with the 
Kansas statutes.  

In addition, only those faculty, staff members, and contractors who have been 
assigned emergency resource team duties or issued an emergency pass by the 
President, the Dean or designee will be allowed to enter the immediate disaster 
site. 

In the event of tornado, earthquake, aftershocks, fire, severe weather event or 
major disaster occurring on or about the campus, or which involve College 
property, the President, the VP and/or VP of Operations, and personnel will be 
dispatched to determine the extent of any damage to the College property. 
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Section 3: Specific Emergency Procedures 

The following specific emergencies are addressed in this section: 
• Reporting Emergencies
• Building/Campus Evacuation
• Medical Emergencies
• Pandemic Outbreak
• Fires
• Severe Weather - Closing/Early Dismissal
• Tornado
• Utility Failure
• Suicide/Psychological Crisis
• Violent or Criminal Behavior
• Bomb Threat
• Chemical Spill
• Explosion on Campus
• Civil Disturbance
• Earthquakes

The procedures covered in this section should always be followed in sequence, 
unless conditions dictate otherwise.  

3.1 Reporting Emergencies 

To report an emergency, contact the Dean of Students, (620) 223-2700 ext. 3500 
or designee or the Crawford County Campus, (620) 231-3690, or the Associate 
Dean of the Miami County campus, (913) 294-4178 or their designee. If the 
situation warrants immediate emergency response, dial 911.  See After-Hours 
phone list for contact information in case of emergencies after hours. 

The appropriate VP will be prepared to dispatch appropriate emergency response 
units (Fire/Rescue or Ambulance) to any location on campus, or dispatch 
appropriate college personnel to provide immediate assistance for hazardous 
spills, search-and-rescue, and other similar emergencies.  

In order to assist the operator in processing the call quickly and efficiently, please 
be prepared to give the following information:  
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• What you saw, heard, or found  
• The exact location of the incident  
• The phone number of the phone you are using  
• Details of the situation  
• Your name and address  
 
Then stay on the line until you are told to hang up.  
KEEP CALM . . . KEEP OTHERS CALM!  
 
As soon as time permits, fill out the appropriate serious Accident/Incident Form 
(found on the Employee Pages, http://www.fortscott.edu/about/index.aspx) with 
pertinent information and forward to your supervisor. 
 
3.2  Evacuation Procedures 
 
3.2a Building Evacuation t 
All building evacuations will occur when a building alarm (fire alarm) sounds 
and/or upon notification by a FSCC designee.  
 
When the building evacuation alarm is activated, leave by the nearest marked exit 
and alert others to do the same. EVERYONE MUST EXIT THE BUILDING - ONLY 
ESSENTIAL EMERGENCY RESPONSE TEAM PERSONNEL ARE PERMITTED IN THE 
BUILDINGS UNTIL THE ALL-CLEAR IS GIVEN.  

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! 
Remember that elevators are reserved for handicapped persons. See procedures 
below to assist the handicapped. 

DO NOT USE THE ELEVATORS IN CASES OF FIRE OR EARTHQUAKE. 
 

Once outside, proceed to a clear area that is at least 500 feet away from the 
affected building. Keep streets, fire lanes, fire hydrant areas and walkways clear 
for emergency vehicles and personnel. 
 
DO NOT return to an evacuated building unless told to do so by the building 
coordinator. 
 
3.2b Campus Evacuation  
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Evacuation of all or part of the campus grounds will be announced by the FSCC 
Emergency Response team as described. 

All persons (students and staff) are to evacuate immediately the area of campus 
in question and relocate to another part of the campus grounds as directed.  

3.2c Procedure for Emergency Evacuation of Individuals with Disabilities  
The following procedures are intended to assist disabled persons with an 
emergency evacuation from any buildings on the campus of Fort Scott Community 
College. The guidelines set forth in this section are in compliance with NFPA 101 
Life Safety Code and the Americans with Disabilities Act as amended.  
Fort Scott Community College policies and procedures require all persons in a 
facility to evacuate that facility any time the fire alarm system is activated or 
other emergency that requires building evacuation. Persons with disabilities may 
not be able to evacuate unassisted. Therefore, they should inform another person 
that assistance may be necessary during an evacuation. 

General Guidelines 
• Remember that individuals with similar disabilities are unique. Listen to the
individual; he/she is the expert regarding his/her own disability.
• Always ask the individual if there are any special considerations or items that
need to come with him/her during the evacuation.
• There are “hidden” disabilities that may need assistance, including health,
psychiatric disabilities (anxiety disorders, depression, personality disorders, etc.),
and some vision or hearing impairments.
• Some individuals may utilize service animals such as guide dogs, hearing dogs or
assistance animals. When possible, keep the team together.

“Buddy System” Option  
Persons with disabilities that limit mobility are encouraged to utilize the “Buddy 
System.” Persons with disabilities that limit mobility may be defined as anyone 
who uses assistive devices such as canes, crutches, or wheelchairs or who has 
slower mobility due to illness or injury. Also, persons with limited vision and 
hearing may need assistance to evacuate.  

During the first week of class, students on the Fort Scott campus with disabilities 
that limit mobility are encouraged to disclose their disability to the Dean of 
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Students.  Students should disclose any special assistance that might be required 
in the event of a fire alarm or other emergency evacuation. The Dean of Students 
will work with appropriate staff to then make it part of the emergency action plan 
to locate and identify the student to the appropriate emergency authorities.  
 
Persons with limited mobility are also encouraged to make acquaintances with 
fellow students, residents, or class members. When the fire alarm sounds, the 
“Buddy” will make sure of the location of the person with the disability, and then 
go outside and inform emergency personnel (Campus authorities, Fort Scott, 
Crawford County, or Miami County Fire or Police Departments) that a person in a 
specific location needs assistance in leaving the building.  Emergency personnel 
will then enter the building and evacuate that person.  
 
If conditions allow, the “Buddy” may choose to assist the person with disability 
during the evacuation of the building.  
 
ELEVATORS ARE NOT TO BE USED IN AN EMERGENCY EVACUATION.  
Elevators will stop in the event of a power outage and persons will become 
trapped inside.  
 
Evacuation Options  
Use of the “Buddy System” along with the following evacuation options will help 
to assure the prompt evacuation of any person with a disability. 
 
• Horizontal Evacuation: Move away from the area of imminent danger to a safe 
distance such as another wing, adjoining building, opposite end of the corridor, or 
outside if on ground level.  
 
• Vertical (Stairway) Evacuation: Stairways can be used by those who are able to 
evacuate with or without assistance. Enclosed stairways are a safe refuge due to 
fire and smoke doors that enclose the area. Persons with sight disability may 
require the assistance of a sighted person. Persons who must use crutches or 
other devices as walking aids will need to use their own discretion, especially 
when several flights of stairs are concerned.  
• Stay in Place: Unless danger is imminent, remain in a room with an exterior 
window and a telephone, closing the door. Dial 911 for emergency assistance. 
Give your name, location, and the reason you are calling. Phone lines normally 
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remain in service during most building emergencies. If the phone lines do fail, you 
can signal from the window by waving a cloth, towel, sheet, or other object to 
attract attention.  
 
Disability Guidelines  

• Prior planning and practicing of emergency evacuation routes are 
important in assuring a safe evacuation.  

 
• Mobility Impaired (Wheelchair): Persons using wheelchairs should stay in place 
or utilize some type of horizontal evacuation with their “Buddy” when the alarm 
sounds. The evacuation “Buddy” should immediately proceed to the evacuation 
assembly point outside the building and inform emergency personnel about the 
location of the person with disability. Dial 911 for emergency assistance.  
 
• Mobility Impaired (Non-Wheelchair): Persons with mobility impairments, who 
are able to walk independently, may be able to negotiate stairs in an emergency 
with minor assistance. If danger is imminent, the individual should wait until the 
heavy traffic has cleared before attempting the stairs. If there is no immediate 
danger (e.g., detectable smoke, fire, or unusual odor), the person with disability 
may choose to stay in the building, using the other options, until emergency 
personnel arrive.  
 
• Hearing Impaired: Most buildings on campus are equipped with fire alarm 
horn/strobes that sound the alarm and flash strobe lights. The strobe lights are 
for hearing impaired persons. Persons with hearing impairments may not notice 
or hear emergency alarms and will need to be alerted of emergency situations.  
 
• Visually Impaired: Most buildings on campus are equipped with fire alarm 
horn/strobes that sound the alarm and flash strobe lights. The horn is for the 
sight-impaired persons. Most people with a visual impairment will be familiar 
with their immediate surroundings and frequently traveled routes. Since the 
emergency evacuation route could be different from the commonly traveled 
route, persons who are visually impaired may need assistance in evacuating a 
building. A “Buddy” should offer assistance to the individual with visual 
impairment and guide him/her through the evacuation route.  
 
3.2d Residence Halls  
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Boileau Hall has two rooms designated for persons with disabilities: rooms 513 
and 515. Greyhound Hall has two rooms designated for persons with disabilities: 
rooms 209 and 210.  At the beginning of each semester, the Director of Student 
Life will conduct meetings with their floors to discuss the “Buddy System” as well 
as other emergency procedures including location of nearest stairwells for exit, 
nearest fire extinguishers and how to use them, etc.  
 
The Director of Student Life tracks disabled persons residing in the halls and 
provides this list to the FSCC emergency response team. In the event of a fire 
alarm, the emergency response team members respond to the disabled persons’ 
rooms to verify whether they were able to evacuate appropriately.  
 
Students who experience temporary disability, such as those who are temporarily 
on crutches or recovering from a surgical procedure, should identify themselves 
to the Director of Student Life so that they can be included in this procedure.  
 
3.2e Following Evacuation  
Students and personnel are to evacuate the building and congregate in one area. 
Students are not to leave campus without first providing their name and location 
to college personnel on-site. This is to facilitate communication between parents 
or others who may call the College to locate the student and to assist College 
and/or local police in any investigation. Students should make every attempt to 
contact their parents or other family members to report their condition.  
 
3.3 Medical Emergency  
If a medical emergency occurs off campus, call 911.  
 
If serious injury or illness occurs on campus, immediately call 911 or the 
Switchboard during normal business hours. The Switchboard will notify 911 as 
necessary. As time permits, please call the Dean of Students, (620) 223-2700 ext. 
3500 or designee or Crawford County campus, (620) 231-3690, or the Associate 
Dean of the Miami County campus, (913) 294-4178 or their designee.  Give your 
name; describe the nature and severity of the medical problem and the campus 
location of the victim.  
In case of minor injury or illness, provide First Aid care. Note: Only qualified 
trained personnel should provide first aid treatment (i.e. CPR, AED, etc.). Use only 
sterile first aid materials.  
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In case of serious injury or illness quickly perform the following steps:  
1. If available, an automated external defibrillator (AED) should be taken to             
all medical emergencies.  
2. Stay calm and quickly assess the situation.  
3. CALL 911 (or the Switchboard) immediately if the victim is: 
• having trouble breathing  
• has uncontrolled bleeding  
• has injured an extremity (arm or leg) so that it looks obviously deformed  
• is complaining of or appears to be in severe pain  
• is unconscious or has altered consciousness  
• is having a seizure  
• is complaining of neck pain  
• is unable to stand  
• if you need additional assistance and no one else is available to help  
4. Do not administer any type of medical treatment if you have not been 
specifically trained to do so.  
5. Do not move the victim unless their current location is causing them harm or is 
a possible endangerment to their life.  
6. If the victim becomes unconscious, is not breathing or has no pulse, follow the 
guidelines established in the Automated External Defibrillator (AED) Policy and 
Procedures Addendum to the EAP.  
7. Contact others for additional help.  
8. Remain calm and help the victim relax; try to keep them warm and comfortable 
until experienced medical help arrives.  
9. Keep crowds from gathering around the victim and keep the general area clear 
for emergency personnel.  
10. Employees injured on the job are required to notify Human Resources  and 
will be directed to seek treatment immediately at physician’s office or emergency 
room for work-related injury care (Worker’s Compensation claims).  
 
