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ABSTRACT 

This research project explores the issue of training staff at a community college level for 

threat assessment and reporting.  Currently only the members of the Crisis Prevention 

Team and sub-teams are fully trained and aware of the available prevention, reporting, 

and reference tools.  Staff and faculty need to be prepared and aware of available tools 

and how to use the tools in case of being faced with an emergency situation.  Research of 

history and best practices was completed, as well as, what items the community college 

has already set in place prior to the creation of the training. The training was conducted 

and participant feedback showed the need of the training for non-team members does 

exist.  Staff members want to learn on a continual basis the information needed to assess 

and report threatening situations. 
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CHAPTER 1 

 

INTRODUCTION TO THREAT ASSESSMENT AND REPORTING TRAINING 

 

Overview 

 Over the years there have been many tragic incidents at school campuses 

involving students, staff, and community members. The one that many people recall is 

the tragedy at Columbine High School in Littleton, Colorado on April 20, 1999.  There 

were 14 students (including the killers) and one teacher killed along with 23 others 

wounded, making it, at the time, one of the deadliest school shootings in the nation. This 

event had extensive media coverage, along with the number of other school shootings 

that occurred in the years to come. This brought attention to the need of assessment of the 

different types of threats that occur at secondary and post-secondary educational 

institutions.  Muskegon Community College (MCC) is one of the many colleges that are 

in the midst of gaining control of this need of assessment and planning. 

 The project was to create threat assessment and reporting training for staff and 

faculty at MCC.  This training gives the answers to when, how, who, and why a person 

can report questionable actions or behaviors on campus, as well as, what to do in 

emergency situations.  It is an ongoing training beginning with current staff and any new 

staff that are hired over time. The threat assessment and reporting training is required 

every six months to keep all staff aware of any changes in protocol.
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Project Purpose 

 The purpose of this project comes from the Behavioral Intervention Team (BIT). 

This team was established in 2011 at MCC and was created to identify and coordinate 

services and intervention strategies for a broad range of troubling student behaviors. The 

BIT team has already been trained in Risk Management, however, the rest of the staff and 

faculty on campus have not been properly trained, but only introduced to the team and 

reporting form. Thus, the need for a thorough training in threat assessment and reporting 

was present.   

  

 
 



 
 

CHAPTER 2 

 

LITERATURE REVIEW 

 

History of School Shootings 

 Throughout the 18th and 19th centuries, weapons were common in most 

households and kids were taught how to use them at a young age.  An article regarding a 

shooting of a 16-year-old boy states, “This boy lost his life through the too common habit 

among boys carrying deadly weapons.  We do not know that this habit can be broken up.  

We do not know that school teachers have the right, or would exercise it if they had, of 

searching the pockets of their pupils, but it seems almost a necessity that some such rule 

be enforced.  Nearly every school boy carries a pistol,” (Los Angeles Herald, 1874, 

“Boys and Pistols,” para. 1).   This article indicates how school age children were 

comfortable with guns; however, there were often accidents due to the children not being 

responsible with the weapon. 

During the 20th century, there were shootings, either being accidental or on 

purpose with a specific intend.  It was not until 1927, when the type of tragedy occurred 

that no one could explain. According to Rocque, (2012), on May 18, 1927, school 

treasurer, Andrew Kehow, killed his wife, destroyed his house and farm, and then blew 

up the Bath Consolidated School in Bath, Michigan by detonating dynamite in the 

basement, killing 40 people, mostly children.  He then killed himself and four other 

 
 



 
 

people by setting off a bomb in his car in front of the school, (p. 305).  While this is not a 

school shooting, it does reflect the change in the type of school violence that was known 

from years past.  This massacre was unexplainable. 

 Throughout the majority of the 20th century, there were many shootings at schools 

that were smaller in nature, but had no explanation.  A specific reason was not found as 

to why the shootings had occurred.  These were not publicized as much as larger 

massacres.  Although the number of shootings was increasing, it wasn’t until 1999 when 

the first shooting of mass quantity was experienced.  On April 20, 1999, Eric Harris and 

Dylan Klebold went on an active shooting rampage, killing 12 students and one teacher, 

and wounding 21 others before committing suicide at Columbine High School in 

Columbine, Colorado (Hong, Cho, Allen-Mears, & Espelage, 2011, pp.  861-868).  

Although history shows that there have been many rampage shootings throughout time, 

the shooting at Columbine High School was the beginning of the vast media coverage for 

active shooters.  The U.S. Department of Homeland Security defines an active shooter as,  

“an individual who is actively engaged in killing or attempting to kill people in a 

confined and populated area, typically through the use of firearms,” (2013).The coverage 

this shooting received has given the impression of a school shooting epidemic in the 

United States.  Since this was covered so widely, the public pushed for more information 

on why this happened. Media coverage will be discussed in the next section of this paper. 

 After the shooting at Columbine, the next massacre to have major media attention 

was the shooting at Virginia Tech University in Blacksburg, Virginia on April 16, 2007.  

Thirty-two students and faculty members were shot and killed, along with 17 other 

students and faculty members that were wounded.  This event ended with the shooter, 
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Seung-Hui Cho committing suicide (Alfano, 2007).  On February 14, 2008, Steven 

Kazmierczak shot multiple people at Northern Illinois University in Dekalb, Illinois, 

killing five and injuring 21.  This shooting also resulted in the shooter committing suicide 

(Bohn, 2008).  In 2012, Adam Lanza, killed 26 people and himself at the Sandy Hook 

Elementary School in Newtown, Connecticut.  Beginning with killing his mother, he took 

four guns from their home and drove to the elementary school where he killed 20 first-

grade children, along with six adults.  Two others were injured.  Lanza then took his own 

life as police arrived at the school (Sanchez, 2013).  While there were many other 

shootings at schools during this time period, these three are the ones that are similar in 

nature.  They all three were massive amounts of victims, had their shooters commit 

suicide, and were exploited by the media for the world to see.  They all have no 

explanation. 

