CENTER FOR GLOBAL EDUCATION AT AUGSBURG COLLEGE

In general:  For a routine emergency, the lead staff in ITS, APA or AA should be the point person and the first contact.  For a serious, life-threatening emergency, the emergency management plan should be referenced.
When working with groups, staff abroad should always have contact numbers for the OIP emergency phone, key OIP staff, participant emergency contacts, and Augsburg’s EIIA insurance company.
If any incident generates media attention, reference the Dean of Global Education, or in his absence the CGE or AA director who will determine if Augsburg’s media relations person needs to be involved.

Mandatory Reporter:

As the Augsburg College representative working with a program, you serve as a Campus Security Authority mandatory reporter for incidents that occur during a program.  This means that you are legally required to report certain crimes to Augsburg.  This includes: alcohol violations, drug violations, arrests, weapons, bias incidents, hate crimes, and sexual misconduct (e.g., sexual harassment, sexual assault, sexual violence, sexual discrimination, domestic violence, dating violence, stalking, and other inappropriate sexual conduct).  If you encounter or someone reports to you any of the violations stated above, please contact the emergency cell phone and complete an incident report form.

Emergency Protocols By Incident Type

Sexual violence/rape/etc.:

1) On-site staff will attend to the immediate health and safety of all participants directly involved.  
2) Tell the person that you are so sorry this situation is happening to them.  This is a critical moment in the recovery of the survivor.  Saying you are sorry is not agreeing to what occurred but, rather, showing compassion for the experience of the survivor.

3) Ask the student (or third party) if immediate assistance is needed.  

a) If so, tell the person not to shower, change clothes, comb hair, or clean up the scene in any way to preserve any physical evidence.

b) A staff member or other trusted person will take the student to a hospital for medical attention and/or examination.  (including tests to detect sexually transmitted diseases)
c) Countries likely differ in their response to sexual misconduct protocol.  To the degree possible, assist the student in learning what the medical facility will and will not do.
d) on-site staff and/or Minneapolis staff will contact EIIA Insurance’s assistance company to establish a case number.
4) If no immediate assistance is required/requested, tell the person that you want to share the process of reporting sexual misconduct before the person decides whether or not to share any information.

a) Explain that you are a mandatory reporter which means that you must report to Augsburg what is shared with you.

b) Let the person know that we want to limit the number of times the story is told if, in fact, the person wants to share any details.  Informing them of the process first enables them to know what will happen beforehand.

c) Show the person the harassment complaint form and talk through the information shown.  Have them sign the form and send that to Augsburg’s Dean of Students.  If the student is in agreement that their emergency contact person and/or home school can be contacted, then Minneapolis staff will make the contact.  
5) On-site staff should immediately call the OIP emergency phone to report the incident and file an incident report form once the immediate health and safety of participants has been addressed.  You may protect the privacy of the student by just reporting the incident without a name as long as the Dean of Students gets the harassment complaint form.
6) Unless there is a threat to the safety of others, the student will have the choice on whether to involve police or other officials and to inform other program participants.  If needed, on-site staff will contact police and/or local authorities.
7) If the incident happened on an Augsburg property or a property controlled by Augsburg, a public notice may be issued to other participants.
8) On-site staff will ensure that an early return trip is booked (if requested by the student or determined to be best by staff in consultation with the student)—by the site, CGE Minneapolis or EIIA

9) On-site staff will provide information on a local counselor the student can contact as well as Augsburg’s Counseling and Health Promotions Office 

10) Any academic questions/concerns will be addressed between the student, on-site staff and coordinator, academic programs abroad.
11) Dean of Global Education will determine if an Emergency Management Team needs to be formed.

