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SERIOUS INCIDENTS 
 
1. GENERAL: 
 

Serious incidents are unexpected occurrences directly or indirectly involving The 
Citadel, which require a response or action from the college administration; or, which 
have the potential to generate positive or negative publicity regarding the college. 

 
Serious incidents include, but are not limited to, such events as a death, serious 

injury, fire, accident, criminal activity, act of heroism, severe weather or other natural 
disasters affecting the campus. 

 
All members of the Corps of Cadets, day and evening students, faculty, and staff 

of The Citadel are responsible for reporting such occurrences immediately. 
 
2. PROCEDURES: 
 

A. Death of Cadet(s): 
 

1) Individual responsibilities: 
 

Notify the Department of Public Safety. 
 

2) Public Safety responsibilities: 
 

a) Determine the appropriateness of notifying City of 
Charleston Police Department (on-campus death due to vehicle 
accident, homicide or suicide).  Director of Public Safety will 
normally make this determination.  Notify City Police as required.  
If death occurs on campus, the Coroner will also be notified. 
 
b) Notify: 

 
Commandant or Assistant Commandant 
Director of Public Safety (Deputy Director in his absence) 
President (through his office during duty hours) and the Executive 
Assistant 
The Citadel Director of Religious Activities (if unavailable, 
contact The Citadel Episcopal or Catholic Chaplain) 
The Citadel Physician 



Counselor to the Corps of Cadets 
Vice President for Facilities and Engineering 
Vice President for Communications* 
Director of Physical Plant* 
Vice President for Finance and Business Affairs* 
Safety and Risk Management Officer* 

 
*The Director of Public Safety will normally direct which of these should be notified, 
depending upon circumstances. 
 

c) Maintain police blotter, recording actions taken and 
personnel notified. 
 

3) Notification of the next of kin: 
 
The President will make the determination of who notifies the next of kin. 

 
B. Death of Day or Evening Student(s) On Campus: 
 

1) Individual responsibilities: 
 

Notify the Department of Public Safety. 
 

2) Public Safety responsibilities: 
 

a) Determine the appropriateness of notifying the City of 
Charleston Police Department (on-campus death due to vehicle 
accident, homicide or suicide).   Director of Public Safety will 
normally make this determination.  Notify City Police as required.  
If death occurs on campus, the Coroner will also be notified. 
 
b) Notify: 

 
Director of Public Safety (Deputy Director in his absence) 
President (through his office during duty hours) and the Executive 
Assistant 
Vice President for Academic Affairs 
Dean of Undergraduate Studies or the Dean of the College of 
Graduate & Professional Studies as appropriate 
The Citadel Director of Religious Activities (if unavailable, 
contact The Citadel Episcopal or Catholic Chaplain) 

   The Citadel Physician 
   Vice President for Facilities and Engineering 
   Vice President for Communications 
   Director of Physical Plant* 
   Vice President for Finance and Business Affairs* 

Director of Human Resources* (if student was also a Citadel 
employee) 
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   Safety and Risk Management Officer* 
 
*The Director of Public Safety will normally direct which of these should be notified, 
depending upon circumstances. 
 

c) Maintain police blotter, recording actions and personnel 
notified. 

 
3) Notification of the next of kin: 
 
The Vice President for Academic Affairs will confer with the individuals 
listed below to determine the most appropriate notification of the next of 
kin.  He will inform the President and obtain his concurrence before 
proceeding with the actual notification. 

 
The Citadel Director of Religious Activities (if unavailable, 
contact The Citadel Episcopal or Catholic  Chaplain) 
Executive Assistant to the President 
Appropriate Dean (Undergraduate or College of Graduate and 
Professional Studies) 

 
C. Death of Faculty or Staff Member or of a Faculty or Staff Member’s 
Dependent on Campus: 

 
1) Individual responsibilities: 
 

Notify the Department of Public Safety 
 
  2) Public Safety responsibilities: 

 
a) Determine the appropriateness of notifying City of 
Charleston Police Department (on-campus death due to vehicle 
accident, homicide or suicide).  Director of Public Safety will 
normally make this determination.  Notify City Police as required.  
If death occurs on campus, the Coroner will also be notified. 
 
b) Notify: 

 
Director of Public Safety (Deputy Director in his absence) 
President (through his office during duty hours) and the 
Executive Assistant 
Appropriate Department Head 
Vice President for Facilities and Engineering 
The Citadel Director of Religious Activities (if unavailable, 
contact The Citadel Episcopal or Catholic Chaplain) 

 The Citadel Physician 
Director of Human Resources 

 Vice President for Communications* 
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 Director of Physical Plant* 
 Vice President for Finance and Business Affairs* 
 Safety and Risk Management Officer* 

 
*The Director of Public Safety will normally direct which of these should be notified, 
depending upon circumstances. 
 

c) Maintain police blotter, recording actions taken and 
personnel notified. 