The Media’s Role 

 Rocque (2012) states “the media reaction to these events implied that America 

was suffering an epidemic of school violence and that schools were no longer safe havens 

for children” (p. 304).  However, within his research it is suggested that schools are 

actually safer now, since during the colonial period until the 20th century corporal 

punishment by teachers was allowed and documented (Rocque, 2012).  When the 

information is actually reviewed, compared to the amount of school violence over 

history, school shootings are not really a common occurrence.  They seem to be within 

the last 10-15 years because of the amount that have happened during that time period.  

Wike and Fraser, (2007), state, “On balance, school shootings are rare occurrences, and, 

because they have a low prevalence, they are hard to study using the survey and 
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observational methods that characterize much developmental science and criminology” 

(p. 163).  No matter the case, school shootings are issues that need to be addressed.  The 

media has brought forth many factors that parents, schools, and communities did not 

realize were problems.  While society may feel as though it is prepared, this media 

coverage has definitely shown that society in fact, is not prepared at all. 

What Information Have Schools Learned About Violence? 

 While the media has plastered information about school violence that has 

occurred over the last 15 years, it has only been partial information.  This leads the public 

to push for more information on how to protect themselves and their families.  Schools 

must work together with police enforcement to create plans for protection and, if 

possible, prevention, by preparation.  In order to do this, the behavior of the subjects that 

have already been involved needs to be studied.  Since the most recent ones are no longer 

alive, the only data to go by is that which are already known by other people.   This 

report looks to the information obtained from past studies.  Rocque (2012), Wike, and 

Fraser (2009) indicate many flags of what a possible shooter could be. 

Access to and Fascination with Weapons – All perpetrators so far have had quick access 

to weapons and indicated to someone in their lives that they had an interest in weapons.  

This interest could be through video games, purchases, television shows or movies (Wike 

and Fraser, 2009).  The availability of guns and the cultural attitude that guns solve 

problems in America are also possible contributing factors (Rocque, 2012). 

Leakage/Telling Someone the Plan – Rampage shootings are rarely impulsive.  Most 

shooters plan out their assaults and provide clues or warning signs of a contemplated 

attack (Wike and Fraser, 2009). 
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Victimization/Rejection by Peers – Student perpetrators tend to have lower social status 

with peers, as well as, having failed relationships and rejection by peers.  This could be 

the cause of low self-esteem, depression, anger, and possible suicidal thoughts, among 

many other factors (Wike and Fraser, 2009). 

Knowing these common factors, schools need to study and understand how to 

react to the characteristics of the issues that students may have.  This way, staff can watch 

for signs of things that are not ordinary and help with early intervention. 

What Options Are Available for Preparation? 

 Since there is no exact explanation of why these events have happened, it is 

difficult to prevent another from occurring.  Preparation is the key for a crisis, just in case 

one does occur.  The best way to prepare is to create a plan for different events that could 

happen and train everyone involved.  Brock, Nickerson, Reeves, Savage, and 

Woitaszewski (2011) indicate “in light of these findings, there is a need for effective 

professional development programs to disseminate knowledge and teach skills to 

facilitate school crisis prevention and intervention,” (p. 35).  To start this process, teams 

can look at what other schools are doing and some of the best practices.  These plans are 

typically called “crisis response plans” and involve school officials and local authorities. 

Many states have mandated that schools have a crisis response plan.  In response to this 

requirement, there lies some problem because some schools have copied what other 

schools are doing, which is not always appropriate.  Each plan needs to have specifics 

based on the individual school.  There are also crisis response plans available for 

purchase and implementation from a company, instead of being created by the individual 

school.  These companies work with the schools to implement the product and provide 
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training for staff; however, they come with a hefty price tag.  With the way state funding 

is, at least for Michigan, it is typically not in the budget to pay for something that could 

be done without additional cost.  The problem lies with knowing where to start and what 

to actually do to process a preparation and training plan for crisis management.  A key 

factor is for schools to keep in mind that it is the responsibility of the school to have a 

plan in case of an emergency. 

What Are K-12 Schools Doing to Prepare for Emergencies? 

Many schools across the United States have either created or are currently 

working on creating an emergency response plan for the districts.  In the state of 

Michigan, the Department of Education has release the “MI Ready Schools” guideline for 

creating the emergency response plan for the district. This guideline contains detailed 

information regarding the four key principles in creating the plan: Prevention/Mitigation, 

Preparedness, Response, and Recovery.  For the state of Michigan, it is recommended for 

districts to use this guideline in preparing the plan for each school.  While many schools 

have created a plan already, it is a continuous job to keep the plan up-to-date as new 

information comes along. 

 Part of the Michigan Emergency Planning Toolkit explains the phases of 

emergency planning, which includes (MDE, 2011): 

• Prevention – Actions taken to decrease the likelihood an emergency will occur 

• Mitigation – Actions taken to lessen the impact an emergency will have on a 

school 

• Preparedness – Actions taken to get ready to respond to an emergency which 

cannot be prevented 
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• Response – Actions taken to effectively respond to an emergency after it occurs 

• Recovery – Actions taken to restore a school or community to pre-emergency 

conditions 

The reason and objectives of each of these steps should be included in any plan.  The 

toolkit also explains the need to have an emergency response team that can make sure 

each of these steps is completed to the full extent.  This team would include people from 

within the school, the district, community, and local authorities.   