 
 
3.3.1 Food Borne Illness Emergency Response Plan  
 
In the event of an illness caused by food consumed on campus, the FSCC/food 
service company and production of that food item will be suspended.  
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• The food suspected of causing illness will be packaged, labeled, refrigerated and 
retained for sampling.  
• Notification of the illness will be given to the Manager of the food service 
company, Dean of Students, and the Director of Student Life.  
• The Food Service Manager on campus will begin a food-related incident report. 
This procedure will be followed including sampling and notification of the Kansas 
Department of Health and Environment, Department of Food Safety and 
Consumer Protection at 785-296-5600.  
• Resumption of food service will be at the direction of the Kansas Department of 
Health and Environment, Department of Food Safety and Consumer Protection 
working in conjunction with the food service company.  
• The VP of Student Life working in conjunction with the Director of Student Life 
will coordinate and take necessary steps to ensure college housing residents are 
provided necessary food supplies.  
 
 
3.3.2 Airborne Illness Emergency Response Plan  
 
In the event of an illness at FSCC caused by an airborne virus or bacteria, or other 
airborne contaminant, the air handlers to the building should be shut down 
immediately and staff evacuated from the building.  
 
• Contact the Dean of Students 
• The Dean of Students will notify the VP of Finance and Operations and then 
continue to assist with evacuation and sealing and/or quarantine of the building.  
• At Miami County and Crawford County Campuses contact the appropriate 
 Associate Dean.  
 
Persons suffering with respiratory difficulty should be transported to the nearest 
hospital for evaluation. Any person in respiratory distress (i.e., short of breath, 
choking, having difficulty breathing) will need emergency medical assistance. 
Contact 911.  
Dean of Students, (620) 223-2700 ext. 3500, will contact other administrative staff 
as indicated and the College legal counsel.  
 
The Kansas State Infectious Disease Epidemiology and Response will be contacted 
at 877-427-7317 to begin an epidemiology investigation.  
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The building will remain sealed until released by the Kansas State Infectious 
Disease Epidemiology and Response.  
 
In the event of a possible pandemic flu outbreak, the administrator in charge, in 
conjunction with other emergency operations personnel, will determine the 
threat level of the current outbreak and take appropriate actions. These actions 
may include, but not be limited to, the following:  
• cancellation of classes, sporting events and/or other public events;  
• closure of campus, student housing, and/or public transportation;  
• quarantine of affected students and staff.  
 
3.4 Fire  
 
In all cases of fire, call 911 immediately.  
 
Know the location of fire extinguishers, fire exits, and alarm systems in your area 
and know how to use them.  
 
If a minor fire appears controllable, promptly direct the charge of the nearest fire 
extinguisher toward the base of the flame. If an emergency exists, activate the 
building alarm (fire alarm).  
 
In the case of large fires that do not appear controllable, IMMEDIATELY call 911. 
Then evacuate all rooms, closing all doors to confine the fire and reduce oxygen 
available to it. DO NOT LOCK DOORS. Take all personal belongings (cell phones, 
keys, purses, wallets, etc.). 
When the building evacuation alarm is sounded, assume an emergency exists. 
Walk quickly to the nearest marked exit and alert others to do the same.  

 
ASSIST THE HANDICAPPED IN EXITING THE BUILDING! 
DO NOT USE THE ELEVATORS DURING A FIRE. 
 

Smoke is the greatest danger in a fire, so stay near the floor where the air will be 
less toxic.  
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Once outside, move to the designated assembly point within the area. Keep 
streets, fire lanes, fire hydrants, and walkways clear for emergency vehicles and 
crews. Remain in your designated evacuation location until cleared by emergency 
personnel. If requested, assist emergency crews as necessary.  
 
A Field Emergency Command Post will be set up near the emergency site. Keep 
clear of the command post unless you have official business.  
 
DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by a FSCC 
Emergency Response Team Member. 
 
NOTE: If you become trapped in a building during a fire and a window is available, 
place an article of clothing (shirt, coat, etc.) outside the window, as a marker for 
rescue crews. If there is no window, stay near the floor where the air will be less 
toxic. Shout at regular intervals to alert emergency crews of your location. Use 
your personal cell phone if available to call 911.  
 

 

KEEP CALM,  
AND  

HELP OTHERS REMAIN CALM 
 
3.5 Severe Weather Closing/Early Dismissal  
If, due to an emergency (e.g., inclement weather, power failure, etc.), it becomes 
necessary to close the College or to delay the normal work schedule, the College 
will notify the local TV and radio stations as noted below:  
 

• Local Radio Stations 
o Fort Scott KMDO/KOMB 1600 AM/103.9 FM 
o Pittsburg KKOW 860 AM/96.9 FM 
o Nevada KNEM/KNMO 1240 AM/97.5 FM 
o El Dorado Springs KESM 1580 AM/105.5 FM 

• TV Stations 
o KOAM Channel 7 
o KFJX Channel 14 
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o KSNF Channel 16 
o KODE Channel 12 

 
Director of Institutional Research will update the College’s text-messaging system 
to immediately notify all subscribers of the closing.  
 
3.6 Tornadoes  
Tornadoes are one of FSCC’s highest risks for a disaster. Tornadoes typically travel 
on a northeast path. April through August are the highest risk months for a 
tornado; however, there is potential for a tornado in any month. It is essential for 
all FSCC constituents to be weather aware as severe weather is just as dangerous 
as a tornado.  
 
3.6.a Definitions  

• Tornado Watch: Indicates that conditions exist for a tornado to develop.  
 

• Tornado Warning: Indicates that a tornado has actually been sighted or 
indicated on radar.  

 
NOTE: One clue that a tornado could develop is when a thunder storm produces 
hail. The larger the hail stone, the more likely that a tornado will occur.  
 
 
 
When a tornado warning is announced:  

o Remain calm. Turn on all available televisions and radios to local weather 
stations.  

o The President, Dean of Students will contact all Building Designees through 
RAVE and/or cell phone.  

o Please do not use the college phone system if possible!  
o The Building Designee should go to each room and instruct occupants to 

evacuate to their designated location until clearance is given.  
o Your best protection is an underground shelter (or basement) or a 

substantial steel-framed or reinforced concrete building.  
o If your residence hall or campus building has no basement, take cover 

under heavy furniture on the ground floor in the center of the building, or 
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in a small room on the ground floor that is away from outside walls and 
windows.  

o In the off-campus housing locations, students and staff will move to the 
following areas: 

o Greyhound Lodge:  Basement of the building located down the ramp 
on the northeast side of the building. 

o Garrison Apartments:  Try to get to the lower level of Hedges 
Administration Building.  If time does not permit, shelter in the 
bathroom of an apartment on the lower floor. 

o Stay away from windows to avoid flying debris.  
o If you are outside and there isn't time to get into a building take cover and 

lie flat in the nearest depression, such as a ditch, culvert, excavation or 
ravine.  

o All occupants should remain in their designated evacuation shelter until 
clearance is given by the Building Coordinator or emergency personnel.  

 
Proceed immediately to the designated storm shelter area for your building and 
stay there! Stay away from windows. 
 

DO NOT RETURN TO AN EVACUATED BUILDING  
Until you are told it is safe to do so, by a college official. 
 
3.6b Building Shelter Plan 
 
FSCC employees will receive notice of possible approaching tornadoes or severe 
thunderstorms by RAVE. Buildings will be evacuated as follows: 

 
GREYHOUND LODGE   

The basement of Greyhound Lodge is on the left-hand side of the building if facing 
the front. It would be Northwest towards Devon KS 

 
GARRISON APARTMENTS 

Try to get to the lower level of Hedges Administration Building.  If time does not 
permit, shelter in the bathroom of an apartment on the lower floor. 
 

BAILEY HALL  
Inside the Round Rooms or to the hallway outside of A 130 and A 132. 
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ARNOLD ARENA  

All go to the lower level of the Dick Hedges administration building. If time does 
not permit, move to the women’s basketball locker room in Arnold Arena. 

 
BURRIS HALL  

Move to the lower level of the Hedges administration building. If time does not 
permit, move to the bathrooms in Burris Hall. 
 
DICK HEDGES ADMINISTRATION BUILDING, BOILEAU HALL, & GREYHOUND HALL  
Take shelter in the lower level of the Hedges administration building. 

 
MAINTENANCE BUILDING 

Move to the lower level of the Hedges administration building. If time does not 
permit, move to the bathrooms of the Maintenance Building. 

 
ATHLETIC FIELDS 

Move to the lower level of the Hedges administration building. 
 

JOHN DEERE EAST CAMPUS 
Move to an interior room or hallway. 
 

FSCC COSMETOLOGY 
Leave the building and move to the Bailey Hall inside hallway on the east side of 
the Round Rooms. If time does not permit, move to D-100. 
 

STARS Campus, Pleasanton, KS  
Move to an interior room or hallway. 
 

HARLEY DAVIDSON 
Move to the interior hallway. 
 
 

 
 

CTEC, Pittsburg, KS 
Move to an interior room or hallway. 
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MIAMI COUNTY CAMPUS 

Move to the basement and the interior hallway. 
 
 
The Building Designees at Fort Scott Community College will consist of the 
following individuals:  
 
Dick Hedges Administration Building - President, VP of Finance & Operations 
Burris Hall Building – AG Instructor  
Arnold Arena – Athletic Director   
Bailey Hall – Dean of Students, VP of Academic Affairs  
Danny & Willa Ellis Family Fine Arts Center – Foundation Director 
Fort Scott Cosmetology – Cosmetology Instructors 
Boileau & Greyhound Hall – Director of Student Life, Dean of Students, and RA’s 
East Campus – John Deere Instructor 
Miami County Campus – Associate Dean of the MCC 
Harley-Davidson – Director of HD 
HVAC – Director of HVAC 
Construction Trades – CT Instructor 
Greyhound Lodge – Director of Student Life 
Garrison Apartments – Director of Student Life 
CTEC- CTEC Director 
 
 
3.7 Utility Failure  
In the event of a major utility failure occurring during regular working hours (8:00 
a.m. through 5:00 p.m., Monday through Friday; 7:00 a.m. through 6:00 p.m. 
Monday through Thursday-June & July only), immediately notify the Facilities 
Department.  
If there is potential danger to building occupants, or if the utility failure occurs 
after hours, on weekends or during a holiday, notify the VP of Finance and 
Operations.  
If an emergency exists, activate the building alarm (fire alarm) and evacuate the 
building.  

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! 
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Remember that the elevators are reserved for handicapped persons.  
 

DO NOT USE ELEVATORS IN CASE OF FIRE. 
 

Once outside, move to a clear area at least 500 feet away from the affected 
building(s). Keep the walkways, fire lanes, and hydrants clear for emergency 
crews.  
 
If requested, assist the emergency crews as necessary.  
 
A Field Emergency Command Post may be set up near the emergency site. Keep 
clear of the command post unless you have official business.  
 
3.7a Electrical/Light Failure  
Campus building emergency lighting should provide sufficient illumination in 
corridors and stairs for safe exiting. It is, however, advisable to have a flashlight 
available for emergencies. Emergency flashlights should be kept in all 
departments.  
 
• VP of Finance and Operations, (620) 223-2700 ext. 5130  
 
If failure occurs during the weekend or a holiday period call 1-888-482-4950.  
 
 
3.7b Elevator Failure  
If you are trapped in an elevator, use the emergency alarm (located on the front 
panel), which will signal for help.  
 
3.7c Plumbing Failure/Flooding  
Cease using all electrical equipment. Contact the VP of Finance and Operations 
and they will contact the utilities department. 
 
3.7d Gas Leak  
Cease all operations. DO NOT SWITCH ON / OFF LIGHTS OR ANY ELECTRICAL 
EQUIPMENT. Electrical arcing can trigger an explosion. Contact the VP of Finance 
and Operations and they will contact the utilities department.  Immediately 
vacate the area.  
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3.7e Ventilation Problem  
If smoke odors come from the ventilation system, immediately notify the FSCC 
Facilities Department at extension 4610 or 4700, or VP of Finance and Operations. 
If necessary, cease all operations and vacate the area.  
 
3.8 Suicide/Psychological Crisis  
Southeast Kansas Mental Health Center (Ask for Crisis Services): 620-223-5030  
National Suicide Prevention Lifeline 800-273-8255  
 
A psychological crisis exists when an individual is threatening to harm him/herself 
or others, or is out of touch with reality due to severe drug reactions or 
psychological problems.  