Accident/major injury or illness:

1. On-site staff will contact medical and local authorities if an incident occurs while they are with a participant.
2. When they’ve attended to the immediate health and safety of the participant(s), on-site staff will immediately call the Minneapolis emergency number if a participant suffers an accident or injury/illness that results in being admitted to a hospital, surgery, broken limbs, or diagnoses that are not common in the US (such as dengue, typhoid, etc.)
3. The on call person should find out when an incident report form will be completed.  They should also find out key information:

a. Is the affected person an Augsburg employee?  If so, HR needs to be immediately informed by the on-call person via email
b. If the participant is still hospitalized, who is providing them support and who is with the group?

c. Has the emergency contact person been informed?

d. If the participant is not from Augsburg, has that institution been informed?

e. Has EIIA Insurance been contacted?  If so, what is the claim number?

4. Participants will be given a list of emergency numbers for in-country CGE staff/consultants and medical personnel.

5. If traveling to a remote location, CGE staff will identify medical people to contact in case of emergency in the locale, including a contact number.  Staff will also travel with a basic First Aid kit.

6. CGE staff will let homestay families know that if a serious injury/incident occurs while a participant is with them, they should take them immediately to the hospital and let CGE staff know to meet them there.

7. On-site staff and/or CGE Minneapolis will contact EIIA Insurance to establish a case number (see below) and request assistance with medical evacuation if needed
8. The injured person should contact their emergency contact person, if needed.  If they are not able, then the on-site staff will contact emergency contact listed for participant(s) if warranted or contact the Minneapolis emergency number to ask them to do so.
9. On-site staff will ensure that an early return trip is booked (if medically necessary)—by the site, CGE Minneapolis or EIIA.

10. Minneapolis staff will contact the Dean of Global Education and HR, if an Augsburg employee is involved
11. Minneapolis staff will determine if the home school needs to be contacted, if not an Augsburg student.

12. Any academic questions/concerns will be addressed between the student, on-site staff and coordinator, academic programs abroad.

13. Dean of Global Education will determine if an Emergency Management Team needs to be formed.

War, terrorist activity, civil unrest, heightened violence:

1. Designate a primary and secondary meeting place for students in the event that your primary hotel/study center is inaccessible or destroyed.
2. Identify alternative methods of communication if a physical meeting does not or cannot take place.

3. Identify an alternative leader in case the primary leader is incapacitated or unavailable
4. If an incident occurs that is being reported in the international media (even if not in your immediate city but in your general locale), be sure to report your status to the Minneapolis office.  If not with the group, check in with participants to make sure that they are safe and accounted for. 
5. Dean of Global Education and/or Director will determine if a safety statement needs to be written and sent to partner institutions, parents and emergency contacts and posted on the web.

6. On-site staff will communicate to participants any new safety protocols that should be followed and will also notify Minneapolis staff of them.

7. On-site staff will check in with Embassy and local authorities if appropriate and possible.
8. On-site staff and Director and Dean of Global Education will identify if a change needs to happen in travel plans or if the group needs to be evacuated.  The Director will consult with EIIA as needed.
9. The Dean of Global Education will consult with other Augsburg College officials, as needed.
10. In the event of a significant crisis, individual students have the option of returning to the U.S. Every reasonable effort will be made to allow them to complete their academic program in the US. 
11. Dean of Global Education will determine if an Emergency Management Team needs to be formed.
Missing Participant for 12 hours or more (unless reason to worry earlier)
1.  On site staff will contact Minneapolis emergency number to alert them, indicating where and when the participant was last seen, and whether they were participating in a program activity or free time
2. On site staff will contact local authorities for assistance, which may include police, checking hospitals, etc.

3. On site staff will determine other ways to investigate the whereabouts of the participant, which may include visiting the last place where the participant was seen to interview people

4. The Director will be alerted if the participant has been missing overnight, or for more than 12 hours in a single day, or if the onsite staff have reason to alert them sooner

5. The Director will determine when to alert the emergency contact person and to find out if the missing person has been in contact.