 Since the Sandy Hook Elementary shooting, many schools across the United 

States have changed physical things at the buildings in the districts.  Reconfiguration of 

entrances, addition of security cameras, buzzers, and intercoms are some changes that 

have occurred.  In addition, training for the staff has been a large part of the changes that 

have occurred (Brown, 2013).  In Ohio, the House created a $12 million school security 

grant program to help districts cover the costs of security upgrades.  Some schools have 

upgraded the parking lots and driveways to improve visibility and other areas have added 

police substations.  Ohio is among many other states that are continuing to create grant 

funding to assist school districts with upgrading of security. 

What Are Colleges and Universities Doing to Prepare for Emergencies? 

  Since the Virginia Tech mass shooting, colleges and universities have also been 

working on the same type of emergency response plans.  Although the people involved 

are older, all of the items listed within the recommendations from the Michigan planning 

toolkit for K-12 schools are also included with the plans that colleges should be creating.  

Teams should include involvement from community, local authorities, staff, and faculty.   

Sokolow, Lewis, and Schuster (2011) have identified five different standards for threats 
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that should all be understood by those who practice threat assessment on college and 

university campuses.  The five types are: 

• True Threat – a reasonable person would interpret as a serious expression of 

intent to inflict bodily harm upon specific individuals. 

• Direct Threat – one that has a high probability of substantial harm based on an 

individualized assessment, determines the nature, duration and severity of the 

risk, the probability the potential threatening injury will actually occur, and 

whether the threat can be averted through the implementation of reasonable 

accommodations or modifications.  This type of threat is one that places the actor 

outside the protections of disability law. 

• Tarasoff-Level Threat – a confidential communication by a client to a 

professional who believes it is a serious and imminent threat of harm to an 

identified individual or group. 

• Criminal Threat – one that is actionable by arrest and/or criminal conviction.  

States vary on the definition but some statues explicitly address threats of death 

or grievous bodily injury. 

• FERPA/Clery Threat – allows colleges to invoke FERPA when there is a 

documented articulable and significant threat to the health or safety of a student 

or other individuals.  The Clery Act requires colleges and universities to 

immediately notify the campus community upon confirmation of a significant 

emergency or dangerous situation involving an immediate threat to the health or 

safety of students or employees occurring on the campus. 
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Another aspect to be taken into consideration is the size of the building and the 

amount of people that could be present if an incident should occur.  Colleges and 

universities are open to the public, so it is difficult to put into place some of the measures 

that K-12 schools have implemented, such as strict entrances with a buzzer system.  Also, 

the amount of students that a college or university has can range anywhere from 1,000 to 

50,000 or higher.  Knowing how many, who, and where students are at any given time on 

a college campus can be a large job in itself. 

 Within the Mass Shootings of Virginia Tech Review Report, the differences of 

what the Virginia Tech was practicing on April 16, at the time of the shooting, and what 

is being practiced now are described in detail.  While procedures for communication were 

already in place, they were not used properly and in a sufficient amount of time.   Since 

this shooting, Virginia Tech has changed its communication system to “allow university 

officials to send an emergency message that would flow in parallel to computers, cell 

phones, PDAs, and telephones.  The message could be sent to anyone who is registered in 

the system as having authority to send one, using a code word for validation,” (2009, p. 

15.)  This system now includes key officials who can enter the code word with a planned 

response if needed.  Virginia Tech also has changed the key card system for residence 

halls since the shooting.  While the previous policy required a key card owned by a 

student or faculty member to enter a residence hall between 10:00 p.m. and 10:00 a.m., 

the current system now requires a key card for entry at any time.  Virginia Tech also had 

an Emergency Response Plan already in place at the time of the event, although it did not 

include anything regarding prevention of events, such as having a threat assessment team, 

(2009, p. 17.)  The Virginia Tech Campus Police were trained for an active shooter 
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scenario, along with the local police department.  However, the report panel found that 

the Virginia Tech Police Department statement of purpose in the Emergency Response 

Plan does not reflect that the law enforcement is the primary purpose of the police 

department, (2009, 19.)  In summary of this report, there are many recommendations 

listed in the report regarding changes that should be made for any college campus.  While 

Virginia Tech had some plans in place, the plans were not followed properly, nor were 

staff trained properly to implement the appropriate actions of taking down an active 

shooter and proper notification to students, staff, and community.   

 Central Michigan University (CMU) has taken on the task of training and relay of 

emergency management information for employees and students which is easily 

accessible on the CMU website.  The information available includes items such as: 

training and exercises for active shots fired and workplace violence, emergency 

procedures quick charts and safety procedures guide, Crisis Response Team information, 

Central Alert system, Automatic External Defibrillator locations, and other resources, 

(2014).  CMU Police, Environmental Health and Safety, Crime Alerts and Data, and 

University Health Services are also available for review.  The availability of this 

information is key to having employees and students aware of situations that could occur 

and how to handle different scenarios. 

Colleges and universities have formed teams to assist with each aspect of the plan.  

Many schools have listed information for the public on their websites so students and 

others know what to do if someone was to happen.  Many of the items listed are what a 

person should look for to help prevent a situation from occurring.  Reporting what is 
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seen, noticed, and heard, is extremely important when it comes to prevention and 

assistance when an incident does happen.   

Michigan and Federal Legislature Requirements 

 Brock et al, 2011, state “The U.S. Government Accountability Office examination 

of school emergency management planning found that most schools are struggling to 

balance priorities for educating students with other administrative responsibilities.  