• Psychological problems may be manifested by hallucinations or 
uncontrollable behavior. Also, the person could have become lost from 
his/her nursing home or hospital.  

 
If you believe a psychological crisis exists:  
IMMEDIATELY call the Dean of Students at 620-223-2700 ext. 3500 or Athletic 
Director ext. 7230. After hours, call the Dean of Students (620) 719-6943 (cell) or 
Athletic Director at 620-875-4228.  If you cannot reach a college employee or it is 
an emergency, immediately, call 911. 
  • Clearly state that you need immediate assistance, give your name, your 
location, and the area of campus involved.  
 
Fort Scott Community College does offer mental health services through the SEK 
Mental Health Center.  The office is located within Bailey Hall, Student Services, 
Monday and Wednesday from 9am-4pm and Wednesday 12pm-4pm.  A crisis line 
is available for students as well at 888-588-6774. 
NEVER TRY TO HANDLE A DANGEROUS SITUATION ON YOUR OWN. 
 
 
If a suicide attempt is verbalized:  
1. Remain with the person unless you believe you are at risk with the person.  
2. Enlist the help of others in the immediate area if possible.  
3. Contact the Dean of Students at 620-223-2700, ext. 3500 or Athletic Director 
ext. 7230 or designee. Designees at off-campus sites. 
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4. In Fort Scott contact the mental Health Center at 888-588-6774. Crawford 
County Mental Health Center at: 620-231-5130, Miami County Mental Health 
Center at: 913-294-5755, and Southeast Mental Health Center in Fort Scott:  620-
223-5030.   For other areas in Southeast Kansas Mental Health Center at:  620-
431-7890.   
Crisis staff at the mental health center will ask questions to initially assess risk. 
They may direct you to take the person to the mental health center or local 
hospital for further evaluation. If you are unable to safely transport the person, 
contact local law enforcement for assistance. 
If a suicide attempt is made:  
1. Call 911.  
2. Call the Dean of Students at 620-223-2700, ext. 3500 or designee.  After hours, 
call the Dean of Students at 620-719-6943(cell) or designee.  
3. Remain calm and try to get the victim to relax.  
4. Get as much information as possible so you can share it with emergency care 
providers when they arrive.  
5. Someone will need to receive emergency personnel near the entrance and 
direct them to the location of the suicide attempt.  
6. Stay with the victim until the ambulance arrives.  
 
 
3.9 Serious Violent or Criminal Behavior  
• Call 911  
 
• Call Fort Scott Campus: Dean of Students (620) 223-2700 ext.3500 or Athletic 
Director ext. 7230 
 

Miami County Campus:  Associate Dean of the Miami County campus, 
(913) 294-4178 or their designee.  

 
Promptly notify the Dean of Students as soon as possible and report the incident, 
including the following:  
• Nature of the incident.  
• Location of the incident.  
• Description of person(s) involved.  
• Description of property involved.  
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Everyone is asked to assist in making the campus a safe place by being alert to 
suspicious situations and by promptly reporting them.  
 
If you observe a criminal act or whenever you observe a suspicious person on 
campus, immediately notify the Dean of Students or the appropriate Dean on 
campus.  
 
Assist the officers when they arrive by supplying them with all additional 
information and ask others to cooperate.  
 
If there is gunfire or an explosion, you should take cover immediately using all 
available concealment. Call 911 from your personal cell phone if available. After 
the disturbance, seek emergency First Aid if necessary.  
 
3.9a What to Do If Taken Hostage  
• Be patient. Time is on your side. Avoid drastic action.  
 
• The initial 45 minutes are the most dangerous. Follow instructions, be alert and 
stay alive.  
 
• The captor is emotionally imbalanced. Don't make mistakes that could endanger 
your life.  
 
• Don't speak unless spoken to and then only when necessary. Don't talk down to 
the captor who may be in an agitated state. Avoid appearing hostile.  
 
• Maintain eye contact with the captor at all times, if possible, but do not stare. 
Treat the captor like royalty.  
 
• Try to rest. Avoid speculating. Comply with instructions as best you can. Avoid 
arguments. Expect the unexpected.  
 
• Be observant. You may be released or escape. The personal safety of others may 
depend on your memory.  
 
• Be prepared to answer the police on the phone. Be patient, wait. If the 
opportunity presents itself attempt to establish rapport with the captor.  
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• If medications, First Aid, or rest room privileges are needed by anyone, say so. In 
all probability, the captors do not want to harm persons held by them. Such direct 
action further implicates the captor in additional offenses.  
 
 
3.10 Bomb Threat  
 
If you become aware of a bomb threat:  

Fort Scott Campus: Dean of Students (620) 223-2700 ext.3500 or the VP 
of Finance and Operations (620) 223-2700 ext. 5130 or Athletic Director 
ext. 7230 
Miami County Campus:   Associate Dean of the Miami County campus, 
(913) 294-4178 or their designee.  

If you observe a suspicious object or potential bomb on campus, DO NOT HANDLE 
THE OBJECT! Clear the area and immediately call the 911. Then report the 
incident immediately to the Dean as appropriate and noted above.  
 
If you receive a bomb threat over the telephone:  
• Remain calm, courteous, and professional. Do not place caller on hold or 
attempt to transfer the call.  
• Allow the caller to complete everything he/she has to say. Never argue with or 
ridicule the caller. Let the caller know you want to save lives and urge him/her to 
help you.  
• Where possible, have someone responsible quietly listen into the conversation.  

• Attempt to ask the caller the following questions and write down the 
answers as possible:  

o When is the bomb going to explode?  
o Where is the bomb located?  
o What kind of bomb is it?  
o What does it look like?  
o Why did you place the bomb?  
 
Keep talking to the caller as long as possible and record the following:  
• The time of the call  
• The age and gender of the caller  
• The caller’s speech pattern, accent, etc.  
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• The emotional state of the caller  
• Any background noise you are able to hear  
• Any other characteristics of the caller that you noted  
 
 
Call the 911 as soon as possible. If possible, have someone else call 911 while 
you have the caller on the phone.  
The Fort Scott Police Department with assistance from FSCC personnel will 
conduct a detailed bomb search. College staff members are requested to make a 
cursory VISUAL inspection of their area for suspicious objects and to report the 
location to the FSCC emergency response team.  
 

DO NOT TOUCH THE OBJECT! 
 
Do not open drawers, cabinets, or turn lights on or off.  
If an emergency exists, activate the building alarm (fire alarm) and evacuate the 
building.  
When the building evacuation alarm is sounded or an emergency exists, walk 
quickly to the nearest marked exit and alert others to do the same.  
 

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! 
 

Remember that elevators are reserved for handicapped persons.  
Do not use elevators in case of fire.  
 

REMAIN CALM, AND HELP OTHERS TO REMAIN CALM. 
 
Once outside, move to a clear area at least 500 feet away from the affected 
building. Keep streets, fire lanes, hydrants, and walkways clear for emergency 
vehicles and crews.  
If requested, assist emergency crews as necessary.  
 
DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by the Fort 
Scott Police Department. 
 
 
3.11 Chemical Spill  
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If you observe or suspect that a chemical spill has occurred, contact the FSCC 
Facilities Department at extension 4610 or 4700. 
 
Whenever hazardous substances (solids, liquids, or gases) are unintentionally 
released on FSCC property, every effort shall be made to protect students, 
employees, visitors, responders, the general public, and the environment from 
exposure to the substance.  
 
Each employee who handles potentially hazardous substances must be aware of 
the identity and nature of the substances with which they work, and will be 
trained in the handling and disposal of these substances per state and federal 
guidelines. Students must not be allowed to handle potentially hazardous 
substances except when under the direct supervision of a faculty or staff member. 
 
3.11a Procedures for Unintentional Releases (Spills) of Potentially Hazardous 
Substances  
 
Small Releases of Relatively Nontoxic Materials  
When a small amount of a relatively nontoxic material (such as paint, adhesives, 
or oil) is unintentionally released, if the person(s) working with the material can 
remediate the spill safely, they should do so. It is highly recommended that each 
work area that uses these types of materials have supplies on hand for use in the 
cleanup. For example, in the event of a paint spill, there should be some 
absorbent such as an “oil dry” product, vermiculite, or cat litter for use on the 
spilled material. The used absorbent must be disposed of properly. The affected 
area must immediately be cleared of all persons who are not involved in the spill 
remediation.  
 
If the person(s) working with the material believe that they are unable to 
remediate the spill, they should immediately contact FSCC Facilities Department 
at extension 4610 or 4700.  
 
 
Larger Releases of Relatively Nontoxic Materials or Releases of Moderately 
Hazardous Materials  
A moderately hazardous material is one with any of the following characteristics:  
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• The material is considered to be caustic (acidic or basic)  
• The material is flammable  
• The material has a significant vapor pressure (a noticeable odor)  
 
Whenever any of these materials is spilled, the area must immediately be cleared 
of all students and all nonessential employees. If the person(s) working with the 
material can safely remediate the spill, they should do so as soon as the area is 
cleared of all nonessential persons. If the spill cannot safely be remediated by the 
person(s) working with the material, contact FSCC Facilities Department at 620-
223-2700 extension 4610 or 4700.  
The FSCC Facilities Department will be responsible for contacting state and 
federal spill emergency response teams if necessary.  
 
 
 
3.11b Any Release of Any Highly Hazardous Material  
 
Highly Hazardous Materials are those that have the following characteristics:  
• Are toxic gases  
• Are liquids with high vapor pressures and toxic vapors  
• Can be reasonably expected to be an imminent fire hazard  
If a highly hazardous material is spilled or released, the building must immediately 
be cleared, contact the FSCC Facilities Department.  
Department will be responsible for contacting state and federal emergency 
response teams if necessary. 
Whenever there is a spill or release of toxic gases or volatile liquids, evacuated 
persons are to leave the affected building and go to a location upwind of the spill 
location.  
NOTE:  
As per US Occupational Safety and Health Administration (OSHA) regulations, the 
members of any Spill Response Team must have successfully completed the 40-
hour Hazardous Waste Operations and Emergency Response (HAZWOPER) 
training course. ONLY HAZWOPER trained persons are legally qualified to be on 
the Spill Response Team. Therefore, College employees should not attempt to 
clean up highly hazardous materials.  
 
3.12 Explosion on Campus  
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If an explosion occurs on campus, take the following action:  
 

• Immediately take cover under tables, desks, and other objects that will 
protect you from falling glass or debris.  
• After the immediate effects of the explosion and or fire have subsided, 
call 911 either using the College phone system or your personal cell phone. 
Give your name and describe the location and nature of the emergency.  
• If necessary, or when directed to do so, activate the building alarm (fire 

 alarm).  
• When the building evacuation alarm is sounded or when you are told by 
college officials to leave or emergency response personnel, walk quickly to 
the nearest marked exit and advise others to do the same.  

 
 

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! 
 

Remember that elevators are reserved for handicapped persons.  
 

DO NOT USE ELEVATORS IN CASE OF FIRE. 
 

REMAIN CALM. 
Once outside, move to the designated clear area that is at least 500 feet away 
from the affected building. See emergency route maps posted in buildings.  
 
Keep streets and walkways clear for emergency vehicles and crews. Know your 
area assembly points.  
 
If requested, assist emergency crews as necessary.  
 
A Field Emergency Command Post may be set up near the disaster site. Keep clear 
of the command post unless you have official business.  
 
DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by a college 
official.  
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3.13 Civil Disturbance or Demonstrations Most campus demonstrations such as 
marches, meetings, picketing, and rallies will be peaceful and non-obstructive. 
 
 A student demonstration should not be disrupted unless its participants are 
violating the Student Code of Conduct (as outlined in the Student Handbook). 
Such violations might include but are not limited to the following:  
 
• Intentional or reckless interference with normal College activities and functions. 
(Examples of such activities/functions include but are not limited to studying, 
teaching, public speaking, research, administration of the College, or emergency, 
fire, or police operations  
• Intentional interference with the freedom of expression of others  
• Actions, explicit or implied threats, or gestures, which place a person in 
reasonable fear of unwelcome physical contact or harm  
• Intentional or reckless behavior which may, or in fact does, deface or cause 
damage to college property or the property of others  
 
If any of these conditions exist, the Dean of Students. Depending on the nature of 
the demonstration, the appropriate procedures listed below should be followed.  
 
