Instructions for Global Program Coordinators:  Submit this document along with a list of names and ID numbers of all program participants to Campus Safety at campussafety@scu.edu.

Global Programs Emergency Contacts for Campus Safety

Country(ies):      
Departure Date:
Return Date:

Program Name:      
Name of SCU Department Responsible for Program:
Important Background for Campus Safety:

· This information pertains only to students in the attached list.

· We do not maintain on-call staff. 

· During business hours forward calls to office or call work phones, not cell/home phones. 

· We will ascertain whether this is time-sensitive or an emergency and respond in keeping with our normal business practices.  Please do not advise callers of any particular action that will be taken as situations vary widely.

Essential Details for Campus Safety to Convey in a Phone Call, Voicemail or Text:

When you call us we need to know:
1. Caller First and last name
2. Caller relationship to person calling about
3. Caller contact information:
4. First and last name of the student/participant involved:
5. Country in which the student/participant is currently:
6. Name of program abroad?
7. SCU ID#?
8. Detailed description of the situation:  (What happened to whom, when and where?)
9. Contact information for the student/participant, if different from caller:
10. Who among the contacts below have you already contacted/left a message for? 
3. CONFIDENTIAL Personnel Contacts for Critical Incidents:
	Department Name
Business Hours: Monday - Friday, 8:00 a.m. - 12:00 noon; 1:00 - 5:00 p.m., Pacific Time
Please wait 45 minutes for a response from Contact #1 before calling Contacts #2, #3, #4.

	Contacts
	Name
	Telephone

	#1
	Name, Title
	1. Direct Office XXXX

2. Main XXX-XXXX

3. Cell Outside Business Hours

	#2
	Name, Title
	1. Direct Office XXXX

2. Main XXX-XXXX

3. Cell Outside Business Hours

	#3
	Name, Title
	1. Executive Assistant

2. Direct

3. Cell Outside Business Hours

	#4
	Office of Student Life On-Call
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