Additionally, although there is no federal law directing school crisis planning, 32 states 

have laws or policies addressing crisis plans, 85% of school districts require such 

planning, and 95% of school districts (whether required or not) have these plans” (p. 35).  

At this point, there are no state mandates for what a school must do for an emergency 

response plan; however states do have recommendations, as mentioned earlier. 

The Michigan Department of Education has requirements that school employees 

and applicants must meet in order to be eligible to have an interview or obtain a position 

at a school (MDE, 2012).  These are criminal background checks, mandatory 

fingerprinting, notification to the school about criminal history, etc.; however, these are 

only for people who are employed at the school.  It does not include students or the 

public for anyone that steps through the door. 

Training for Staff and Faculty 

 One of the most important aspects of the emergency response plan is training for 

the staff and faculty.  Since there is no guarantee of funding or equipment, the plan itself 

needs to serve as training for the people involved to be prepared.  Knowing what to do, or 

at least having an idea, is much better than not knowing anything leading to panic.  There 
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are different aspects of training that need to be included in the plan, which are not 

previously discussed.  Those items are: 

• Understanding school violence and behaviors 

• Reporting what is seen and heard 

• Knowing when and what to report 

• First aid and active shooter information 

The Center for Disease Control and Prevention (2013) indicates that the focus should 

be on preventing violence before it starts.  This approach assists in effectively reducing 

school and youth violence.  Learning about the signs of an issue before it happens is 

highly important.  For staff and faculty at any school, paying attention to how a person 

acts normally should trigger a red flag when they act differently.  When a staff or faculty 

member notices that a student or another person is acting differently, it should be 

discussed and possibly reported.  If something is heard or seen that is out of the ordinary, 

it should be reported. The team should train staff and faculty so they know what, how, 

who and why to report. For any school, there should be a mechanism in place that faculty 

and staff can be trained on in order to report when needed.  Lastly, additional trainings 

that should take place are first aid and active shooter training.  While this type of training 

can be costly, it is very useful if needed. 

  

 



 
 

CHAPTER 3 

 

METHODOLOGY 

 

The need for training of staff and faculty who are not members of the Behavioral 

Intervention Team was realized and discussed, but was not yet implemented.  Since the 

team members were already trained in multiple areas, it was time to pass along the 

information to other employees at Muskegon Community College (MCC) that are not 

directly involved on a team. All faculty and staff should be trained on how to proactively 

recognize and react to situations of concern.  The purpose of this capstone project was to 

develop and implement training on threat assessment and reporting for faculty and staff at 

MCC.  The training included information regarding the existing teams, the purposes and 

members of the teams, tools available for assessing and reporting threats, the expected 

use of those tools, and requested feedback for future trainings. 

Location Demographics 

The training took place at MCC, which is located in Muskegon, Michigan on 111 

wooded acres and had approximately 5,100 students.  There are five satellite campuses in 

Fremont, Newaygo, Grand Haven, Coopersville, and Whitehall, which are each within 35 

miles of the main campus.  MCC offers 52 associate degree programs and 35 certificate 

programs from alternative energy to medical arts.  The student population of MCC 

consists of approximately 54% male and 46% female (as of Fall 2009) with the majority, 
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68%, being White, 16% unknown, 9% African American, 4% Latino/Hispanic, and other 

races at 1% or less.  In the 2008-2009 year, 3,032 students (62%) received some type of 

grant or scholarship aid, totaling $7,129,829.  There are a total of 420 employees 

consisting of 97 full time faculty, 201 adjunct faculty (depending on the semester), 51 full 

time administrative, professional, support (APS) staff, 3 part time APS staff, 21 custodial 

staff, 43 full time educational support staff (ESS), and 4 part time ESS.  There are 34 

administrative departments and 15 academic departments on campus. 

Crisis Prevention Team 

In 2010, MCC took on the responsibility of creating a group of staff and faculty to 

discuss student conduct case management.  The original purpose of the group was to 

develop an organized approach to deal with disruptive and disturbing behaviors on 

campus.  This purpose combined with the hope to create a system that would allow 

student issues to be addressed in a positive way, so that the MCC campus would be an 

even safer and civil place to learn brought the College to eventually create the Behavioral 

Intervention Team (BIT) in 2011.  The BIT consisted of members from the MCC faculty 

and staff from various areas of the College.  After meeting a few times over a 6-month 

period, the BIT realized a need to include items such as evacuation, lockdown/shelter-in-

place, and communication.  Since all of these items are large topics with the need to have 

multiple people involved, the BIT created four sub-teams with different responsibilities 

and changed its name.  The Crisis Prevention Team (CPT) was created in 2012 to address 

safety and security issues beyond just student conduct and behavior.  The CPT became 

the overall team with a new, clearly defined purpose:  “to coordinate procedures and 

strategies to increase campus safety and security in the event of a campus threat to our 
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health, safety and security.  Such threats could include but are not limited to: violent 

weather, terrorism, shootings, and hazardous material incidents” (MCC, 2014).  The CPT 

has 76 cross-functional members which are part of four sub-teams: Behavioral 

Intervention Team, Evacuation Team, Lockdowns/Shelter in Place Team, and Emergency 

Notification Systems Team.  Each of the sub-teams has different charges and meets when 

needed as tasks are completed. Sub-teams then report back to the CPT quarterly. 

What Is Already Complete and What Is Planned for the Future? 