 
2) Notification of the next of kin: 
 

The Vice President for Academic Affairs will confer with the 
individuals listed below to determine the most appropriate notification of 
the next of kin.  He will inform the President and obtain his concurrence 
before proceeding with the actual notification. 

 
The Citadel Director of Religious Activities (if unavailable, 
contact The Citadel Episcopal or Catholic Chaplain) 

   Executive Assistant to the President 
   Director of Human Resources 
 

D.      Fire: 
 

1) Individual responsibilities: 
 

Alert individuals in the area. 
Notify fire department. 
Notify Public Safety. 
Assist at scene. 

 
2) Public Safety responsibilities: 
 

a) Dispatch first unit to the scene to: 
 

Evacuate personnel. 
Establish crowd control. 
Set up vehicle traffic control. 
Take actions to control fire. 
Assume command at the scene until fire department and/or  
The Citadel Fire Marshal arrives. 
Brief responding fire fighting personnel. 

 
b) Dispatch second unit (if available) to meet fire department 
vehicles at the gate and lead them to the scene. 
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c) Notify: 
 

The Citadel Fire Marshal (Physical Plant office during duty 
hours) 
Director of Public Safety and Deputy Director 
President (through his office during duty hours) and the 
Executive Assistant 
Vice President for Facilities and Engineering 
Safety and Risk Management Officer 
Vice President(s) responsible for personnel or facilities 
involved 

 Building coordinators(s) of facilities involved 
 
d) Maintain police blotter, recording actions taken and 
personnel notified. 

 
E.      Serious Injury (on-campus): 
 

1) Individual responsibilities: 
 

a) Render immediate fire aid. 
 
b) Summon emergency medical service (EMS) – Dial 911 (9-
911) from a barracks or on-campus office telephone. 

 
c) Notify Public Safety. 

 
d) Remain with injured person until assistance arrives. 

 
2) Public Safety responsibilities: 
 

a) Summon EMS if not already accomplished. 
 
b) Dispatch unit to scene to: 

 
Give “First Responder” care to injured person(s). 
Establish crowd control. 
Set up vehicle traffic controls. 
Gather information, identify witnesses, and obtain other 
information for incident report. 
Assist medical personnel as requested. 

 
c) Contact Sports Medicine (0800-1800 Monday-Friday) if it 
involves an athlete. 

 
d) Dispatch second unit (if available) to gate to escort 
responding emergency vehicles to the scene. 
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e) Notify: 
 

The Citadel Physician 
Director and Deputy Director of Public Safety 
Commandant or Assistant Commandant (only if it is a 
cadet who is injured) 
President (through his office during duty hours) and the 
Executive Assistant 

    Vice President for Facilities and Engineering 
    Safety and Risk Management Officer 
    Director of Physical Plant* 
    The Citadel Director of Religious Activities (if unavailable, 
    contact The Citadel Episcopal or Catholic Chaplain)* 
    Appropriate Department Head* 
    Vice President for Communications* 
    Vice President for Finance and Business Affairs* 
    Director of Human Resources (only if injured person is 

employee)* 
 
*The Director of Public Safety will normally direct which of these is to be notified 
depending upon circumstances. 
 

f) Maintain police blotter, recording actions taken and 
personnel notified. 

 
F.      Serious Injury (Off Campus): 

 
The serious injury of a member of The Citadel student body, faculty or 

staff while off-campus would normally be handled by city or county medical and 
law enforcement personnel.  Should a member of The Citadel community learn of 
such an occurrence, the following will apply: 

 
1) Individual responsibilities: 

 
Notify the Department of Public Safety. 

 
2) Public Safety responsibilities: 

 
a) Notify: 
 

The Citadel Physician 
Director of Public Safety 
Commandant or Assistant Commandant (only if it is a 
cadet who is injured) 
President (through his office during duty hours) and the 
Executive Assistant 

    Vice President for Facilities and Engineering 
    Safety and Risk Management Officer 
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The Citadel Director of Religious Activities (if unavailable, 
The Citadel Episcopal or Catholic Chaplain will be 
contacted)* 

    Appropriate Department Head* 
    Vice President for Communications* 
    Vice President for Finance and Business Affairs* 

Director of the Physical Plant (only if a Citadel vehicle or 
Physical Plant personnel are involved) 

    Director of Human Resources* 
 
*The Director of Public Safety will normally direct which of these is to be notified 
depending upon circumstances. 
 

b) Maintain police blotter, recording actions taken and 
personnel notified. 