3.13a Peaceful, Non-Obstructive Demonstrations  
Generally, demonstrations of this kind should not be interrupted or obstructed in 
any way. Efforts should be made to conduct College business as normally as 
possible.  
• Determination will be made by the Dean of Students or his/her designee to 
treat the violation of regular closing hours as a disruptive demonstration (see 
below).  
 
 
3.13b Non-Violent/Violent, Disruptive Demonstrations  
In the event that a demonstration's participants are violating the Code of 
Conduct:  

• The Dean of Students will immediately contact the President and then 
proceed to the scene. If demonstrators have not discontinued their 
violations, the Dean will ask the demonstrators to leave or to discontinue 
their violations of the Code of Conduct. 
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• If the demonstrators persist in their violations, they will be apprised that 
failure to discontinue the specified action within a determined length of 
time will result in disciplinary action and/or possible intervention by police 
authorities. 
• Efforts, including the taking of photographs, if necessary, should be made 
to secure positive identification of demonstrators violating the Code of 
Conduct in order to facilitate later investigation.  
• The Dean of Students and the President will determine the need for 
police intervention.  
• If determination is made to seek police intervention, the demonstrators 
will be so informed.  
• Upon arrival of the Fort Scott Police Department, the remaining 
demonstrators will be warned of the Police Department's intention to 
arrest.  
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3.14 Earthquake  
During an earthquake, remain calm and quickly follow the steps outlined below.  
• If Indoors: Seek refuge in a doorway or under a desk or table. Stay away from 
glass windows, shelves, and heavy equipment.  
• If Outdoors: Move quickly away from buildings, utility poles, and other 
structures.  
CAUTION: Always avoid power or utility lines as they may be energized.  
If in an automobile, stop in the safest place available, preferably away from power 
lines and trees. Stop as quickly as safety permits, but stay in the vehicle for the 
shelter it offers.  
After the initial shock, evaluate the situation and if emergency help is necessary, 
call 911.  
Protect yourself at all times and be prepared for aftershocks.  
Damaged facilities should be reported to the VP of Finance and Operations. 
 
NOTE: Gas leaks and power failures create special hazards. Please refer to the 
section on Utility Failures (Section 8.7).  
 
If an emergency exists, activate the building alarm (fire alarm). When the building 
evacuation alarm is sounded, walk to the nearest marked exit and ask others to 
do the same.  
 

ASSIST THE HANDICAPPED IN EXITING THE BUILDING! 
Remember that elevators are reserved for use by the handicapped persons. 

 
DO NOT USE ELEVATORS IN CASE OF FIRE. REMAIN CALM. 

 
Once outside, move to a clear area at least 500 feet away from the affected 
building(s). Keep streets, fire lanes, hydrants, and walkways clear for emergency 
vehicles and crews. If requested, assist emergency crews as necessary. A Field 
Emergency Command Post may be set up near the emergency site. Keep clear of 
the command post unless you have official business.  
 
DO NOT RETURN TO AN EVACUATED BUILDING unless told to do so by a college 
official.  
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3.15 Violent Intruder 
 
Armed Intruder Emergency Information 

 

An armed intruder emergency involves one or more persons using a weapon, 
most commonly a firearm engaging in a random or systematic attack.  The vast 
majority of attacks in this country are over in a matter of minutes, involve persons 
known to one another, and are confined to a particular area.   

Traditional response to this type of incident has been to shelter in place and wait 
for the police to arrive.  While this type of response is not completely wrong, case 
studies of several armed intruder incidents have shown that using only this 
response has resulted in an increase in casualties.  This college has adopted the 
“ALICE” response plan to assist you in your response to this type of incident. 

 

A.L.I.C.E. 

“A.L.I.C.E.” is an acronym for 5 steps you can utilize to increase your chances of surviving an 
attack by an armed intruder.  It is important to remember that the “ALICE” response does not 
follow a set of actions you “shall, must, will” do when confronted with an armed intruder.  Your 
survival is paramount in this situation.  In this type of incident, your perception is the reality and 
you will be deciding what the appropriate action for you is to take. 

1) Alert – Can be anything 
• Gunfire 
• Witness 
• Running/Chaos 
• Text Alert 
• Email Alert 
• Social Media 

2) Lockdown – This is a semi-secure starting point from which to make a survival 
decision.  If you decide to not evacuate, secure the room. 

• Lock the door 
• Cover any windows in the door if possible 
• Barricade the door with anything available 
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• Tie down the door if possible 
• Look for alternative escape routes 
• Call 911 
• Move out of the doorway in case gunfire comes through it 
• Once secured, do not open the door for anyone.  Police will enter the room when 

the situation is over. 
• Gather weapons (cups, desks, laptops, phones) and mentally prepare to defend 

yourself or others. 
• Put yourself in a position to surprise the attacker should they enter the room. 

3) Inform – Using any means necessary to pass on real time information. 
• Given in plain language 
• Can be derived from 911 calls, video surveillance, etc. 
• Who, what, where, when and how information. 
• Can be used by people in the area or who may come into it to make common 

sense decisions. 
• Can be given by phone alerts, PA announcements, push notifications, or police 

radio speakers. 
4) Counter – This is the use of simple, proactive techniques should you be confronted by 

the armed intruder. 
• Anything can be a weapon. 
• Throw things at the intruder’s head to disrupt their aim. 
• Create as much noise as possible. 
• Attack in a group (swarm). 
• Grab the intruder’s limbs and head and take them to the ground and hold them 

there. 
• Fight dirty – bite, kick, scratch, gouge eyes, etc. 
• Create chaos. 
• In you have control of the shooter, call 911 and tell the police where you are and 

listen to their commands when officers arrive on scene. 
• Do not take the weapon and hold it on the intruder.  The police will not take the 

time to ask questions.  Their priority is to eliminate the threat. 
5) Evacuate – Remove yourself from the danger zone as quickly as possible. 

• Decide if you can safely evacuate. 
• Run zigzag patterns as fast as you can. 
• Do not stop running until you are far away from the area. 
• Break out windows and attempt to quickly clear glass from the frame. 
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Section 4: Emergency Operations Center (EOC) 
When a major emergency occurs or is imminent, it shall be the responsibility of 
the President or their Designee to initiate the Emergency recall roster and set up 
the Emergency Operations Center (EOC) as directed. 

The primary EOC for the Fort Scott Campus is office of the President.  

The second EOC for the Fort Scott Campus is the office of the Dean of Students. 

The third EOC for the Fort Scott Campus is the office of the VP of Finance and 
Operations.  

The fourth EOC for the Fort Scott Campus is the office of the VP of Academic 
Affairs. 

The off-campus EOC for the Miami County Campus is the office of the Associate 
Dean.  

The off-campus EOC for the Pittsburg Campus is the office of the Associate Dean. 

Section 4b: Direction and Coordination 
4.1 Emergency Director 

The President shall direct all emergency operations. In the absence of the College 
President, responsibility of the operations will be assumed in the following order: 

Fort Scott campus 

Dean of Students; VP of Academic Affairs; VP of Finance and Operations; Crisis 
Team Chair 

Pittsburg campus - Harley 

Harley Director 

Crawford County Tech Ed Center –  

CTEC Director, Construction Trade Instructor, Masonry Instructor 
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Miami County campus:  Associate Dean of Miami County Campus 

Fort Scott Cosmetology:  Cosmetology Instructors 

The first College employee on site shall assume operational control of the 
emergency until relieved by a designee. 

STARS : STARS Director, Instructors 

4.2 Emergency Coordinator 

All emergency operations shall be coordinated from the Emergency Operations 
Center. The direct operational control of the campus major emergency or disaster 
is the sole responsibility of the College President or his/her designee. The 
coordination of campus emergency resources is the responsibility of the Dean of 
Students who will coordinate all immediate on-campus emergency functions as 
directed. 

4.3 Emergency Operations Center Staffing 

EOC Leadership: The College President, VP's or their designees will be responsible 
for taking command of the EOC and issuing directives necessary to effect orderly 
evacuation, rescue, cleanup, or other operations as required.  

Dean of Students: The Dean of Students or designee will act as the single point 
of contact for all external emergency response agencies including, but not 
limited to, local police and fire emergency response teams, county emergency 
management, and any state or federal emergency response activities. During an 
actual emergency (or disaster simulation), direct emergency radio 
communications may be made by the VP or designee, with city or county 
emergency personnel per existing memos of understanding between FSCC, the 
city of Fort Scott Fire and Police Departments, and the Bourbon County 
Emergency Manager. The Dean or designee is also responsible for appropriating 
and directing manpower and equipment to cordon and maintain security in the 
affected area, and for furnishing equipment and directing manpower to set up 
barricades and to support evacuation efforts. Working with local and state 
emergency agencies, the Dean or designee will direct search and rescue 
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operations, maintain crowd control, direct large-scale evacuations, establish 
traffic flow routes, and assist with traffic control. The Dean of Students, or 
designee, will be responsible for serving as the liaison with student officers; 
evacuating and relocating students; establishing an emergency telephone 
information center to handle calls from parents, will be responsible for 
communicating with injured students and their families; assigning division staff to 
assist injured or hospitalized students and their families; writing letters to notify 
parents of the continuing care that is available to students (which will include 
local and state agencies, as well as any College-based care); and maintaining 
follow-up activities such as referrals for help outside the College setting.  

VP of Finance and Operations: The VP of Finance and Operations, or designee will 
be responsible for furnishing and directing manpower and equipment for 
restoring buildings to functional use, performing damage assessment, and 
determining if buildings are structurally sound before being occupied. The VP of 
Finance and Operations or designee will also have the responsibility of furnishing 
and directing manpower and equipment to initiate cleanup operations. 

The President or Designee: The President or designee (Director of Strategic 
Communications) will serve as official spokesperson for the College, and will be 
responsible for responding to requests from the outside media and for providing 
news releases to the public.  

VP of Academic Affairs: The VP of Academic Affairs, or designee, will be 
responsible for informing faculty; delegating their responsibilities; direct the staff 
to remain in their department location, if safe; to secure student files and provide 
student-related information; and will recommend the restarting of classes and 
activities after a crisis. 

VP of Finance & Operations: The VP of Finance & Operations or designee will be 
responsible for notifying risk management and insurance companies about the 
emergency, and for authorizing purchases of outside services and materials 
needed for the management of emergency situations. 

Director of Human Resources: In the event the computer network is unavailable, 
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the Director of Human Resources will be responsible for providing employee data 
and information to the Crisis Management Team; to secure personnel files and 
provide employee-related information; helping to identify injured and missing 
employees involved in the emergency; checking staff records for all injured to 
determine special medical needs that may be on file; supervising the collection of 
information about those involved in the emergency; communicating with injured 
employees and families; arranging support services, as needed; facilitating 
Worker’s Compensation Reports; assisting with medical claims, insurance, etc.; 
assigning staff to assist injured or hospitalized employees; coordinating internal 
and external communications with the College spokesperson regarding employee 
status following crisis situation. The Director of Human Resources will also be 
aware of the requirements of the Freedom of Information Act and consult the 
EOC team when information is being released outside the Center. 

Director of Information Technology: The Director of Information Technology will 
be responsible for coordinating the use of technology, assisting in 
establishment/maintenance of an emergency communications network; 
supervising the use of the College computer system for communication with the 
President’s office, and the EOC. As needed, the Director of Information 
Technology will report to the President, or designee various sites involved in the 
communication system if there are problems in that system, and provide 
technical support for all communications hardware. 

College Attorney: The college attorney will be responsible for providing advice 
and legal counsel regarding various response scenarios and their impact on 
college operations. 

4.4 Field Emergency Command Post 

If the emergency involves only one building or a small part of the campus, a police 
or fire vehicle should be placed as close to the emergency scene as is reasonably 
possible.  

4.5 VP of Finance and Operations - Damage Control:  

The VP of Finance and Operations has the following responsibilities: 
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• Provides personnel and equipment to perform: shutdown procedures, hazardous 
area control, damage assessment, debris clearance, emergency repairs and 
equipment protection. 
 