Since coordinating procedures and strategies to increase campus safety and 

security was an essential function of the CPT, there have been many opportunities for 

team members to be trained in different areas. There have also been changes made to 

existing campus policies. The trainings and changes included the Active Shooter Training 

video which showed viewers an active shooter scenario along with reaction tips 

depending on the situation, team lead presentations on best practices from other schools, 

increased visibility of No Weapons policy signage, and review and proper usage of the 

Bomb Threat Assessment Tools for Schools along with brochure availability.  The panic 

button was also added to all phones with more than one extension.  Instruction of how 

and why to use the panic buttons were given to team members.  Emergency-At-A-Glance 

posters were posted in classrooms, offices, and other relevant places on campus, team 

leads reviewed plans and communicated with Homeland Security and the Undersheriff, 

created a library of safety/security resources, and overall increased the level of awareness 

of what to do in case of an emergency.  At the time this project was written, there were 

near future plans to have Incident Command Training from FEMA, First Aid/CPR/AED 

Training, Surveillance Training, Incident Debriefing Training, and a meeting with 
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Neighborhood Watch Group to develop a Community Emergency Response Guide.  

Also, topics being discussed were bullet resistant materials for glass windows, studying 

the final report from the shooting at Virginia Tech, and continual focus on 

communication and training. 

Participants 

MCC has provided training for team members.  It was part of the team member’s job 

to relay the messaging to other staff members, however, each team member having the 

time to train others was limited.  Thus, there was a need for formal training for all staff 

and faculty on the many items that have already been discussed and learned by the team 

members.  The goal was to have every staff and faculty member be prepared and 

equipped to make a decision if needed in a crisis situation.   

Initial Staff Training 

The first training was run as a pilot for a small group of staff, the Student Services 

Generalists. This group consists of three front-line staff members from the Student 

Welcome Center who were not on any of the teams, but were face-to-face and on the 

phone with students on a daily basis.  The training occurred the week of March 24, 2014. 

The training was approximately two hours in length and will occur on a bi-annual basis. 

The training took place at the main campus at the Student Welcome Center.  Future 

trainings will take into consideration the different locations when satellite campuses are 

discussed in training.  Since this was the pilot group for the training, expectations and 

results were reviewed and the training was amended as needed.  The next step to the 

training being repeated is review, adjustments, and approval from the CPT.  The only 

limitation is the ability to have all faculty and staff trained within the planned sessions for 
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each group. To resolve this issue each session will be recorded so those absent can view 

the presentation for their specific department. The leaders of each department will need to 

make sure all absent employees are trained properly and report back to the co-chairs of 

the CPT with a plan of action.  All 585 staff and faculty are required to attend. The 

participants will be split into groups by disciplines – Student Services, Academics, 

Finance, and Facilities.  Then, groups will be split up according to the departments within 

each discipline. For example, Student Services will be split in two separate groups to 

make sure there is coverage in that area while the other half of the group is being trained.  

Academics will be split into three groups, as not all faculty and support staff will be 

available at the same time.  Finance and Facilities will each have one group, due to the 

smaller number of staff.  This will allow each group to be thoroughly trained in its own 

area. 

Training Plan 

The training included a short introduction with the Crisis Intervention Team 

purpose and strategies, the four sub-teams (Behavioral Intervention Team, Evacuation 

Team, Lockdown/Shelter In Place Team, and Emergency Notification Systems Team) 

and purposes, detailed explanation of how to use the Emergency-at-a-Glance posters 

(explaining what to do in different emergency situations), how to use the panic buttons on 

phones and where they are located, how to use the bomb threat assessment tool, review of 

an active shooter video and how to use the active shooter response card, and how to 

report a student conduct issue through the Student Conduct Report form on the website.    

After each of these items was discussed, participants were given a quiz and survey, which 
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was quickly reviewed, then also given a link to MyMCC for a feedback form for other 

questions or suggestions after the initial training.   

 



 
 

CHAPTER 4 

 

THREAT ASSESSMENT AND REPORTING TRAINING PROGRAM 

 

 This chapter includes the agenda for training and lesson plans including the 

expected outcomes and objectives for each topic of discussion.  Formative assessment 

questions for each lesson are listed.  A quiz, survey, and feedback form were used as 

summative assessment tools.  Also included are survey results from the training that was 

complete on March 28, 2014. 

 
Agenda 

9:00 AM Purpose of Training, Crisis Prevention Team and sub-team purpose 

9:20 AM Emergency-at-a-Glance Poster and Evacuation Maps 

10:00 AM Panic Button  

10:20 AM 10 Minute Break 

10:30 AM Bomb Threat Assessment Tool  

11:00 AM Active Shooter Video and Information Card 

11:30 AM Student Conduct Report Form 

12:15 PM 10 Question Quiz and Survey with quick review 

12:30 PM Feedback form 
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Lesson 1 Outcome: 

• The participant will know why this training is important to the role they are in at 

MCC and the purposes of the Crisis Prevention Team and the four sub-teams. 

Participants will also know the three items every employee should know are 

where the nearest fire extinguisher is located, where the nearest exit is located, 

and the lockdown procedure for their most likely location. 

Objectives: 

• Participants will demonstrate the understanding of the importance of the training 

and the items it contains along with the three items every employee should know 

– the location of the nearest fire extinguisher, where the nearest exit is located, 

and the lockdown procedure for their mostly likely location. 

• Participants will demonstrate knowledge of the purpose of the Crisis Prevention 

Team which is to coordinate procedures and strategies to increase campus safety 

and security in the event of a campus threat to our health, safety and security. 