 
G.      On-Campus Accidents: 
 

All on-campus accidents, vehicle and otherwise, must be reported as soon 
as possible.  When such an accident is observed by a member of The Citadel 
community, the following actions apply: 

 
1) Individual responsibilities: 
 

Notify EMS (Call 911) if personnel are injured in the accident. 
Notify the Department of Public Safety (953-5114). 
Notify Physical Plant. 

 
2) Public Safety responsibilities: 
 

Notify EMS if injuries are involved and EMS has not already been 
notified. 
Notify Fire Department if fire and/or hazardous materials are 
involved. 

   Dispatch a unit to the scene to: 
 
    Give “First Responder” care to injured person(s). 
    Determine if a fire or hazardous material contamination 
    is involved or imminent. 
    Establish crowd control.  (Evacuate personnel if 

appropriate.) 
    Establish vehicle traffic controls. 
    Gather information, identify witnesses, and obtain other 
    information for accident report. 
    Transport individuals with minor injuries to The Citadel 
    Infirmary, if requested. 
    Assist fire and medical personnel as appropriate. 
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   a) Notify: 
 

The Citadel Physician if injuries, however minor, are 
reported 
The Director of Public Safety and Deputy Director 
Commandant or Assistant Commandant (only if a cadet is 
involved) 

    President (through his office during duty hours) and the 
    Executive Assistant 
    Director of Physical Plant (Physical Plant office during 

duty hours) 
    Safety and Risk Management Officer 
    Vice President for Academic Affairs 
    Vice President for Facilities and Engineering 
    Appropriate Department Head* 
    Vice President for Communications* 
    Vice President for Finance and Business Affairs* 
    Director of Human Resources* 
 
*The Director of Public Safety will normally direct which of these is to be notified, 
depending upon circumstances. 
 

b) Maintain police blotter, recording actions taken and 
personnel notified. 

 
c) Prepare appropriate accident/incident report. 

 
 

3) Physical Plant responsibilities: 
  
       a) Respond to scene to: 
 

Implement hazardous materials (HAZMAT) warnings and 
procedures, if appropriate. 

    Evaluate contributing factors to the accident from a real 
    property and/or vehicle viewpoint. 
    Determine appropriate physical repair requirements. 
    Initiate accident prevention measures as appropriate. 
 

H.       Off-Campus Accidents Involving Citadel Personnel or Property: 
 

All off-campus accidents, vehicle and otherwise, must be reported as soon 
as possible when observed by a member of The Citadel community.  In such 
instances, the following actions apply: 

   
1) Individual responsibilities: 
 

a) Notify the Department of Public Safety. 
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b) Notify the Physical Plant. 

 
2) Public Safety responsibilities: 
 

a) Gather information, identify witnesses, and obtain other 
information for the accident report. 
 
b) Ensure that The Citadel Physical Plant has been notified in 
all cases involving Citadel real property or vehicles. 

 
c) Determine whether or not the news media has been notified 
and if publicity is expected. 

 
d) Notify: 

 
The Citadel Physician if injuries, however minor, are 
reported 
Director of Public Safety and Deputy Director 
Commandant or Assistant Commandant (only if a cadet is 
involved) 
President (through his office during duty hours) and the 
Executive Assistant 
Vice President for Facilities and Engineering 
Safety and Risk Management Officer 
Appropriate Department Head* 
Vice President for Communications* 
Director of Human Resources* 
Vice President for Finance and Business Affairs* 

 
*The Director of Public Safety will normally direct which of these is to be notified 
depending upon circumstances. 
 

e) Maintain police blotter, recording actions taken and 
personnel notified. 

 
I. Criminal Activity: 

The occurrence on The Citadel campus or the involvement of a member of 
The Citadel Corps of Cadets, day/evening student, faculty, staff or campus 
dependent, as the suspect or victim in an incident will be immediately reported by 
the first member of The Citadel community learning of the occurrence.  Incidents 
include, but are not limited to, murder, rape, robbery, aggravated assault, simple 
assault, burglary, motor vehicle theft, liquor law violations, drug abuse, weapon 
possession violations, driving under the influence, theft (grand and/or petty 
larceny), trespass, hazing, telephone violations, computer violations, ATM card 
violations, and mail violations.  The following responsibilities apply: 

 
1) Individual responsibilities: 
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Notify the Department of Public Safety. 