• Provides vehicles, equipment, and operators for movement of personnel and 
supplies, assigns vehicles as required to the Emergency Resource Team for 
emergency use. 
 

• Obtains the assistance of utility companies as required for emergency 
operations. 
 

• Furnishes emergency power and lighting systems as required. 
 

• Surveys habitable space and relocates essential services and functions. 
 

• Provides facilities for emergency fuel during actual emergency or disaster 
periods. 
 

• Provides for storage of vital records at an alternate site; coordinates with 
department heads for liaison and support. 

 

4.6   Public Information Officer: (Digital Content Specialist) 

The College has two basic guidelines to observe in media relations during 
emergency situations: 

• Only an authorized spokesperson (the College President or designee will meet 
or talk with the media. 

• Only factual information may be released; no speculation is to be offered. 

 

Media Contact information: 

Contact Information: During Regular Hours 

President’s office: 620-223-2700 ext. 5200 
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Digital Content Specialist: 620-223-2700 ext. 4500 

Contact Information: After Hours  

See after hours phone list. 

 

Other Guidelines 

• All faculty and staff are advised to report crisis situations to their immediate 
supervisor. They are also reminded not to speak to the media on behalf of the 
College. 

• The President’s Office must be informed immediately of existing 
emergencies. Complete details should be made available to them, including the 
nature of the emergency, how it began, who is involved, what is happening now, 
and what help has been requested. 

• The President, or designee and the Public Relations department shall confer 
and decide on the appropriate responses to the media. 

• All calls from the media are referred directly to the President’s office at 620-
223-2700, ext. 5200. 

• The College Crisis Management Team will designate a room on campus for 
press/media representatives, if necessary. 

 

Duties of Digital Content Specialist/Public Relations Director following an 
Emergency 

• As soon as is practical, President or Director of Strategic Communication, 
and/or designee will provide a news release for the media.  

• Director of Strategic Communication designee will assist the President, or 
designee with Fort Scott Police and/or Fire Departments to define media 
restrictions, parking zones, and areas available for news vans and satellite units. 
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• President or Director of Strategic Communication designee, where practical,
will hold a news briefing that includes information on restricted areas, as well as
where, when, and how future briefings will be held.

• President or Director of Strategic Communication designee will provide
members of the media with packets of general institutional information (number
of employees, students, campus map, etc.).
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Section 5: Crisis Management Plan  
 
5.1 Introduction:  
Whether “minor”, “major” or a “disaster” once the emergency event has passed, 
communication is key to maintaining control and order. The President will 
determine what information shall be released to the public. 
5.2 Death and/or Serious Injury:  
The death or serious injury to a student or staff member by accident, illness or 
suicide has the potential for disrupting the school environment. The response to 
these crises should be time-related, problem-focused interventions designed to 
determine the facts, disseminate accurate information, restore equilibrium, and 
support productive, appropriate responses.  
 
5.3 The Crisis Management Team:  
 
Vanessa Poyner – Dean of Students, Chair    620-719-6943 
 
Sonia Gugnani – VP Academic Affairs     620-644-8067 
 
Alyssa Martin – Director of Student Life    620-215-0955 
 
Ben Souza       –   Director of Institutional Research  417-549-0408 
 
Liza Erwin – Athletic Director                 620-875-4228 
 
Kevin Thomure - Instructor      417-437-8504 
 
Conor Chadwell, Athletic Trainer     517-282-4216 
 
Brian Thurston – Maintenance Director       620-215-9721 
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5.4 Death or Serious Injury  
In the event of a staff and/or a student(s) death or serious injury, the suggested 
steps are:  
□ Verify the information concerning the death or serious injury of a student or 
staff member.  
[NOTE: NO unofficial messages or postings on social media outlets or the 
dissemination of information by any means will be made until an official 
statement is issued by the President or his/her designee.]  
□ Contact the SE Kansas Mental Health Center. Primary point of contact is 620-
431-7890, ask for Crisis Services  
□ Prepare formal statements or announcements. [NOTE: It is important to provide 
facts so as to reduce rumors.]  
□ Designate rooms to be used for counseling.  
□ Identify other/additional students, staff, and parents likely to be affected by 
news.  
□ Make official announcement. 
□ Provide grief support for students and staff.  
□ Provide substitute faculty as needed.  
□ In case of death, provide funeral/visitation information if affected family has 
given permission.  
□ Send college official for representation if feasible.  
□ Make arrangements for counselors or administrators to visit selected classes as 
needed and to speak personally to staff members.  
□ Notify faculty, athletics and Residence Assistants for students who exhibit 
evidence of emotional distress.  
 
5.5 Memorials  
The Crisis Management Team will recommend whether to hold a memorial, vigil 
or other service for the deceased and/or injured. Appropriate on and/or off 
campus facilities will be utilized. Memorial/grieving services should be held within 
48 hours of the deceased’s departure if at all possible. 
 
5.6 Dismissal of Classes  
Depending on the level of the emergency, the President or his/her designee may 
recommend the dismissal of classes.  
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5.7 Missing Student Procedure 
 A missing student is defined as any Fort Scott Community College student who 
resides in a facility owned or operated by Fort Scott Community College and who is 
reported as missing from his/her residence hall room/apartment. 
 

Procedures: If any member of the Fort Scott Community College community has 
reason to believe that a student is missing, he/she should immediately notify the 
Director of Student Life, and/or the FSCC Dean of Students.  All possible efforts will 
be made to locate the student and to determine his/her state of health and well-
being through collaboration of all FSCC employees, and the missing student’s family 
and friends. Once a missing student is reported, FSCC Security will work in 
conjunction with the Dean of Students, Athletics and the Residential Life office to 
ascertain as much information as possible.  

The procedures that will be followed will include, but are not limited to the 
following: 

 Collection of Information 

• The identity of the student 
• The person reporting the incident 
• The relationship of the person reporting 
• The circumstances that caused the reporting person to file the report 

FSCC Designee will contact the following: 

• The student’s roommate 
• The student’s friends 
• The student’s advisor/coach/work study supervisor 
• The student’s emergency information as stated on the student’s housing 

information 

If the student is not located within 24 hours of the first report, appropriate family 
members, associates, or a college official will file a report to the law enforcement 
agency which has jurisdiction. If the missing student is under the age of 18 and is not 
an emancipated individual, the FSCC Campus Police Office will notify the student’s 
parent or legal guardian immediately after it has been determined that the student 
has been missing for more than 24 hours.  
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APPENDIX A: On/Off Campus Sources of Assistance  
 
5.1 On-Campus Resources 
 
Skilled workers are available from the Facilities department at all times during 
normal working hours; members of the Facilities staff are available after hours on 
call (see After-Hours phone list). They are capable of providing the following 
emergency services: 
 

• Utilities:  Repairs and/or shutdown of water, gas, electric and sewage  
• Structures: Repairs to structures and mechanical equipment therein, 

including heating and cooling systems. 
• Equipment:  Portable pumps, generators, floodlights, welders, air 

compressors, tractors, backhoes, etc. 
• Transportation: Sedans, vans, trucks and tractors. 
• Emergency Procurement: Procurement of materials and services can be 

arranged in direct support of any contingency. 
 
Whom to Contact:  
VP of Finance and Operations  620-223-2700  ext. 5130 
 
Maintenance Department:  620-223-2700  ext. 4700 
 
After Hours:  Refer to the “After Hours Contact Numbers” list found on page 1 of 
this document. 
 
 
Emergency Shutdown Procedures: 

In the event of a natural disaster in which major structural damage is sustained, 
turn off any hazardous utilities (electricity and natural gas) in affected areas. 
 
 
 
 
 
 

131



5.2 Off-Campus Resources: 
 
NON-Emergency Telephone Numbers: 
DISPATCH:  …………………………………………………………….…………….. 620-223-1700 
 Fire ……………………………………………………………………………………… 620-223-2140 
Ambulance ………………………………………………………………………….. 620-223-7070 
Police ………………………………………………………………………………….. 620-223-1700 
County Sheriff …………………………………………………………………….. 620-223-1440 
 
HOSPITAL EMERGENCY DEPARTMENTS: 
 
Via Christi Hospital – Pittsburg……………………………………………..     620-231-6100 
Miami County Medical Center……………………………………………..      913-294-2327 
 
Additional Health and Community Help Telephone Numbers: 
 
AIDS Awareness……………………………………………………………………..      800-342-AIDS 
AIDS Resource Network .............................................................     800-738-AIDS 
Alcoholic Anonymous .................................................................    620-431-1064 
Child Abuse & Neglect Hotline.....................................................    800-922-5330 
DECCA (Ottawa)............................................................................   785-242-7100 
Federal Bureau of Investigation (FBI) ..........................................   866-327-8200 
Kansas Alcohol and Drug Abuse Services ....................................   620-473-2242 
Kansas Alcohol and Drug Abuse Section (SRS) ............................   785-296-3925 
Kansas Arson/Crime Hotline …………………………………………………..    800-KS-CRIME 
Kansas Crisis Hotline (Domestic Violence/Sexual Assault...........    888-363-2287 
Kansas Division of Environment (Emergency Spill Response).....    785-296-1679 
Kansas Division of Health (Bioterrorism Incident) ......................   877-427-7317 
Kansas Epidemiologic Services (Reportable Diseases)................    877-427-7317 
Kansas State Fire Marshall .........................................................    866-542-9628 
Mid-America Poison Control Center...........................................   800-222-1222 
National Institute on Drug Abuse ...............................................   800-662-4357 
National Cocaine Hotline............................................................    800-Cocaine 
National Clearing House.............................................................    800 SayNoTo 
National Response Center.........................................................   800-424-8802 
(Toxic Chemicals Spills, Oil Spills, Terrorist Threats) 
National Runaway Switchboard ……………………………………………   800-RUNAWAY 
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National Suicide Prevention Lifeline..........................................  800-273-8255 
Southeast Kansas Mental Health Center – Ft. Scott………………    620-223-5030 
Crawford County Mental Health Center……………………………….    620-231-5130 
Miami County Mental Health Center……………………………………    913-294-5755 
Southeast Kansas Mental Health Center……………………………….   620-431-7890 
 
Emergency Contacts of Helping Agencies in the Community  
 
American Red Cross:  Wichita   316-219-4050 
  
Local Community Churches- 
 
Apostolic Christian Church  1615 S. Horton Ft. Scott  223-0373 
Apostolic Pentecostal:  1330 215 St.     Ft. Scott  223-6040 
Bethel Community Church  1397 155 St.  Ft. Scott  223-5142 
Christian Gospel Chapel  2305 Maple Rd. Ft. Scott  223-2939 
Church of Christ   1415 S. Crawford Ft. Scott  223-4076 
Church of Christ   1900 S. Margrave Ft. Scott  223-2222 
Church of Jesus Christ of LDS  2109 Jayhawk Rd. Ft. Scott  768-0225 
Community Christian Church  1919 S. Horton Ft. Scott  223-1500 
Community of Christ   1623 S. Eddy  Ft. Scott  223-2135 
Cornerstone Bible Church  1605 Maple Rd. Ft. Scott  215-4965 
First Baptist Church   123 Scott   Ft. Scott  223-3080 
First Christian Church   101 S. Judson  Ft. Scott  223-3944 
First Church of God   1115 E. Wall  Ft. Scott  223-3862 
First Presbyterian Church  308 S. Crawford Ft. Scott  223-3180 
First Southern Baptist Church  1818 S. Main  Ft. Scott  223-2986 
First United Methodist Church 301 S. National Ft. Scott  223-1950 
Fort Scott Church of the Nazarene 1728 Horton St.  Ft. Scott  223-0131 
Grace Baptist Tabernacle  502 S. Margrave Ft. Scott  223-3140 
Jehovah’s Witnesses   1280 245 St.  Ft. Scott  223-2300 
Life Point First Assembly of God: 124 E. National  Ft. Scott  223-4170 
Mary Queen of Angels Catholic Ch. 705 S. Holbrook St. Ft. Scott  223-4340 
Parkway Church of God  1111 State  Ft. Scott  223-6870 
St. John’s United Methodist Church 223 S. Little  Ft. Scott  223-0812 
Seventh Day Adventist Church 2308 Jayhawk Rd. Ft. Scott  223-3221 
Trinity Lutheran Church  2824 S. Horton Ft. Scott  223-3596 
West Park Church of the Nazarene 1728 Horton St. Ft. Scott  223-2911 
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APPENDIX B: Homeland Security 

Fort Scott Community College (FSCC) is sensitive to the dangers of terrorism and 
the responsibility for providing safety to our students, faculty, and staff. Every 
member of our campus community has the responsibility to work toward creating 
a safe and secure campus. The heightened security in the United States asks 
people to be particularly attentive of their surroundings as they go about their 
normal business. FSCC's response to Homeland Security should be one of 
awareness, but not one of fear or panic. Below are responses to the most 
frequently asked questions.  