• Participants will demonstrate knowledge of the purpose each of the sub-teams: the 

Behavioral Intervention Team purpose is to identify and coordinate services or 

intervention strategies for a broad range of troubling student behaviors, the 

Evacuation Team purpose is to develop procedures for crisis situations that 

require evacuation of the buildings, the Lockdowns/Shelter in Place Team 

purpose is to develop procedures for “Lockdown” and “Shelter in Place” for crisis 

situations, and the Emergency Notification Systems Team purpose is to develop 

campus-based emergency alerts and communications plan for all campus crisis 

situations. 
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Formative Assessment: 

Once instruction is complete, ask the following questions: 

• When and why was the Crisis Prevention Team created? 

• How many sub-teams are there and what are the names of those teams? 

• What is the purpose of each sub-team? 

Lesson 2 Outcome: 

• The participant will know how to use the Emergency-at-a-Glance poster and 

locations of evacuation maps in an emergency situation. 

Objectives: 

• Participants will demonstrate knowledge of the Emergency-at-a-Glance poster 

(see Appendix A) purpose which is to give students, staff, and faculty a quick 

reference in case of an emergency. 

• Participants will know how to use each section of the poster Emergency 

Notifications Systems – list of all the emergency contact communication devices, 

Evacuation – list of evacuation procedures for different situations, 

Lockdown/Shelter In Place – list of lockdown procedure, when and why to lock 

down, shelter in place procedures and when and why to use shelter in place 

procedures, and Behavioral Intervention – list of reasons for BIT referral using 

the student conduct form and where the form is located. 

• Participants will know posters are located in all classrooms, offices, restrooms, 

and hallways on campus. 

• Participants will know that evacuation maps (see Appendix B) are located on the 

MCC website at http://www.muskegoncc.edu/pages/1012.asp, on MyMCC portal 

 

http://www.muskegoncc.edu/pages/1012.asp
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at https://mymcc.muskegoncc.edu/studentservices/safety/Pages/default.aspx and 

in hallways, stairwells, classrooms, and other various locations on campus. 

• Participants will know how to read the evacuation map by finding their current 

location on the map, determining the correct emergency symbol, and traveling to 

the nearest location indicated by the symbol. 

Formative Assessment: 

Once instruction is complete, ask the following questions: 

• What are the four sections of the Emergency-At-A-Glance poster? 

• Where are the posters and evacuation maps located? 

• When does notification of an emergency occur over the public address system? 

• What is the quickest way to receive emergency information from MCC? 

Lesson 3 Outcome: 

• Participants will know what the panic button is and its purpose, where it is 

located, what happens when it is pressed, and when to use it. 

Objectives: 

• Participants will understand that the panic button is a line available on most Cisco 

phones used to communicate if a staff/faculty member needs to relay a signal to 

the emergency team. 

• Participants will know what phones have the panic button as there are multiple 

types of phones.  One-line, two-line, and six-line phones are used. Only phones 

with more than one line have the option to have the panic button and must have a 

line free to use. The location of the panic button can be placed where there is an 

 

https://mymcc.muskegoncc.edu/studentservices/safety/Pages/default.aspx
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open line available.  The user can choose which line they would like to use for the 

panic button. 

• Using two demonstration phones for an outgoing call and the incoming call, 

participants will understand what happens on both ends of the call when a panic 

button is pushed.  On the caller end, the line will ring.  On the receiver end, the 

phone sounds an alarm. 

• Participants will know the response team consists of five key members from the 

Crisis Prevention Team, including members of security. Each of those team 

members receives the same sound on their phone at the same time when the 

button is pushed. 

• Participants will understand some examples of when it would be appropriate to 

use the panic button.  This could be if a person is in an office causing a 

threatening situation.  The caller could either talk to the emergency team member 

that answers to explain the problem or could not say anything, depending on the 

situation.  Another situation could be if someone is having a health emergency in 

or near where the caller is located. 

Formative Assessment: 

Once instruction is complete, ask the following questions: 

• What is the panic button used for? 

• What happens when the panic button is pressed? 

• When should you use the panic button?  

BREAK FOR 10 MINUTES 

 

 



26 
 

Lesson 4 Outcome: 

• Participants will know how and when to use the Bomb Threat Assessment Tool 

brochure (see Appendix C). 

Objectives: 

• Participants will understand the five sections of the Bomb Threat Assessment 

Tool brochure: Gather Threat Information, Critical Staff Response, Threat 

Assessment, Actions to Consider, and Reference Information (back of brochure) 

to properly assess a bomb threat call. 

• Participants will understand that the most important part when receiving a call is 

to gather as much information as possible about the bomb and the caller while 

keeping the caller on the phone. 

• Participants will know to keep the brochure by all phones, as anyone could get 

this type of call, as well as, in a classroom desk drawer for easy access.   

Formative Assessment: 

Once instruction is complete, ask the following questions: 

• Where should the Bomb Threat Assessment Tool brochure be located? 

• What are the five sections of the brochure? 

• What is the most important thing to remember when receiving a bomb threat? 

Lesson 5 Outcome: 

• Participants will view what an actual active shooter situation looks like and know 

what actions to take in case of an incident with an active shooter. 
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Objectives: 

• Participants will learn the aspects of what an active shooter scenario by 

watching http://www.youtube.com/watch?v=5VcSwejU2D0, the active shooter 

video, Run, Hide, Fight. 

• Participants will understand how to use the Active Shooter Information Card (see 

Appendix D) and each of the sections How to Respond (Evacuate, Hide Out, and 

Take Action), Information, Coping, Profile, and Characteristics. 

Formative Assessment: 

Once instruction is complete, ask the following questions:  

• What is an active shooter? 