6. Dean of Global Education will determine if an Emergency Management Team needs to be formed.

7. The Dean of Global Education will consult with other Augsburg College officials, as needed.

Death:

1. if the death occurred in a public place, try to keep people away.  If you are alone with the group, ask a few participants to help with crowd control
2. try not to touch anything

3. contact emergency services and/or a local doctor

4. contact Minneapolis emergency phone

5. contact the US Embassy, if the person was a US citizen

6. The Dean of Global Education will contact the emergency contact identified by the deceased person

7. On-site staff should notify the rest of the group and offer any support services to them.
8. if the person was traveling without a companion or the companion is not able, on-site staff may be asked to gather personal effects and ship them to the next of kin

9. contact EIIA to arrange for transport of the body
10. Dean of Global Education will determine if an Emergency Management Team needs to be formed.

11. The Dean of Global Education will consult with other Augsburg College officials

Student facing legal/criminal issues
1. Onsite staff will contact Minneapolis emergency phone
2. if the person is a US citizen and was put in jail, then contact the US Embassy to try to help ensure humane treatment
3. onsite staff will ask the person if they have been in contact with their emergency contact person.  If not, then CGE will contact.
4. Contact EIIA/FrontierMedex to see if they can offer assistance
5. Dean of Global Education will determine if an Emergency Management Team needs to be formed.

6. The Dean of Global Education will consult with other Augsburg College officials

Natural disaster:
1. Designate a primary and secondary meeting place for students in the event that your primary hotel/study center is inaccessible or destroyed.
2. Identify alternative methods of communication if a physical meeting does not or cannot take place.

3. Identify an alternative leader in case the primary leader is incapacitated or unavailable
4. If an incident occurs that is being reported in the international media (even if not in your immediate city but in your general locale), be sure to report your status to the Minneapolis office.  If needed check in with students to make sure that they are safe and accounted for. 
5. Make sure that your health and safety orientation covers protocols for general types of incidents that could happen in your locale, ie, earthquakes, hurricanes, floods.

6. Dean of Global Education and/or Director will determine if a safety statement needs to be written and sent to partner institutions, parents and emergency contacts and posted on the web.

7. On-site staff will communicate to participants any new safety protocols that should be followed and will also notify Minneapolis staff of them.

8. On-site staff will check in with Embassy and local authorities if appropriate and possible.
9. On-site staff and Director will identify if a change needs to happen in travel plans or if the group needs to be evacuated.  The Director will consult with EIIA as needed.
10. The Dean of Global Education will consult with other Augsburg College officials, as needed.
11. In the event of a significant crisis, individual students have the option of returning to the U.S. Every reasonable effort will be made to allow them to complete their academic program in the US. 

12. Dean of Global Education will determine if an Emergency Management Team needs to be formed.

Kidnapping
1. On-site staff will immediately call the Minneapolis emergency number
2. Minneapolis on-call staff will get initial information:  name of the caller and name of the victim, known details of when and where the incident occurred, if local media have been informed, primary and secondary phone numbers where the relevant on-site staff can be reached, whether any local authorities or the US Embassy have been contacted

3. On-site staff will contact local authorities, as needed

4. Dean of Global Education will contact EIIA/FrontierMedex for assistance

5. Dean of Global Education will contact the person’s emergency contact person

6. Dean of Global Education will convene an Emergency Management Team

7. On-site staff will attend to the safety and well-being of other students.
Theft or Robbery
1) On-site staff will attend to the immediate health and safety of all participants directly involved.
2) On-site staff will contact local authorities, if advisable

3) On-site staff will contact the Minneapolis emergency number

4) Minneapolis on-call staff will get initial information:  was a weapon involved, when and where did it occur, was anyone assaulted or injured, what was taken, were the police notified (if not, why), and were family/schools of those affected notified?

5) Minneapolis and on-site staff will determine if there is any follow up needed.
Behavioral/Psychological Issue (including mental health)

1) On site staff will have resources for local counseling pre-identified, including English speaking therapists.