Q: How is FSCC preparing for homeland security?  
A: The College has an Emergency Response Plan, and an emergency response 
team who are prepared to give leadership, guidance, and support in the event of 
a Homeland Security Alert. The College President and his/her designee are 
responsible for putting the plan into motion.  

Q: Is FSCC prepared for different kinds of emergencies?  
A: The College is prepared for various emergencies that include medical 
emergencies, security emergencies, evacuations, weather-related situations, and 
other needed emergency responses. Through the FSCC Crisis Management team, 
Fort Scott Police and Fire Departments, city, county and state agencies, the Red 
Cross and FEMA, the College has access to an abundance of resources.  

Q: What physical resources will be available for persons on campus?  
A: Food, water, and shelter will be provided for all persons restricted to the 
campus. Staff from the Office of Student Services will coordinate the access of 
these resources in cooperation with the VP of Student Life and general manager 
of Food service company food services. In the event of catastrophic event and 
food services are unavailable, a limited amount of water and food rations are 
maintained for such emergencies.  

Q: If an emergency occurs, how do I get information about what to do? 
• Baseball field/Softball field/Turf Practice Field - If you are located on the
baseball fields, softball fields or turf practice field, please proceed to the north
parking lot of Greyhound to park vehicles and go into the entrance door to the
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basement of the Dick Hedges Administration Building and await further 
instructions.  
• Residence Halls - If you are located in a residence hall, the Dorm Director and 
RA’s, along with other staff, will come to advise students.  
• Arnold Arena –Rodeo Arena -If you are in the weight room, gym or Rodeo 
Arena please proceed to the Dick Hedges Administration Building’s basement and 
await instructions. 
• Bailey Hall – Vocational Building - If you are located in Bailey Hall or the 
Vocational Building, please go to the Round Rooms in Bailey Hall and await 
instructions. 
• Danny & Willa Ellis Fine Arts Building – If you located in the Fine Arts Building, 
please go to the Round Rooms in Bailey Hall and await instructions. 
• Dick Hedges Administration Building – If you are in the Dick Hedges 
Administration Building, please process to the basement and await instructions.  
 
We will use all means available to communicate with students, faculty, and staff, 
including voice mail, electronic mail, text-messaging, electronic messaging screens 
and campus pcs, walkie-talkies, bull-horns, and person-to-person messengers 
assigned those responsibilities.   
  
Q: How can students and parents obtain information?  
A: The College will do its best in an emergency to maintain telephone 
communication. The FSCC Web site (www.fortscott.edu) will carry pertinent 
information. There will also be updated information on the College main 
switchboard number 620-223-2700. Critical messages will be disseminated via the 
RAVE text messaging system. 

Q: What can you do to help right now?  
A: Campus safety is the responsibility of every community member. As you go 
about your daily routine, be observant and do your part to help maintain a safe 
campus. It is important for everyone to be especially observant and to report 
unusual or suspicious behavior to the Deans in a timely manner. Such behavior 
could include [but not limited to]:  
• People in buildings or areas who do not appear to be conducting legitimate 
business  
• Unauthorized personnel in restricted, sensitive, or private areas  
• Persons abandoning parcels or other items in unusual locations  
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• Abandoned vehicles  
• Unfamiliar vehicles with person/s sitting inside  
 
You can also help by following these normal security procedures:  
• Do not prop open or compromise building/residence hall entrance 
doors/windows. Rectify these situations when you observe them.  
• Secure all your areas when you are not present.  
• Protect access codes.  
• Familiarize yourself with evacuation plans and routes.  
 
You can also be more in touch through the following actions:  
• Sign up for RAVE at www.fortscott.edu under the Quick Links section by 
clicking on “FSCC Alerts!”  
 
Q: Whom should you call if you notice suspicious behavior?  
A. Call the Dean of Students 620-223-2700 ext. 3500, VP of Finance & Operations 
620-223-2700 ext. 5130, VP of Instruction 620-223-2700 ext. 3400 or assigned 
designee. 
 
A Special Message to International Students and Families  
Please be assured that special concern and care will be given to you and your 
families during these times of uncertainty. The International Student Office 
provides support to all international students, and can be contacted at 620-223-
2700 ext. 3580 or courtneym@fortscott.edu.  
Key contacts are the Dean of Students at 620-223-2700, ext. 3500 and the 
Director of Student Life at 620-223-2700, ext. 3526.   
  
In the event that telephone communication is disrupted because of increased 
calling traffic, family and friends should know that the College e-mail system is 
usually operational and may be the most efficient way to maintain contact. The 
FSCC website www.fortscott.edu will be updated as needed. 

National Terrorism Advisory System (NTAS) When the National Terrorism 
Advisory System announces a security alert the College will act promptly to notify 
all constituents.  
The National Terrorism Advisory System, or NTAS, replaces the color-coded 
Homeland Security Advisory System (HSAS). This new system will more effectively 
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communicate information about terrorist threats by providing timely, detailed 
information to the public, government agencies, first responders, airports and 
other transportation hubs, and the private sector. It recognizes that Americans all 
share responsibility for the nation's security, and should always be aware of the 
heightened risk of terrorist attack in the United States and what they should do. 
(Source: NTAS website, www.dhs.gov/alerts)  
Current NTAS Alerts can be found at the following link:  
http://www.dhs.gov/files/programs/ntas.shtm#current 
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APPENDIX C: Emergency Drills, Shelter and Evacuation 

Periodically, emergency drills will be performed in each building. The Crisis 
Management Committee will plan building evacuation drills. A list of drills will be 
maintained each year in this plan. Exact dates will be determined and the 
appropriate personnel will be notified several days before the drill. 

 
 
 
BUILDING 
 
 

 
 
 
BUILDING COORDINATOR 

 
 
 
TORNADO/SEVERE 
WEATHER SHELTER 

Bailey Hall Dean of Students and VP of 
Academic Affairs 

Students will follow 
directions by FSCC 
Instructors to move to 
designated areas 

Arnold Arena Athletic Director Take shelter in the 
basement of Hedges 
Administration Building.  If 
time does not permit, go to 
the women’s basketball 
locker-room. 

Burris Hall AG Instructor Take shelter in the 
basement of Hedges 
Administration Building 

Greyhound Lodge Resident Assistant Basement of complex, 
located down the ramp on 
the NE side of the building 

Boileau Hall Director of Student Life 
Resident Assistants 

Take shelter in the 
basement of Hedges 
Administration Building. If 
time does not permit, first 
floor residents should take 
cover in their closet and 
second floor residents 
should move to the first-
floor hallway between 
Rooms 406-412 and 415-
420 
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Hedges Administration 
Building  

President and VP of Finance 
and Operations 

Take shelter in the 
basement of the Hedges 
Administration Building 

Greyhound Hall Director of Student Life 
Resident Assistants 

Take shelter in the 
basement of the Hedges 
Administration Building 

East Campus John Deere Instructors Take shelter in interior 
classroom 

FSCC Cosmetology 
 

Instructors of Cosmetology Take shelter in Bailey Hall in 
Room A-130.  If time does 
not permit stay in the 
building in Room D-100 

Danny & Willa Ellis Family 
Fine Arts Center 

Public Relations Director Take shelter in the hallway 
by the Green Room and in 
the Theatre Restrooms 

Miami County Campus Associate Dean of the 
Miami County campus  

Take shelter in the 
basement and the interior 
rooms. 

Construction Trades 
Building 

Construction Trades 
Instructor 

Take shelter in an interior 
room or hallway. 

Harley-Davidson Technician 
Training Center 

Director of Harley-Davidson Take shelter in the Interior 
hallway. 

STARS, Pleasanton, KS Director of STARS Take shelter in an interior 
room or hallway. 

Revised:  August – 2024 
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OfficesOffices OfficesOffices

EXIT

EXIT EXIT

EXIT

EXIT

EXIT

EXIT

EXIT

A124

A125

A158 A150 A146

A127

A126

A128

A129

A132

A130

A133

A134

A135 A137

A139

A101

A100

A201

A238

  Elevator
Admissions

Conference Room. Study Rooms

Conference
Room

C
om

p
u

ter LabA115-120 A103A104-110

Classrooms Offices Restrooms

A140

ROOM DIRECTORY
A-101................(South) Center Hall
A-103 to A-120...............North Hall
A-122..............................North Hall
A-123..............................North Hall
A-124..............................North Hall
A-125............................. South Hall
A-126............................. South Hall
A-127..............................North Hall
A-128...............North & Center Hall
A-129.............. Center & South Hall
A-130............................Center Hall
A-132............................Center Hall
A-134............................. South Hall
A-135..............................Commons
A-137..............................Commons
A-139 & A-140................Commons
A-146............................. South Hall
A-150............................. South Hall
A-158............................. South Hall
A-201............... (South) Center Hall
A-239 to A-241...............Commons

DEPARTMENTS
Advising ............................... A-133
Biology Lab........................... A-146
CAD Classroom.................... A-100
CAMP........................A-239, A-241
Chemistry Lab...................... A-158
Faculty Lounge......................A-114
Faculty Offices........ A-104 to A-110
............................... A-115 to A-120
Instruction Office................... A-103
Library.................................. A-238
Physics Lab.......................... A-150
Print Shop............................. A-201
Restrooms..................... South Hall
  Faculty........................North Hall
  Handicapped...............................
      North Hall,  A-139, A-238 
Student Services.................. A-135
Student Success Center....... A-139
Student Union....................... A-137
TRIO..................................... A-140

A239

A240
A241

TRIO
Lounge

Updated 8/2023

Unisex

Unisex
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Unisex
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Dick Hedges Administration
Ground Level

➥Take stairs to 
lower level.

Office

TORNADO
SHELTER

FIRE EXIT

EXIT

Tornado - Proceed downstairs by the 
women’s bathroom in the cafeteria.

	   Fire - Vacate the building by the shortest 
		  route and remain at least 100 feet away 
		  from building.

EXIT EXIT

EXITEXIT
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Dick Hedges Administration
Lower Level

Tornado - Proceed to under the stairwell, 
football classroom and southeast 
classroom.

Fire - Vacate building by the shortest 
route and remain at least 100 feet 
away from building.

Football Offices

Classroom

ABEABE

IT Offices

IT Storage IT Storage

Football
Classroom

Classroom

Storage

Storage

StorageStorageStorage

EXIT

EXIT

EXIT
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Basement

Under Building down ramp➦

Fire - Assembly point.

Tornado Shelter - Basement

Fire - Vacate building by the shortest 
route and remain at least
100 feet away from the building.EXIT

Greyhound Lodge
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425 423
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421
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419
422

417
420

415
418 416 414

413
412

411
410

409
408

407
406

405
404

403
402

401

Boileau Hall
First Floor

Tornado - Go to interior hallways on first floor.

Fire - Vacate building by the shortest route and remain 
at least 100 feet away from building.

Fire Extinguishers are located between Rooms 507 & 
509 and Rooms 519 & 521.

E
N S
W

GAME
ROOM

EXT.

EXT.

EXIT

EXIT

EXIT

EXIT

EXIT
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527 525
526

523
524

521
522

519
520

517
518 516 514

515 513
512

511
510

509
508

507
506 504

503
502

501505

Boileau Hall
Second Floor

ROOF

E
N S
W

EXT.

EXT.

Tornado - Proceed to interior hallway on 
first floor.