• How are victims selected by an active shooter? 

• What are the three steps of how to respond? 

Lesson 6 Outcome: 

• Participants will understand how, when, why, and what to report on the Student 

Conduct Report Form, including where it is located. 

Objectives: 

• Participants will know the Student Conduct Report 

Form https://publicdocs.maxient.com/incidentreport.php?MuskegonCC, (see 

Appendix F) is located on the website (on the Campus Safety and Behavioral 

Intervention Team pages) and on the MyMCC portal Bookmarks section. 

• Participants will understand how to complete each section of the form – 

Background Information (person completing the report, date, time, and location of 

incident), Reason for Report (why), Involved Parties (the victim(s), witnesses, and 

 

https://mcccomm.muskegoncc.edu/owa/redir.aspx?C=BMM7M8Ye_UeyOKNt9UopirUxIFXgENEIwYbJ8TBrg5t7emS78svAweBjmMDjY1UU2A1DbE4wQxc.&URL=http%3a%2f%2fwww.youtube.com%2fwatch%3fv%3d5VcSwejU2D0
https://publicdocs.maxient.com/incidentreport.php?MuskegonCC
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alleged), Description/Narrative (what actually happened), and Supporting 

Documentation. 

• Participants will know it is important to find out as much information about the 

people involved without causing more harm and the importance of completion of 

the report in a timely manner in order to lessen the chance of another occurrence 

happening.  Many times incidents that go unreported, although they may seem 

minor to one person, they could actually turn into an issue later on.  It is best to 

report the incident to help prevent a larger incident in the future. 

• Participants will know a Counselor, Vice President for Student Services and 

Administration, Dean of Student Life, and Security receive the report and how 

follow up occurs depending on the situation.  

Formative Assessment: 

Once instruction is complete, ask the following questions:  

• Where is the Conduct Report Form located? 

• What are the main sections of the report form? 

• When should an incident be reported? 

• Who receives the report once it is submitted? 

• Why should a report be submitted? 

Summative Assessment:  

• Quiz (See Appendix F) – Explain that the participants should answer based on the 

information that was discussed.  Once complete, have them keep the quiz and 

review the answers, discussing each one if they were wrong 
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• Survey (See Appendix G) – This survey will be used to gather information about 

how successful the participants feel the training was and whether the content was 

appropriate and sufficient. 

• Feedback Form (See Appendix H) – The feedback form will give the participants 

an opportunity to send thoughts, ideas, and questions to the trainer after the 

training is complete.  This way if they think of something once they have left the 

training, they can submit the information for future trainings, as well as, get 

questions answered if needed.  Give link to feedback form located on MyMCC 

portal. 
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Survey Results 

On March 28, 2014, the Threat Assessment and Reporting Training was given to 

the three Student Services Generalists.  The results of the survey are in Table 1.  The 

results of the Feedback Form are listed in Table 2. 

Table 1 
Survey Results 

 Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

The training provided important 
information that will be used in 
the job. 

3    

The trainer was informational and 
able to answer questions. 

3    

I would recommend this training 
to another staff member. 

3    

 
 Advanced Intermediate Beginner None 
Rate your knowledge on the 
subjects discussed prior to this 
training. 

 2 1  

Rate your knowledge on the 
subjects discussed after this 
training. 

2 1   

 
What did you like most about the 
training? 

1. Info was provided that you sometimes forget. 
2. Very informative, learned information very 

useful to my area of work (where I work at). 
3. Informative and effectively communicated the 

importance of this issue – safety. 
What did you like least about the 
training? 

1. Nothing. 
2. Nothing. 
3. Nothing – all important and pertinent. 

Please list up to 2 items you 
would improve, if any. 

1. Updates every so often. 
2. Longer training to offer to all staff. 
3. I feel this training should be repeated twice a 

year to all staff, etc., because if you don’t use 
it, you lose it. 
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Table 2 

Feedback Form Results 

Please list any suggestions you have for the next Threat Assessment and Reporting 
Training. 
 

• Different location other than the Welcome Center 
• More time for training 
• Would have been nice to be able to have more hands on experience for example with 

the panic button, fire alarms, active shooter drills, and to practice the plan for our 
specific department 

• PowerPoint presentation would have been nice to make it easier to follow 
• Lengthier training – was constantly interrupted because of having to help students 

during the training. 
 
 
Please list any questions you thought of after the Threat Assessment and Reporting 
Training. 
 

• Will this training be for all staff/personnel? 
• Where are the fire extinguishers in each area? 
• How often will training occur? 

 
 
 
 
 
 
 
 
 

 



 
 

CHAPTER 5 

 

CONCLUSION 

 

Realizations of the Project Process 

 There were many lessons that were gained throughout this process of writing a 

research-based project on creating a threat assessment and reporting training.  During the 

research process, finding the best practices of other equivalent educational institutions 

was interesting, especially the differences between higher education and K-12 education.  

It was particularly surprising to find out how much work Muskegon Community College 

has already put into this project.  Knowledge in the topics included in the training is 

much greater than it was when this project was first started.  As a staff member on the 

Crisis Prevention Team, there was not a clear awareness of the amount of time, effort, 

and training that has been done by other staff members on campus.  This work has also 

shown the community, staff, faculty, and students that the College as an institution really 

cares about the safety and well-being of its community.  This new atmosphere of being 

aware shows others that MCC is choosing to and not ignore the facts and be proactive by 

trying as much as possible to be prepared in case of an emergency. 