2) On-site staff will attend to the immediate health and safety of all participants directly involved.
3) On-site staff will determine if the participant needs to meet with a local counselor or if they or the participant need to access the resources from Augsburg’s Counseling and Health Promotions office. Minneapolis and on-site staff will determine if there is any follow up needed.

4) On-site staff will contact the Minneapolis emergency number.

5) Minneapolis on-call staff will get initial information:  when and where did it occur, has it been resolved, and were family/schools of those affected notified?

Additional Resources and Information

US State Dept page on crisis abroad - http://travel.state.gov/travel/tips/emergencies/emergencies_1212.html

From Peace Corps – Good overview of creating and training for an emergency plan
http://globaled.us/peacecorps/before_crisis_planning.asp#2.2.2b
Forum of Education Abroad – Standards of Good Practice - 2011
Health, Safety, Security and Risk Management The organization assures continuous attention to the health, safety, and security of its students, faculty, and staff , from program development stages through program implementation, by way of established policies, procedures, student orientation, and faculty and staff training.

a. The organization considers health, safety, security and risk management in program development.

i. What are the organization’s procedures for considering the safety of a particular program site: the safety of buildings, facilities, and equipment; fi re precautions; health and hygiene, transportation and venues for excursions?

ii. Does program development include evaluations of the experience and competence of staff in relation to programmatic elements involving risk, including any necessary certifi cation and qualification of staff ? What specific certification and qualifications does the organization require in this regard?

iii. How does the organization consider legal and ethical issues directly related to the program’s activities, including host country laws and the principles of the Forum’s Code of Ethics for Education Abroad, as part of the program development process?

iv. How does the program determine participant/staff ratio appropriate to supervision of the program’s activities? What protocols are in place to ensure sufficient staff coverage in case of emergencies?

v. How does the program vet home-stay families?

1) How often and in what capacity are home stays visited and inspected to judge whether they meet appropriate safety standards? What are the specific standards applied?

2) Are home-stay hosts interviewed and selected based on established and consistent criteria determined by the program? What are these criteria?

3) How are home-stay hosts provided with appropriate training to understand program policies and procedures, health and safety protocols, U.S. student characteristics, intended student outcomes and emergency response?

vi. In the development of program components such as excursions and field trips, by what means does the program evaluate the safety of transportation, orientation activities, itineraries, and venues?

1) How is transportation used by staff and students selected? What are the protocols utilized to vet the safety of all types of transportation?

2) What policies exist regarding staff , faculty, and students driving vehicles?

3) How does the organization ensure that all necessary information is consistently communicated for each excursion, etc?

4) How are any inherent risks in the itineraries and activities communicated to students and staff ?

5) What mechanisms are used to ensure that all participants are briefed on emergency procedures for excursions?

6) How does the organization ensure that each excursion itinerary is collected, stored and is readily accessible?

b. The organization focuses continuous attention on health issues for program students, faculty and staff .

i. What are the responsibilities of faculty, staff and students with respect to health and safety? How are these responsibilities determined and communicated?

ii. Which media does the program use for the dissemination of local health and safety concerns that may impact the program?

iii. What are the mechanisms for providing training to all staff and faculty regarding awareness of and response to suspected mental health problems and substance abuse?

iv. What are the mechanisms for collecting, storing and accessing all pertinent health information for all parties on site (students, faculty and staff ), as permitted by local, state, and federal regulations, and by institutional/organizational policy?

v. What contacts have been established with appropriate health and mental health care providers on site and how are students made aware of how to contact health resources on their own?

1) How is contact information for these providers disseminated to students, faculty and staff and updated as necessary? How often is such information disseminated?

2) How are health care providers at the education abroad site assessed by the program? How often are such providers assessed?

3) How does the program inform students about accessing local health and mental health

resources on their own?

vi. What are the established protocols for the regular reporting of health incidents to the home campus?