Fire - Vacate building by the shortest 
route and remain at least 100 feet 
away from building.

Fire Extinguishers are located between 
Rooms 407 & 409 and Rooms 417 & 
419.

EXIT

EXIT

EXIT
EXIT
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Room
115

Room
116

Room
114

Room
117

Room
113

Room
112

Room
119

Room
120

Room
118

Room
111

Room
110

Room
121

Room
109

Room
122

Room
108

Lounge

Room
107

Room
106

Room
105

Room
104

Room
103

Room
101

Room
102

Greyhound Hall - First Level
Tornado - Go to interior hallways and bathrooms. 

If time permits proceed to the basement of
the Dick Hedges Administration Building.

Fire - Vacate building and remain at least 
100 feet away from building.

Dick Hedges Administration Bldg.➔ ➔

EXIT

EXIT

EXIT

EXIT
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Room
215

Room
216

Room
214

Room
217

Room
213

Room
212

Room
219

Room
220

Room
218

Room
211

Room
210

Room
221

Room
209

Room
222

Room
208

Lounge

Room
207

Room
206

Room
205

Room
204

Room
203

Room
201

Room
202Take the stairs to exit.

Stairs 
Only ➔

➔

Tornado - Go first floor Greyhound Hall to the 
interior hallways and bathrooms. If time
permits proceed to the basement of the Dick
Hedges Administration Building.

Fire - Vacate building and remain at least 
100 feet away from building.EXIT

EXIT

EXIT

EXIT

EXIT

Greyhound Hall - Second Level
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Room
315

Room
316

Room
314

Room
317

Room
313

Room
312

Room
319

Room
320

Room
318

Room
311

Room
310

Room
321

Room
309

Room
322

Room
308

Lounge

Room
307

Room
306

Room
305

Room
304

Room
303

Room
301

Room
302Take the stairs to exit.

Stairs
Only

➔

Tornado - Go first floor Greyhound Hall to the 
interior hallways and bathrooms. If time
permits proceed to the basement of the Dick
Hedges Administration Building.

Fire - Vacate building and remain at least 
100 feet away from building.EXIT

EXIT
EXIT

EXIT

EXIT

Greyhound Hall - Third Level
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Classroom

Pedicures

Office Mechanical
Room

Classroom

Dispensary 
 Room

HVAC 

Locker Area

Women’s
Bathroom

Men’s
Bathroom

Storage

Salon Area Closet

Cosmetology - First Level

Pedicures

Tornado - Proceed to the pedicure 
rooms and restrooms.

Fire - Vacate building by the stairs 
and remain at least 100 feet away 
from building.

EXIT

EXIT

EXIT EXIT
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Women’s
Bathroom

Men’s
Bathroom

OPEN to Cosmetology

Second Level - Vacant

Exit on lower level.

Exit on lower level.

EXIT

Tornado - Proceed to lower level via 
stairs.

Fire - Vacate building by the stairs 
and remain at least 100 feet away 
from building.

EXIT

Employee
Gym

EXIT
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Danny & Willa Ellis Family 
Fine Arts Center

Tornado - Proceedto the hallwaysoutside the stagearea,
restrooms, roomsH139-H140, storageareasandmusiclab
asdesignated.

Fire -Vacate building bythe shortestroute andremainat least
100feet awayfrombuilding.

EXIT

EXIT
EXITEXIT

EXIT

EXIT
EXIT

EXIT
EXIT

EXIT

EXIT
EXIT

EXIT

EXIT
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RODEO ARENA

Arnold Arena Gym Tornado - Proceed to training room, locker rooms
  and bathrooms.

Fire - Vacate building by the shortest route and 
remain at least 100 feet away from building.

EXIT

EXIT

EXIT

EXIT

EXITEXITEXIT

EXIT

EXIT
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F-9 F-10

Offices

Arnold Arena Gym
Second Floor

Tornado - Proceed by stairs to the downstairs 
designated area.

Fire - Vacate building by the shortest route and 
remain at least 100 feet away from building.EXIT
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Armed Intruder
ALICE is not designed to be
sequential.  Use the best option
for your personal safety.

ALERT
Listen or receive specific
information.
Immediately call to report.

LOCKDOWN
Secure in place, if you can’t
safely evacuate.
Barricade entry points and
lock doors.

INFORM
Give and get updates by any
means possible.

COUNTER
Distract shooter’s ability for
accuracy.
Move toward exists and make
noise, distractions, throw
objects.
Swarm intruder, fight for
your life.

EVACUATE
If a safe path is available, get
out - put distance between
you and the intruder.
Do not go to your car,
evacuate on foot.
Go to a rally point.
Stay alert to college
information.

Fire/
Smoke/

Explosion
Activate fire pull alarm and call
to report.
Evacuate and report to
Designated Emergency
Assembly Area.
Do not use Elevators.
Grab personal items if time
permits.
Be aware of others in your area
- tell them to evacuate (assist
disabled).

Medical 
Emergency

If the injury/illness is serious
or life threatening,
immediately call 911.
Do not move the person
unless necessary.
Protect from manipulation
and disturbance.
Begin CPR and other first
aid measures.
Stay until medical
assistance arrives.

Hazardous Material/
Suspicious Odor

Alert all persons nearby.
Secure area.
Evacuate to a safe area
Report concern and follow
instructions of Emergency
Personnel.

Severe 
Weather

Stay alert to severe
weather conditions.
If a tornado warning is
issued, outdoor sirens will
be activated, and an
internal RAVE alert will be
issued with instructions
to take immediate shelter.
Stay away from windows
and exterior doors.
Promptly move to a
designated storm security
area.
Remain in the storm
security area until
warning expiration
message is issued through
text or email.
If the facility is damaged,
evacuate after the storm
passes (following
direction of emergency
building personnel) and
stay away.
Watch for falling debris,
downed power lines, gas
leaks.
Call to report injuries.

Power Outage

Remain calm and offer
assistance to others.
Move cautiously to a
lighted/safe area.
Exits should be illuminated.
Report outage and follow
campus guidelines.

Suspicious Behavior or
Activity

Do not let strangers into
locked or secured areas.
Do not physically
confront the person.
Note person’s description
and suspicious activity.
Move to a safe location
and report.

Fort Scott Community College
Quick Reference

Safety Plan
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E.  RESOLUTION 2024 - 51:  CONSIDERATION OF LAUNDRY SERVICE FEE 
 
 
BACKGROUND:  Students who reside in the residence halls are currently charged $25 per 
semester to use the on-campus laundry facilities.  This fee has been the same amount for 
many years.  An increase in the fee would support the maintenance needs of laundry 
appliances.   
 
 
RECOMMENDATION:  It is recommended the Board approve the updated laundry service fee from 
$25 per semester to $100 per semester, effective with the Spring, 2025 semester. 
 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
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F.  RESOLUTION 2024 - 52:  CONSIDERATION OF STUDENT BALANCE THRESHOLD  
 
 
BACKGROUND:  Currently when students have an outstanding balance from a previous 
semester/term they are allowed to enroll in the next semester if their balance is under 
$500.  This has caused student accounts receivable to grow over time.  After reaching out to 
other community colleges we found most have a $0 balance threshold for enrollment.   
 
 
RECOMMENDATION:  It is recommended the Board approve requiring a student’s balance from prior 
semester(s) to be paid in full before being allowed to enroll in the current semester, effective with the 
Spring, 2025 semester. 
 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
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G.  RESOLUTION 2024 - 53:  CONSIDERATION OF BOOKSTORE AND COSMETOLOGY 
CREDIT CARD MERCHANT SERVICES   

 
 
BACKGROUND:  After an analysis of the credit card processing fees and equipment fees for 
both the Bookstore and Cosmetology department, it was determined that FSCC could save 
considerable amount of money if the credit card processor was switched to Square.  It would 
take approximately 60 days for the conversion with approximately $1,598 in up-front 
costs.  The current two systems cost FSCC over $11,000 in equipment/connection fees plus 
processing fees. 
 
 
RECOMMENDATION:  It is recommended the Board approve changing merchant card services to 
Square for the Bookstore and Cosmetology departments. 
 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
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H.  RESOLUTION 2024 - 54:  CONSIDERATION OF CDL GRANT TRAILER PURCHASES 
 
 
BACKGROUND:  Bids were received from Great Western, Vander Haag’s, and Larson Truck 
Sales.  A committee consisting of Rory Chaplin, Dan Boley, Ralph Beacham and Missy Scott 
met on 8/16/2024 to discuss the trailer options.  The committee is recommending accepting 
the bid from Vander Haag’s.  Even though it is the highest bid, it offers advantages over the 
others.  It has built in graphics for no extra charge; the market value of the graphics is 
approximately $7,500 per trailer. Additionally, FedEx has previously wanted to send us 
students for training.  At the time we didn’t have the trailers available. The dual trailer with 
the dolly would provide a better training experience. 
 
 
RECOMMENDATION:  It is recommended the Board approve the purchase of two 28’ Wabash Dry 
Van trailers, a dolly, one 53' Vangard Dry Van and one 45’ Neville Drop Deck trailer from 
Vander Haag’s for $133,425. 
 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 
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CDL Grant - RFP Trailers
Option 1 Vendor Descripton Description 2 Year Amount Date received RFP

Great Western Trailer Dry Van - Vanguard 53' 2024 33,482.14 8/7/2024
Great Western Trailer Drop Deck - Wabash 53' 2024 47,017.86 8/7/2024
Great Western Trailer Admin Fee 190.00 8/7/2024
Great Western Trailer Federal Excise Tax 9,900.00 8/7/2024

90,590.00 
*Note:  53' Drop Deck is a little long for initial training for students, prefer 45' for training

Option 2 Vander Haag's Dry Van - Wabash 28' 2020 21,150.00 8/7/2024
Vander Haag's Dry Van - Wabash 28' 2020 21,150.00 8/7/2024
Vander Haag's Dolly Trailer 6,400.00 8/7/2024
Vander Haag's Admin Fee 225.00 8/7/2024
Vander Haag's Shipping 1,500.00 8/7/2024
Vander Haag's Dry Van - Vanguard 53' 2020 44,450.00 8/7/2024
Vander Haag's Admin Fee 75.00 8/7/2024
Vander Haag's Shipping 900.00 8/7/2024
Vander Haag's Drop Deck - Neville 45' 2025 36,600.00 8/7/2024
Vander Haag's Admin Fee 75.00 8/7/2024
Vander Haag's Shipping 900.00 8/7/2024
**Note:  Built in Graphics at no charge, market value is $7,500 per trailer 133,425.00 

***Note2:  In the past FedEx has wanted to send us students for training, we didn't have the equipment at the time. The dual trailer with dolly would be a better 
experience for students

Option 3 Larson Truck Sales Dry Van - Vanguard 53' 2018 29,900.00 8/13/2024

385,000.00 
(192,085.00) 

Total Budget Grant
Trucks (purchased 5/6/2024)
Trailers (Recommended:  Vander Haag's) (133,425.00) 
   Remaining unused grant funds 59,490.00 *

*Will be issuing RFP for Dump Truck for remaining funds
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Customer No.
Sequence No. 