 
2) Public Safety responsibilities: 
 

a) Initiate an incident report and investigation as necessary. 
 
b) Contact the appropriate law enforcement agency (agencies) 
as necessary to ascertain the facts in the situation. 

 
c) If a member of the Corps of Cadets has been accused or is 
involved as a victim: 

 
Notify the Commandant immediately.  In his absence, 
notify the Assistant Commandant or Officer of the Day. 
Determine whether or not it is appropriate to have an 
offending cadet released to Public Safety custody; if so, 
follow standard operating procedures to accomplish same. 
Determine the current location and disposition of cadet 
victims.  Notify in accordance with injured cadet 
notification procedures.  (See paragraph 2.f.2)a. above.) 

 
d) Notify: 
 

Director of Public Safety and Deputy Director 
President (through his office during duty hours) and the 
Executive Assistant 
Vice President for Academic Affairs* 
Appropriate Vice President* 
Vice President for Communications* 

 
*The Director of Public Safety will normally direct which of these is to be notified, 
depending upon circumstances. 
 

e) Maintain police blotter, recording actions taken and 
personnel notified. 

 
J. Act of Heroism: 

 
Upon learning that a member of the student body, faculty, staff, Board of 

Visitors, or an alumnus of the college has performed an act of heroism, members 
of The Citadel community will notify the Director of Pubic Affairs.  The Vice 
President for Communications will: 

 
1)      Verify the facts involved in the incident. 
 
2)       Inform the President and Executive Assistant. 
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3) Inform the Commandant or Assistant Commandant (if a cadet is 
involved). 

 
4) Inform the appropriate department head. 

 
5) Recommend to the President the appropriate recognition and 
arrange for news media coverage. 

 
K. Severe Weather/Earthquake Damage: 
 
 (1) Individual responsibilities: 

 
Notify the Department of Public Safety immediately. 
Return to the scene of the damage to safeguard the area until 
the Public Safety officer arrives. 
Assist the Public Safety Officer in warning persons in the area, 
controlling traffic, and otherwise preventing further damage or 
injury. 

 
2) Public Safety responsibilities: 
 

a) Dispatch a unit to scene of damage to: 
 

Evaluate the situation, report the extent of damage and 
determine the appropriate response elements from the 
Physical Plant, off-campus utility (gas, electrical, water) or 
the Fire Department required. 
Remain at the scene to control traffic and direct the arrival 
of appropriate Physical Plant and/or other responding 
personnel.  
Take charge of damaged area to ensure that further damage 
and injury are kept to a minimum. 
Interview witnesses, gather information, and prepare a 
preliminary incident report. 

 
b) Notify: 
 

Director of Physical Plant 
Director of Public Safety and Deputy Director 
President (through his office during normal duty hours) and 
the Executive Assistant 
Vice President for Academic Affairs* 
Vice President for Facilities and Engineering 
Safety and Risk Management Officer 
Vice President for Communications* 
Commandant* 
Department Head(s)* 
Building monitor(s)* 
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Janitorial personnel* 
 
*The Director of Public Safety will normally direct which, if any, of these individuals are 
to be notified depending upon the circumstances. 
 

c) Maintain police blotter, recording actions taken and 
personnel notified. 
 

L. Other Incidents: 
             

Any incident which has a recognized potential for news media interest will 
be reported by the first individual aware of the incident.  Examples of such 
incidents include, but are not limited to, scandal involving an individual(s) 
closely identified with the college, allegations concerning illegal or 
immoral activities at the college, allegations of major personnel changes 
or firings at the college, and rumors of pending changes affecting the 
Corps of Cadets.  The following responsibilities apply: 
 
1) Individual responsibilities: 
 

Notify the Executive Assistant to the President. 
Refrain from commenting on the incident or situation to other 
individuals or to the news media until the facts can be ascertained. 

 
1)       Executive Assistant responsibilities: 
 

Alert the President to the situation. 
If criminal activity is alleged, contact the Department of Public 
Safety. 
Contact the appropriate department head to ascertain the facts as 
known to him or her. 
If warranted, appoint an appropriate fact-finding investigative 
panel of officers to determine the facts and report the same to the 
President. 
Alert the Vice President for Communications to the situation. 

 
3) Public Safety responsibilities: 
 

Initiate actions in accordance with Paragraph 2.i. above if criminal 
activity is alleged. 

 
3. ADMINISTRATION: 
 

Each director or office manager in the college will prepare appropriate office 
instructions or checklists to ensure that all personnel have the necessary guidance to 
implement this memorandum.  A copy of these instructions/checklists will be forwarded 
to the Department of Public Safety to be filed with the original memorandum. 
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4. RESCISSION: 
 

This memorandum rescinds Memorandum No. 15 dated 22 May 1995. 
 
 FOR THE PRESIDENT: 
 
 
 
 
OFFICIAL      CHARLES B. REGER 
       Colonel, USAF, Retired 
       Executive Assistant to the President 
 
DISTRIBUTION: 
    B 
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