1) How are faculty and staff trained in how to complete incident reports?
2) How are incident reports shared with program partners, as appropriate?
c. The organization ensures continuous attention to the safety of students, faculty and staff at all locations, with particular attention to safety issues in more dangerous locations.

i. What are the organization’s written emergency and crisis management plans? How fully do they consider preparedness, prevention, and response to a range of situations and emergency actions, and do they include each of the following elements:

1) Where are the program facilities’ clearly marked entry and exit points?

2) Where are the established group assembly points?

3) Does the program have a well-developed and tested evacuation plan in which faculty, staff and students are trained?

4) Do emergency response contact details include each of the following: ambulance Services/hospital/doctor; police; program staff and program administration; relevant government agencies (embassy, consulate, local immigration, national police).

5) What are the alternate methods of communications when reliable telecommunications fail?

6) What is the plan in case of non-communication or the inability to communicate between designated emergency leaders?

7) What are the emergency plans for situations involving the loss of a program leader?

8) What system does the organization use to access emergency information for program participants, such as health and consent forms?

ii. How and how often are crisis and emergency plans regularly reviewed, tested and updated? What current communications information is included?

iii. What are the established protocols for the regular reporting of safety incidents to the home campus?

1) How are faculty and staff trained in how to complete incident reports?

2) How are incident reports shared with program partners, as appropriate?

iv. How does the emergency plan outline individual responsibility, the steps required to carry out the plan and how to maintain safety for the remainder of the students (if the emergency relates to a single individual or fewer than all students)? What are the specifi c roles and responsibilities of each staff member (teachers, instructors, housing coordinators, student services staff , internship coordinators, volunteers, etc) and how is this communicated to staff and students?

v. How are staff and faculty trained and practiced in their roles and responsibilities in emergency and safety plans and procedures?
vi. How are students oriented to the procedures of the emergency plan?

vii. Which local response entities are made aware of the program’s operations?

viii. Where is the emergency management plan kept and how is it accessible by program staff via an available telecommunication method in the event of an emergency?

ix. What are the organization’s procedures as required by home and local laws, and consistent with the home institution’s on-campus procedures for disseminating and responding to pre-incident, incident and post-incident requests for information both to internal and external audiences?

x. What is the schedule for regular on-site assessment of buildings, facilities, and equipment; fire precautions and transportation for excursions? What standards are used to assess fire safety, security, and the structural integrity of buildings?
d. The organization maintains adequate insurance coverage and conducts regular risk-management review involving appropriate training and personnel. 
i. What benchmarks does the program use to determine the appropriate insurance coverage to cover liability risks and occupational safety?

ii. What standards does the organization use in setting maximum coverage levels? How consistent are that standards with others in the fi eld?

e. The organization is knowledgeable about and complies with applicable laws and regulations.

i. Which internal offices and external agencies are responsible for this knowledge? Which of these are included: legal counsel, risk management, procurement, health services, the organization’s insurance carrier, others?

f. Risk assessments are conducted as part of the development process for new programs to evaluate and mitigate potential risks prior to the commencement of the program.

i. Which internal offices and external agencies are included in the risk management process, and what are their roles? Which of these are included: legal counsel, risk management, procurement, health services, the organization’s insurance carrier, others?

ii. What is the organization’s risk management plan which identifies possible risks that could impact the program(s), surrounding area, or critical infrastructure supporting the program or organization?

iii. How does the organization identify and plan for potential risks that could impact program operations, property, people, and the local environment? Risk factors for consideration include natural hazards (geological, meteorological, biological); human-initiated events (accidental or intentional); and technological failures, such as power outages.

iv. What plan is used to evaluate the relative frequency and severity of each risk, and the vulnerability of the program operations, property, people, and local environment to each?

v. What measures are taken to mitigate each risk such as ongoing monitoring of risk factors, appropriate training of personnel, modifying operations to reduce risk, acquring of additional insurance, and developing emergency and response plans?