 Although the Crisis Prevention Team and its sub-teams have had training in many 

areas, it has not been consistently clear to those team members what exactly should be 

relayed back to their respective departmental staff.  There are some items that team 
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members do not understand completely themselves. It seemed to be an assumption that 

the team members would tell the non-team members about the available tools.  This 

shows that there really is a need for this training, possibly including team members from 

all four sub-teams.  Being part of a sub-team does not mean that the members will know 

or learn everything available without it being fully explained in training. 

 Lastly, the need for this training in other formats has been suggested.  Because of 

the high number of adjunct faculty and low number of staff for coverage, it is likely that 

not every employee will be able to attend a set training time, even when multiple sessions 

are offered.  Therefore, an online format of training should be available for those 

employees that cannot attend in person.  This training could also be included in faculty 

seminar days for full-time faculty and any adjuncts that can attend.  There is also a New 

Adjunct Faculty Training that occurs prior to each Fall semester, which would be a good 

opportunity to relay the information to that group of faculty. 

Participant Feedback from the Training 

 Information gathered from the Feedback Form indicated the need to have other 

staff members trained on the items on a regular basis with updates at least one-two times 

per year.  Participants stated the need for a non-interrupted training at a location other 

than the Student Welcome Center, which is already planned for future trainings.  The 

training that was conducted had the limitation of being done at the Student Welcome 

Center because there was not coverage for those staff members to leave their stations.  

This was a problem because there were constant interruptions by internal and external 

customers.  This location also caused the trainer to not have the ability to fully show the 

use of the panic button on two demonstration phones without actually causing the team to 
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respond. The trainer was unable to use an electronic presentation using a computer which 

would have been helpful to point out the key information being discussed.  This was 

stated in discussion but not indicated in the feedback form or survey results. An 

electronic presentation (See Appendix I) has since been created for future use. The staff 

indicated the wish to participate in an active shooter scenario in the future, which MCC 

has planned for the Summer 2014 semester.  Lastly, this also showed the trainer and the 

staff that proper training had not been done with the Emergency-At-A-Glance poster, as a 

piece of key information, the location of the nearest fire extinguisher, was missing and 

needed to be filled in at the time of the training. 

Limitations of the Planned Training 

 As planning of the training occurred, the main limitation was finding time to give 

the actual training to staff members.  With MCC, as many other schools, being short-

staffed due to budget cuts and illness, it was difficult to have coverage in a key area long 

enough to train the front-line staff.  Because of this, the training was conducted at the 

Student Welcome Center for only the three staff members in that area, during business 

hours, where many interruptions occurred because the staff had to assist customers as 

they needed help.  This caused delays as the trainer was going through the agenda, 

however, the staff gave full attention and asked many questions throughout the time 

period.  Having a time to give the training without interruptions would be much easier for 

the trainer and the staff receiving the training. 

 This training session was only conducted for three staff members, which is not the 

most efficient use of time for any department and the person giving the training. 

Therefore, the first training has been considered a field test. The preference is to have 
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more participants.  This would help to get more feedback and have larger conversations 

with questions and sharing for more information between staff. 

 Since MCC has many adjunct faculty, there is constant turnover and training that 

needs to occur as new staff and faculty enter into employment.  This is a limitation 

because this training will need to occur regularly as those new members are hired.  This 

will cause more of a one-on-one training, instead of a group training, which causes 

conflict with the problem of time to conduct the training.  Also, keeping the training 

consistent each time it is given could be an additional problem if more than one person is 

conducting the training. 

 Lastly, each person being trained has a different level of knowledge about each of 

the topics, as well as, a different position at the College.  Depending on the position of 

the trainee, the amount of knowledge will vary.  This will be difficult to know ahead of 

time, so some prior research on the staff attending the training will need to be done 

before the training is conducted. 
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Emergency-At-A-Glance Poster 
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APPENDIX B 

 
Evacuation Map 
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APPENDIX C 

 
Bomb Threat Assessment Tool Brochure 
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APPENDIX D 

 
Active Shooter Information Card 
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APPENDIX E 

 
Student Conduct Report Form 
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APPENDIX F 
 

Quiz 
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Threat Assessment and Reporting Training 
Quiz 

 
1. What does the Crisis Prevention Team consist of? 

2. What are the sections of the Emergency-At-A-Glance poster? 

3. Where should a person look for evacuation directions? 

4. Who responds to a panic button call? 

5. What is the most important step when receiving a possible bomb threat? 

6. How should a person respond when gun shots are heard? 

7. What tool can an employee use if the active shooter steps are forgotten? 

8. What type of incident or issue should be reported on the Student Conduct Report form? 

9. Who can report incidents on the Student Conduct Report form? 

10. Who receives the Student Conduct Report form after it is submitted? 

 



 

APPENDIX G 
 

Survey 
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Threat Assessment and Reporting Training 
Survey 

 
 

 Strongly 
Agree 

Agree Disagree Strongly 
Disagree 

The training provided important 
information that will be used in the 
job. 

    

The trainer was informational and 
able to answer questions. 

    

I would recommend this training to 
another staff member. 

    

     
 Advanced Intermediate Beginner None 
Rate your knowledge on the subjects 
discussed prior to this training. 

    

Rate your knowledge on the subjects 
discussed after this training. 

    

     
What did you like most about the 
training? 

 
 
 
 

What did you like least about the 
training? 

 
 
 
 

Please list up to 2 items you would 
improve, if any. 
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Feedback Form 
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Threat Assessment and Reporting Training 
Feedback Form 

 

Please list any suggestions you have for the next Threat Assessment and Reporting 
Training. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please list any questions you thought of after the Threat Assessment and Reporting 
Training. 
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Training Presentation 
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