Quote

Order No. 2-323030

8/7/2024
442178

Fort Scott Community College
2108 South Horton ST
Fort Scott KS 66701

Fort Scott Community College
2108 South Horton ST
Fort Scott KS 66701
USA     Ph: 620-232-5644

Shipping Address:Billing Address:

PO # Ship Method Terms Truck Salesperson
Counter Sale (None) Cash Brent V x7225

Item Description Qty Price Extended

2020 Wabash 28' Van Trailer-Trailer (9001)Trailer (9001) 1.00 21150.00 21150.00

, Vehicle: 2020 Wabash 28' Van Trailer - Spring Ride,  Roll Up Door    

VH AS-IS WHOLE UNITS Warranty (VH WARRANTY) 1.00 0.00 0.00

"AS IS" NO WARRANTY UNLESS OTHERWISE NOTED    

VH Document Fee MBO (Vander Haags Inc DOCUMENT FEE ) 1.00 75.00 75.00

Document Fee    

2020 Wabash 28' Van Trailer-Trailer (9001)Trailer (9001) 1.00 21150.00 21150.00

, Vehicle: 2020 Wabash 28' Van Trailer -Spring Ride,  Roll Up Door    

VH AS-IS WHOLE UNITS Warranty (Vander Haags Inc WARRANTY ) 1.00 0.00 0.00

"AS IS" NO WARRANTY UNLESS OTHERWISE NOTED    

VH Document Fee MBO (Vander Haags Inc DOCUMENT FEE ) 1.00 75.00 75.00

Document Fee    

Dolly-Trailer (9001) Trailer (9001) 1.00 6400.00 6400.00

, Vehicle: Dolly - Spring Ride    

VH AS-IS WHOLE UNITS Warranty (Vander Haags Inc WARRANTY ) 1.00 0.00 0.00

"AS IS" NO WARRANTY UNLESS OTHERWISE NOTED    

VH Document Fee MBO (Vander Haags Inc DOCUMENT FEE ) 1.00 75.00 75.00

Document Fee    

View Our Warranty Policy Online at: www.vanderhaags.com/warranty

Page 1 of 2

Spencer, IA  -  Sioux Falls, SD  -  Council Bluffs, IA  -  Kansas City, MO  -  Winamac, IN  -  Indianapolis, IN  -  London, OH  -  
Louisville, KY  -  Dallas, TX  -  Bridgeton, MO

Vander Haag's Inc.  -  4444 Delaware Ave  -  Des Moines IA 50313

www.vanderhaags.com/locations

Shipping & Return Policy: www.vanderhaags.com/shipping 161



Customer No.
Sequence No. 

Quote

Order No. 2-323030

8/7/2024
442178

****** continued from previous page ******

Shipping & Handling - KS MBO (Vander Haags Inc FREIGHT ) 1.00 1500.00 1500.00

Kansas Shipping & Handling    

50,425.00
0.00

50,425.00

Received By:

  Order Notes: TRAILERS ARE PRICED WITH FSCC GRAPHICS INSTALLED

THANK YOU!

Subtotal
Tax

Total

Balance Due 50425.00

Brent Van Soelen (515-265-1451 x7225) Vander Haags - Des Moines, IA 

Join our new customer portal on www.vanderhaags.com! Create an account to view order history, 
monitor real-time order updates, start returns, save vehicle service history, approve service work, save 

carts, set up tax exemptions, create charge accounts for your business, and more.

View Our Warranty Policy Online at: www.vanderhaags.com/warranty

Page 2 of 2

Spencer, IA  -  Sioux Falls, SD  -  Council Bluffs, IA  -  Kansas City, MO  -  Winamac, IN  -  Indianapolis, IN  -  London, OH  -  
Louisville, KY  -  Dallas, TX  -  Bridgeton, MO

Vander Haag's Inc.  -  4444 Delaware Ave  -  Des Moines IA 50313

www.vanderhaags.com/locations

Shipping & Return Policy: www.vanderhaags.com/shipping 162



Customer No.
Sequence No. 

Quote

Order No. 2-321804

8/7/2024
442178

FORT SCOTT COMMUNITY COLLEGE
2108 SOUTH HORTON ST
FORT SCOTT KS 66701

FORT SCOTT COMMUNITY COLLEGE
2108 SOUTH HORTON ST
FORT SCOTT KS 66701
USA     Ph: 620-249-9594

Shipping Address:Billing Address:

PO # Ship Method Terms Truck Salesperson
Counter Sale (None) Cash Brent V x7225

Item Description Qty Price Extended

2020 Vanguard VXP Van Trailer-Trailer (9001)Trailer (9001) 1.00 44450.00 44450.00

, Vehicle: 2020 Vanguard VXP Van Trailer - Air Ride, Swing Doors with FSCC Graphics Installed    

VH AS-IS WHOLE UNITS Warranty (VH WARRANTY) 1.00 0.00 0.00

"AS IS" NO WARRANTY UNLESS OTHERWISE NOTED    

VH Document Fee MBO (Vander Haags Inc DOCUMENT FEE ) 1.00 75.00 75.00

Document Fee    

Shipping & Handling - KS MBO (Vander Haags Inc FREIGHT ) 1.00 900.00 900.00

Kansas Shipping & Handling    

45,425.00
0.00

45,425.00

Received By:

  Order Notes: PRICE WITH FSCC GRAPHICS ON BOTH SIDES OF THE TRAILER.

THANK YOU!

Subtotal
Tax

Total

Balance Due 45425.00

Brent Van Soelen (515-265-1451 x7225) Vander Haags - Des Moines, IA 

Join our new customer portal on www.vanderhaags.com! Create an account to view order history, 
monitor real-time order updates, start returns, save vehicle service history, approve service work, save 

carts, set up tax exemptions, create charge accounts for your business, and more.

View Our Warranty Policy Online at: www.vanderhaags.com/warranty

Page 1 of 1

Spencer, IA  -  Sioux Falls, SD  -  Council Bluffs, IA  -  Kansas City, MO  -  Winamac, IN  -  Indianapolis, IN  -  London, OH  -  
Louisville, KY  -  Dallas, TX  -  Bridgeton, MO

Vander Haag's Inc.  -  4444 Delaware Ave  -  Des Moines IA 50313

www.vanderhaags.com/locations

Shipping & Return Policy: www.vanderhaags.com/shipping 163



Customer No.
Sequence No. 

Quote

Order No. 2-323026

8/7/2024
442178

Fort Scott Community College
2108 South Horton ST
Fort Scott KS 66701

Fort Scott Community College
2108 South Horton ST
Fort Scott KS 66701
USA     Ph: 620-232-5644

Shipping Address:Billing Address:

PO # Ship Method Terms Truck Salesperson
Counter Sale (None) Cash Brent V x7225

Item Description Qty Price Extended

CT1469 Trailer (2025 Neville DD45-2A11370BTX3) 1.00 36600.00 36600.00

2025 Neville 45'x102" Steal Beaver Tail Drop Deck Trailer w/3 Spring Assist Ramps, Main Deck including 
Tail: 29'+5'=34', Top Deck 11', 40" Deck Height, Spring Suspension, Tandem Axle, 24" King Pin, ; Length 
45'; Axle Fixed (Tandem Axles); Suspension Spring; Weight Rating 68000# VIN: 1N9DD4526SF175098 
Stock# CT1469 

MANUFACTURER ONLY Warranty (VH WARRANTY) 1.00 0.00 0.00

The new unit purchased on this invoice is covered by the manufacturer's Limited General Warranty . 
Vander Haag's Inc neither implies nor states any additional warranty coverage.    

VH Document Fee MBO (Vander Haags Inc DOCUMENT FEE ) 1.00 75.00 75.00

Document Fee    

Shipping & Handling - KS MBO (VH FREIGHT) 1.00 900.00 900.00

Kansas Shipping & Handling    

37,575.00
0.00

37,575.00

Received By:

  Order Notes: TRAILER PRICED DELIVERED TO FORT SCOTT COMMUNITY 
COLLEGE FROM VANDER HAAG'S IN DES MOINES, IA

THANK YOU!

Subtotal
Tax

Total

Balance Due 37575.00

Brent Van Soelen (515-265-1451 x7225) Vander Haags - Des Moines, IA 

Join our new customer portal on www.vanderhaags.com! Create an account to view order history, 
monitor real-time order updates, start returns, save vehicle service history, approve service work, save 

carts, set up tax exemptions, create charge accounts for your business, and more.

View Our Warranty Policy Online at: www.vanderhaags.com/warranty

Page 1 of 1

Spencer, IA  -  Sioux Falls, SD  -  Council Bluffs, IA  -  Kansas City, MO  -  Winamac, IN  -  Indianapolis, IN  -  London, OH  -  
Louisville, KY  -  Dallas, TX  -  Bridgeton, MO

Vander Haag's Inc.  -  4444 Delaware Ave  -  Des Moines IA 50313

www.vanderhaags.com/locations

Shipping & Return Policy: www.vanderhaags.com/shipping 164
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I.  RESOLUTION 2024 - 55:  CONSIDERATION OF INSURANCE BROKER SERVICES 
PROVIDER 

 
 
BACKGROUND:  The Employee Benefits Committee reviewed proposals from HUB, IMA, NW 
Mutual, and USI.  Many factors were considered, but of primary importance were the 
following: 
 

• Compliance 
• Ability to provide nationally recognized coverage for medical, prescription, 

dental, and vision    
• Ability to provide strategic plan design and suggestions to the FSCC for future 

years 
• Customer service for employees and FSCC administration services 
• Cost 

 
FSCC has brokered with IMA since coming out of the State Employee Health Plan in 2019.  
Each broker’s ability to facilitate compliance, work the market, and provide strategic direction 
for FSCC’s health plans were ultimately very similar.  The biggest differentiation ultimately 
came down to how and what each broker charged for their services.  NW Mutual, offered by 
Don Doherty provided a bid for $1,500 per month, which was nearly half the cost of the next 
closest option, IMA.  Additionally, brokerage through NW Mutual will provided the benefit of a 
local partner who can provide the same level of employee and administrative support 
necessary. 
 
 
RECOMMENDATION:  It is recommended the Board approve insurance brokerage services through 
NW Mutual with Don Doherty. 
 
 
 
 
BOARD ACTION: MOTION  _____ SECOND  _____   VOTE  _____ 
 
DISCUSSION: 
 
VOTE:     Bailey      Bartelsmeyer     Fewins 
 
     Holt      McKinnis     Ropp 

 
REPORTS 

 
 

A. Administration 
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REPORTS AND CORRESPONDENCE

FOUNDATION  UPDATE 

ATHLETIC UPDATE 

VP UPDATES 

INTERIM PRESIDENT UPDATE 
• Inservice
• Higher Learning Commission
• Presidents Quarterly Meeting
• Community Forum Dates
• Thank You

ADMINISTRATIVE UPDATES
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Fort Scott Community College 
Board Meeting 
August 26, 2024 

Missy Scott - Vice President of Finance and Operations 
_____________________________________________________________________________ 

1. Internal Budgets – developing standard departmental budget worksheets
Athletic budget reviews individually with coaches  
Will start working with other departments on their budgets 
Will need to load budget numbers into system 

2. CDL Grant – RFP for Dump Truck
Working with Rory and Dan on getting an RFP for dump truck 
Final disbursement for grant funds is December 2024 

3. Financial Aid Office Update - Fully staffed, training in process, working the backlog of student financial
aid.

4. Elevators -
Bailey Hall Elevator– replaced motor and it is working, waiting on another part, inspection 
needed then ready for use, awaiting KTK invoice  
Greyhound Elevator- KTK (Kent) believes he can fix it 
Kone correspondence/meeting 

5. Conversations with Great Western Dining Services to introduce new administration and discuss current
contract.

6. Maintenance & Technology departments have been busy working on finalizing dorms, classrooms, and
offices for start of school.

Maintenance is fully staffed now 
Custodial – two positions interview in process 
Technology – fully staffed 

7. Reporting on various grants – HEERF, CDL, HEP, CAMP, TRIO

8. Jenzabar configuration sessions – General Ledger Chart of Accounts, Accounts Payable, Purchasing,
Student/Accounts Receivables, Budgeting, and Fixed Assets

9. Bookstore is compiling proposals from area businesses for retail merchandise on
consignment/commission basis.  Final Date for proposal is end of month.

10. Audit Scheduled for week of September 23rd.
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EXECUTIVE SESSION 

RECOMMENDATION:  It is recommended that the Board adjourn to executive session. 

MOVE TO EXECUTIVE SESSION: 

BOARD ACTION: MOTION  _____ SECOND  _____ VOTE  _____ 
DISCUSSION: 
VOTE:    Bailey   Bartelsmeyer   Fewins 

  Holt   McKinnis   Ropp 

MOVE TO REGULAR SESSION: 

BOARD ACTION: MOTION  _____ SECOND  _____ VOTE  _____ 
DISCUSSION: 

VOTE:   Bailey   Bartelsmeyer   Fewins 

  Holt   McKinnis   Ropp 
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ADJOURN 

BOARD ACTION: MOTION  _____ SECOND  _____ VOTE  _____ 
DISCUSSION: 

VOTE:   Bailey   Bartelsmeyer   Fewins 

  Holt   McKinnis   Ropp 
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