vi. At what intervals is the risk assessment process updated? What standards are used as triggers for assessments between scheduled updates

Examples from other Institutions:

From Loyola University – New Orleans

For CIE and the Crisis Response Team
Upon receiving a call from the director of an Education Abroad program (or from faculty, parent or other source) involving a serious injury, death, or emergency, University Police will:
1.    Start a log of all calls and activities.
2.    Get the following information from the director:

· Name of caller and of victim(s), if any

· Brief description of accident, injuries, and/or emergency, the steps that have been taken and the status.

· Location of caller- street, city, country

· Location of accident or emergency.  How close is it to students and staff?

· Phone, cell phone, fax, or beeper number where caller is

· Find out if rescue squad, local law enforcement, U.S. embassy/consulate have been called if appropriate?

· Has any information been released to the media?

If an emergency – real or perceived – occurred, ask for detailed answers to these questions:

· What impact, if any, did any emergency have on availability of food, water, and medical supplies?

· What was the target of unrest, if the event was political?

· What is the intensity of the emergency or of the political unrest?

· Are there military or emergency personnel at the site of the emergency?

· Is continuation of classes feasible?

· How able are our students and staff to travel in the country?

· What is the advice of the nearest U.S. embassy or consulate?

UGA

The difference between real and perceived emergencies

UGA acknowledges that emergencies may be real or perceived. Real emergencies are those that pose or have posed a genuine and sometimes immediate risk to the safety and well-being of participants. These include such occurrences as coups and other civil disturbances; natural and man-made disasters; incarcerations; serious physical or emotional illness; accidents; physical assaults; disappearances or kidnappings; and terrorist threats and attacks. Perceived emergencies are those that pose no significant risks to the safety and well-being of participants, but which are seen as threatening by family members in the U.S. or by others, including, at times, students and colleagues at the home university. Perceptions of threat can arise from different circumstances, including but not limited to sensationalized reporting of an event abroad; the distortion of information provided by a participant in a telephone call, e-mail message, fax, or letter home; or simply out of the nervousness of a family member or student with little or no international experience. Such perceptions will sometimes affect family members and others in the U.S. significantly and need to be treated seriously.

Excerpts from Peace Corps page:
Planning for and Managing Specific Crises
These could be prepared as separate stages or "pull-outs" to cover different types of emergencies or disasters such as:

· Medical emergencies (Attachment II)

· Family emergencies

· Accident and injuries

· Student death

· Physical or sexual assault

· Political/civil unrest

· Natural disasters (hurricane, floods, earthquakes, fires)

"Pull-outs" have the advantage of being readily accessible and containing situation-specific information and action plans. Countries that are at high risk for certain types of natural disasters (hurricanes, earthquakes, nuclear accidents) should consult the appropriate local department for emergency preparedness and obtain technical assistance in preparing for and responding to these hazards.

In order to avoid the "paper plan syndrome" the Emergency Action Plan must be put to use through training and periodic testing. Everyone will require some sort of training on the Emergency Action Plan, but one person or committee should be given the responsibility for planning, implementing and evaluating the training program.

The purpose of the training is to:

· Maintain an appropriate level of safety/security awareness

· Familiarize the staff and students with the plan

· Make sure everyone understand their part in the plan (roles and responsibilities)

· Become familiar with the mechanics, equipment and procedures necessary to implement the plan (e.g., use of radios, first aid equipment and alarm systems, etc.)

· Convert an abstract plan into concrete actions

· Provide an opportunity for questions and concerns

At the end of training, trainees should know:

· Whom to contact

· How to make contact

· What to do

· Where to go

· What is expected of them

Staff training about crisis management should occur at all levels, with personnel in the U.S. and abroad. Once in country or on-site, staff needs to develop specific knowledge and familiarity with people, equipment, geography and procedures in order to implement the plan.
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